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Monday, November 24, 2025 6:30 PM Council Chambers  

1. CALL TO ORDER 

2. PLEDGE OF ALLEGIANCE 

3. ROLL CALL 

4. APPROVAL OF AGENDA 

5. APPROVAL OF MINUTES 

 a. Regular Meeting Minutes of November 10, 2025 

6. COMMUNITY COMMENTS 

 The Community Comments portion of the meeting is an opportunity for citizens to address Council. Citizens may 
wish to bring matters to the attention of City Council or discuss items on the agenda with the exception of legislation 
scheduled for a public hearing. Comments related to a public hearing may only be made during the Public Hearing 
portion of the meeting.  
 
Before addressing City Council, members of the public are asked to complete a speaker’s form and give it to the 
Clerk of Council. The Council President will invite speakers to step to the microphone and give their name and 
address. All remarks should be addressed to Council as a whole and not exceed three minutes. 

 a. ELA Enriched Kids Presentation 

7. COMMUNICATIONS 

 a. October Treasury Board Meeting Minutes 

 b. Community Shelter Board Information 

8. REPORTS 

 a. Development, Parks & Recreation Committee 

 1. An Ordinance Authorizing the Mayor to Enter into a Contract with Builderscape, Inc. for 
the JFK Park Pickleball Improvements Project, Appropriate Funds Therefor, and 
Declaring an Emergency 

 b. Public Safety, Law & Courts Committee 
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 1. A Resolution Authorizing the Reynoldsburg Police Department to Submit an Application 
for the Drones for First Responders Pilot Program Grant 

 c. Public Service & Transportation Committee 

 1. An Ordinance Authorizing the Mayor to Enter into a Contract with Compton Construction 
for Design and Construction Services   

 2. An Ordinance Authorizing the Mayor to Grant Columbia Gas of Ohio, Inc. a Gas Pipeline 
Easement (8,308.4 +/- Square Feet), and Declaring an Emergency   

 3. An Ordinance Authorizing the Mayor to Accept the Funds from the Ohio Bureau of 
Workers Compensation (BWC) Safety Intervention Grant for the Purchase of a Portable 
Traffic Signal from A & A Safety, and Declaring an Emergency  

 4. A Resolution Authorizing the Mayor to Accept Public Infrastructure Associated with 
Summit Crossing, Sections 1A and 1B 

 5. A Resolution Authorizing the Mayor to Accept Public Infrastructure Associated with 
Spring Hill Farms, Sections 4A and 4B   

 d. Finance & Administration Committee 

 1. Worksession - 2026 Budget 

  An Ordinance to Make Final Appropriations for Expenses and Other Expenditures for the 
City of Reynoldsburg, State of Ohio, During the Fiscal Year Ending December 31, 2026, 
and Declaring an Emergency 

 2. An Ordinance to Transfer Funds Among Various General Fund Accounts, and Declaring 
an Emergency 

 3. A Resolution Authorizing the Mayor to Enter into a Service Agreement Contract with 
Kirch Group Technologies, LLC (KGT) for Information Technology Services for the 
Period of January 1, 2026 through December 31, 2026 and Waive Competitive Bidding 

 4. A Resolution Authorizing the Mayor to Enter into a Contract for City Cyber Insurance for 
2026 and Waive Competitive Bidding   

9. RESOLUTIONS - CONSENT AGENDA 

 a. A Resolution Authorizing the Reynoldsburg Police Department to Submit an Application for 
the Drones for First Responders Pilot Program Grant 

 b. A Resolution Authorizing the Mayor to Accept Public Infrastructure Associated with Summit 
Crossing, Sections 1A and 1B 

 c. A Resolution Authorizing the Mayor to Accept Public Infrastructure Associated with Spring 
Hill Farms, Sections 4A and 4B   

 d. A Resolution Authorizing the Mayor to Enter into a Service Agreement Contract with Kirch 
Group Technologies, LLC (KGT) for Information Technology Services for the Period of 
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January 1, 2026 through December 31, 2026 and Waive Competitive Bidding 

 e. A Resolution Authorizing the Mayor to Enter into a Contract for City Cyber Insurance for 
2026 and Waive Competitive Bidding 

10. CONSENT AGENDA FOR EMERGENCY ADOPTION 

 a. An Ordinance Authorizing the Mayor to Grant Columbia Gas of Ohio, Inc. a Gas Pipeline 
Easement (8,308.4 +/- Square Feet), and Declaring an Emergency 

 b. An Ordinance Authorizing the Mayor to Accept the Funds from the Ohio Bureau of Workers 
Compensation (BWC) Safety Intervention Grant for the Purchase of a Portable Traffic Signal 
from A & A Safety, and Declaring an Emergency 

11. CONSENT AGENDA FOR FIRST READING 

 a. An Ordinance Authorizing The Mayor To Enter Into A Contract With Builderscape, Inc. For 
the JFK Park Pickleball Improvements Project, Appropriate Funds Therefor, and Declaring 
an Emergency 

 b. An Ordinance Authorizing the Mayor to Enter into a Contract with Compton Construction for 
Design and Construction Services 

 c. An Ordinance to Transfer Funds Among Various General Fund Accounts, and Declaring an 
Emergency 

12. CONSENT AGENDA FOR SECOND READING 

 a. An Ordinance to Amend the Personnel Procedure Manual Regarding Separation, 
Compensatory Time, Inclement Weather, Sick Leave Conversion, FMLA, Donated Leave, 
Vacation Leave, Prior Service Credit, Holidays, Workers Compensation, City Clothing, 
Investigations and Discipline, and Declaring an Emergency 

 b. An Ordinance to Amend Chapter 160 Employee Compensation, 160.01 Definitions - 
Employee Service Date and Prior Service Credit, 160.02 Authorized Positions, Personnel, 
Classification and Pay Grade, 160.03 Salary Schedule, 160.04 Other Compensation,160.07 
Longevity, 160.11 City Clothing, 160.12 City Clothing (Senior Police Management), 160.13 
Paid Family Leave, Adding Section160.14 Acting Interim Pay, and Declaring an Emergency 

13. OTHER COUNCIL MATTERS 

14. UPCOMING MEETINGS 

 a. December 4, 2025 Planning & Zoning Board  
December 8, 2025 Council 
December 15, 2025 Council 
December 18, 2025 Planning & Zoning Board 
December 24 & 25, 2025 Christmas Holiday  City Offices Closed 
December 31, 2025 New Year's Eve  City Offices Closed 
January 1, 2026 New Year's Day  

15. ADJOURNMENT 
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MINUTES REGULAR MEETING 

REYNOLDSBURG CITY COUNCIL 
November 10, 2025  

CALL TO ORDER 

Council President Shanette Strickland called the meeting to order at 6:30 PM.  

PLEDGE OF ALLEGIANCE 

ROLL CALL 

PRESENT:  Cotner, Baker, Johnson, Strickland, Towns, Salvati, Pyakurel, Hill 
ABSENT:     

APPROVAL OF AGENDA 

The agenda was approved as submitted. 

APPROVAL OF MINUTES 

 Regular Meeting Minutes of October 27, 2025 

 The regular meeting minutes of October 27, 2025, were approved as submitted.  

COMMUNITY COMMENTS 

Community Comments 
 
John Seryak 
8322 Bedlington Drive 
Mr. Seryak explained that he was here to represent Reynoldsburg Reads, which was a 
grassroots movement that began in Reynoldsburg this past June. The group can be 
seen around the City reading once a week and enjoying each other's company. They 
met in City Council Chambers today because of the weather, and were grateful that 
Councilmember Salvati helped make that happen. He stated that the group has been a 
very enjoyable endeavor, and they would love to see more people join. Mr. Seryak 
explained that this activity began because of the empty benches on East Main Street. 
He noticed that no one ever stopped to sit on the benches and explained that literacy 
rates in the country were declining, so a group of people started to meet on the 
benches once a week to read independently and discuss their books as a group after. 
He stated that the group could also be found on Facebook as Reynoldsburg Reads.  
 
President Strickland thanked Mr. Seryak for starting this group and was glad to see 
more community engagement.  
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Mayoral Comments 
 
Mayor Begeny 
 
Mayor Begeny stated that on Tuesday, November 11th, the City of Reynoldsburg and 
the VFW on Waggoner Road will be hosting a Veterans Day ceremony at 1pm. He also 
stated that there will be no change in trash pickup this week and if residents have 
pumpkins or political signs they would like to throw away or recycle, they can bring 
them to City Hall.  
 
Mayor Begeny explained that they plan to present the budget at the Council meeting 
on November 24th. 

 African American Male Wellness Presentation 

 Kendall White, Program Manager of the African American Male Wellness Agency, 
expressed his sincere gratitude for the opportunity to present before Reynoldsburg 
City Council. He admired the work Council did in the community and observed that 
same dedication in action in the events held in Reynoldsburg.  He added that it 
was an honor to connect with Council in a professional capacity and wanted to 
share how his agency was serving residents across Franklin County—particularly 
in Reynoldsburg.  As a new Program Manager with the African American Wellness 
Agency, his role was to help build meaningful partnerships across the state of 
Ohio.  One of AAMWA's main programs was to offer the Black Men's Wellness 
Day.  Black Men's Wellness Day isn’t just an event – it's a movement. It's about 
understanding the health disparities that exist, taking actionable steps towards 
better health, and celebrating the strength and resilience of our community.  It was 
an event that was fun, but provided an opportunity for men to seek health 
information in a relaxed atmosphere.  He wanted to ensure that Reynoldsburg’s 
leadership had a seat at the table and remained actively involved in upcoming 
events and initiatives. He looked forward to continuing this important work 
alongside the City—serving those who needed it most. The City could always 
count on the African American Male Wellness Agency to show up, support, and 
partner in the community.  Thank you again for your leadership and partnership. 
He looked forward to staying connected to continue this vital work together.  (A 
video showing the work AAMWA did was shown to Council.) 
 
Councilmember Baker thanked AAMWA for bringing their presentation to 
Reynoldsburg and understood the need to encourage men to seek medical care. 
 
 
  

PROCLAMATIONS 
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 A Proclamation Recognizing the Reynoldsburg FRC Team 4085 for Their 

Efforts to Support STEM Outreach Experiences 

 Councilmember Pyakurel read the Proclamation. 
 
Councilmember Towns stated that she was able to attend the event on Saturday, 
and she was so impressed by everything their team does and wanted to 
encourage them to continue doing great work. She thanked Team 4085 for the 
invitation to their event.  
 
Councilmember Salvati made a motion to approve this Proclamation. Second by 
Councilmember Baker. Motion carried. 
 
Josie Nutter stated that she is a sophomore and this was her first year on the 
robotics team. She thanked Council for this Proclamation, recognizing their efforts 
to support STEM outreach and experiences for the community. This recognition is 
not just a celebration of the team's handwork and dedication, it speaks to the 
importance of STEM and its continued existence in their district and community. 
Since their founding in 2012, Technical Difficulties has worked tirelessly to provide 
more STEM opportunities to young people in the community through three main 
outreach initiatives: women in STEM, refugee immigrant STEM experiences 
(RISE), and First Lego League. Team 4085 actively works to make science, 
technology, engineering, and math a field where everyone, regardless of gender, 
can find a sense of belonging. They are able to design initiatives and events that 
are reflective of its members and the communities they serve.  
 
Aditi Pyakurel explained that she is a senior and this is her third year on the team 
where she currently serves as the marketing supervisor. She originally joined the 
team because many of her friends were on the team but decided to stay because 
Team 4085 is more than just a robotics team. She stated that she enjoys the 
marketing side of the robotics team because they are able to introduce and spread 
STEM in their community. She has had the opportunity to work with different 
organizations, interact with the community in new and exciting ways, and advocate 
to the City and State level politicians about the importance of STEM and their 
team. She recently had the chance to organize the 4085's inaugural Women in 
STEM Conference. She was able to attend a Women in STEM panel at a robotics 
competition. She stated that they were so insightful, but they were all chemical 
engineers. She knew that there were so many more opportunities for women in 
STEM besides being a chemical engineer, so she started to design an event that 
would be more representative of all opportunities for Women in STEM. Over the 
next 6 months, with the help of her teammates and coaches, she was able to 
create the Women in STEM and National STEM Day event. While she does not 
plan on going into a traditional STEM field, she stated that being on this team has 
taught her so much about teamwork, organization, and what it means to be a 
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leader. 
 
Aiden Slisher stated that he is a junior and this is his third year on Team 4085. He 
serves as the business lead. However, that is not really where his journey began 
with this team. For 4 years, he watched his brother be a member of this team and 
his dad mentor the team. He heard them talking almost every night during the 
season about the team and all the incredible work the team does, and he was 
even able to attend some meetings with them. When he joined the team as a 
freshman, he began working on the First Impact Award. The First Impact Award 
celebrates the team that embodies the mission of First, which is using robotics in a 
way to teach life skills to build a better world. This requires three elements: an 
executive summary that addresses a short list of questions provided by First, an 
essay that discusses your team's impact on the community, and an in-person 
presentation that summarizes the information in an engaging way. He has seen 
the most personal growth through working towards this award. He used to be 
much more shy and never imagined he would be volunteering to speak publicly 
and have the confidence to approach new people and start a conversation. This 
forced him to step out of his comfort zone, which gave him the opportunity to 
practice speaking and collaborating with others and develop his leadership skills.  
 
Fenet Mosissa stated that this is her fourth year on the team, and she currently 
serves as a bill supervisor. When she joined as a freshman, she did not know 
anything about robotics. She joined the mechanical subteam to build confidence 
and knowledge. Over time, she learned more about tools, teamwork, and problem-
solving. She eventually became the mechanical leader her junior year and is now 
the bill supervisor. She has always valued organization and taking initiative and 
the Robotics team has allowed her to bring those traits to life. As a leader, she had 
the chance to lead initiatives for RISE, help with outreach events, and mentor new 
members as they found their own paths. There have been many moments on this 
team that are unforgettable. She doesn't see herself as just a leader, but a 
teammate. Robotics isn't just about one person; it is a collaboration where they 
work and learn as a team to build something meaningful. Team 4085 has taught 
her how to collaborate, lead with a purpose, and grow alongside others who share 
the same passion.  
 
Anika Som stated that she is a freshman and this is her first year on the team. She 
explained that they are more than just robots. As they strengthen their program 
through outreach and engineering, they ensure the sustainability of the team by 
sharing STEM with younger generations. By introducing these skills and 
opportunities, they keep the team alive and continue to spread the message of 
First. They are grateful to the City of Reynoldsburg and the community leaders 
that acknowledge the importance of education and support youth-driven initiatives. 
Their team is entirely self-funded through sponsorships and grants. They accept 
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this Proclamation with pride and with a renewed commitment to continue their 
outreach, expand their impact, and build a future where every young mind has the 
opportunity to explore, learn, and lead through STEM. She thanked the Council for 
the Proclamation and their support and encouragement.  
 
President Strickland thanked them for the invitation to attend and participate in 
National STEM Day. She is proud of the work they do and enjoys seeing young 
people doing the work and working as a team.  
 
Councilmember Pyakurel wanted to recognize Aaron and Alana for their handwork 
that makes this team possible and the opportunities they have given these 
students.  
 
Councilmember Baker asked how long it took to build the robot they brought to 
Council. Fenet stated that this was an older robot that they remodeled, and the 
remodel alone took around 2 months. 

REPORTS 

 Clerk of Courts Report for October 2025 

 The Clerk of Court submitted monies collected from the courts held in October 
2025 in the amounts of $30,908.00.  

 Liquor Permits 

 Khan Brothers Food Mart 

 Chief Baker advised that the investigation was completed for a transfer of a liquor 
permit for 1735 Brice Road LLC, located at 1735 Brice Road.  The restaurant is 
doing business as Pop-A-Top carry out. The permit was being transferred to Khan 
Brothers Food Mark LLC.  The owner of this business is Irgan Khan.  The liquor 
permit was for a C-1 and C-2 permit class, which allowed for beer, wine, and 
mixed beverages to be sold for carry out only.  The Chief stated that there was 
nothing that would allow for the refusal of this transfer.  He did not recommend the 
City request a hearing for this permit transfer. 
 
Councilmember Baker stated that there had been issues in that area previously 
related to alcohol establishments.  Chief Baker explained that the police have not 
experienced any issues in that area recently, and certainly nothing that could 
prohibit the issuance of this permit.  
  

 Kabab and Curry Bar 
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 Chief Baker explained that the investigation was complete for a new liquor permit 

application for Kabab and Curry Bar LLC, which will operate as a business at that 
location (6563 East Livingston Avenue).  The business was owned by Narayan 
and Krangcha Alley.  The liquor permit was for a D - 1 and D - 3 class permit, 
which was for on-premises consumption of beer in the original sealed container 
carry out until 1 am.  It also allowed for the on-premises consumption of spirituous 
liquor purchased before 1 am.  The Chief advised that there was nothing that 
allowed for the refusal of this permit.  The Ohio Department of Liquor Control 
advised the City that they were not aware of anything that would prevent this 
permit from being transferred.  The Chief did not recommend the City to request a 
hearing for this permit application to be transferred.  

 There is no Development, Parks & Recreation Committee meeting. 

  

 There is no Public Safety, Law & Courts Committee meeting. 

  

 There is no Public Service & Transportation Committee meeting. 

  

 Finance & Administration Committee 

 This is the Finance & Administration Committee meeting for November 10, 2025. 
  
Members in attendance are: Councilmember Salvati, Councilmember Johnson, 
Councilmember Pyakurel, Chair Baker, and President Strickland. 

 An Ordinance to Amend the Personnel Procedure Manual Regarding 
Separation, Compensatory Time, Inclement Weather, Sick Leave Conversion, 
FMLA, Donated Leave, Vacation Leave, Prior Service Credit, Holidays, 
Workers Compensation, City Clothing, Investigations and Discipline, and 
Declaring an Emergency 

 Director Cornell stated that she has requested Council's approval for some 
updates to the PPM (Personnel Procedure Manual). These adjustments mainly 
aim to streamline the PPM by addressing some overlapping content found in both 
the PPM and Chapter 160, as well as providing clarifications.  She also added a 
section titled Separation, and combined everything in the PPM pertaining to 
separation into one area and made some clarifications regarding inclement 
weather regarding essential vs non-essential employees.  
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Councilmember Baker made a motion to forward this Ordinance to Council for a 
first reading. Second by Councilmember Johnson. Motion carried. 

 An Ordinance to Amend Chapter 160 Employee Compensation, 160.01 
Definitions - Employee Service Date and Prior Service Credit, 160.02 
Authorized Positions, Personnel, Classification and Pay Grade, 160.03 
Salary Schedule, 160.04 Other Compensation,160.07 Longevity, 160.11 City 
Clothing, 160.12 City Clothing (Senior Police Management), 160.13 Paid 
Family Leave, Adding Section160.14 Acting Interim Pay, and Declaring an 
Emergency 

 Director Cornell stated that the changes to Chapter 160 are mainly clean-up due to 
overlapping content found in both the PPM and Chapter 160. Also in the packet, 
the eligibility for paid parental leave has been changed to leave immediately upon 
the birth or placement of a child.  
 
Councilmember Baker made a motion to forward this Ordinance to Council for a 
first reading. Second by Councilmember Pyakurel. Motion carried. 

CONSENT AGENDA FOR FIRST READING 

These items stand for a first reading. 

 An Ordinance to Amend the Personnel Procedure Manual Regarding 
Separation, Compensatory Time, Inclement Weather, Sick Leave Conversion, 
FMLA, Donated Leave, Vacation Leave, Prior Service Credit, Holidays, 
Workers Compensation, City Clothing, Investigations and Discipline, and 
Declaring an Emergency 

 An Ordinance to Amend Chapter 160 Employee Compensation, 160.01 
Definitions - Employee Service Date and Prior Service Credit, 160.02 
Authorized Positions, Personnel, Classification and Pay Grade, 160.03 
Salary Schedule, 160.04 Other Compensation,160.07 Longevity, 160.11 City 
Clothing, 160.12 City Clothing (Senior Police Management), 160.13 Paid 
Family Leave, Adding Section160.14 Acting Interim Pay, and Declaring an 
Emergency 
 
 
 
 
  

  

CONSENT AGENDA FOR THIRD READING 
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 An Ordinance Authorizing the Mayor to Enter into an Agreement with Media 

Promotion Enterprise (MPE) for the 2026 Tomato Festival 

 RESULT: 8 - 0 (UNANIMOUS) 
MOVER: Councilmember Baker 
SECONDER: Councilmember Salvati 
AYES: Cotner, Baker, Johnson, Strickland, Towns, Salvati, Pyakurel, Hill 

 

OTHER COUNCIL MATTERS 

Councilmember Hill thanked the Mayor and the City for the speed bumps that are 
coming to Retton and Rosehill that she has been advocating for a while. She stated 
that many drivers and parents will be happy about this new addition. 
 
Councilmember Baker gave a shout-out to RPD and a happy Veterans Day. 

 Process for Selecting a New Council President 

 Clerk Prasher asked that Council choose how they would like to proceed with 
selecting a new Council President and when they would like to receive 
applications by and what date they plan to interview candidates. 
 
Councilmember Salvati stated that last year, the Council did this around the same 
time, and they requested that applications be received by the end of November 
with the interviews being at a meeting in December.  
 
Clerk Prasher stated that the December meeting dates are the 8th and the 15th.  
 
Councilmember Salvati stated that they could receive the applications by the end 
of November and then vote at a meeting in December.  
 
Councilmember Cotner stated that the Council cannot vote until the seat is actually 
vacated. Attorney Shook agreed.  
 
Clerk Prasher stated that they could host the interviews at the December 8th 
meeting, President Strickland could resign on December 14th, and Council could 
vote on December 15th with President Pro Temp running the meeting. 
Councilmember Salvati agreed with this schedule. Clerk Prasher would like to 
receive all applications by the end of the business day on December 3rd.  
 
  

Page 12 of 374



 
UPCOMING MEETINGS 

 November 11, 2025 Veteran's Day  City Offices Closed 
November 20, 2025 Planning & Zoning Board 
November 24, 2025 Council 
November 27 & 28, 2025 Thanksgiving Holiday  City Offices Closed 
December 4, 2025 Planning & Zoning Board 
December 8, 2025 Council 
December 15, 2025 Council 
December 18, 2025 Planning & Zoning Board 
December 24, & 25, 2025 Christmas Holiday  City Offices Closed 
December 31, 2025 New Year's Eve  City Offices Closed 

  

ADJOURNMENT 

As there was no further business, Council President Strickland adjourned the meeting. 

  
  

__________________________________________ 
Shanette Strickland, Council President  
  

 
______________________________ 
Mollie Prasher, Clerk of Council 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance Authorizing the Mayor to Enter into a Contract with Builderscape, Inc. 
for the JFK Park Pickleball Improvements Project, Appropriate Funds Therefor, and 
Declaring an Emergency 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
3-read emergency 

REASON FOR EMERGENCY: 
For the financial needs of the City in order to meet contratual deadlines 

STAFF REPORT: 
The City Engineer has reviewed the bid proposals submitted and determined that the lowest 
and best bidder for the project is Builderscape Inc. Therefore, we request authorization for the 
Mayor to enter into a contract with Builderscape Inc. for the JFK Park Pickleball Improvements 
for $760,913.00, with a contingency of 12.025% ($91,500.00), for a total of $852,413.00. 
 
Requesting $852,413.00 be appropriated from the unappropriated Capital Improvement Fund 
(410) into line item 410.000.0202.5659 JFK Park Tennis Court Conversion 
 
Upon project completion, a reimbursement request totaling $150,000 will be submitted to the 
Ohio Department of Natural Resources (ODNR), in accordance with the terms of the awarded 
grant.  
 
AN ORDINANCE AUTHORIZING THE MAYOR TO ENTER INTO A CONTRACT WITH 
BUILDERSCAPE INC. FOR THE CONSTRUCTION OF PICKLEBALL COURTS IN JFK 
PARK, APPROPRIATE FUNDS THEREFOR, AND DECLARING AN EMERGENCY 
 
WHEREAS, the City of Reynoldsburg has determined the need to convert a number of tennis 
courts in JFK Park into pickleball courts to meet a community need; and 
 
WHEREAS, the City Engineer has reviewed the bid proposals submitted for this project and 
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determined that the lowest and best bidder for the project is Builderscape Inc.; and 
 
WHEREAS, the City Engineer has also concluded that Builderscape Inc. has the ability, 
resources, and experience to properly complete the project as well as recommending moving 
forward with a contract for the JFK Park pickleball courts at a cost of $760,913.00 with a five 
percent (12.025%) contingency of $91,310.00 for a total amount of $852,413.00 be awarded to 
Builderscape Inc. 
 
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
 
SECTION 1. That the Mayor is hereby authorized to enter into a contract with Builderscape 
Inc. for pickleball courts in JFK Park in the amount of $760,913.00 with a contingency of 
(12.025%) amount of $91,500.00 for a total of $852,413.00 
. 
SECTION 2. That the funds necessary to carry out the purpose of this Ordinance are hereby 
deemed appropriated and the City Auditor shall establish such project codes as necessary.  
 
SECTION 3. The City Auditor is hereby authorized to appropriate funds from the 
unappropriated Capital Improvement Fund (CIP 410) and appropriate to project number 
410.000.0202.5659 JFK Park Tennis Court Conversion 
.  
SECTION 4. That a portion of this project is reimbursable by the Ohio Department of Natural 
Resources (ODNR), based on the approved grant, to the City of Reynoldsburg; therefore, 
when those funds are returned, they should be deposited into the unappropriated Capital 
Improvement Fund (CIP 410).        
SECTION 5. That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City, and further so that construction can begin as soon as possible in 
order to meet contract deadlines; wherefore upon adoption by Council, this Ordinance shall be 
in effect immediately upon signature by the Mayor. 
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5500 New Albany Road, Columbus, OH 43054 • Phone 614.775.4500 • Fax 614.775.4800 

emht.com 

 

Engineers, Surveyors, Planners, Scientists 

MEMO

Date: October 27, 2025 

To: Donna Bauman, Director of Parks and Recreation, CPRP 

From: Mitchell Yake, EI 

Subject: JFK Park, Pickleball Improvements Project - Bid Results 

Copies: File 

 

EMH&T has completed bid tabulation and analysis. The following is a budget summary for the construction phase of 
the subject project based on bid pricing from contractors and 10% for Contingency. Budget for Construction Services 
is not included, please have DLZ prepare proposal for those services to include in the City’s budget.  
 

 
Base Bid Amount:    $ 385,460.50 

 

Recommended Contingency ( ̴12%):    $ 46,500.00 

 
Additional Bid 1 Amount:     $ 375,452.50  

 

Recommended Contingency ( ̴12%):    $ 45,000.00 

 

Construction Management/Inspection ( ̴12%):     $ 90,000.00 

 
              

 
 

Total Construction Phase Budget:    $ 942,413.00 
 

 
I have attached the Bid Tabulation to this memorandum for your review. The prices for all bids are competitive and 
within reason of our probable engineers estimate. EMH&T has prepared a formal Award Recommendation Letter and 
Notice of Award for the City’s execution. Once the funding legislation is in place, return signed copies of the Notices 
of Award to EMH&T to prepare the contracts to be routed for execution and deliver to City. If you have any other 

questions, please feel free to contact me at 614-775-4209. 
 
 
Attachments: Bid Tabulation 
  Award Recommendation Letters 
  Notice of Award 
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City of Reynoldsburg, Ohio
JFK Park, Pickleball Improvements Project

EMH&T JN: 2025-0293

Bids Received: October 13, 2025

Base Bid

1 CMSC 202 Miscellaneous Removals (Fencing, Net Post) 1 LS $20,000.00 $20,000.00 $24,996.00 $24,996.00 $47,000.00 $47,000.00 $20,000.00 $20,000.00

2 CMSC 253* Full Depth Pavement Repair 25 SY $130.00 $3,250.00 $320.00 $8,000.00 $430.00 $10,750.00 $1,600.00 $40,000.00

3 CMSC 254 Planing, T=1.5" +/- 2,950 SY $5.50 $16,225.00 $11.71 $34,544.50 $8.00 $23,600.00 $18.00 $53,100.00

4 SPEC SPEC Asphaly Sport Court Paving and Surfacing, Complete, As Per Plan 2,950 SY $60.00 $177,000.00 $44.00 $129,800.00 $72.00 $212,400.00 $75.00 $221,250.00

5 SPEC SPEC Pickleball Court Net, Complete, As Per Plan 6 EA $4,500.00 $27,000.00 $1,750.00 $10,500.00 $4,195.00 $25,170.00 $4,200.00 $25,200.00

6 SPEC SPEC Tennis Court Net, Complete, As Per Plan 2 EA $5,500.00 $11,000.00 $2,250.00 $4,500.00 $4,195.00 $8,390.00 $4,000.00 $8,000.00

7 SPEC SPEC Chain Link Fence, Vinyl Coated, Color Black, 4' (Interior) 520 LF $90.00 $46,800.00 $108.00 $56,160.00 $72.00 $37,440.00 $57.00 $29,640.00

8 SPEC SPEC Chain Link Fence and Gates, Vinyl Coated, Color Black, 10' (Perimeter) 680 LF $160.00 $108,800.00 $172.00 $116,960.00 $125.00 $85,000.00 $120.00 $81,600.00

*Contingency Items

BIDDER'S TOTAL FOR BASE BID = $410,075.00 $385,460.50 $449,750.00 $478,790.00

CORRECTED BIDDER'S TOTAL FOR BASE BID = NA NA NA NA

Additional Bid 1

1 CMSC 203 Excavation/Embankment, As Per Plan 1 LS $3,500.00 $3,500.00 $12,500.00 $12,500.00 $4,390.00 $4,390.00 $40,000.00 $40,000.00

2 CMSC 207 Temporary Sediment and Erosion Control, As Per Plan 1 LS $2,200.00 $2,200.00 $3,000.00 $3,000.00 $1,660.00 $1,660.00 $3,000.00 $3,000.00

3 CMSC 608 Concrete Pad, As Per Plan 1,800 SF $25.00 $45,000.00 $20.00 $36,000.00 $24.50 $44,100.00 $35.00 $63,000.00

4 CMSC 608 Asphalt Shared-Use Path, Per R-20 1,600 SF $16.50 $26,400.00 $30.00 $48,000.00 $16.00 $25,600.00 $18.00 $28,800.00

5 CMSC 653 Topsoil Furnished and Placed, T=3" 60 CY $85.00 $5,100.00 $90.00 $5,400.00 $80.00 $4,800.00 $180.00 $10,800.00

6 SPEC 659 Seeding and Mulching 710 SY $3.00 $2,130.00 $2.75 $1,952.50 $6.00 $4,260.00 $6.00 $4,260.00

7 SPEC SPEC Canopy Structure, Complete, As Per Plan 6 EA $35,000.00 $210,000.00 $33,000.00 $198,000.00 $31,000.00 $186,000.00 $23,000.00 $138,000.00

8 SPEC SPEC Bench, Complete, As Per Plan 12 EA $7,500.00 $90,000.00 $5,500.00 $66,000.00 $6,980.00 $83,760.00 $6,200.00 $74,400.00

9 SPEC SPEC Court Number Signage, As Per Plan 8 EA $135.00 $1,080.00 $200.00 $1,600.00 $80.00 $640.00 $1,200.00 $9,600.00

10 SPEC SPEC Paddle Rack, as Per Plan 6 EA $550.00 $3,300.00 $500.00 $3,000.00 $355.00 $2,130.00 $2,000.00 $12,000.00

*Contingency Items

BIDDER'S TOTAL FOR ADDITIONAL BID 1 = $388,710.00 $375,452.50 $357,340.00 $383,860.00

CORRECTED BIDDER'S TOTAL FOR ADDITIONAL BID 1 = NA NA NA NA

A Correct Bidder's Calculated Unit Price: labor + material was incorrectly calculated by Bidder

B Correct Bidder's Total: price x quantity was incorrectly calculated by Bidder

BIDDER'S TOTAL FOR CONTRACT = $798,785.00 $760,913.00 $807,090.00 $862,650.00

BY:

Mitchell Yake, PE

Evans, Mechwart, Hambleton & Tilton, Inc.

5500 New Albany Road

Columbus, OH 43054

Marysville, Ohio 43040

Price Extension

Units

Price

Engineer's Estimate

Massillon, Ohio 44646

Price Extension

Builderscape, Inc.

Extension

10496 Parks Court

Strawser Paving Co. Inc

1595 Frank Road

Columbus, Ohio 43223

Price Extension

Ref. No. Spec

Vasco Sports Contractors

4270 Sterilite Street SE

DescriptionItem No. Quantity

OFFICIAL BID TABULATION Page 1 of 1
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5500 New Albany Road, Columbus, OH 43054 • Phone 614.775.4500 • Fax 614.775.4800 

emht.com 

 

Engineers, Surveyors, Planners, Scientists 

October 27, 2025 
 
Ms. Donna Bauman 
Director of Parks and Recreation, CPRP 
City of Reynoldsburg 
7232 East Main Street 
Reynoldsburg, Ohio 43068 
 
Re: JFK Park, Pickleball Improvements Project 
 
Dear Ms. Donna Bauman, 
 
We have completed our analysis of the bids received on October 13, 2025, for the Reynoldsburg 
JFK Park Pickleball Improvements Project. Based on our review of the public bid results, we 
recommend that the contract be awarded to Builderscape, Inc. for the amount of $ 760,913 for 
the work included under the Base Bid plus Additional Bid 1. Builderscape, Inc. appears to be 
qualified for this type of work, and their prices are competitive compared to recent projects of 
similar scope. Builderscape has completed work in the City in recent years. 
 
Please review the enclosed information. Once City Council authorizes the contracts for construction, 
please have the Mayor sign the Notice of Award and forward it to me.  Once I receive that, we 
will prepare conformed copies of the contract documents and forward them to the selected 
Contractors for execution.  Please do not hesitate to contact me if you should have any additional 
questions. 

 
 

Sincerely, 
 

EVANS, MECHWART, HAMBLETON & TILTON, INC. 
 

 
 
Mitchell Yake, PE 

 
 
Attachments: 
 Bid Tabulation 

Notice of Award 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: A Resolution Authorizing the Reynoldsburg Police Department to Submit an 
Application for the Drones for First Responders Pilot Program Grant 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
The deadline to apply is 11/26/2025. 

STAFF REPORT: 
Requesting approval for the Police Department to apply for the Drones for First Responders 
Pilot Program Grant. Please see attached documentation as well as the website: 
https://drive.ohio.gov/programs/aam/uas/drones-first-responders  
 
A Resolution Authorizing the Reynoldsburg Police Department to Submit an Application 
for the Drones for First Responders Pilot Program Grant 
 
WHEREAS, the Ohio Department of Transportation (ODOT) DriveOhio initiative DFR Pilot 
Program intends to support police, fire, sheriff, and EMS departments in deploying drones for 
emergency response; and 
  
The goals of the program are as follows: • Place DFR technology in hands of first responders 
across different types of organizations and different geographic classifications, and • Maximize 
use of DFR technology to collect data and inform cost-benefit analysis. 
  
 WHEREAS, the goal of the program is to provide first responders with access to drone 
technology, which would allow departments to collect data and provide cost-benefit analysis; 
and  
  
 WHEREAS, the City of Reynoldsburg Police Department is request approval to apply for this 
pilot grant program to secure access to drone technology.  

Page 41 of 374
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 NOW, THEREFORE, BE IT RESOLVED by the Council of the City of Reynoldsburg:  
  
 Section 1: That the Reynoldsburg Police Department is hereby authorized to apply for the 
Ohio Department of Transportation DriveOhio initiative DFR Pilot Program. 
 
 Section 2: That the Reynoldsburg Police Department is authorized to enter into any 
agreements as may be necessary and appropriate for obtaining this grant.  
  
 Section 3:  That upon approval by Council, this Resolution will be effective immediately 
following the signature of the Mayor. 
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Drones for First Responders (DFR) 
Pilot Program 

Request for Application (RFA) Guidelines 

Ohio Department of Transportation & DriveOhio 
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DFR Pilot Program | RFA Guidelines 
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DFR Pilot Program | RFA Guidelines 

1. DFR Pilot Program Overview 
The Drones for First Responders (DFR) Pilot Program was established through Amended Substitute 
House Bill 96, signed into law on June 30, 2025, as part of Ohio’s FY2026–27 Operating Budget. This 
state-funded initiative aims to accelerate the use of drone technology in public safety operations 
across Ohio. 

1.1. DFR Pilot Program Goals 

Led by the Ohio Department of Transportation’s (ODOT) DriveOhio initiative, the DFR Pilot Program 
intends to support police, fire, sheriff, and EMS departments in deploying drones for emergency 

response. The goals of the program are as follows: 

• Place DFR technology in hands of first responders across different types of organizations and 

different geographic classifications, and 

• Maximize use of DFR technology to collect data and inform cost-benefit analysis. 

2. Request for Applications (RFA) Overview 
ODOT, through DriveOhio, is issuing this Request for Applications (RFA) to solicit participation from 

interested and eligible applicants in its DFR Pilot Program. It is anticipated that selected applicants will 
include a diverse mix of agencies across different geographical footprints in Ohio. 

2.1. Eligibility and Funding 
Approximately $2.5 million has been allocated to support eligible public safety agencies in Ohio. 
Police, fire, sheriff, and EMS departments interested in building or expanding drone programs for first 

response are encouraged to apply. 

Eligible applicants include first responders in: 

• Counties 
• Municipalities 
• Townships 

Selected applicants will be reimbursed for a Technical Package that includes hardware, software, 

training, and regulatory support. For more information, please reference Exhibit A (Technical Package) 

of Attachment A (Draft DFR Pilot Program Agreement). 

2.2. RFA Schedule 
Milestones related to the RFA are provided in Table 1 - RFA Schedule. 

Table 1 - RFA Schedule 

RFA Milestone Schedule/Deadline 
RFA Issue Date November 5, 2025 
Application Inquiry Period November 5 – 19, 2025 @ 5 PM EST 
Application Submission Deadline November 26, 2025 

Anticipated Selection Notifications January 2026 

Page 1 November 5, 2025 
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DFR Pilot Program | RFA Guidelines 

3. Submission Guidelines & Questions 

3.1. Submission Guidelines 

1. Access the DFR Pilot Program Application Form on ODOT’s website at drive.ohio.gov/DFR 
2. Complete the application form online. 

o Fill out all required fields accurately. 

o Ensure that all personal, contact, and eligibility information is correct. 
o Please note that the form does not include a “save and continue” option. 

3. Submit the completed application form. 
o After submitting the form, please ensure you get a completed submission confirmation 

screen. 

o Additionally, you will receive a confirmation email by ODOT within a week of your 

submission. If you don’t, please contact us at uascenter@dot.ohio.gov. 

3.2. Questions 
For any questions or further information, please contact: 

ODOT UAS Center 
uascenter@dot.ohio.gov 

Applicants shall include “DFR Pilot Program RFA Questions” in the subject line of the email and shall 

be submitted by no later than 5 PM EST, November 19, 2025. 

Questions and associated responses will be posted anonymously here: drive.ohio.gov/DFR 

The applicant shall not contact any other ODOT Office, including DriveOhio or ODOT District offices, for 

responses to questions and is responsible for monitoring the website for posted responses. 

4. Evaluation and Selection Process 

4.1. Evaluation Process Overview 

ODOT aims to fairly evaluate and select applicants that align with the department’s goals as noted in 
section 1.1. With that said, the evaluation and selection process will be as follows: 

1. Evaluate applications against criteria outlined in Table 2. 

2. Score applications based on scoring breakdown outlined in Table 2. 
3. Shortlist of the highest scoring applications. 

4. If necessary, ODOT reserves the right to interview shortlisted participants prior to final 
selection. 

Page 2 November 5, 2025 
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DFR Pilot Program | RFA Guidelines 

4.2. Evaluation Criteria & Scoring Breakdown 

Table 2 outlines the evaluation criteria and scoring breakdown for submitted applications. 

Table 2 - Application Evaluation Criteria & Scoring Breakdown 

Scoring Element Evaluation Criteria Max Points 
Program Goals and 
Objectives 

The applicant should clearly identify and describe: 25 
• Current public safety challenges, 
• how the DFR Pilot Program will help achieve specific DFR 

goals and outcomes, 
• how the DFR Pilot Program measure effectiveness of the DFR 

program through performance metrics; and 
• how the DFR Pilot Program will align with and enhance their 

existing emergency response protocols. 

Utilization and 

Staffing 
Capabilities 

The applicant should clearly identify and describe: 
• if DFR technology will be a shared resource; and 

• current or planned staffing capabilities. 

15 

Maximum Score 40 

4.3. Selection Announcements 

Following selection, ODOT will notify each selected applicant and provide further instructions for next 

steps via email. 

The results will also be announced in our website at: drive.ohio.gov/DFR. 

5. Use of RFA Responses 
By submitting a response, each applicant agrees that it will not bring any claim or have any cause of 

action against the State of Ohio or any employee of the State, based on misunderstanding concerning 
the information provided or concerning ODOT/DriveOhio’s failure, negligent or otherwise, to provide 
the applicant with pertinent information as intended by this RFA. 

Responses to this RFA are not offers and cannot be accepted by ODOT to form a binding contract. 

ODOT may contact an applicant to seek clarification and further discuss content described within their 

RFA response. The State of Ohio will not pay for any information requested nor is it liable for any cost 

incurred by the applicant. 

Page 3 November 5, 2025 
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ATTACHMENT A – Draft DFR Pilot Program Agreement 
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Drones for First Responders Program Agreement 

ODOT Agreement No. ___ 

AGREEMENT 
BETWEEN THE STATE OF OHIO, 

DEPARTMENT OF TRANSPORTATION 
AND INSERT NAME OF LOCAL GOVERNMENT, OHIO 

FOR DRONES FOR FIRST RESPONDERS PROGRAM 

This Agreement is made by and between the State of Ohio, Department of Transportation, 1980 
West Broad Street, Columbus, Ohio 43223, acting by and through its Director, “ODOT” and the 
Village/City/Township/County of insert, street address, City, Ohio ZIP, “the LOCAL” and shall 
be referred to singularly as “Party” and collectively as “Parties”. 

WHEREAS, the ODOT, has established a Drones for First Responders pilot program 
“DFR”, as provided by Section 755,20 of Am. Sub. H.B. No. 96 of the 136th General Assembly 
“the LEGISLATION”; and 

WHEREAS, the LOCAL on behalf of their insert name of the first responder 
department/division/office, has applied for and been selected as a participant in the DFR; and 

NOW THEREFORE, it is agreed by the Parties as follows: 

1. OBLIGATIONS OF ODOT 

1.1 ODOT, its contractor or agent, will assist the LOCAL with selecting the appropriate 
unmanned aerial vehicle system assets “UAS” and obtaining all required training for use 
in the DFR. 

1.2 ODOT shall reimburse the LOCAL for the cost of the UAS, all required training, and any 
FAA approvals pursuant to section 4 of this Agreement. 

1.3 ODOT, its contractor or agent, will obtain all applicable approvals from the Federal 
Aviation Administration for beyond visual line of sight operations for purposes of the DFR. 

1.4 ODOT, its contractor or agent, will develop a comprehensive approach for community 
acceptance and integration of UAS operations and provide to the LOCAL for use in their 
community. 

2. OBLIGATIONS OF THE LOCAL 

Page 1 of 5 

Page 49 of 374



    
 
 

   
 

   
   

   
 

 
  

 
 

     
 

 
    

  

  
     

 
 

  
 

 
      

  
 

  
 

 
 

   
 

       
  

 
 

  
 

        
 

 
       

  
  

   
      
   

    

  

Drones for First Responders Program Agreement 

2.1 The LOCAL will abide by all requirements, procedures, and guidance listed in the DFR 
Technical Package attached to this Agreement as Exhibit A which is expressly incorporated 
herein and made a part of this Agreement, and all references to this Agreement shall include 
the Exhibits. 

2.2 The LOCAL agrees to select a vendor and purchase their UAS within ninety (90) days of 
the effective date of this Agreement. 

2.3 The LOCAL, at its sole cost, will ensure there is an appropriate site for the UAS including 
power and security and indicated in Exhibit A. 

2.4 The LOCAL agrees to purchase the UAS and pay directly for any additional necessary 
training and FAA approvals.  The LOCAL agrees to be reimbursed for the cost of the UAS, 
all required training, and all FAA approvals pursuant to section 4 of this Agreement.  The 
LOCAL agrees they will only be reimbursed for UAS purchased from vendors that meet 
the DFR requirements, as provided by the LEGISLATION, and all ODOT specifications 
listed in Exhibit A. 

2.5 The LOCAL agrees that all participants in the DFR will complete all required training and 
assist in obtaining all FAA approvals. 

2.6 The LOCAL agrees to sign the data collection agreement with ODOT’s contractor to share 
data and metrics to assist ODOT in its integration of UAS into the statewide infrastructure. 

2.7 The LOCAL will participate in DFR meetings with ODOT, its contractors or agents to 
track goals for reporting and operability. 

3. TERM OF AGREEMENT 

3.1 This Agreement shall commence on date of last signature below and shall expire June 30, 
2027 unless terminated earlier pursuant to paragraph 5.6 of this Agreement. 

4. REIMBURSEMENT 

4.1 ODOT shall reimburse the LOCAL the actual cost of the UAS, all required training and all 
FAA approvals. 

4.2 The LOCAL shall provide ODOT with a final cumulative invoice with all itemized receipts 
showing the details of the total cost of the UAS, all required training, and all FAA 
approvals.  Reimbursement for the UAS, all training, and all FAA approvals shall be made 
in one payment to the LOCAL within thirty (30) days of receipt of a final cumulative 
invoice with all itemized receipts.  The adequacy and sufficiency of a final cumulative 
invoice with all itemized receipts shall be determined solely by ODOT.  If ODOT 
determines that a final cumulative invoice with all itemized receipts is inadequate or 
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Drones for First Responders Program Agreement 

insufficient, or determines that further documentation or clarification is required, the 
burden of providing the required information or documentation is on the LOCAL. ODOT 
shall notify the LOCAL in writing of the inadequacy or insufficiency and may provide any 
information necessary to correct the inadequacy or insufficiency.  If such notification of 
inadequacy or insufficiency is sent, the required payment date shall be thirty (30) days after 
receipt of the corrected a final cumulative invoice with all itemized receipts. 

4.3 Certification of Funds.  It is expressly understood and agreed by the Parties that none of 
the rights, duties and obligations described under this Agreement shall be binding on either 
Party until all relevant statutory provisions of the Ohio Revised Code, including, but not 
limited to R.C. 126.07, have been complied with, and until such time as all necessary funds 
are available or encumbered and when required, such expenditure of funds is approved by 
the Controlling Board of the State of Ohio. 

5. GENERAL PROVISIONS 

5.1 This Agreement shall be to the benefit of and be binding upon the respective Parties herein, 
their successors and assigns. Nothing in this Agreement shall inure to the benefit of any 
third parties.  Nothing stated in this Agreement shall act as a waiver of any immunities or 
defenses available to either Party, either by statute or common law. 

5.2 Either Party may, at any time during the term of the Agreement, request amendments or 
modifications. Requests for amendments or modifications shall be in writing and shall 
specify the requested changes and the justifications for such changes. Should the Parties 
consent to modifications of the Agreement, then an amendment shall be drawn, approved 
and executed in the same manner as the original Agreement. 

5.3 This Agreement shall be governed, construed and interpreted in accordance with the laws 
of the State of Ohio. To the extent that the ODOT is a party to any litigation arising out of 
or relating in any way to this Agreement or the performance there under, such an action 
shall be brought only in a court of competent jurisdiction in Franklin County, Ohio pursuant 
to section 5501.22 of the Revised Code. 

5.4 The State of Ohio and ODOT are self-insured. 

5.5 ODOT, its employees, agents, and contractors are hereby released from any and all liability 
for damage or injury received by the LOCAL, its employees, agents or contractors while 
performing tasks, duties, work or responsibilities as set forth in this Agreement. 

5.6 If the LOCAL breaches or defaults any of the terms or conditions of this Agreement, and 
if that breach is not remedied within thirty (30) days after written notification by ODOT of 
that breach or default, ODOT may terminate this Agreement. 

5.7 ODOT and the LOCAL agree to make a good faith effort to resolve any disputes which 
may arise between them concerning interpretation of, or performance pursuant to, this 
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Drones for First Responders Program Agreement 

Agreement, with the exception of matters identified in this Agreement requiring approval 
solely and finally by ODOT. 

5.8 Ohio Ethics Law: The LOCAL and ODOT, by signing this document, each certify: (1) it 
has reviewed and understands the Ohio Ethics law and conflict of interest laws as provided 
by Chapters 102 and 2921 of the Ohio Revised Code, and (2) will take no action 
inconsistent with those laws. 

5.9 Except as expressly provided herein, neither Party shall have the right to bind or obligate 
the other Party in any manner without the other Party’s prior written consent. 

5.10 It is fully understood and agreed that the LOCAL nor its personnel shall at any time, or for 
any purpose, be considered agents, servants, or employees of ODOT or the State of Ohio, 
or public employees for the purpose of Ohio Public Employees Retirement Systems 
benefits. Nor shall this Agreement be construed as creating joint venture or partnership 
relationship of any kind between ODOT and LOCAL. 

6. NOTICE 

6.1 Notices under this Agreement shall be directed as follows: 

Village/City/Township/County of XXX Ohio Department of Transportation 
Street address DriveOhio/UAS Center 
Village/City, Ohio ZIP 1323 West Blee Road, Room 3000 

Springfield, OH 45502 

7. SIGNATURES 

7.1 Any person executing this Agreement in a representative capacity hereby warrants that 
he/she has been duly authorized to execute this Agreement. 

7.2 Any Party hereto may deliver a copy of its counterpart signature page to this Agreement 
via fax or email.  Each Party shall be entitled to rely upon a facsimile or electronic signature 
of any other Party delivered in such a manner as if such signature were an original. 

(the remainder of this page has been intentionally left blank) 
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Drones for First Responders Program Agreement 

The Parties hereunto have caused this Agreement to be executed by officials thereunto duly 
authorized as of the day and year last written below. 

VILLAGE/CITY/TOWNSHIP/COUNTY OF XXX 

By: ____________________________ 

Printed Name: ____________________ 

Title: ______________________ 

Date: _____________________________ 

STATE OF OHIO 
Department of Transportation 

By: _____________________________ 
Pamela Boratyn, Director 

Date: ____________________ 
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EXHIBIT A 

Technical Package 
Drones for First Responders (DFR) Pilot Program 

Ohio Department of Transportation & DriveOhio 
November 4, 2025 
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Drones for First Responders Pilot Program | Technical Package 

Overview of the Technical Package 

What will be awarded for this pilot program: 

The DFR Technical Package equips selected local governments (Awardees) with a turnkey, standards-
aligned capability to plan, launch, and evaluate Drone-as-First Responder (DFR) operations. Each award 
will include an assortment of hardware, software, training, installation, and advisory support sufficient 
to achieve repeatable DFR launches and contribute data for statewide evaluation. 

What’s Included (scope may be tailored to site conditions): 

1. Drone-in-a-Box (DIAB) System(s) & Installation 
• Dock hardware, weather enclosure, controller hardware, and integration cabling. 
• On-site setup/commissioning; initial acceptance testing; safety interlocks verification. 
• Power/backhaul specifications finalized during pre-install review. 

2. Integrated Aircraft Solution 
• National Defense Authorization Act (NDAA)-compliant aircraft compatible with DIAB system; 

aircraft manual and required registration documentation; mission accessories. 
• Spare/backup batteries and charging equipment sized to expected launch tempo. 

3. Training & Operational Templates 
• Initial training (Part 107 intro or refresher, as needed), virtual DFR training, and standardized 

Standard Operating Procedure (SOP)/Concept of Operations (CONOPS) templates covering 
dispatch-to-launch, abnormal/emergency, data handling, and maintenance. 

4. Software & Licenses (12-24 months) 
• Mission planning, fleet management, telemetry logging, maintenance tracking, and records 

retention; integration support for Computer Aided Dispatch (CAD)/Real-Time Crime Center 
(RTCC) where feasible. 

• Access to drone deconfliction and management services (e.g. Unmanned Aircraft System 
Traffic Management (UTM), Detect and Avoid (DAA)). 

5. Community-Facing Transparency (Optional) 
• Assistance to configure a public dashboard with non-sensitive indicators (e.g., launches by 

time window/zone), aligned to agency policy. 
6. Regulatory/Authorization Support 

• Advisory support and templates for FAA Certificates of Authorization (COAs)/waivers 
relevant to DFR missions (e.g., night, operations over people, and—where appropriate— 
Beyond Visual Line of Sight (BVLOS)), plus means-of-compliance guidance aligned with 
ODOT program materials. 

Vendor Model 

• Vetted Vendors: Prior to award, Applicants may be introduced to vetted suppliers and will 
participate in interviews to confirm vendor selections and fit. Final selections are subject to 

applicant procurement rules. 

2 November 4, 2025 
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Drones for First Responders Pilot Program | Technical Package 

o Example vetted vendors - Skydio, BRINC, Parrot 

Awardee Responsibilities 

Site Readiness 

Awardees must complete and meet pre-install conditions at each DIAB location. Vendor will coordinate 

installation after these conditions are met. 

• Property use agreements and adequate permissions 
• Approved local permits (as required) 
• Level pad or suitable mounting surface (i.e. rooftop, concrete pad) 
• Reliable electrical power (dedicated 20-amp, 120-volt circuit is a common and safe starting 

point for most installations, providing a total capacity of 2,400 watts) 
• Internet/backhaul connectivity 
• Secured access for equipment protection and maintenance 

Training and Operational Integration 

Prior to go-live, Awardees will: (a) designate qualified personnel (FAA certified Remote Pilot in 

Command -Part 107 as applicable), (b) complete included initial/virtual DFR training, and (c) adopt 
SOP/CONOPS templates for dispatch-to-launch workflows, abnormal/emergency procedures, and 

privacy/data handling. Initial training is typically scheduled alongside installation/acceptance. 

Software, Data Handling, and Transparency 

Provided software supports mission execution, telemetry capture, maintenance, and records. Adhere to 
use agreement terms for access to drone deconfliction and management services. If a public dashboard 

is selected, the applicant will configure it to publish approved, non-sensitive metrics consistent with 

policy. 

Program Reporting and Coordination 

To enable statewide evaluation, Awardees agree to: 

• Share pilot / operations data during the estimated March 2026–June 2027 period (e.g., 
launch/dispatch/ clear times, call types, durations, outcomes) per ODOT formats/frequency, 
protecting sensitive information as required; and 

• Share information on cost / benefits of DFR per ODOT formats/frequency, protecting sensitive 

information as required; and 
• Participate in quarterly interchange meetings and additional interviews/site visits as reasonably 

requested to track goals and operability; and 

3 November 4, 2025 
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Drones for First Responders Pilot Program | Technical Package 

• Assign one person to represent and onboard operator organization as part of the Share Airspace 

consortium, where active participation is optional; and 
• Allowing sharing of aggregated operational conformance information with Share Airspace 

consortium. 

Procurement and Timeline 

Reimbursement eligibility requires the Awardee to initiate and complete procurement within ninety 
(90) days of award notice, including solicitations, approvals, purchase orders, and contract execution. 
Items not procured within this window may be deemed ineligible for reimbursement. 

4 November 4, 2025 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance Authorizing the Mayor to Enter into a Contract with Compton 
Construction for Design and Construction Services   

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
  
 
An Ordinance Authorizing the Mayor to Enter into a Contract with Compton 
Construction for Design and Construction Services   
 
WHEREAS, it has been determined that additional office space for current/additional staff to 
accommodate both the private and public sector, given the City’s overall success and growth 
throughout the past several years, is needed; and 
  
WHEREAS, the City hired OHM Advisors to conduct a space planning study (attached) 
document, which identified two areas for conversion (upstairs conference room into office 
space, and the redesign of Council Chambers to include a new conference room) to 
accommodate the City's needs, and 
  
WHEREAS, the cost for the design and construction of these improvements is $500,396.29. 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION 1. That the Mayor be and is hereby authorized to enter into a contract with Compton 
Construction for design and construction of additional office space and a large conference 
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room for a cost of $550,435.92 (includes a contingency amount of $50,039.63). 
  
SECTION 2. That an amount of $550,435.92 be appropriated from the unappropriated General 
Fund (110) to account number 110.448.5339 Miscellaneous Infrastructure. 
 
SECTION 3. That this Resolution will be effective thirty days following approval of Council and 
the signature of the Mayor. 
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DEMOLITION PLAN LEGEND

EXISTING DOOR AND FRAME ASSEMBLY
TO BE REMOVED.
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1/8" = 1'-0"1
FIRST FLOOR DEMOLITION PLAN

SHEET KEYNOTES - DEMO. PLAN
01 SAW CUT AND REMOVE CONCRETE COMPLETELY IN AREA SHOWN. SEE PROPOSED PLAN FOR EXTENT OF

EXCAVATION AND REWORK.

02 REMOVE INTERIOR STOREFRONT WINDOWS AND DOORS COMPLETELY.

03 REMOVE PORTION OF UNDULATING GYP. BOARD CEILING AS REQUIRED FOR NEW CONSTRUCTION.

04 REMOVE PORTION OF EXISTING WALL AS REQUIRED FOR NEW DOOR OPENING.

05 REMOVE FLOOR MOUNTED SEATING THROUGHOUT THE COUNCIL CHAMBERS AND SALVAGE QUANTITY
REQUIRED FOR REINSTALLATION PER CONFIGURATION IN PROPOSED PLAN.

06 REMOVE BENCHES AND SALVAGE  FOR RELOCATION SEE PROPOSED PLAN

07 REMOVE EXISTING STAIRS COMPLETELY

08 AREA NOT IN CONTRACT, PROTECT THROUGHOUT THE DURATION OF CONSTRUCTION

10 REMOVE EXISTING FLOORING AND BASE THROUGHOUT THE CHAMBER, TYPICAL. PREPARE SURFACE TO
RECEIVE NEW FLOORING AND BASE

1/8" = 1'-0"2
FIRST FLOOR PLAN

1/8" = 1'-0"3
FIRST FLOOR RCP

SHEET KEYNOTES - RCP
31 INSTALL NEW CEILING IN THE CONFERENCE ROOM ONLY

32 REPAIR AND PATCH CEILING AS NEEDED TO MATCH EXISTING CONDITION

33 NO WORK TO BE DONE IN THIS AREA. PROTECT DURING CONSTRUCTION

1/4" = 1'-0"4
ELEVATION - COUNCIL CHAMBERS

SHEET KEYNOTES - NEW PLAN
11 KNEE WALL CONSTRUCTED WITH STRUCTURAL METAL STUDS @ 16” O.C., PROVIDE ABUSE RESISTANT

GYPSUM BOARD WITH SOLID WOOD CAP TO MATCH FINISH AND PROFILE OF EXISTING RAILING,
TYPICAL. REINFORCE KNEE WALL WITH CLARK DEITRICH PONY WALL HEAVY SYSTEM @ 48” O.C. MAX.

12 PROVIDE NEW 4” CONCRETE SLAB ON GRADE WITH TURNED DOWN SLAB EDGE, DOWEL NEW SLAB
INTO EXISTING @ 12” O.C., PATCH AND REPAIR VAPOR BARRIER AS REQUIRED WITH 10 MIL(MIN.)
VAPOR BARRIER, TYP.

13 INSTALL RELOCATED SEATING IN NEW LOCATION AS SHOWN.

14 PROVIDE NEW 3'-0" x 7'-0" SOLID CORE WOOD DOOR WITH FULL GLASS LIGHT AND PRIVACY FILM.
STAINED TO MATCH BUILDING STANDARD

15 PROVIDE NEW 3'-0" x 7'-0" ALL GLASS DOOR WITH INTEGRAL PANIC HARDWARE (BLUMCRAFT PA100
SERIES OR SIMILAR), OVERHEAD CONCEALED CLOSER AND RECESED FLOOR PIVOT

16 PROVIDE NEW 3'-0 X 7'-0" DOOR WITH SIDELITE. STOREFRONT TO BE 6" KAWNEER TRIFAB 600 SYSTEM
FRONT GLAZED WITH INSULATED TEMPERED  GLAZING WITH SANDBLASTED 3RD SURFACE.

17 PATCH AND REPAIR FLOORING AT LOCATION OF BENCH REMOVAL TO MATCH EXISTING PATTERNS AND
STYLE.

18 CR LAURENCE P1 GLASS RAILING SYSTEM

19 KAWNEER 500 SERIES NON-INSULATED STOREFRONT SYSTEM CENTER GLAZED. PROVIDE WINDOW
FILM AS INDICATED ON INTERIOR ELEVATIONS.

20 SOLAR INOVATIONS - FOLDING WALL (G2 NON THERMAL INFOLD). PROVIDE PRIVACY FILM AS
INDICATED ON INTERIOR ELEVATIONS.

21 NEW HSS 6X6 COLUMN TO SUPPORT NEW BEAM ABOVE. SEE SECTION FOR ADDTIONAL INFORMATION.

22 PROVIDE NEW FLOORING AND BASE.CARPET TILE ALLOWANCE $16 PER SQ.FT. + INSTALLATION

23 REPLACE ALL EXISTING FLOORING AND BASE. NEW CARPET TILE ALLOWANCE $16 PER SQ.FT. +
INSTALLATION.

24 JOHNSONITE TARKETT VINYL STAIR TREADS AND RISERS (SAFE T-RIB) WITH GRIP TAPE

25 ALL PARTITIONS TO BE TYPE 'B' UNLES NOTED OTHERWISE

26 TYPE 'B' PARTITION WITH 6" STUDS, THIS AREA ONLY

27 PAINTED STEEL FLOOR MOUNTED RAILING

28 POWER AND DATA FOR NEW TELEVISION WITH VIDEO CONFERENCING SYSTEM AND A/V TIED TO
COUNCIL CHAMBERS

29 PATCH, REPAIR, AND REPAIR WALLS AND CEILINGS AROUND SCOPE OF WORK TO LIKE-NEW
CONDITION

AREA OF WORK 900 SQ.FT.

AREA OF WORK 900 SQ.FT.

AREA OF WORK 740 SQ.FT.AREA OF WORK 2466 SQ.FT.
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DROP CEILING

NO INSUALTION NEEDED 
FOR INTERIOR SOG

PATCH AND REPAIR 10 MIL 
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1/8" = 1'-0"2
SECOND FLOOR PLAN

1/8" = 1'-0"1
SECOND FLOOR DEMO PLAN

1/8" = 1'-0"3
SECOND FLOOR RCP

SHEET KEYNOTES - 2ND FLOOR NEW...
11 EXISTING FLOORING TO REMAIN, ADD NEW CONSTRUCTION ON TOP OF IT

12 ALL PARITIONS TO BE TYPE 'B' UNLESS NOTED OTHERWISE

13 FLOORING TRANSITION STRIP

14 FURNITURE BY THE OWNER

15 3070 SOLID CORE WOOD DOOR (TYP)

SHEET KEYNOTES - 2ND FLOOR RCP
31 NEW CEILING GRID AND ACOUSTICAL TILES

32 INSTALL WALL MOUNTED LIGHT

33 PAINTED GYP. BOARD BULKHEAD 2" BELOW ADJACENT LOWEST CEILING

SHEET KEYNOTES - 2ND FLOOR DEMO
01 REMOVE EXISTING DOOR AND FRAME

02 REMOVE PORTION OF EXISTING WALL AND PATCH AS NEEDED TO MATCH EXISTING CONDITION

03 EXISTING FLOORING TO REMAIN. PROTECT DURING CONSTRUCTION. APPLY RAM BOARD AND
SELFADHEREIG PROTECTIVE PLASTIC SYSTEM THROUGH OUT THE AREA OF WORK FOR DURATION OF
CONSTRUCTION TO PROTECT EXISTING FLOORING

AREA OF WORK 620 SQ.FT.AREA OF WORK 620 SQ.FT.
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance Authorizing the Mayor to Grant Columbia Gas of Ohio, Inc. a Gas 
Pipeline Easement (8,308.4 +/- Square Feet), and Declaring an Emergency   

 
APPROVALS: 

Joe Begeny   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
single-read emergency 

REASON FOR EMERGENCY: 
an emergency is needed for the continuance of construction 

STAFF REPORT: 
  
 
AN ORDINANCE AUTHORIZING THE MAYOR TO GRANT COLUMBIA GAS OF OHIO, INC. 
A GAS PIPELINE EASEMENT (8,308.4 +/- SQUARE FEET), AND DECLARING AN 
EMERGENCY 
 
WHEREAS, Columbia Gas of Ohio, Inc. requires a gas pipeline easement to service the City’s 
future Parks and Public Service facility located at 7806 East Main Street; and 
  
WHEREAS, the City has agreed to permit work on the gas pipeline located at 7806 East Main 
Street; and 
  
WHEREAS, this Council finds that providing the gas pipeline easement is a public purpose 
and in the best interests of the City of Reynoldsburg. 
  
WHEREAS, the cost to construct said pipeline is $12,230.78. 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION 1. That the Mayor be and is hereby authorized to enter into a contract with Columbia 
Gas of Ohio, Inc. for gas pipeline construction for a cost of $12,230.78. 

Page 75 of 374



  
SECTION 2. That an amount of $12,230.78 shall be paid from the Public Service Department's 
existing Parks and Public Service Facility contingency account. 
  
SECTION 3. That the following unrecorded Gas Pipe Easement (8,308.4 +/- square feet) from 
the City of Reynoldsburg, be and is hereby transferred as Exhibit A attached hereto and made 
a part hereof. 
  
SECTION 4. That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City, and further to allow for acceptance of construction; wherefore, upon 
adoption by Council, this Ordinance shall be in effect immediately upon signature by the 
Mayor. 
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Know what'sbelow.
before you dig.Call

R

TITLE SHEETT-1

DESCRIPTIONDWG.

INSTALL ~441'-2" PMMP VIA DB/OC FOR CITY OF REYNOLDSBURG SERVICE FACILITY.
CITY OF REYNOLDSBURG PERMIT REQUIRED.

REYNOLDSBURG SERVICE FACILITY EASEMENT REQUIRED.
ONE DIRECT TIE-IN.
ONE NEW SERVICE.

SHEET INDEX

PROJECT DESCRIPTION

L-1 LAYOUT SHEET

SCALE:  NTS

VICINITY MAP
PROJECT INFORMATION

DRAWING TITLE:

TITLE SHEET

DRAWING NO:

T-1

PROPOSED GAS SERVICES

ESTIMATED GAS SERVICES
TIE OVERSREPLACEMENTS METER OUTSTOTAL SERVICES

0 0 1 0

CITY OF REYNOLDSBURG SERVICE FACILITY

MAI
GRT34.0000.01457

SITE NAME:

WO#

WBS L2
MAI

CITY OF REYNOLDSBURG SERVICE FACILITY
REYNOLDSBURG, FRANKLIN (049)

4000088199
MAI
GRT34.0000.01457

DESIGNED BY

NAME DATE PHONE #

DRAWN BY
CHECKED BY
AS-BUILT BY

SEAN KLEMME 12/31/24614-507-9928
SEAN KLEMME 12/31/24614-507-9928

X X X
X X X

PROPOSED

0

REVISIONS

REV. # DATE DESCRIPTION
ISSUED FOR CONSTRUCTION

FIELD ENGINEER/TECHNICIAN:

CITY OF REYNOLDSBURG PERMITPERMITS:

CONSTRUCTION FLL:

MAP/GRID NUMBER:

COUNTY:

TAX DISTRICT/TOWNSHIP ID:

24 HR. EMERGENCY LINE:

TCC/LOA:

SEAN KLEMME

WES HUBNER

7344424P

FRANKLIN (049)

0250190

0822

4000088199

D-1 CONSTRUCTION DETAILS

GENERAL NOTESGN-1

#

#

#

#

#

* - IF "YES," APPROVAL AND REASON ARE REQUIRED AND SHALL BE DOCUMENTED.
NOTE: IF VALVE COULD NOT BE LOCATED, MAKE APPLICABLE COMMENT IN ABOVE TABLE.

VALVES PLANNED FOR ABANDONMENT

VALVE
NO.

FACILITY
ID LOCATION DESCRIPTION

ABANDONED
VALVE

INSERTED?

DISPOSITION

VALVE REMOVED (NO
BOX; ABOVE GROUND

VALVE)
VALVE, VALVE BOX &

LID REMOVED

VALVE REMAINS IN
PLACE; BOX & LID

REMOVED

VALVE REMAINS IN
PLACE; BOX FILLED W

CONCRETEYES* NO

N

This project as designed is
considered "non-complex" and
does not require the review of
a Professional Engineer as
required per NiSource Gas

Standard 2810.050

1-800-344-4077

7/28/2023 - 22x34

PROJECT SUMMARY TABLE
PROPOSED INSTALLATION PROPOSED ABANDONMENT

LENGTH (FT) SIZE (IN) TYPE LENGTH (FT) SIZE (IN) TYPE
441' 2" PL

441 TOTAL INSTALLATION (FEET) 0 TOTAL ABANDONMENT (FEET)

BILL OF MATERIALSBOM-1

SYSTEM NUMBER
SYSTEM NAME

MINIMUM TEST PRESSURE (PSIG)

SYSTEM MOP (PSIG)

PROPOSED FACILITIES - SYSTEM MOP AND PRESSURE TEST DATA

SEGMENT MAOP (PSIG)

MAXIMUM TEST PRESSURE (PSIG)

34100086
GREATER REYNOLDSBURG MP
60
60
90
125

TVC DOCUMENTATION REQUIRED (See GS1660.040)NO

NO VALVES FOR ABANDONMENT

WORK ORDER NUMBER:
WORK ORDER MAINTENANCE ACTIVITY TYPE (MAT) :

WBS LEVEL 2 NUMBER:
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GENERAL NOTES

DRAWING TITLE:

DRAWING NO:

GN-1

DESIGNED BY

NAME DATE PHONE #

DRAWN BY
CHECKED BY
AS-BUILT BY

SEAN KLEMME 12/31/24614-507-9928
SEAN KLEMME 12/31/24614-507-9928

X X X
X X X

PROPOSED

0

REVISIONS

REV. # DATE DESCRIPTION
ISSUED FOR CONSTRUCTION

7/28/2023 - 22x34

General Notes

1. Deviation from NiSource CAD Standards is at discretion of reviewing Professional Engineer.

2. Refer to project documentation for the associated Environmental Compliance Plan (ECP) and any project-specific documentation.

3. The proposed gas facility locations shown are approximate and are subject to change.

4. Property lines, structures, street lines, etc. were compiled using the NiSource GIS and are to be considered approximate and not to
scale.

5. Existing utilities, where shown, have been compiled from above ground evidence only and are to be considered approximate. NiSource
does not guarantee the location of the underground utilities shown or that all existing utilities and/or subsurface structures are shown.

6. Individual service line designs for services smaller than 3 inches in diameter are not provided by Engineering. These services shall be
installed using the standard design criteria and material specified in the NiSource standards. Services 3 inches and larger in diameter
shall be designed, reviewed, and represented on a separate plan set as necessary.

7. This project will adhere to all applicable federal, state or local permitting requirements for abandonment and installation of natural gas
pipelines. All Federal, State, and Local codes and standards will be adhered including, but not limited to, the following:

Code of Federal Regulations (CFR)
49 CFR 192 Pipeline Safety Regulations
29 CFR 1910 Occupational Safety and Health Administration (OSHA)

American Society of Mechanical Engineers (ASME)
ASME B31.8 Gas Transmission and Distribution Piping Systems

8. All NiSource design codes and standards will be adhered to as applicable.

9. Prior to beginning any excavation on site, the person responsible for earth moving shall notify utility owners of their intent to excavate
and to have the exact locations of the utility lines marked by contacting the one call center in their state subject to any applicable state
advance notification requirements.

10. All special order material shall be sourced from an approved manufacture.

11. Proposed or completed gas facility installation location references may be indicated by a combination of the following codes:

F - FRONT CLP - CENTER OF PAVEMENT D - DRIVEWAY EDGE
BK - BACK CLR - CENTER OF RIGHT-OF-WAY EP - EDGE OF PAVEMENT
L - LEFT CEL - CENTER OF EASTBOUND LANE ES - EDGE OF SIDEWALK
R - RIGHT CWL - CENTER OF WESTBOUND LANE PL - PROPERTY LINE
B - BUILDING EDGE CNL - CENTER OF NORTHBOUND LANE
CU - CURB CSL - CENTER OF SOUTHBOUND LANE

DRAWING LEGEND

Fire Hydrant

Drain Manhole

Sewer Manhole

Utility Pole

Telephone Manhole

Catch Basin
Electric Manhole

Regulator Station

Gas Valve

Reducer

Meter

End Cap
Transition

Proposed Gas Main
Existing Gas Main to Be Abandoned

Gas Service Replacement
Gas Service Tie-over

Meter Move Out

R

M

R Single Customer Regulator

Meter with Regulator
Test Point (Station)

MR

MMO

Existing Gas Main

Proposed Gas Main Uprate

W Test Well

Critical Gas Valve

High Volume Tapping Tee

Electronic MarkerEM

T

R

T
D
E

S

TP

Flush-mounted Tracer Wire StationTWS

Post Pipeline Marker with Tracer Wire

Riser

Gas Main Marker without Tracer WireMM

Gas Main Symbology
Gas Facility Symbology

Swing Tie Symbology

Pressure Control Fitting - ShortStopp Tee

E

T
C
U

WG

WB

Water Gate

Telephone Pedestal

Water Box

Electric Pedestal

Property Marker

Unknown Manhole
Television Pedestal

Iron Pin
Light Pole

IP

Pressure Control Fitting - Spherical Tee
Pressure Control Fitting - Mueller Bottom-out
Pressure Control Fitting - Mueller Side-out
Pressure Control Fitting - Mueller Flange Tee
Pressure Control Fitting - ShortStopp
Pressure Control Fitting - Mueller Stopper

x"GV
x"PV

x"HVTT
x"SST
x"SPH
x"MF-BO
x"MF-SO
x"MF-FT
x"SS
x"MF

Polytapp Side Saddle Fittingx"x x" POLYTAP
Cast Iron Gas Main

Coated Steel Gas Main

Wrought Iron Gas Main
Bare Steel Gas Main

High Density Polyethylene Gas Main

Gas Main Tie-in Location

(E)
(P)

Existing
Proposed

Gas Main Abandonment Location 

Medium Density Polyethylene Gas Main

Weld Location

CI*

CS*

WI*
BS*

PH*
PM*

Low Pressure*LP
Intermediate Pressure*IP
Medium Pressure*MP
High Pressure*HP

Bridge Hanger
Attached

Building Hanger
Directional Bore

BH
AT

BLGH
DB

InsertedIS
Open CutOC
Pneumatic BorePB
PlowedPL
Roof TopRT

Gas Main Material/Pressure Label References

Gas Main Installation Method Label References

MATERIAL CODES

PRESSURE CODES

MISCELLANEOUS CODES
Service*-SER
Riser*-R
Transmission Class(TC)

W1

T1

A1

(Gate - GV, Plug - PV, PE Ball - BP, ST Ball - BV) 

Environmental Notes

1. All NiSource construction activities must be completed in accordance with the Environmental Construction Standards (HSE 4440.020)
and the project Environmental Compliance Plan (ECP).  Said ECP shall be provided by others.

2. The project ECP and any site-specific erosion control drawings, must be provided to the contractor with the project drawings for
review and planning prior to the start of construction activities. This includes any tree clearing activities required prior to the start of
facility construction activities.

3. The project ECP and any associated drawings must be reviewed with construction, the contractor, and an environmental
representative prior to the start of construction activities.

4. These documents must remain on site for the duration of the construction project, and any project scope changes, with the potential
to impact the requirements of the ECP or environmental drawings, must be coordinated with an environmental representative prior to
completion.

Drawing Revision Conditions:

1. If, during the course of project construction, anticipated changes to project plans result in complex project criteria being met as defined
by NiSource Gas Standard 2810.050 "Stakeholder Reviews of Design Capital Projects,"  the changes shall not be implemented until
revised project documentation is reviewed by the Project Engineer and approved by a Professional Engineer as necessary.

2. Any additional gas pressure containing material not listed on the project Bill of Materials must be reviewed by the Project Engineer and
reviewing Professional Engineer prior to use.

3. Any significant changes to proposed primary pipeline installation methods and location must be reviewed by the Project Engineer and
reviewing Professional Engineer.

4. Any significant changes to proposed project scope must be reviewed by the Project Engineer and reviewing Professional Engineer.
Significant changes to project scope may include changes to proposed design pressure, change of proposed pipe size and material
affecting system hydraulics, and the addition or removal of significant amounts of pipeline installation or abandonment.

5. Any significant changes to proposed tie-ins must be reviewed by the Project Engineer and reviewing Professional Engineer. Significant
changes may include the following: addition or removal of a tie-in, change in proposed tie-in material, change in proposed tie-in
method, and change in tie-in location if system hydraulics may be affected.

6. This project involves the installation of facilities within private rights-of-way as indicated by the proposed installation drawing. If, during
the course of installation, it is found that the installation must deviate from the planned location within the private right-of-way,
construction must cease until the deviation is reviewed by the Project Engineer and reviewing Professional Engineer.

7. This project involves the installation of facilities in permitted locations within public right-of-way. If, during the course of installation, it is
found that the installation must deviate from the permitted location, construction must cease until the deviation is reviewed by the
Project Engineer and reviewing Professional Engineer.

Weld Treated Gas MainWT*

Steel Insulating FittingIFW

SITE NAME:

WO#

WBS L2
MAI

CITY OF REYNOLDSBURG SERVICE FACILITY
REYNOLDSBURG, FRANKLIN (049)

4000088199
MAI
GRT34.0000.01457
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BILL OF MATERIALS

DRAWING TITLE:

DRAWING NO:

BOM-1

SITE NAME:

WO#

WBS L2
MAI

CITY OF REYNOLDSBURG SERVICE FACILITY
REYNOLDSBURG, FRANKLIN (049)

4000088199
MAI
GRT34.0000.01457

DESIGNED BY

NAME DATE PHONE #

DRAWN BY
CHECKED BY
AS-BUILT BY

SEAN KLEMME 12/31/24614-507-9928
SEAN KLEMME 12/31/24614-507-9928

X X X
X X X

PROPOSED

0

REVISIONS

REV. # DATE DESCRIPTION
ISSUED FOR CONSTRUCTION

7/28/2023 - 22x34
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LAYOUT SHEET

N

DRAWING TITLE:

DRAWING NO:

L-1

SITE NAME:

WO#
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CITY OF REYNOLDSBURG SERVICE FACILITY
REYNOLDSBURG, FRANKLIN (049)

4000088199
MAI
GRT34.0000.01457

DESIGNED BY
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CHECKED BY
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AutoCAD SHX Text
PROP. 6" SAN. 

AutoCAD SHX Text_1
PROP. 70'~4" STORM PIPE  @5.36%

AutoCAD SHX Text_2
PROP. 4"  STORM
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WV

AutoCAD SHX Text_4
FH
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Project Confirmation Letter 
 
 
Effective Date:    
 
Project Name: 
 
Project ID:       
 
 
Dear ________________: 
 
Columbia Gas of __________________, Inc. (Columbia) has reviewed your request for natural gas service to serve 
your proposed project. As the Applicant, please closely review the attached natural gas load sheet that was provided 
to Columbia regarding your proposed project located at 
______________________________________________________________________ 
to confirm its accuracy.  
 
Based on the Applicant provided load sheet, Columbia has completed a cost benefit analysis and determined that the 
project requires a customer aid to construction payment of $_________.  Columbia reserves the right to cancel its 
approval of the project and complete a new cost benefit analysis if all necessary contracts have not been executed 
and exchanged within thirty (30) days of the Effective Date.   
 
In addition, should any of the Applicant project information be incorrect or change, please immediately contact 
______________________ at __________________. Corrections or changes may necessitate a new cost benefit 
analysis be completed and thus result in modifications to contract terms and Applicant’s required aid to construction 
payment.   
 
Based on the Applicant information and subject to the Applicant’s timely execution of necessary contracts (e.g., Line 
Extension Agreement, Aid to Construction Agreement, etc.), Columbia approves the project concerning the 
construction and installation of natural gas facilities. Applicant acknowledges that until Columbia has acquired all 
necessary permits and easements, required contracts have been executed, and any required Applicant contribution 
has been paid, Columbia has no obligation to commence any construction related activities.   
 
If you wish to proceed with the project, please have an authorized representative of the Applicant sign and return this 
letter.  
 
 
__________________________________________ 
Customer Signature 
 
__________________________________________ 
Customer Name (print) 
 
__________________________________________ 
Title 
__________________________________________ 
Date 
 
 
 
Sincerely, 
 
___________________________________________ 
Columbia Gas Signature  
 
___________________________________________ 
Columbia Gas of _______________, Inc. Name (print) 
 
___________________________________________ 
Title 
___________________________________________ 
Date  

Docusign Envelope ID: A038FADA-C8AF-4F60-8A84-B6DF8A2BFA0E

Dominic Stanziano

614-809-5142

City of Reynoldsburg Municipal Building 7806 East Main St

Joe Begeny C/O City of Reynoldsburg

September 25, 2025

Dominic Stanziano

2406497

Ohio

New Business Project Manager

12,230.78

City of Reynoldsburg Municipal Building 7806 East Main St

Ohio

9/25/2025 | 11:11 AM EDT
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COLUMBIA GAS OF OHIO, INC.
AID TO CONSTRUCTION AGREEMENT

 
 
                                                                located at                                                                             (“Applicant”) 
has requested Columbia Gas of Ohio, Inc. (“Columbia”), an Ohio corporation, with offices located at 290 W 
Nationwide Blvd., Columbus, OH 43215 to install certain Facilities, described below*, at its premises located 
at                                                                                           .

After reviewing the Facilities to be installed, Columbia has determined that Columbia is not required to cover 
some or all of the costs necessary for installation of such facilities. Therefore, the Applicant agrees to pay 
Columbia $                      as an Aid to Construction, which is non-refundable. Columbia has no obligation to 
initiate scheduling of construction, installation and/or improvement of the Facilities unless and until such 
time as: (i) the aforementioned Aid to Construction has been paid; (ii) this Agreement has been executed 
and timely returned to Columbia; and (iii) the work contemplated hereunder will not impair the operation 
of Columbia’s gas distribution system or its service to its customers. Columbia, at its discretion, may delay 
its performance under this Agreement and, in such event, Columbia shall provide Applicant notice either 
before or after such delay occurs. Columbia may terminate this Agreement or renegotiate the terms of this 
Agreement, due to conditions beyond Columbia’s reasonable control; adverse digging or soil conditions (e.g., 
rock, hazardous materials, etc.); financial, labor, material and other resource constraints; or delay or denial of 
necessary approvals or permits.

In no event shall Columbia be liable for any lost profits, indirect, consequential, punitive, or special damages, 
by reason of any services performed, or undertaken to be performed hereunder. Columbia is not responsible 
for losses of any kind suffered by Applicant or any third party resulting from work delays or cancellation, or 
refusal by a governmental entity to issue any necessary permit or approval, or resulting from events beyond 
Columbia’s reasonable control. Applicant shall grant to Columbia all necessary access and land rights at no 
cost to Columbia.

This Agreement, along with Columbia’s Tariff on file with the Public Utilities Commission of Ohio (“PUCO”), 
as may be amended from time to time (which is hereby incorporated by reference into this Agreement), 
contains the full and complete understanding of Columbia and Applicant as to the Facilities and supersedes 
any prior understandings, commitments, agreements and authorizations. If there is a conflict between the 
language of this Agreement and the language of Columbia’s approved PUCO Tariffs, the language of the 
Tariffs shall prevail.

To be effective, any modifications to this Agreement must be in writing and duly executed by both parties. 
Any claim or action between the parties shall be governed by Ohio law and brought and heard only in a 
court of competent jurisdiction located in Ohio; provided, however, Columbia may bring or remove any 
claim or action between the parties or arising under or relating to this Agreement or the natural gas service 
provided to the Applicant to be heard by the PUCO. If any provision of this Agreement is found by a court 
of competent jurisdiction or the PUCO to be invalid, such provision shall be deemed modified so as to be no 
longer invalid, and all of the remaining provisions of this Agreement shall remain in full force and effect. This 

Project ID: Location No: PSID:

Opportunity ID: Sales Rep: Deposit Required:

Docusign Envelope ID: A038FADA-C8AF-4F60-8A84-B6DF8A2BFA0E

7806 E MAIN ST, REYNOLDSBURG, Ohio, 43068

7232 E MAIN ST, REYNOLDSBURG, Ohio, 43068

2406497

12,230.78

0822

Dominic Stanziano

Joe Begeny

$ 12,230.78367491

9/25/2025

500606647
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Agreement may be executed in counterparts, each of which counterparts, when executed and delivered shall 
be deemed an original, but all of which together shall constitute one and the same instrument. Facsimile, 
electronic and pdf signatures shall be as legally binding and considered in all manner and respects as  
original signatures.

No provision of this Agreement shall be binding upon either party unless both parties have executed and 
exchanged fully executed copies of this Agreement within 30 days of the date first referenced above.

Applicant acknowledges and agrees that at all times the Facilities shall remain the property of Columbia.

*Facilities to be installed:

Columbia and Applicant have caused this Agreement to be duly executed by their authorized representatives 
identified below, as of the date first referenced above.

COLUMBIA GAS OF OHIO, INC.
Authorized Representative APPLICANT

Name (print) Name (print)

Title Title

Date Date

Signature Signature

Docusign Envelope ID: A038FADA-C8AF-4F60-8A84-B6DF8A2BFA0E

526 feet of 2"PMMP gas main, 210 ft of 2" P service line, 11M rotary meter, MET-15 setting, Regulator- 2" CL-38-2IM; 3/4" orifice

New Business Project Manager

Dominic Stanziano

9/25/2025 | 11:14 AM EDT
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Know what'sbelow.
before you dig.Call

R

TITLE SHEETT-1

DESCRIPTIONDWG.

INSTALL ~526'-2" PMMP VIA DB/OC FOR CITY OF REYNOLDSBURG SERVICE FACILITY.
CITY OF REYNOLDSBURG PERMIT REQUIRED.

REYNOLDSBURG SERVICE FACILITY EASEMENT REQUIRED.
ONE DIRECT TIE-IN.
ONE NEW SERVICE.

SHEET INDEX

PROJECT DESCRIPTION

L-1 LAYOUT SHEET

SCALE:  NTS

VICINITY MAP
PROJECT INFORMATION

DRAWING TITLE:

TITLE SHEET

DRAWING NO:

T-1

PROPOSED GAS SERVICES

ESTIMATED GAS SERVICES
TIE OVERSREPLACEMENTS METER OUTSTOTAL SERVICES

0 0 1 0

CITY OF REYNOLDSBURG SERVICE FACILITY

MAI
GRT34.0000.01457

SITE NAME:

WO#

WBS L2
MAI

CITY OF REYNOLDSBURG SERVICE FACILITY
REYNOLDSBURG, FRANKLIN (049)

4000088199
MAI
GRT34.0000.01457

DESIGNED BY

NAME DATE PHONE #

DRAWN BY
CHECKED BY
AS-BUILT BY

SEAN KLEMME 12/31/24614-507-9928
SEAN KLEMME 12/31/24614-507-9928

X X X
X X X

PROPOSED

0

REVISIONS

REV. # DATE DESCRIPTION
ISSUED FOR CONSTRUCTION

FIELD ENGINEER/TECHNICIAN:

CITY OF REYNOLDSBURG PERMITPERMITS:

CONSTRUCTION FLL:

MAP/GRID NUMBER:

COUNTY:

TAX DISTRICT/TOWNSHIP ID:

24 HR. EMERGENCY LINE:

TCC/LOA:

SEAN KLEMME

WES HUBNER

7344424P

FRANKLIN (049)

0250190

0822

4000088199

D-1 CONSTRUCTION DETAILS

GENERAL NOTESGN-1

#

#

#

#

#

* - IF "YES," APPROVAL AND REASON ARE REQUIRED AND SHALL BE DOCUMENTED.
NOTE: IF VALVE COULD NOT BE LOCATED, MAKE APPLICABLE COMMENT IN ABOVE TABLE.

VALVES PLANNED FOR ABANDONMENT

VALVE
NO.

FACILITY
ID LOCATION DESCRIPTION

ABANDONED
VALVE

INSERTED?

DISPOSITION

VALVE REMOVED (NO
BOX; ABOVE GROUND

VALVE)
VALVE, VALVE BOX &

LID REMOVED

VALVE REMAINS IN
PLACE; BOX & LID

REMOVED

VALVE REMAINS IN
PLACE; BOX FILLED W

CONCRETEYES* NO

N

This project as designed is
considered "non-complex" and
does not require the review of
a Professional Engineer as
required per NiSource Gas

Standard 2810.050

1-800-344-4077

7/28/2023 - 22x34

PROJECT SUMMARY TABLE
PROPOSED INSTALLATION PROPOSED ABANDONMENT

LENGTH (FT) SIZE (IN) TYPE LENGTH (FT) SIZE (IN) TYPE
526' 2" PL

526 TOTAL INSTALLATION (FEET) 0 TOTAL ABANDONMENT (FEET)

BILL OF MATERIALSBOM-1

SYSTEM NUMBER
SYSTEM NAME

MINIMUM TEST PRESSURE (PSIG)

SYSTEM MOP (PSIG)

PROPOSED FACILITIES - SYSTEM MOP AND PRESSURE TEST DATA

SEGMENT MAOP (PSIG)

MAXIMUM TEST PRESSURE (PSIG)

34100086
GREATER REYNOLDSBURG MP
60
60
90
125

TVC DOCUMENTATION REQUIRED (See GS1660.040)NO

NO VALVES FOR ABANDONMENT

WORK ORDER NUMBER:
WORK ORDER MAINTENANCE ACTIVITY TYPE (MAT) :

WBS LEVEL 2 NUMBER:

Docusign Envelope ID: A038FADA-C8AF-4F60-8A84-B6DF8A2BFA0E
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GENERAL NOTES

DRAWING TITLE:

DRAWING NO:

GN-1

DESIGNED BY

NAME DATE PHONE #

DRAWN BY
CHECKED BY
AS-BUILT BY

SEAN KLEMME 12/31/24614-507-9928
SEAN KLEMME 12/31/24614-507-9928

X X X
X X X

PROPOSED

0

REVISIONS

REV. # DATE DESCRIPTION
ISSUED FOR CONSTRUCTION

7/28/2023 - 22x34

General Notes

1. Deviation from NiSource CAD Standards is at discretion of reviewing Professional Engineer.

2. Refer to project documentation for the associated Environmental Compliance Plan (ECP) and any project-specific documentation.

3. The proposed gas facility locations shown are approximate and are subject to change.

4. Property lines, structures, street lines, etc. were compiled using the NiSource GIS and are to be considered approximate and not to
scale.

5. Existing utilities, where shown, have been compiled from above ground evidence only and are to be considered approximate. NiSource
does not guarantee the location of the underground utilities shown or that all existing utilities and/or subsurface structures are shown.

6. Individual service line designs for services smaller than 3 inches in diameter are not provided by Engineering. These services shall be
installed using the standard design criteria and material specified in the NiSource standards. Services 3 inches and larger in diameter
shall be designed, reviewed, and represented on a separate plan set as necessary.

7. This project will adhere to all applicable federal, state or local permitting requirements for abandonment and installation of natural gas
pipelines. All Federal, State, and Local codes and standards will be adhered including, but not limited to, the following:

Code of Federal Regulations (CFR)
49 CFR 192 Pipeline Safety Regulations
29 CFR 1910 Occupational Safety and Health Administration (OSHA)

American Society of Mechanical Engineers (ASME)
ASME B31.8 Gas Transmission and Distribution Piping Systems

8. All NiSource design codes and standards will be adhered to as applicable.

9. Prior to beginning any excavation on site, the person responsible for earth moving shall notify utility owners of their intent to excavate
and to have the exact locations of the utility lines marked by contacting the one call center in their state subject to any applicable state
advance notification requirements.

10. All special order material shall be sourced from an approved manufacture.

11. Proposed or completed gas facility installation location references may be indicated by a combination of the following codes:

F - FRONT CLP - CENTER OF PAVEMENT D - DRIVEWAY EDGE
BK - BACK CLR - CENTER OF RIGHT-OF-WAY EP - EDGE OF PAVEMENT
L - LEFT CEL - CENTER OF EASTBOUND LANE ES - EDGE OF SIDEWALK
R - RIGHT CWL - CENTER OF WESTBOUND LANE PL - PROPERTY LINE
B - BUILDING EDGE CNL - CENTER OF NORTHBOUND LANE
CU - CURB CSL - CENTER OF SOUTHBOUND LANE

DRAWING LEGEND

Fire Hydrant

Drain Manhole

Sewer Manhole

Utility Pole

Telephone Manhole

Catch Basin
Electric Manhole

Regulator Station

Gas Valve

Reducer

Meter

End Cap
Transition

Proposed Gas Main
Existing Gas Main to Be Abandoned

Gas Service Replacement
Gas Service Tie-over

Meter Move Out

R

M

R Single Customer Regulator

Meter with Regulator
Test Point (Station)

MR

MMO

Existing Gas Main

Proposed Gas Main Uprate

W Test Well

Critical Gas Valve

High Volume Tapping Tee

Electronic MarkerEM

T

R

T
D
E

S

TP

Flush-mounted Tracer Wire StationTWS

Post Pipeline Marker with Tracer Wire

Riser

Gas Main Marker without Tracer WireMM

Gas Main Symbology
Gas Facility Symbology

Swing Tie Symbology

Pressure Control Fitting - ShortStopp Tee

E

T
C
U

WG

WB

Water Gate

Telephone Pedestal

Water Box

Electric Pedestal

Property Marker

Unknown Manhole
Television Pedestal

Iron Pin
Light Pole

IP

Pressure Control Fitting - Spherical Tee
Pressure Control Fitting - Mueller Bottom-out
Pressure Control Fitting - Mueller Side-out
Pressure Control Fitting - Mueller Flange Tee
Pressure Control Fitting - ShortStopp
Pressure Control Fitting - Mueller Stopper

x"GV
x"PV

x"HVTT
x"SST
x"SPH
x"MF-BO
x"MF-SO
x"MF-FT
x"SS
x"MF

Polytapp Side Saddle Fittingx"x x" POLYTAP
Cast Iron Gas Main

Coated Steel Gas Main

Wrought Iron Gas Main
Bare Steel Gas Main

High Density Polyethylene Gas Main

Gas Main Tie-in Location

(E)
(P)

Existing
Proposed

Gas Main Abandonment Location 

Medium Density Polyethylene Gas Main

Weld Location

CI*

CS*

WI*
BS*

PH*
PM*

Low Pressure*LP
Intermediate Pressure*IP
Medium Pressure*MP
High Pressure*HP

Bridge Hanger
Attached

Building Hanger
Directional Bore

BH
AT

BLGH
DB

InsertedIS
Open CutOC
Pneumatic BorePB
PlowedPL
Roof TopRT

Gas Main Material/Pressure Label References

Gas Main Installation Method Label References

MATERIAL CODES

PRESSURE CODES

MISCELLANEOUS CODES
Service*-SER
Riser*-R
Transmission Class(TC)

W1

T1

A1

(Gate - GV, Plug - PV, PE Ball - BP, ST Ball - BV) 

Environmental Notes

1. All NiSource construction activities must be completed in accordance with the Environmental Construction Standards (HSE 4440.020)
and the project Environmental Compliance Plan (ECP).  Said ECP shall be provided by others.

2. The project ECP and any site-specific erosion control drawings, must be provided to the contractor with the project drawings for
review and planning prior to the start of construction activities. This includes any tree clearing activities required prior to the start of
facility construction activities.

3. The project ECP and any associated drawings must be reviewed with construction, the contractor, and an environmental
representative prior to the start of construction activities.

4. These documents must remain on site for the duration of the construction project, and any project scope changes, with the potential
to impact the requirements of the ECP or environmental drawings, must be coordinated with an environmental representative prior to
completion.

Drawing Revision Conditions:

1. If, during the course of project construction, anticipated changes to project plans result in complex project criteria being met as defined
by NiSource Gas Standard 2810.050 "Stakeholder Reviews of Design Capital Projects,"  the changes shall not be implemented until
revised project documentation is reviewed by the Project Engineer and approved by a Professional Engineer as necessary.

2. Any additional gas pressure containing material not listed on the project Bill of Materials must be reviewed by the Project Engineer and
reviewing Professional Engineer prior to use.

3. Any significant changes to proposed primary pipeline installation methods and location must be reviewed by the Project Engineer and
reviewing Professional Engineer.

4. Any significant changes to proposed project scope must be reviewed by the Project Engineer and reviewing Professional Engineer.
Significant changes to project scope may include changes to proposed design pressure, change of proposed pipe size and material
affecting system hydraulics, and the addition or removal of significant amounts of pipeline installation or abandonment.

5. Any significant changes to proposed tie-ins must be reviewed by the Project Engineer and reviewing Professional Engineer. Significant
changes may include the following: addition or removal of a tie-in, change in proposed tie-in material, change in proposed tie-in
method, and change in tie-in location if system hydraulics may be affected.

6. This project involves the installation of facilities within private rights-of-way as indicated by the proposed installation drawing. If, during
the course of installation, it is found that the installation must deviate from the planned location within the private right-of-way,
construction must cease until the deviation is reviewed by the Project Engineer and reviewing Professional Engineer.

7. This project involves the installation of facilities in permitted locations within public right-of-way. If, during the course of installation, it is
found that the installation must deviate from the permitted location, construction must cease until the deviation is reviewed by the
Project Engineer and reviewing Professional Engineer.

Weld Treated Gas MainWT*

Steel Insulating FittingIFW

SITE NAME:

WO#

WBS L2
MAI

CITY OF REYNOLDSBURG SERVICE FACILITY
REYNOLDSBURG, FRANKLIN (049)

4000088199
MAI
GRT34.0000.01457

Docusign Envelope ID: A038FADA-C8AF-4F60-8A84-B6DF8A2BFA0E
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BILL OF MATERIALS

DRAWING TITLE:

DRAWING NO:

BOM-1

SITE NAME:

WO#

WBS L2
MAI

CITY OF REYNOLDSBURG SERVICE FACILITY
REYNOLDSBURG, FRANKLIN (049)

4000088199
MAI
GRT34.0000.01457

DESIGNED BY

NAME DATE PHONE #

DRAWN BY
CHECKED BY
AS-BUILT BY

SEAN KLEMME 12/31/24614-507-9928
SEAN KLEMME 12/31/24614-507-9928

X X X
X X X

PROPOSED

0

REVISIONS

REV. # DATE DESCRIPTION
ISSUED FOR CONSTRUCTION

7/28/2023 - 22x34
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LAYOUT SHEET
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PROP. 6" SAN. 

AutoCAD SHX Text_6
PROP. 70'~4" STORM PIPE  @5.36%
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PROP. 4"  STORM
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Natural Gas Service  

Service Line Site Requirements 
 
 

Dear Valued Customer, 

Please closely review the below site readiness requirements so natural gas can safely be installed to serve your 

property. 

Service Line Installation Requirements  

1) A new construction building shall be under roof. 

2) A new construction foundation must be backfilled and within 6” of final grade.   

3) The building is properly labeled with the address. 

4) The property lines between buildings are clearly marked. 

5) An approved meter location must be clearly marked, or the fuel line has been stubbed through the exterior wall. 

6) The service line location must be clear of building material or obstructions such as dumpster, scaffolding, etc.  

7) Private utilities including, but not limited to, private electric lines, septic, leach fields, and wells must be clearly 

marked. 

8) The service line will be installed in a perpendicular line from the tapping location. 

 

If your property meets all of these requirements, please contact the Columbia Gas New Business Team at 1-800-440-6111 or place 

your service installation request on-line at https://www.columbiagasohio.com/partner-with-us/builders-and-developers/service-line-

and-meter-request-form 

 

 

***The failure to follow these requirements will cause delays and cancelled installations. *** 
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Natural Gas Meter Placement Guide  

 

When planning for the location of your new natural gas meter, please 

note: 

 

Meters and meter settings must maintain a clearance of: 

 6” above finished grade to bottom of meter 
    

 6” on sides and top of meter 

 36” in front of meter 

Meters and meter settings must be:   

 Installed in a ventilated, readily accessible 
location 

 Protected from corrosion and damage 
 

Meters, meter settings & regulators must be a 

minimum of 10 feet away from: 

 Generators 
 

Regulator vents must be a minimum of: 

 12” above grade (in areas where flooding may 
occur, vent height may be in excess of 12” above 
grade) 

 3 feet radially and NOT directly below any 
rotating electrical equipment (e.g., an air 
conditioner) 

 3 feet radial separation from: an electric meter, 
electric panel, electric outlet, electric pedestal, 
electrical equipment disconnects, or pad mounted 
transformer. 

 3 feet radially from, and NOT below any first floor opening into a building, such 
as: a door, window or other gravity air openings (including clothes dryer exhaust 
terminals and appliance air intakes) 

  10 feet radially from, and NOT below any forced air inlet or power intake. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance Authorizing the Mayor to Accept the Funds from the Ohio Bureau of 
Workers Compensation (BWC) Safety Intervention Grant for the Purchase of a 
Portable Traffic Signal from A & A Safety, and Declaring an Emergency  

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
single-read emergency 

REASON FOR EMERGENCY: 
an emergency is needed in order to meet contract deadlines 

STAFF REPORT: 
  
 
AN ORDINANCE AUTHORIZING THE MAYOR TO ACCEPT THE FUNDS FROM THE OHIO 
BUREAU OF WORKERS COMPENSATION (BWC) SAFETY INTERVENTION GRANT FOR 
THE PURCHASE OF A PORTABLE TRAFFIC SIGNAL FROM A & A SAFETY, AND 
DECLARING AN EMERGENCY 
 
WHEREAS, that BWC Safety Intervention Grant provides financial assistance to purchase 
safety and security solutions; and 
  
WHEREAS, that purchase of the equipment through A&A Safety described above is 
considered to be a safety priority for the department and for the community and is a qualified 
purchase under the BWC Safety Intervention Grant; and 
  
WHEREAS, that funds in the amount of $40,000.00 from the BWC Safety Intervention Grant 
have been received with the City being responsible for the balance of $19,415.00; and 
  
WHEREAS, the total purchase of $59,415.00 for the portable traffic signal from A & A Safety 
will be purchased using the BWC Safety Intervention Grant, which would pay for 2/3 of the 
total cost with the Water and Wastewater Departments paying for 1/3 of the total cost. 
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NOW, THEREFORE, BE IT RESOLVED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG: 
  
SECTION 1. That the Mayor is authorized to enter into any agreements as may be necessary 
and appropriate for accepting financial assistance. 
  
SECTION 2. That the Mayor is hereby authorized to accept the funds from the BWC Safety 
Intervention Grant in the amount of $40,000.00 and appropriate those funds to the Water and 
Wastewater Departments for payment to the contract. 
  
SECTION 3. That $40,000 be appropriated from the unappropriated General Fund (110) and 
appropriated to account number ($20,000) 710.735.5633 Machinery and Equipment and 
($20,000) to account number 720.736.5633 Machinery and Equipment. 
 
SECTION 4. That an amount of $29,797.50 be paid to A&A Safety equally from account 
numbers ($29,707.50) 710.735.5633 Machinery and Equipment and ($29,707.50) 
720.736.5633 Machinery and Equipment. 
 
SECTION 5.  That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City in order to meet the deadlines for payment by the BWC Safety 
Intervention Grant; therefore, upon adoption by Council, this Ordinance shall be in effect 
immediately following the signature of the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: A Resolution Authorizing the Mayor to Accept Public Infrastructure Associated with 
Summit Crossing, Sections 1A and 1B 

 
APPROVALS: 

Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
  
 
A Resolution Authorizing the Mayor to Accept Public Infrastructure Associated with Summit 
Crossing, Sections 1A and 1B 
 
WHEREAS, that M/I Homes of Central Ohio is the current owner/developer of Summit Crossing, Sections 
1A and 1B; and 
  
WHEREAS, that Sections 1 and 1A of said subdivision have been plated and recorded with the Licking 
County Auditor and the Civil Engineering plans have been reviewed and approved by the City's 
selected engineering firm; and 
  
WHEREAS, all public infrastructure, associated with Sections 1A and 1B, has been constructed and 
inspected per City standards; and 
  
WHEREAS, those items the owner/developer was unable to complete due to the time of year 
(temperatures) have been itemized and placed in a Performance Bond on file with the City to ensure 
completion by May 31, 2026. 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF REYNOLDSBURG, OHIO: 
  
SECTION I. That the Mayor be and is hereby authorized to accept said infrastructure associated with 
Summit Crossing, Sections 1A and 1B, which will be added to the City of Reynoldsburg's asset database: 
  

PUBLIC INFRASTRUCTURE ONLY SECTIONS 1A & 1B 
Centerline Roadway 0.645 Miles 
18” Sanitary Sewer  3,371 Linear Feet (LF) 
12” Sanitary Sewer 461 LF 
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10” Sanitary Sewer - 
8” Sanitary Sewer 1,759 LF 
8” Domestic Water 3,142 LF 

Storm Sewer 4,165 LF 
Street Lights 19 Each 

  
SECTION 2. That a Performance Bond has been provided by M/I Homes of Central Ohio to the City of 
Reynoldsburg as described above at an amount to be determined. 
  
SECTION 3. That a one-year Maintenance Bond has been provided by M/I Homes of Central Ohio to the 
City of Reynoldsburg in the amount of $394,634.30. 
  
SECTION 4. Upon adoption by Council, this Resolution shall be in effect immediately following the signature 
by the Mayor. 
 
 

Page 98 of 374



 
STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: A Resolution Authorizing the Mayor to Accept Public Infrastructure Associated with 
Spring Hill Farms, Sections 4A and 4B   

 
APPROVALS: 

Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
  
 
A RESOLUTION AUTHORIZING THE MAYOR TO ACCEPT PUBLIC INFRASTRUCTURE 
ASSOCIATED WITH SPRING HILL FARMS, SECTIONS 4A AND 4B 
 
WHEREAS, that M/I Homes of Central Ohio is the current owner/developer of the Spring Hill 
Farms, Sections 4A and 4B; and 
  
WHEREAS, that Sections 4A and 4B of said subdivision have been plated and recorded with 
the Franklin County Auditor and the Civil Engineering plans have been reviewed and approved 
by the City's selected engineering firm; and 
  
WHEREAS, that all public infrastructure, associated with Sections 4A and 4B, has been 
constructed and inspected per the City's standards; and 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION I. That the Mayor be and is hereby authorized to accept said infrastructure 
associated with Spring Hill Farms, Sections 4A and 4B, which will be added to the City of 
Reynoldsburg's asset database: 
  

PUBLIC INFRASTRUCTURE 
ONLY 

SECTION 4A SECTION 4B 
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Centerline Roadway 0.394 Miles 0.152 Miles 
18” Sanitary Sewer  - - 
12” Sanitary Sewer - - 
10” Sanitary Sewer 141 Linear Feet (LF) - 
8” Sanitary Sewer 2,501 LF 691 LF 
8” Domestic Water 2,275 LF 819 LF 

Storm Sewer 3,722 LF 1,429 LF 
Street Lights 13 Each 5 Each 

 
SECTION 2. That a one-year Maintenance Bond for Spring Hill Farms, Section 4A and 4B has 
been provided by M/I Homes of Central Ohio to the City of Reynoldsburg in the amount of 
$282,879.92. 
  
SECTION 3. Upon adoption by Council, this Resolution shall be in effect thirty days following 
the signature by the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: Worksession - 2026 Budget 
 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance to Make Final Appropriations for Expenses and Other Expenditures 
for the City of Reynoldsburg, State of Ohio, During the Fiscal Year Ending 
December 31, 2026, and Declaring an Emergency 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
three-read emergency 

REASON FOR EMERGENCY: 
That this Ordinance is deemed  to be an emergency  measure  necessary  for the financial 
needs of the City and further to have the budget in place on January 1, 2026. 

STAFF REPORT: 
  
 
AN ORDINANCE TO MAKE FINAL APPROPRIATIONS FOR EXPENSES AND OTHER 
EXPENDITURES OF THE CITY OF REYNOLDSBURG, STATE OF OHIO, DURING THE FISCAL YEAR 
ENDING DECEMBER 31, 2026, AND DECLARING AN EMERGENCY 
  
WHEREAS, appropriations are required effective January 1, 2026 to provide for the expenses and other 
expenditures associated with the operation of the City of Reynoldsburg for the fiscal year ending 
December 31, 2026.   
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF REYNOLDSBURG, OHIO: 
  
SECTION 1.  That the following appropriations are hereby made in the General Fund (110). 
    Personal  Supplies Services Debt Other Capital 2025 
BUDGET DEPARTMENT Services         Purchases Budget 
    (5100) (5200) (5300) (5400) (5500) (5600)  Request  
110-111-
0000 POLICE         
110-290- MECHANIC        
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SECTI
ON 2. 
 That 
the 
followin
g 
appropr
iations 
are 
hereby 
made in 
the 
followin
g funds: 
  

    Personal  Supplies Services Debt Other Capital 2025 
BUDGET DEPARTMENT Services         Purchases Budget 
    (5100) (5200) (5300) (5400) (5500) (5600)  Request  
220-564-
0000 INCOME TAX         
211-000-
0000 COURT COMPUTER        
260-268-
0000 STREET         
270-268-
0000 STATE HIGHWAY        
282-111-
0000 COPS IN SCHOOL        
290-111- LAW        

0000 
110-340-
0000 PARKS & RECR.        
110-343-
0000 SENIOR CENTER        
110-344-
0000 

COMMUNITY 
EVENTS        

110-448-
0000 SERVICE         
110-479-
0000 BUILDING         
110-522-
0000 MAYOR        
110-534-
0000 CIVIL SERVICE         
110-545-
0000 CITY AUDITOR        
110-554-
0000 CITY ATTORNEY        
110-571-
0000 CITY COUNCIL        
110-580-
0000 DEVELOPMENT          
110-582-
0000 

HUMAN 
RESCOURCES        

110-584-
0000 COMPUTER         
110-593-
0000 

CLERK OF 
COURTS        

110-595-
0000 GENERAL ADMIN.        
110-810-
0000 PUBLIC HEALTH         
           
TOTAL GENERAL FUND        
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0000 ENFORCEMENT 
291-111-
0000 

DRUG 
ENFORCEMENT        

292-111-
0000 SAFETY BELT PROG        
293-111-
0000 DUI/EDUCTION        
294-111-
0000 

FEDERAL 
FORFEITURE        

295-111-
0000 LAW ENFORC/ASST        
297-111-
0000 EDWARD BYRNE        
710-735-
0000 WATER         
720-736-
0000 WASTEWATER         
740-737-
0000 STORM WATER         
750-738-
0000 REFUSE COLL.        
230-000-
0000 PERMISSIVE LIC.        
240-000-
0000 POLICE PENSION        
250-000-
0000 SEWER CAPACITY        
310-000-
0000 GENERAL DEBT        
320-000-
0000 S. A.  DEBT        
330-000-
0000 TAYLOR SQ. DEBT        
690-000-
0000 EMPLYEE FUND        
941-000-
0000 JEDD 1        
942-000-
0000 JEDD 2        
943-000-
0000 JEDD 3        
944-000-
0000 JEDD 4        
947-000-
0000 JEDD 7        
970-000-
0000 Taylor Square TIF        
971-000-
0000 BRICE-MAIN DEBT        
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972-000-
0000 KROGER TIF DEBT        
973-000-
0000 SUMMIT RD TIF #1        
974-000-
0000 TAYLOR RD TIF #1        
975-000-
0000 TAYLOR RD TIF #2        
976-000-
0000 BROAD STREET TIF        
977-000-
0000 

2018 Main St/ Brice 
Rd TIF        

  TOTALS        
  
  
SECTION 3. That the income tax revenues shall be appropriated and disbursed pursuant to Section 
190.01 of the Codified Ordinances of the City of Reynoldsburg.  
  
SECTION 4. That the unencumbered balances as of December 31, 2025 shall be and are hereby 
appropriated in the Fiduciary Funds, the Capital Improvement Project Funds, and revenues credited to the 
Fiduciary Funds shall be appropriated upon receipt to the proper associated accounts. That the 2025 
capital project encumbrances funded by OPWC are hereby reappropriated. The ending balance in the 
Water and Wastewater CIP revenue accounts for the prior year shall be appropriated in the general project 
account for the specific funds to be used later for approved projects. 
  
SECTION 5. That the amounts of public contributions and reimbursements to the City shall be 
appropriated upon receipt to the proper associated accounts. 
  
SECTION 6. That the amount of $1,000,000 shall be and is hereby appropriated in the Taylor Square 
School TIEF Fund (970) to comply with the TIF agreement. 
  
SECTION 7. That the amount of $200,000 shall be and is hereby appropriated in the Brice-Main TIF Fund 
(971) to comply with the TIF agreement. 
  
SECTION 8.  That the City Auditor is hereby authorized to draw warrants on the appropriate funds, for 
payments from any of the foregoing appropriations, upon receiving proper certificates and vouchers 
therefore, approved by the officers authorized by law to approve same, or an ordinance of Council to make 
the expenditures; provided that no warrants shall be drawn or paid for salaries or wages except to persons 
employed by authority of and in accordance with law or ordinance. 
  
SECTION 9.  That the effective date of the appropriations in this Ordinance shall be January 1, 2026. 
  
SECTION 10. That this Ordinance is deemed to be an emergency measure necessary for the financial 
needs of the City and further to have the budget in place on January 1, 2026; wherefore, upon adoption by 
Council this Ordinance shall be in effect immediately upon signature by the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance to Transfer Funds Among Various General Fund Accounts, and 
Declaring an Emergency 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
three-read emergency 

REASON FOR EMERGENCY: 
This Ordinance is deemed an emergency measure necessary for the City's financial needs 
and, further to comply with the ORC year-end requirements. 

STAFF REPORT: 
This legislation is the annual request to transfer funds from various accounts to bring all funds 
into balnance. 
 
 
  
 
AN ORDINANCE TO TRANSFER FUNDS AMONG VARIOUS GENERAL 
FUND ACCOUNTS, AND DECLARING AN EMERGENCY 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION 1. That Council unappropriate and appropriate funds to the following accounts: 
  
Appropriate $30,000.00 from the unppropriate Senior Center account 110.343.5361 Building 
Repair and appropriate to the unappropriated General Fund (110) 
  
From the unappropriated General Fund (110) appropriate: 
   110.343.5105 Overtime Senior Center                                                                         $ 
5,000.00   
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   110,343,5151 PERS Contribution                                                                                 $ 
1,000.00      
   110.343.5161 Group Insurance Senior Center                                                             $ 
5,000.00                                                                                          
 
Appropriate $4,000.00 from the unappropriated Development account 110.580.5631 Furniture 
and Fixtures and appropriate to account number 110.580.5399 Other Miscellaneous Services 
 
Appropriate $1,000.00 from the unappropriated Development account 110.580.5251 MV Gas 
and Oil and appropriate to account number 110.580.5631 Other Miscellaneous Services 
 
SECTION 2. That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City, and further in order to be in compliance with ORC year end 
requirements; wherefore upon adoption by Council, this Ordinance shall be in effect 
immediately upon signature by the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: A Resolution Authorizing the Mayor to Enter into a Service Agreement Contract with 
Kirch Group Technologies, LLC (KGT) for Information Technology Services for the 
Period of January 1, 2026 through December 31, 2026 and Waive Competitive 
Bidding 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
A RESOLUTION AUTHORIZING THE MAYOR TO ENTER INTO AN AGREEMENT WITH 
KIRCH GROUP TECHNOLOGIES, LLC, FOR INFORMATION TECHNOLOGY SERVICES 
FOR THE PERIOD OF JANUARY 1, 2026 THROUGH DECEMBER 31, 2026 AND WAIVE 
COMPETITIVE BIDDING 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, COUNTIES OF FRANKLIN, LICKING, and FAIRFIELD, STATE OF OHIO 
that: 
  
SECTION 1.  That the Mayor be and is hereby authorized to enter into an agreement with 
Kirch Group Technologies, LLC for the period of January 1, 2026 through December 31, 2026, 
for information technology services for the City of Reynoldsburg.   
  
SECTION 2.  That pursuant to section 175.01 (d) of the Codified Ordinances of the City of 
Reynoldsburg, competitive bidding is waived for the professional services provided by Kirch 
Group Technologies, LLC. 
  
SECTION 3.  That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City’s government; and further the current agreement expires December 
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31, 2025; wherefore upon adoption by Council, this Ordinance shall be in effect on January 1, 
2026 upon signature by the Mayor.  
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Contract Version 11.0.0_REY (2026) 

 

 

 

 

 

 

 

 

Kirch Group Technology, LLC 
Service Agreement Contract 

 
 
 
 

Submitted to:    
City of Reynoldsburg 

7232 E. Main Street 
Reynoldsburg, OH 43068 
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Kirch Group Technology, LLC - Service Contract 
 

This Kirch Group Technology Service Agreement (the “Agreement”) is made and entered into as of the last date 
appearing at the foot of this Agreement by and between Kirch Group Technology, LLC, an Ohio limited liability company 
(“KGT”) and the client whose name appears at the foot of this Agreement (the “Client”). 

 
Statement of Agreement: 

 
1. Agreement Basics.  Pursuant to this Agreement, and subject to the terms, conditions and limitations contained in this 

Agreement, KGT shall provide general Information Technology (IT) management in support of your business and its 
Covered Hardware (defined on Exhibit 1A) and Covered Software (defined on Exhibit 1B) (Covered Hardware and 
Covered Software are collectively, the “Covered Items”).  

2. Overview.  KGT’s uniquely configured support framework for Covered Items provides a range of services, as selected in 
this Agreement, designed to keep your computer and network systems functioning. Such services, pertaining to Covered 
Items, are disclosed on Exhibit 2. 

3. System Documentation.  Client shall provide all documentation relative to the Covered Items to KGT.  Should 
documentation be unavailable, KGT will perform a site audit (at an additional cost) to obtain the required information.  

4. Getting Started.  Once the Documentation is delivered or provided to KGT, a KGT technician (a “Tech”) shall perform a 
series of preliminary studies and recommendations.  A quotation may be provided to the client with a list of hardware 
and/or software and/or labor required to get client to a state in which KGT will accept client into this agreement.  Failure 
to accept and pay in full for this will result in the immediate cancelation of this agreement as client does not qualify for 
this arrangement. 

5. Services.  The services provided to the Client under this Agreement are specifically set forth on the Contract Service 
Schedule as disclosed on Exhibit 5.  

6. Services Limitations.  Due to the nature of technology, KGT makes no representation regarding its ability to solve every 
IT/network problem the Client encounters, but KGT does represent that the Tech shall be provided to the Client as 
provided in this Agreement.  Details of service limitations are included on Exhibit 6.  

7. Deliverables.  Working with Client’s designated contact person (in some special cases, persons), KGT (acting through its 
Tech) shall address, as provided in this Agreement, any issues and/or problems concerning Client’s current IT 
environment as it pertains to Covered Items. 
 

8. Client Obligations.  For KGT to provide the type of service that our Clients deserve and uphold its obligations under this 
Agreement, Client must strictly observe and where appropriate perform the obligations disclosed on Exhibit 8. 
 

9. Term and Termination.  The Term of this Agreement shall commence on the effective date as defined in this Agreement.  
This period is also referred to as the “Term.”  This Agreement may be terminated by KGT prior to the Agreement End 
Date upon Client’s failure to perform any of its obligations defined in § 8 or on Exhibit 8, including, but not limited to 
failure to discharge Client’s financial obligations under this Agreement with fifteen (15) days of Client’s receipt of a 
written notice of default.  Additional reasons for termination of this agreement are described on Exhibit 9. 

 
10. Fees and Payments.  Client’s fees for services provided in the Contract Service Schedule appear on the Contract Price 

Schedule disclosed on Exhibit 10.  Beginning on the Effective Date, Client shall be billed according to the below-stated 
payment schedule set forth on the Contract Price Schedule, in advance for applicable fees.  Any amount due to KGT under 
this Agreement, whether under the Contract Price Schedule or billing for additional services shall be payable in full upon 
receipt of an invoice, without withholding, deduction or offset of any amounts for any purpose.  Any amount not paid 
within thirty (30) days of the invoice’s date shall be subject to an interest charge of eighteen percent (18%) per annum.  
Any KGT billing not disputed by Client both in writing and in good faith, within thirty (30) days of Client’s receipt of an 
invoice is deemed approved and accepted by Client.  The Contract Price Schedule only covers items on the Contract 
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Service Schedule. The Contract Service Schedule work is performed during normal business hours of 8:00am-5:00pm EST, 
Monday – Friday. Please see website for list of Holidays and dates KGT office is closed.  If Client needs an issue addressed 
outside the normal business hours, such services (whether or not such service is on the Contract Service Schedule) shall 
be billed at KGT’s then effective “After-Hours Rate”, unless KGT agrees to a different rate in writing prior to such services 
being performed.  After-Hours Rates are defined on the KGT website and are subject to change at any time. 
 

11. Non-interference.  Client shall not hire, interview, solicit for hire or aid any third party in hiring any KGT employee, 
consultant, technician or agent during the Term and for a period of one (1) year after this Agreement has been 
terminated, or later if KGT’s completion of any services for Client’s benefit extends beyond the termination date. 

 
12. Entire Agreement.  This Agreement along with all attached Exhibits constitute one and only one agreement regarding 

this Agreement’s subject matter.  This Agreement may not be amended, altered or modified in any manner, except as 
specifically provided herein, unless it is done so in a written instrument signed by both the Client and KGT; provided, 
that, one of such instrument’s terms reflects one its purpose is to amend this Agreement. 

 
13. Notices.  Any notice required or permitted under this Agreement must be in writing and except for the ARTS site and/or 

voice mail provided for in § 6 (and Exhibit 6) and sent to the party at the address appearing on Exhibit 13.  Such notice(s) 
shall be deemed received on (a) the date it is posted in the U.S. Mail systems, properly addressed, bearing adequate 
postage with a return receipt appended, (b) when delivered to an overnight delivery service, if properly addressed (for 
this purpose only Federal Express and UPS are acceptable), or (c) when sent by email to the party’s email address set 
forth at the foot of this Agreement; provided, that, an electronic receipt for such email as received by the sender. 

 

14. Assigned Technician.  KGT will provide a technician to Client.  This technician will operate under the guidelines as 
described in Exhibit 14. 

 IN WITNESS WHEREOF, KGT and Client have executed this Agreement as of the date appearing next to their signature 
and each of KGT and Client represent to the other party that the person executing this Agreement on this behalf is fully 
authorized to bind the party for which it is so executing. 

 

TERM - Contract Effective Date: 1/1/2026 – 12/31/2026 

 

CLIENT:                                                          KGT: 

City of Reynoldsburg      Kirch Group Technology, LLC 

 

By: ________________________________________   By: _____________________________________ 
      
 
Printed Name: _______________________________   John Stickel, Managing Member 
 
 
Date: ___________________________    Date:__________________________ 
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Exhibit 1A: 

“Covered Hardware:” 

[Updated Hardware List Will Be Here – to be added late in December, 2025] 
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Exhibit 1B: 

“Covered Software:” 

Client Operating Systems (OS): 

 All Versions of Microsoft Windows which have not reached their end of support life. The end of support life 
is determined by Microsoft and the end of support life date and Operating System versions are listed on 
the Microsoft.com website. 

 
Server Operating Systems (OS): 

 All Versions of Microsoft Windows Server which have not reached their end of support life. The end of 
support life is determined by Microsoft and the end of support life date and Operating System versions are 
listed on the Microsoft.com website. 
 

Applications: 

 All Versions of Microsoft Office which have not reached their end of support life. The end of support life is 
determined by Microsoft and the end of support life date and Office versions are listed on the 
Microsoft.com website. 

 
NOTICE: KGT may charge extra if support is required on any device running an operating system that has passed the Vendor 
EOL (End of Life) date. 
 
It is not possible for KGT to completely support all software; however, we will attempt to resolve any issues you may have if 
an error occurs.  We must be given an error.  To get further support with this agreement for industry specific software, we 
require you to maintain an ongoing support contract with that software vendor.  We will still assist you in troubleshooting, 
by utilizing the support contract and contacting the specific vendor. 
 
Training is not included in the agreement.  Training is helping a user understand how to use the software and/or utilize 
certain features of the software.  Although a technician may choose to train a Client, this is not typically included in the 
agreement.  Client will be notified in advance if training is going to be invoiced and arrangements for payment and amounts 
will be determined. 
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Exhibit 2: 

“Menu of Services:” 

a. Site Assessment 
b. IT Inventory and Management 
c. Scheduled Visits (either “on-site” or “remote”) 
d. Proactive Service 

a. Check Server(s) for Errors 
b. Verify Backups 

i. KGT will confirm that backups are getting done.  However, KGT will not test backup media 
at each visit to confirm a full disaster recovery test.  This service (disaster recovery test) 
is an additional charge. 

c. Verify Anti-Virus Software 
e. Technology Knowledge and Guidance 
f. Help Desk Support (including phone support) 
g. Covered Items Reliability Check 
h. Covered Items Basic Security Check 
i. Cost Management and Control (IT Budget Assistance; if asked by Client) 
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Exhibit 5: 

“Contract Service Schedule:” 

Contract Services generally include the following: (a) Scheduled Visits; (b) Server Specific Duties; (c) Personal Computer 
Specific Duties; (d) Peripheral Specific Duties; (e) ARTS response protocol; and (f) Software Support, which relate to the 
following services descriptions; provided, however, to the extent there is a conflict between the Contract Service 
Schedule and this Exhibit 5, the former shall control. 

Scheduled Visits.  The date, time and frequency for Tech Client Visits are based on the size, amount and complexity of 
Covered Hardware as determined by KGT.  Client and KGT must agree on specific dates and times for the Tech’s 
performance of the scheduled maintenance covered by this Agreement.  Such schedule may be modified to reflect 
Covered Items changes.  

Scheduled Visits:  

a. This constitutes scheduled visits under this Agreement.   

 
b. Scheduled visits typically last between one and two hours.   

1. Scheduled visits not to exceed three hours, unless prior arrangements are made between Client and KGT.   

2. The Tech may, in his/her discretion, reschedule time for incidents not previously submitted to KGT either under 
ARTS or by telephone phone calls received by KGT at least one business day prior to the start time for such 
scheduled visit.  

A. Any additional services not covered by the terms of this Agreement performed during a scheduled visit, 
under ARTS or due to a telephone call may result in fees in addition to the basic fees (aka Contract Price) 
set forth in this Agreement. 

B. When the technician arrives on the scheduled day, he/she will address any ARTS submitted tickets with the 
Client’s contact person. The technician will then proceed with the following services on applicable covered 
hardware. 

Server Related Duties: 

During both Scheduled Visits, and where appropriate in the Tech’s opinion, the following Server Specific Duties shall 
be conducted/reviewed by the Tech: review outside of server housing for warning lights; check server for adequate 
storage space; Review Windows event logs for messages, warnings, and errors and address as necessary; Review 
and approve appropriate Windows updates via Windows Software Update Services; Review network Anti-virus 
management software for issues and address as necessary and Review server and data backups and address as 
necessary. 

Personal Computer Related Duties.   

During both Scheduled Visits, and where appropriate in the Tech’s opinion, the following Personal Computer Specific 
Duties shall be conducted/reviewed by the Tech: ensure Windows updates are or have been installed correctly; 
monitor for malware infections; and run cleanup utilities to provide highest available usage speeds. 

Peripheral Related Duties.   

During both Scheduled Visits, and where appropriate in the Tech’s opinion, the Tech shall ensure proper operation 
of printers, scanners, firewalls, switches and the like; provided, that, such peripherals are listed in the Covered 
Hardware Schedule as the date of the visit. 
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ARTS Response Protocol.   

This Agreement provides access to a Tech who provides necessary services to monitor and maintain your current 
system and network environment as provided herein.  Consequently, KGT provides a Tech for an on-site, scheduled 
visits.  Client is authorized to leave emergency/non-emergency voice mail messages and is granted access to the 
KGT’s Automated Response and Ticket Submission (ARTS) site.  All scheduled visits and support occur during KGT’s 
normal business hours of which are listed on our website.  Our offices are closed on all National Holidays.  If support 
in response to an ARTS request is performed at Client’s request “after normal business hours”, Client will be billed 
for a fee in addition to Client’s regular financial obligations set forth in this Agreement.  

Software Support.   

KGT provides support under this Agreement for Covered Software as it relates to its proper installation and 
configuration in your current business environment.  Usage and appropriate understanding of how the Covered 
Software is (or may be) utilized in the Client’s business is outside this Agreement’s scope.  KGT, may, where 
appropriate, endeavor to dispense Covered Software knowledge where and when appropriate based upon the 
applicable Tech’s expertise with the particular software item.  However, KGT reserves the right to decline support 
for Covered Software usage and understanding when it determines that the Client (or Client’s applicable user) needs 
or could benefit from software training. 

Upgrading or Replacing Hardware/Software.   

Upgrading or replacing hardware or software normally requires an on-site visit. However, hardware and/or software 
upgrades may be completed remotely, with or without the knowledge of the Client. This Agreement does not include 
the cost of new or replacement hardware, software, cabling or other equipment that may be required to perform 
services under this Agreement.  A separate labor fee shall be applied for adding any hardware not listed on the 
Covered Hardware Schedule.  A separate labor fee shall be applied for major software upgrades or new installations.  
Clients shall be quoted a price for new or replacement hardware prior to installation or repair.  Labor fees associated 
with repair of hardware on the Covered Hardware Schedule are included in this Agreement, except where outlined 
on the Contract Price Schedule.  Applicable sales tax shall be charged as required by applicable law.  

Caveats: KGT recommends business class hardware and software for all of our clients. Purchasing hardware and software 
through KGT is not a requirement under this Agreement.  However, Client benefits with KGT’s price breaks on business class 
IT hardware and software from Dell and other vendors.  Should Client seek to upgrade or replace hardware or software with 
non-business class hardware, software, or items the use of which KGT has recommended against, the labor fees for such 
replacement or repair are not included in the with this Agreement. 
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Exhibit 6: 

“Service Limitations:” 

a. Once Client submits an Emergency ticket to the ARTS site and/or an Emergency voice mail message, KGT shall have 
four (4) business hours to acknowledge the ticket.  KGT shall then have two (2) business hours to begin the attempt 
at resolving the issue.  The attempt is not necessarily limited to an on-site Tech visit.  Remote efforts by KGT designed 
to address the problem(s) are attempts.  No guarantee can be made that the issue will be resolved in the above 
stated time. 

a. MODIFICATION FOR CITY OF REYNOLDSBURG: 
i. Should the 911/Communications go down during business hours or After Hours, personal 

contact via cell phone to KGT Technician is permitted to facilitate immediate response. 
KGT will invoice client at current After Hours Rate should contact fall outside of normal 
KGT business hours. 

 

b. Services not included in this Agreement or listed on the Contract Service Schedule are billable in addition to the 

Contract Price Schedule and include: setup and configuration of PCs, printers, and other peripherals not listed in the 

Covered Hardware Schedule; setup and configuration of new servers; installation and configuration of new software 

and/or major software upgrades; software research related to Client’s business; excessive hardware and/or software 

quotes; emergency IT support outside normal business hours as define in the Agreement; direct contact (e-mail, 

phone calls) with Tech(s) not KGT initiated; software training for Client’s employees; or reinstallation of server 

operating systems and programs. 

 

c. Force majeure—Problems considered force majeure are not services coming within the Contract Services Schedule 

and this Agreement.  Force majeure includes acts of God, fire, theft, insurrection, situations involving marital law, 

etc.  KGT reserves the right to bill for issues that arise directly, or indirectly, from force majeure including issues with 

ISP’s, telephone companies, power and cellular companies.  Force majeure relieves KGT of its response time 

obligations under this Agreement. 
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Exhibit 8: 

“Client Obligations/Duties:” 

a. All issues and/or IT related questions must be submitted to KGT via the ARTS site or through KGT’s voicemail system.  
Direct contact (e-mail, phone calls) with Tech(s) not KGT initiated is not permitted and is subject to additional billing 
charges; 

 
b. Pay all invoices by their due date.  Failure to pay on due date shall result in late fees, stoppage of service and/or 

termination of this Agreement; 
 
c. Pay all Agreement fees by due date stated on the applicable invoice.  Failure to pay by due date shall result in late 

fees, stoppage of service and/or termination of this Agreement; 
 
d. Provide KGT with as much advanced notice to any changes to current network environment (ISP changes, phone 

system changes, personnel changes); 
 
e. Maintain all applicable software licenses and software, whether or not such software is part of the Covered Software 

Schedule; 
 
f.  KGT will not install or service illegal software and Client’s installation and/or use of such illegal software may 

result in KGT’s termination of this Agreement; 
 
g. Notify KGT regarding any software installed and purchased without consulting KGT; 
 
h. Advise Client’s staff on usage of ARTS and against direct Tech contact (for support initiation); 
 
i. Provide Client staff with proper software training on applicable company software as KGT does not provide support 

on software usage; 
 
j. Advise KGT of the presence of mobile devices that connect to Client’s network or gather company email; 
 
k. Maintain an active virus scanning solution and routine backup solution as deemed appropriate by KGT for Client’s 

environment; 
 

l. KGT reserves the right to invoice the client for Spyware/Malware removal should the client refuse to have 
appropriate preventative software and/or hardware in place as deemed appropriate by KGT for Client’s 
environment. 
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Kirch Group Technology, LLC - Service Contract     (Version: 11.0.0_REY) 

Exhibit 9: 

“Agreement Terms and Termination Details:” 

a. If the Agreement End Date arrives, and the Agreement is not renewed, so long as all of Client’s obligations under 
this Agreement are fully satisfied by such date, then KGT shall return the Documentation to Client and retain copies 
exclusively for archive and liability purposes upon request by Client.  KGT shall make no further use of such 
Documentation and shall hold it in the strictest of confidence. 

b. If the Agreement End Date arrives or if the Agreement is terminated earlier due to Client’s failure to comply with all 
its obligations found in § 8 of this Agreement (and Exhibit 8), neither shall the Documentation be returned to Client 
nor shall the temporary passwords installed by KGT be released, except as provided in c, below, unless and until 
Client has brought current or remedied, in KGT’s opinion, its obligations under § 8 of this Agreement (and Exhibit 8). 

c. If the nature of Client’s business is such that temporary protective passwords installed by KGT would create legal 
liability for Client, which areas must be disclosed to KGT on or before the effective date, the passwords referenced 
in b, above, shall not be applied to such items. 

d. Should Client terminate this Agreement and the Contract Price Schedule payments shall have been paid either in 
advance or in full, no refund shall be given and KGT shall not be obligated thereafter to provide any services 
contemplated by this Agreement. 
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Kirch Group Technology, LLC - Service Contract     (Version: 11.0.0_REY) 

Exhibit 10: 

“Contract Price Schedule:” 

 

Service Agreement: 
Payment Schedule: Quarterly 
Payment Amount: $47,424.00 
Invoice Date(s): 1/1/2026, 4/1/2026, 7/1/2026, 10/1/2026 
Total Payment for Entire 2026 Contract: $189,696.00 
 
 
Support Ticketing System: 
Payment Schedule: Quarterly 
Payment Amount: $1,165.50 
Invoice Date(s): 1/1/2026, 4/1/2026, 7/1/2026, 10/1/2026 
Total Payment for Entire 2026 Contract: $4,662.00 
 
 
Note: Above prices do not include any applicable taxes. 
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Kirch Group Technology, LLC - Service Contract     (Version: 11.0.0_REY) 

Exhibit 13: 

“Addresses, E-mail Addresses and Telephone Numbers:” 

 

Client Address and Business Phone: 

 City of Reynoldsburg 
 7232 E. Main Street 
 Reynoldsburg, Ohio 43068 
 
 PH: (614)322-6800 
 

Client Primary Contact (and secondary if applicable): 

 Stephanie Cornell 
 scornell@reynoldsburg.gov 
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Kirch Group Technology, LLC - Service Contract     (Version: 11.0.0_REY) 

Exhibit 14: 

“Assigned Technician:” 

Should the details below contradict other statements made above in the contract, the details below take priority. 

a. KGT will provide an assigned technician for Client.  This technician will operate outside the current 
limitations of this contract.  Technician will provide routine IT services as expected from a Network 
Administrator.  No additional fees will be billed to the Client for services provided by this technician. 
 

b. Total technician time will be 32 hours per week.  Hours will be reduced when Client offices are closed 
according to Holiday Schedule.  This contract includes ten (10) hours of After-Hours Support per contract 
year provided by the assigned technician.  Routine, scheduled service, outside of normal business hours 
does not count as After-Hours Support.  Routine, scheduled service, outside of normal business hours is 
included in the contract. 

 
c. KGT will make a reasonable effort to provide the same technician.  Should this technician be unavailable, 

KGT will provide an alternate technician as to keep the above schedule. 
 

d. Assigned technician will not be limited to on-site hours only.  Should any emergencies arise, assigned 
technician will be responsible for handling the issue.  Should the emergency (not scheduled) arise outside 
of normal business hours, the included ten (10) hours of After-Hours Support will be used.  Once used 
completely, the Client will be invoiced at the current After-Hours Rate.  Any unused hours may not be 
carried forward to another contract year. 

 
e. Assigned technician will have a cell phone and can be contacted by Client at any time, understanding this 

could result in additional billing (according to rules above). 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: A Resolution Authorizing the Mayor to Enter into a Contract for City Cyber Insurance 
for 2026 and Waive Competitive Bidding   

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
A RESOLUTION AUTHORIZING THE MAYOR TO ENTER INTO A CONTRACT FOR CITY 
CYBER INSURANCE FOR 2026 AND WAIVE COMPETITIVE BIDDING 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION 1.  That the Mayor be and is hereby authorized to enter into a contract for City cyber 
insurance coverage for a one-year period beginning January 1, 2026 and ending December 
31, 2026 with Willis of Ohio, Inc. and its related companies in an amount not to exceed 
$35,000. 
  
SECTION 2.  That pursuant to section 175.01 (d) of the Codified Ordinances of the City of 
Reynoldsburg, competitive bidding is waived for the professional services provided by Willis of 
Ohio, Inc. 
 
SECTION 3.  That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City’s government; and further the current agreement expires December 
31, 2025; wherefore upon adoption by Council, this Ordinance shall be in effect on January 1, 
2026 upon signature by the Mayor.  
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: A Resolution Authorizing the Reynoldsburg Police Department to Submit an 
Application for the Drones for First Responders Pilot Program Grant 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
The deadline to apply is 11/26/2025. 

STAFF REPORT: 
Requesting approval for the Police Department to apply for the Drones for First Responders 
Pilot Program Grant. Please see attached documentation as well as the website: 
https://drive.ohio.gov/programs/aam/uas/drones-first-responders  
 
A Resolution Authorizing the Reynoldsburg Police Department to Submit an Application 
for the Drones for First Responders Pilot Program Grant 
 
WHEREAS, the Ohio Department of Transportation (ODOT) DriveOhio initiative DFR Pilot 
Program intends to support police, fire, sheriff, and EMS departments in deploying drones for 
emergency response; and 
  
The goals of the program are as follows: • Place DFR technology in hands of first responders 
across different types of organizations and different geographic classifications, and • Maximize 
use of DFR technology to collect data and inform cost-benefit analysis. 
  
 WHEREAS, the goal of the program is to provide first responders with access to drone 
technology, which would allow departments to collect data and provide cost-benefit analysis; 
and  
  
 WHEREAS, the City of Reynoldsburg Police Department is request approval to apply for this 
pilot grant program to secure access to drone technology.  
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 NOW, THEREFORE, BE IT RESOLVED by the Council of the City of Reynoldsburg:  
  
 Section 1: That the Reynoldsburg Police Department is hereby authorized to apply for the 
Ohio Department of Transportation DriveOhio initiative DFR Pilot Program. 
 
 Section 2: That the Reynoldsburg Police Department is authorized to enter into any 
agreements as may be necessary and appropriate for obtaining this grant.  
  
 Section 3:  That upon approval by Council, this Resolution will be effective immediately 
following the signature of the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: A Resolution Authorizing the Mayor to Accept Public Infrastructure Associated with 
Summit Crossing, Sections 1A and 1B 

 
APPROVALS: 

Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
  
 
A Resolution Authorizing the Mayor to Accept Public Infrastructure Associated with Summit 
Crossing, Sections 1A and 1B 
 
WHEREAS, that M/I Homes of Central Ohio is the current owner/developer of Summit Crossing, Sections 
1A and 1B; and 
  
WHEREAS, that Sections 1A and 1B of said subdivision have been plated and recorded with the Licking 
County Auditor and the Civil Engineering plans have been reviewed and approved by the City's selected 
engineering firm; and 
  
WHEREAS, all public infrastructure, associated with Sections 1A and 1B, has been constructed and 
inspected per City standards; and 
  
WHEREAS, those items the owner/developer was unable to complete due to the time of year 
(temperatures) have been itemized and placed in a Performance Bond on file with the City to ensure 
completion by May 31, 2026. 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF REYNOLDSBURG, OHIO: 
  
SECTION I. That the Mayor be and is hereby authorized to accept said infrastructure associated with 
Summit Crossing, Sections 1A and 1B, which will be added to the City of Reynoldsburg's asset database: 
  

PUBLIC INFRASTRUCTURE ONLY SECTIONS 1A & 1B 
Centerline Roadway 0.645 Miles 
18” Sanitary Sewer  3,371 Linear Feet (LF) 
12” Sanitary Sewer 461 LF 
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10” Sanitary Sewer - 
8” Sanitary Sewer 1,759 LF 
8” Domestic Water 3,142 LF 

Storm Sewer 4,165 LF 
Street Lights 19 Each 

  
SECTION 2. That a Performance Bond has been provided by M/I Homes of Central Ohio to the City of 
Reynoldsburg as described above at an amount to be determined. 
  
SECTION 3. That a one-year Maintenance Bond has been provided by M/I Homes of Central Ohio to the 
City of Reynoldsburg in the amount of $394,634.30. 
  
SECTION 4. Upon adoption by Council, this Resolution shall be in effect immediately following the signature 
by the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: A Resolution Authorizing the Mayor to Accept Public Infrastructure Associated with 
Spring Hill Farms, Sections 4A and 4B   

 
APPROVALS: 

Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
  
 
A RESOLUTION AUTHORIZING THE MAYOR TO ACCEPT PUBLIC INFRASTRUCTURE 
ASSOCIATED WITH SPRING HILL FARMS, SECTIONS 4A AND 4B 
 
WHEREAS, that M/I Homes of Central Ohio is the current owner/developer of the Spring Hill 
Farms, Sections 4A and 4B; and 
  
WHEREAS, that Sections 4A and 4B of said subdivision have been plated and recorded with 
the Franklin County Auditor and the Civil Engineering plans have been reviewed and approved 
by the City's selected engineering firm; and 
  
WHEREAS, that all public infrastructure, associated with Sections 4A and 4B, has been 
constructed and inspected per the City's standards; and 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION I. That the Mayor be and is hereby authorized to accept said infrastructure 
associated with Spring Hill Farms, Sections 4A and 4B, which will be added to the City of 
Reynoldsburg's asset database: 
  

PUBLIC INFRASTRUCTURE 
ONLY 

SECTION 4A SECTION 4B 
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Centerline Roadway 0.394 Miles 0.152 Miles 
18” Sanitary Sewer  - - 
12” Sanitary Sewer - - 
10” Sanitary Sewer 141 Linear Feet (LF) - 
8” Sanitary Sewer 2,501 LF 691 LF 
8” Domestic Water 2,275 LF 819 LF 

Storm Sewer 3,722 LF 1,429 LF 
Street Lights 13 Each 5 Each 

SECTION 2. That a one-year Maintenance Bond for Spring Hill Farms, Section 4A and 4B has 
been provided by M/I Homes of Central Ohio to the City of Reynoldsburg in the amount of 
$282,879.92. 
  
SECTION 3. Upon adoption by Council, this Resolution shall be in effect thirty days following 
the signature by the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: A Resolution Authorizing the Mayor to Enter into a Service Agreement Contract with 
Kirch Group Technologies, LLC (KGT) for Information Technology Services for the 
Period of January 1, 2026 through December 31, 2026 and Waive Competitive 
Bidding 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
A RESOLUTION AUTHORIZING THE MAYOR TO ENTER INTO AN AGREEMENT WITH 
KIRCH GROUP TECHNOLOGIES, LLC, FOR INFORMATION TECHNOLOGY SERVICES 
FOR THE PERIOD OF JANUARY 1, 2026 THROUGH DECEMBER 31, 2026 AND WAIVE 
COMPETITIVE BIDDING 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, COUNTIES OF FRANKLIN, LICKING, and FAIRFIELD, STATE OF OHIO 
that: 
  
SECTION 1.  That the Mayor be and is hereby authorized to enter into an agreement with 
Kirch Group Technologies, LLC for the period of January 1, 2026 through December 31, 2026, 
for information technology services for the City of Reynoldsburg.   
  
SECTION 2.  That pursuant to section 175.01 (d) of the Codified Ordinances of the City of 
Reynoldsburg, competitive bidding is waived for the professional services provided by Kirch 
Group Technologies, LLC. 
  
SECTION 3.  That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City’s government; and further the current agreement expires December 
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31, 2025; wherefore upon adoption by Council, this Ordinance shall be in effect on January 1, 
2026 upon signature by the Mayor.  
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: A Resolution Authorizing the Mayor to Enter into a Contract for City Cyber Insurance 
for 2026 and Waive Competitive Bidding 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
A RESOLUTION AUTHORIZING THE MAYOR TO ENTER INTO A CONTRACT FOR CITY 
CYBER INSURANCE FOR 2026 AND WAIVE COMPETITIVE BIDDING 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION 1.  That the Mayor be and is hereby authorized to enter into a contract for City cyber 
insurance coverage for a one-year period beginning January 1, 2026 and ending December 
31, 2026 with Willis of Ohio, Inc. and its related companies in an amount not to exceed 
$35,000. 
  
SECTION 2.  That pursuant to section 175.01 (d) of the Codified Ordinances of the City of 
Reynoldsburg, competitive bidding is waived for the professional services provided by Willis of 
Ohio, Inc. 
 
SECTION 3.  That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City’s government; and further the current agreement expires December 
31, 2025; wherefore upon adoption by Council, this Ordinance shall be in effect on January 1, 
2026 upon signature by the Mayor.  
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance Authorizing the Mayor to Grant Columbia Gas of Ohio, Inc. a Gas 
Pipeline Easement (8,308.4 +/- Square Feet), and Declaring an Emergency 

 
APPROVALS: 

Joe Begeny   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
single-read emergency 

REASON FOR EMERGENCY: 
an emergency is needed for the continuance of construction 

STAFF REPORT: 
  
 
AN ORDINANCE AUTHORIZING THE MAYOR TO GRANT COLUMBIA GAS OF OHIO, INC. 
A GAS PIPELINE EASEMENT (8,308.4 +/- SQUARE FEET), AND DECLARING AN 
EMERGENCY 
 
WHEREAS, Columbia Gas of Ohio, Inc. requires a gas pipeline easement to service the City’s 
future Parks and Public Service facility located at 7806 East Main Street; and 
  
WHEREAS, the City has agreed to permit work on the gas pipeline located at 7806 East Main 
Street; and 
  
WHEREAS, this Council finds that providing the gas pipeline easement is a public purpose 
and in the best interests of the City of Reynoldsburg. 
  
WHEREAS, the cost to construct said pipeline is $12,230.78. 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION 1. That the Mayor be and is hereby authorized to enter into a contract with Columbia 
Gas of Ohio, Inc. for gas pipeline construction for a cost of $12,230.78. 
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SECTION 2. That an amount of $12,230.78 shall be paid from the Public Service Department's 
existing Parks and Public Service Facility contingency account. 
  
SECTION 3. That the following unrecorded Gas Pipe Easement (8,308.4 +/- square feet) from 
the City of Reynoldsburg, be and is hereby transferred as Exhibit A attached hereto and made 
a part hereof. 
  
SECTION 4. That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City, and further to allow for acceptance of construction; wherefore, upon 
adoption by Council, this Ordinance shall be in effect immediately upon signature by the 
Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance Authorizing the Mayor to Accept the Funds from the Ohio Bureau of 
Workers Compensation (BWC) Safety Intervention Grant for the Purchase of a 
Portable Traffic Signal from A & A Safety, and Declaring an Emergency 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
single-read emergency 

REASON FOR EMERGENCY: 
an emergency is needed in order to meet contract deadlines 

STAFF REPORT: 
  
 
AN ORDINANCE AUTHORIZING THE MAYOR TO ACCEPT THE FUNDS FROM THE OHIO 
BUREAU OF WORKERS COMPENSATION (BWC) SAFETY INTERVENTION GRANT FOR 
THE PURCHASE OF A PORTABLE TRAFFIC SIGNAL FROM A & A SAFETY, AND 
DECLARING AN EMERGENCY 
 
WHEREAS, that BWC Safety Intervention Grant provides financial assistance to purchase 
safety and security solutions; and 
  
WHEREAS, that purchase of the equipment through A&A Safety described above is 
considered to be a safety priority for the department and for the community and is a qualified 
purchase under the BWC Safety Intervention Grant; and 
  
WHEREAS, that funds in the amount of $40,000.00 from the BWC Safety Intervention Grant 
have been received with the City being responsible for the balance of $19,415.00; and 
  
WHEREAS, the total purchase of $59,415.00 for the portable traffic signal from A & A Safety 
will be purchased using the BWC Safety Intervention Grant, which would pay for 2/3 of the 
total cost with the Water and Wastewater Departments paying for 1/3 of the total cost. 
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NOW, THEREFORE, BE IT RESOLVED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG: 
  
SECTION 1. That the Mayor is authorized to enter into any agreements as may be necessary 
and appropriate for accepting financial assistance. 
  
SECTION 2. That the Mayor is hereby authorized to accept the funds from the BWC Safety 
Intervention Grant in the amount of $40,000.00 and appropriate those funds to the Water and 
Wastewater Departments for payment to the contract. 
  
SECTION 3. That $40,000 be appropriated from the unappropriated General Fund (110) and 
appropriated to account number ($20,000) 710.735.5633 Machinery and Equipment and 
($20,000) to account number 720.736.5633 Machinery and Equipment. 
 
SECTION 4. That an amount of $29,797.50 be paid to A&A Safety equally from account 
numbers ($29,707.50) 710.735.5633 Machinery and Equipment and ($29,707.50) 
720.736.5633 Machinery and Equipment. 
 
SECTION 5.  That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City in order to meet the deadlines for payment by the BWC Safety 
Intervention Grant; therefore, upon adoption by Council, this Ordinance shall be in effect 
immediately following the signature of the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance Authorizing The Mayor To Enter Into A Contract With Builderscape, 
Inc. For the JFK Park Pickleball Improvements Project, Appropriate Funds Therefor, 
and Declaring an Emergency 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
3-read emergency 

REASON FOR EMERGENCY: 
For the financial needs of the City in order to meet contratual deadlines 

STAFF REPORT: 
The City Engineer has reviewed the bid proposals submitted and determined that the lowest 
and best bidder for the project is Builderscape Inc. Therefore, we request authorization for the 
Mayor to enter into a contract with Builderscape Inc. for the JFK Park Pickleball Improvements 
for $760,913.00, with a contingency of 12.025% ($91,500.00), for a total of $852,413.00. 
 
Requesting $852,413.00 be appropriated from the unappropriated Capital Improvement Fund 
(410) into line item 410.000.0202.5659 JFK Park Tennis Court Conversion 
 
Upon project completion, a reimbursement request totaling $150,000 will be submitted to the 
Ohio Department of Natural Resources (ODNR), in accordance with the terms of the awarded 
grant.  
 
AN ORDINANCE AUTHORIZING THE MAYOR TO ENTER INTO A CONTRACT WITH 
BUILDERSCAPE INC. FOR THE CONSTRUCTION OF PICKLEBALL COURTS IN JFK 
PARK, APPROPRIATE FUNDS THEREFOR, AND DECLARING AN EMERGENCY 
 
WHEREAS, the City of Reynoldsburg has determined the need to convert a number of tennis 
courts in JFK Park into pickleball courts to meet a community need; and 
 
WHEREAS, the City Engineer has reviewed the bid proposals submitted for this project and 
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determined that the lowest and best bidder for the project is Builderscape Inc.; and 
 
WHEREAS, the City Engineer has also concluded that Builderscape Inc. has the ability, 
resources, and experience to properly complete the project as well as recommending moving 
forward with a contract for the JFK Park pickleball courts at a cost of $760,913.00 with a five 
percent (12.025%) contingency of $91,310.00 for a total amount of $852,413.00 be awarded to 
Builderscape Inc. 
 
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
 
SECTION 1. That the Mayor is hereby authorized to enter into a contract with Builderscape 
Inc. for pickleball courts in JFK Park in the amount of $760,913.00 with a contingency of 
(12.025%) amount of $91,500.00 for a total of $852,413.00 
. 
SECTION 2. That the funds necessary to carry out the purpose of this Ordinance are hereby 
deemed appropriated and the City Auditor shall establish such project codes as necessary.  
 
SECTION 3. The City Auditor is hereby authorized to appropriate funds from the 
unappropriated Capital Improvement Fund (CIP 410) and appropriate to project number 
410.000.0202.5659 JFK Park Tennis Court Conversion 
.  
SECTION 4. That a portion of this project is reimbursable by the Ohio Department of Natural 
Resources (ODNR), based on the approved grant, to the City of Reynoldsburg; therefore, 
when those funds are returned, they should be deposited into the unappropriated Capital 
Improvement Fund (CIP 410).        
SECTION 5. That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City, and further so that construction can begin as soon as possible in 
order to meet contract deadlines; wherefore upon adoption by Council, this Ordinance shall be 
in effect immediately upon signature by the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance Authorizing the Mayor to Enter into a Contract with Compton 
Construction for Design and Construction Services 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
 

REASON FOR EMERGENCY: 
 

STAFF REPORT: 
  
 
An Ordinance Authorizing the Mayor to Enter into a Contract with Compton 
Construction for Design and Construction Services   
 
WHEREAS, it has been determined that additional office space for current/additional staff to 
accommodate both the private and public sector, given the City’s overall success and growth 
throughout the past several years, is needed; and 
  
WHEREAS, the City hired OHM Advisors to conduct a space planning study (attached) 
document, which identified two areas for conversion (upstairs conference room into office 
space, and the redesign of Council Chambers to include a new conference room) to 
accommodate the City's needs, and 
  
WHEREAS, the cost for the design and construction of these improvements is $500,396.29. 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION 1. That the Mayor be and is hereby authorized to enter into a contract with Compton 
Construction for design and construction of additional office space and a large conference 
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room for a cost of $550,435.92 (includes a contingency amount of $50,039.63). 
  
SECTION 2. That an amount of $550,435.92 be appropriated from the unappropriated General 
Fund (110) to account number 110.448.5339 Miscellaneous Infrastructure. 
 
SECTION 3. That this Resolution will be effective thirty days following approval of Council and 
the signature of the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance to Transfer Funds Among Various General Fund Accounts, and 
Declaring an Emergency 

 
APPROVALS: 

Joe Begeny   
Stephen Cicak   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
three-read emergency 

REASON FOR EMERGENCY: 
This Ordinance is deemed an emergency measure necessary for the City's financial needs 
and, further to comply with the ORC year-end requirements. 

STAFF REPORT: 
This legislation is the annual request to transfer funds from various accounts to bring all funds 
into balnance. 
 
 
  
 
AN ORDINANCE TO TRANSFER FUNDS AMONG VARIOUS GENERAL 
FUND ACCOUNTS, AND DECLARING AN EMERGENCY 
  
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION 1. That Council unappropriate and appropriate funds to the following accounts: 
  
Appropriate $30,000.00 from the unppropriate Senior Center account 110.343.5361 Building 
Repair and appropriate to the unappropriated General Fund (110) 
  
From the unappropriated General Fund (110) appropriate: 
   110.343.5105 Overtime Senior Center                                                                         $ 
5,000.00   
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   110,343,5151 PERS Contribution                                                                                 $ 
1,000.00      
   110.343.5161 Group Insurance Senior Center                                                             $ 
5,000.00                                                                                          
 
Appropriate $4,000.00 from the unappropriated Development account 110.580.5631 Furniture 
and Fixtures and appropriate to account number 110.580.5399 Other Miscellaneous Services 
 
Appropriate $1,000.00 from the unappropriated Development account 110.580.5251 MV Gas 
and Oil and appropriate to account number 110.580.5631 Other Miscellaneous Services 
 
SECTION 2. That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City, and further in order to be in compliance with ORC year end 
requirements; wherefore upon adoption by Council, this Ordinance shall be in effect 
immediately upon signature by the Mayor. 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance to Amend the Personnel Procedure Manual Regarding Separation, 
Compensatory Time, Inclement Weather, Sick Leave Conversion, FMLA, Donated 
Leave, Vacation Leave, Prior Service Credit, Holidays, Workers Compensation, City 
Clothing, Investigations and Discipline, and Declaring an Emergency 

 
APPROVALS: 

Joe Begeny   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
three-read emergency 

REASON FOR EMERGENCY: 
For the financial needs of the City and to be effective January 1st. 

STAFF REPORT: 
An Ordinance to Amend the Personnel Procedure Manual regarding multiple issues.  
 
An Ordinance to Amend the Personnel Policy Manual (PPM) Updates regarding 
Separation, Compensatory Time, Inclement Weather, Sick Leave Conversion, FMLA, 
Donated Leave, Vacation Leave, Prior Service Credit, Holidays, Workers Compensation, 
City Clothing, Investigations and Discipline, and Declaring an Emergency 
 
WHEREAS, the Council of the City of Reynoldsburg, Ohio, has determined that it is necessary 
to update Reynoldsburg's Personnel Procedure Manual.  
 
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO: 
  
SECTION 1. That the City of Reynoldsburg Ohio Personnel Procedure Manual does hereby 
amend Separation, Compensatory Time, inclement Weather, Sick Leave Conversion, FMLA, 
Donated Leave, Vacation Leave, Prior Service Credit, Holidays, Workers Compensation, City 
Clothing, Investigations and Discipline as incorporated in Exhibit A.  
  
SECTION 2. That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City and further to have the policy in place on January 1, 2025; 
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therefore, upon adoption by Council this Ordinance shall be in effect immediately upon 
signature by the Mayor. 
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INTRODUCTION OF PERSONNEL PROCEDURE MANUAL 
 

The provisions of this Personnel Procedure Manual (Manual) are applicable to all City 
employees, unless otherwise specified or governed by a collective bargaining 
agreement.  The Manual is not a contract of employment or a guarantee of any rights or 
benefits, but is merely intended to be used to assist and guide employees in the day-to-
day directions and performance of their duties.   

The policies adopted in this Manual supersede all previous written and unwritten 
personnel policies or operational guidelines that directly conflict with this Manual, 
excluding Charter provisions and ordinances adopted by City Council, including 
Chapter 160, which may be amended from time to time.  This Manual is also intended to 
be construed in such a manner as to comply with all applicable federal, state, and civil 
service laws and regulations.  Employees are responsible, as a condition of their 
employment, to familiarize themselves with, and abide by, these policies and 
procedures.   

The City may revise these policies with or without advance notice.  The City will attempt 
to give employees advance notice of any Manual changes. Notice of revisions shall be 
provided to all employees.   

If any article or section of this Manual is held to be invalid by operation of law, the 
remainder of this Manual and amendments thereto shall remain in force and effect.  
Should a conflict arise between the Ohio Revised Code (O.R.C.), applicable federal law, 
or applicable local law and this Manual, law shall prevail.  Additionally, should a direct 
conflict exist between this Manual and a Collective Bargaining Agreement, the 
Bargaining Agreement shall prevail. 

Questions regarding the interpretation and application of these policies and procedures 
contained herein shall be directed to the employee’s Department Head/Supervisor with 
input from the Human Resources Director. 

In addition to the policies and procedures contained herein, each department and/or 
division of the City may have operational rules and/or policies in writing or practice that 
are unique to that department or division which are not covered by this Manual.  
Employees are responsible for complying with those departmental or divisional rules and 
policies, in addition to the policies and procedures contained herein. 
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All supervisory personnel are responsible for administering the policies and procedures 
contained in this Manual.  Supervisory personnel shall administer all policies and 
procedures contained herein to ensure compliance by subordinate personnel. 

EQUAL EMPLOYMENT OPPORTUNITY POLICY 
 

The City is an equal opportunity employer and does not discriminate on the basis of race, 
color, religion, sex, age, national origin, disability, military status, genetic testing, or other 
unlawful bias except when such a factor constitutes a bona fide occupational 
qualification (“BFOQ”).  All personnel decisions and practices including, but not limited 
to, hiring, suspensions, terminations, layoffs, demotions, promotions, transfers, and 
evaluations, shall be made without regard to the above listed categories.   

The City does not tolerate any conduct that intimidates, harasses, or otherwise 
discriminates against any employee or applicant for employment on the grounds listed 
above.  Anyone who feels that their rights have been violated under this policy should 
submit a written complaint of discrimination to the Human Resources Director, who shall 
have the authority and responsibility to investigate and take appropriate action 
concerning the complaint.   

 

AMERICANS WITH DISABILITY ACT  
 
The City prohibits discrimination in hiring, promotions, transfers, or any other benefit or 
privilege of employment, of any qualified individual with a permanent disability.  To be 
considered a qualified individual, the employee must satisfy the requisite skills, 
experience, education and other job-related requirements of the position he holds or 
desires and must be able to perform the essential functions of his position, with or without 
a reasonable accommodation.  

The City will provide reasonable accommodation to a qualified applicant or employee 
with a disability unless the accommodation would pose an undue hardship on or direct 
threat to the facility.  Decisions as to whether an accommodation is necessary and/or 
reasonable shall be made on a case-by-case basis after engaging in an interactive 
process.  An employee who wishes to request an accommodation shall direct such 
request to the HR Director, or EEO/ADA Coordinator, each of whom shall have the 
authority and responsibility to investigate and take appropriate action.  Requests for 
accommodation should be in writing to avoid confusion; however, verbal requests will 
be considered.  The employer and employee will meet and discuss whether an 
accommodation is appropriate and, if applicable, the type of accommodation to be 
given. 
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Any employee who feels that his rights have been violated under this policy should submit 
a written complaint as set forth in the Unlawful Discrimination and Harassment Policy. 

 

Definitions 
 
Sex-Based Discrimination  
Sex discrimination involves treating someone unfavorably because of that person's sex. 
Discrimination against an individual because of gender identity, including transgender 
status, or because of sexual orientation is discrimination because of sex in violation of Title 
VII, which protect lesbian, gay, bisexual, and transgender (LGBTQ+) applicants and 
employees against employment bias. 
 
Unlawful discrimination occurs when individuals are treated less favorably in their 
employment because of their membership in a protected classification.  An employer 
may not discriminate against an individual with respect to the terms and conditions of 
employment, such as promotions, raises, and other job opportunities, based upon that 
individual’s membership in that protected class.  

Harassment is a form of discrimination.  Harassment may be generally defined as 
unwelcome conduct based upon a protected classification.  However, harassment 
becomes unlawful where: 

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

 

2. The conduct is severe or pervasive enough to create a work environment 
that a reasonable person would consider intimidating, hostile, or abusive.  

Examples.  
 

By way of example, sexual harassment is one type of unlawful harassment.  
Unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature constitute sexual harassment when:  

1. Submission to the conduct is made either explicitly or implicitly a term or 
condition of an individual’s employment.  
 

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

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

individual’s work performance or creating an intimidating, hostile, or 
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offensive work environment.  Harassment on the basis of an employee’s 
membership in any protected classification (as set forth above) is unlawful, 
will not be tolerated, and must be reported.  

 
4. Unlawful discrimination and harassment does not generally encompass 

conduct of a socially acceptable nature.  However, some conduct that is 
appropriate in a social setting may be inappropriate in the work place.  A 
victim’s perceived acquiescence in the behavior does not negate the 
existence of unlawful discrimination or harassment.  Inappropriate conduct 
that an employee perceives as being “welcome” by another employee 
may form the basis of a legitimate complaint.   

 
5. Additional examples of unlawful sexual harassment may include, but are 

not limited to:  repeated unwanted and/or offensive sexual flirtations, 
advances or propositions; verbal abuse; graphic comments; display of 
objects, pictures or displays through other media; offensive, abuse and/or 
unwanted physical contact. 

 
UNLAWFUL DISCRIMINATION AND HARASSMENT 

 
The City is committed to providing an environment that is safe and free from unlawful 
discrimination and harassment.  Unlawful discrimination or harassment is behavior 
directed toward an employee because of his membership in a protected class such as:  
race, color, religion, sex, age, national origin, disability, military status, genetic testing, or 
other unlawful bias. Discrimination and harassment is inappropriate and illegal and will 
not be tolerated.  All forms of unlawful discrimination and harassment are governed by 
this policy and must be reported and addressed in accordance with this policy.  Unlawful 
discrimination and/or harassment may be committed against employees by elected 
officials, department heads, supervisors, co-workers, or members of the public.  Further, 
unlawful discrimination and/or harassment may occur on-duty or off-duty. 
 
Off Duty Conduct 
Unlawful discrimination or harassment that affects an individual’s employment may 
extend beyond the confines of the workplace.  Conduct that occurs off duty and off 
premises may also be subject to this policy.  Employees are also cautioned that conduct 
off-duty and online may be constitute unlawful discrimination or harassment. 
 
REPORTING HARASSMENT OR DISCRIMINATION 
 
It is the responsibility of the City to maintain an environment that is free from unlawful 
discrimination or harassment.  Employees who feel they have been subject to unlawful 
discrimination or harassment by a fellow employee, supervisor, or other individual 
otherwise affiliated with the City shall immediately report the conduct, in writing, to the 
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Human Resources Director, who shall have the authority and responsibility to investigate 
and take appropriate action concerning the complaint.  Similarly, employees who feel 
they have knowledge of discrimination or harassment, or who have questions or 
concerns regarding discrimination or harassment, shall immediately contact their 
supervisor.  Late reporting of complaints and verbal reporting of complaints will not 
preclude the City from taking action.  However, so that a thorough and accurate 
investigation may be conducted, employees are encouraged to submit complaints in 
writing and in an expedient manner following the harassing or offensive incident.  All 
supervisors are required to follow up on all claims or concerns, whether written or verbal, 
regarding unlawful discrimination and harassment.  

Although employees may confront the alleged harasser at their discretion, they are also 
required to submit a written report of any incidents as set forth above.  When the City is 
notified of the alleged harassment, it will timely investigate the complaint.  The 
investigation may include private interviews of the employee allegedly harassed, the 
employee committing the alleged harassment and any and all witnesses.  Information 
will be kept as confidential as practicable, although confidentiality is not guaranteed.  
All employees are required to cooperate in any investigation.  Determinations of 
harassment shall be made on a case-by-case basis.  If the investigation reveals the 
complaint is valid, prompt attention and disciplinary action designed to stop the 
harassment and prevent its recurrence will be taken. 

 

Retaliation. 
Anti-discrimination laws prohibit retaliatory conduct against individuals who file a 
discrimination charge, testify, or participate in any way in an investigation, proceeding, 
or lawsuit under these laws, or who oppose employment practices that they reasonably 
believe discriminate against protected individuals, in violation of these laws.  The law also 
prevents retaliatory conduct against individuals who are close friends or family members 
with an individual who engaged in protected conduct.  The City and its supervisors and 
employees shall not in any way retaliate against an individual for filing a complaint, 
reporting harassment, participating in an investigation, or engaging in any other 
protected activity.  Any employee who feels he has been subjected to retaliatory 
conduct as a result of actions taken under this policy, or as a result of his relationship with 
someone who took action under this policy shall report the conduct to their supervisor 
immediately.  Disciplinary action for filing a false complaint is not a retaliatory act. 

 

False Complaints.  
Legitimate complaints made in good faith are strongly encouraged; however, false 
complaints or complaints made in bad faith will not be tolerated.  Failure to prove 
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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.  
 
EMPLOYEE CONDUCT 
 
A fair, inclusive and respectful workplace is vital to all individuals and is essential to the 
success of the staff of the City of Reynoldsburg. Therefore, the City of Reynoldsburg is 
committed to promoting an environment where employees respect each other 
regardless of their roles or responsibilities, or the nature of their contributions. 
 
Every employee of the City of Reynoldsburg has the right to work in a respectful 
workplace. In order to promote and sustain a workplace where all employees are 
treated with respect and dignity, regardless of their status or position, each employee is 
expected to show respect in all interactions with coworkers of interpersonal behavior, 
communication and professionalism.  
 
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 
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failure of good behavior, any other acts of misfeasance, malfeasance or nonfeasance 
in office, or conviction of a felony, except for just cause. 
 
Unclassified employees serve at the pleasure of the City and may be terminated or 
otherwise separated from employment for any reason not inconsistent with law.  An 
unclassified employee may not be rendered classified due to the provisions of this 
Manual.  
 
PROBATIONARY PERIOD (Unless covered under the collective bargaining agreement – 
See contract) 
 
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 employee during their probationary period may be removed at any time 
during their probationary period due to unsatisfactory work performance.  If an 
employee is removed during their original appointment probationary period, the 
employee lacks any appeal rights. Time spent on inactive pay status or non-paid leave 
of absence shall not be counted toward the completion of the probationary period.  An 
employee’s probationary period may be extended due to time spent in inactive pay 
status or on a non-paid leave of absence. 

Employees working irregular schedules and intermittent employees shall have a one (1) 
year probationary period. 

The failure of a promoted employee to complete a probationary period due to 
unsatisfactory performance shall result in the employee being returned to the same or 
similar position he held at the time of his promotion.  

Unclassified employees serve at the pleasure of the appropriate appointing authority 
and do not serve a probationary period.  Nothing contained in this policy should be 
considered a waiver of the right to remove an unclassified employee consistent with law. 

 
POLICE COMMAND STAFF PROMOTIONS 
 

1. Senior Police Department Management by definition includes all positions as set 
forth herein above the rank of Sergeant and not included in a collective 
bargaining agreement.  Senior Police Department Management positions are: 

a) Chief of Police 
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b) Deputy Chief of Police 
c) Lieutenant 

 

2. Pursuant to the power granted to the Reynoldsburg City Council by Section 7.03(e) 
of the Reynoldsburg City Charter, the Reynoldsburg City Council hereby eliminates 
the application of general laws of Ohio pertaining to the civil service provisions for 
selection and filling of Police Department positions above the rank of Police 
Officer and Sergeant, specifically Ohio Revised Code Section 124.44, and hereby 
substitutes its local procedure and provisions for filling said positions. 

3. The Chief of Police may be filled by original appointment of a person who is not in 
the Reynoldsburg Police Department. 

The following selection procedure shall be followed whether by original appointment or 
promotion: 

1. A competitive promotional Civil Service Examination as set forth in Reynoldsburg 
City Code 157.04 shall not be given; 

2. A candidate for promotion to Chief of Police or original appointment to Chief of 
Police shall have achieved a rank of command with at least one (1) year of police  
command experience and a bachelor’s degree in criminal justice, police science, 
or a related field such as the social sciences, business management, or public 
administration required commencing January 1, 1996, from an accredited college 
or university that would enable the candidate to be admitted to a graduate 
school at an accredited university; and 

3. Successful completion of one of the following:  FBI National Academy, the 
Southern Police Institute’s Command Officer Development Course, Northwestern 
University/Traffic Institute’s School of Police Staff and Command, Public Safety 
Leadership Academy (PSLA), or Certified Law Enforcement Executive (CLEE). 

Unless the Civil Service Commission contracts with an accredited law enforcement 
consulting agency to accept and rank resumes, a Preliminary Screening Committee shall 
be established to review applications and resumes of Chief of Police candidates.  This 
committee shall be responsible for selection not more than ten (10) candidates. 

The Preliminary Screening Committee shall be comprised of: 

• Safety Committee Chair 
• A representative from the OACP 
• A representative from the FOP 
• Human Resource Director 
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Any of the above can be replaced by a designee if necessary. Such designee would 
require approval by the Civil Service Commission. 

The Committee will determine if the applicants meet the minimum job requirements as 
outlined in the job classification for the position of Chief of Police. 

The Preliminary Screening Committee will rank the qualified candidates based upon their 
qualifications utilizing an objective evaluation form. The Committee shall submit to a final 
Selection Committee the top five (5) candidates. 

The Final Selection Committee will be comprised of: 

• Mayor 
• A representative from the OACP 
• A representative from the FOP 
• Council President 
• Safety Committee Chair 
• City Attorney 
• A representative appointed by the Mayor  

Any of the above can be replaced by a designee if necessary. Such designee would 
require approval by the Civil Service Commission.  

The final selection committee shall interview the final five (5) candidates and make a 
recommendation of the top three (3) to the appointing authority based on majority vote. 
The Appointing Authority will appoint from the top three (3). 

 

4. The Deputy Chief of Police may be filled by original appointment or of a person   
who is not in the Reynoldsburg Police Department. positions are: 

a) The following selection procedure shall be followed whether by original 
appointment or promotional appointment: 
 

i) A competitive promotional Civil Service examination as set forth 
in Reynoldsburg City Code 157.04 shall not be given; 

ii) Candidate for promotion to Deputy Chief of Police or original 
appointment to Deputy Chief of Police shall have achieved a 
rank of command with at least one (1) year of police command 
experience and a bachelor’s degree in criminal justice, police 
science, or a related field such as the social sciences, business 
management or public administration required commencing 
January 1, 1996, from an accredited college or university that 
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would enable the candidate to be admitted to a graduate 
school at an accredited university; and 

iii) Successful completion of one of the following: FBI National 
Academy, the Southern Police Institute’s Command Officer 
Development Course, Northwestern University/Traffic Institute’s 
School of Police Staff and Command, Public Safety Leadership 
Academy (PSLA), or Certified Law Enforcement Executive (CLEE). 

 

b) Unless the Civil Service Commission contracts with an accredited law 
enforcement consulting agency to accept and rank resumes, a 
Preliminary Screening Committee shall be established to review 
applications and resumes of Deputy Chief of Police candidates.  

 

The Preliminary Screening Committee shall be comprised of: 

• A representative appointed by the Mayor 
• Current Chief of Police 
• Human Resource Director 

 

Any of the above can be replaced by a designee if necessary. Such Designee would 
require approval by the Civil Service Commission. 

 
The Committee will determine if the applicants meet the minimum job requirements as 
outlined in the job classification for the position of Deputy Chief of Police.  

 

c) The Preliminary Screening Committee will rank the qualified candidates 
based upon their qualifications utilizing an objective evaluation form. 
The committee shall submit to a final Selection Committee the top five 
(5) candidates. 

 
The Final Selection Committee shall be comprised of: 

• Mayor 
• Chief of Police 
• City Attorney 
• Safety Director 
• Human Resource Director 
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Any of the above can be replaced by a designee if necessary. Such designee would 
require approval by the Civil Service Commission.  

d) The final selection committee shall interview the final five (5) candidates 
and make a recommendation of the top three (3) to the appointing 
authority based on majority vote. The Appointing Authority will appoint 
from the top three (3). 

 
5. A candidate for promotion to the rank of Lieutenant shall have: 

a) The following selection procedure shall be followed whether by original 
appointment or promotion: 
i) at least three (3) years of experience at the rank of Sergeant with 

the Reynoldsburg Police Department immediately preceding the 
date of promotion; and an Associate’s Degree or two (2) 
complete years of college education from a community college, 
college or university, that would enable the candidate to be 
admitted to an undergraduate school as a third year student at 
an accredited college or university 

 
ii) A written exam may be administered to all eligible candidates 

pursuant to the rules established by the Civil Service Commission. 
 

iii) If a written exam is administered, then all candidates achieving 
a passing grade shall submit to an assessment center. 

If a written exam is not given, then all eligible candidates shall submit to a 
assessment center, prepared and presented by an accredited law 
enforcement consulting agency as selected by the Civil Service 
Commission. The consulting agency shall submit the results to the Civil 
Service Commission, who will forward the names of the top three 
candidates to the appointing authority (the Mayor) who shall appoint from 
the top four ranked candidates. 

 

 (b) When there are not two (2) or more eligible candidates within the  
  Reynoldsburg Police Department for the rank of Lieutenant, open posting  
  shall be conducted throughout the state of Ohio for potential candidates, 
  who are currently certified law enforcement officers through the Ohio  
  Peace Officers Training Council. 
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i) The outside candidate shall have at least three (3) years of 
experience at the rank of Sergeant and an Associate’s Degree or 
two (2) complete years of college education from a community 
college, college or university, that would enable the candidate to 
be admitted to an undergraduate school as a third year student at 
an accredited college or university; 

 
ii)  A written exam may be administered to all eligible candidates 

pursuant to the rules established by the Civil Service Commission. 
 

iii) If a written exam is administered, then all candidates achieving a 
    passing grade shall submit to an assessment center. 
 

If a written exam is not given, then all eligible candidates shall submit to an 
assessment center, prepared and presented by an accredited law 
enforcement consulting agency as selected by the Civil Service 
Commission.  The consulting agency shall submit the results to the Civil 
Service Commission, who will forward the names of the top four candidates 
to the appointing authority (the Mayor) who shall appoint from the top four 
(4) candidates. 

 

REDUCTION IN FORCE (Unless covered under the collective bargaining agreement – See 
Contract) 
 

If it becomes necessary to reduce staffing levels by layoff or job abolishment due to lack 
of work, lack of funds, reorganization or other justified business reason, the City shall lay 
off employees in accordance with law.  The City shall determine the number of positions 
and the classifications in which layoffs will occur. Employees may have recall rights for up 
to one (1) year.   

  

MEDICAL EXAMINATIONS AND DISABILITY SEPARATION 
 

All City employees are required and expected to maintain the appropriate physical and 
mental capacities to perform the essential functions of their job.  The City may require an 
employee to take an examination, conducted by a licensed medical practitioner, to 
determine the employee’s physical or mental capacity to perform the essential functions 
of his job, with or without reasonable accommodation.  This examination may include a 
fitness-for-duty examination following an employee’s absence from work due to their 
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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 
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functions of their position, the employee shall be deemed fit for duty and returned to their 
position. 

Employees that are disability separated have a two (2) year right to reinstatement.  Any 
requests for reinstatement must be made in writing and include appropriate medical 
documentation to support the request.  The City may require the employee to be 
examined by a licensed medical practitioner of its choosing.  The City shall pay for the 
cost of its licensed medical practitioner.  If it is determined that the employee is capable 
of performing the essential functions of the position, the employee shall be reinstated. 

 

 

WORKPLACE ROMANCES  
 
To avoid concerns of sexual harassment, preferential treatment and other inappropriate 
behavior, employees are required to inform the Human Resources Director if they 
currently are, or if they intend to become, romantically involved with a co-worker.  Such 
relationships are not necessarily prohibited, but must be appropriately addressed.  Should 
the City determine that a conflict exists between an employee’s employment and a 
personal relationship with a co-worker, the City will attempt to work with the employees 
to resolve the conflict.  Should operational needs prevent 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.  
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NEPOTISM 
 

Hiring 
Although the employment of close relatives is discouraged, the City will receive 
employment applications from relatives of current employees.  However, the following 
five (5) situations shall prevent the City from hiring a relative of a current employee: 

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

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

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

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

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

 
Employment 
An employee is not permitted to work in a position where his supervisor or anyone within 
his chain of command is a relative.  If such a situation is created through promotion, 
transfer or marriage, one of the affected employees must be transferred or an 
accommodation acceptable to the City must be established.  Termination of 
employment will be a last resort.  If two employees marry, they will be subject to the same 
rules listed above as other relatives. 
 
The provisions of O.R.C. §§ 102.03 and 2921.42 render it unlawful for a public official to 
use his influence to obtain a benefit, including a job for her relative.  Any violation of these 
statutes may result in criminal prosecution and/or disciplinary action.  For purposes of the 
Article, the term “relative” shall include spouse, children, grandchildren, parents, 
grandparents, siblings, brother-in-law, sister-in-law, daughter-in-law, son-in-law, father-in-
law, mother-in-law, stepparents, stepchildren, stepsiblings, and a legal guardian or other 
person who stands in the place of a parent to the employee. 
 
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-
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listed requirements, the following Code of Ethics is established for all City officials and 
employees: 

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. 
 

1. 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. 

 
2. 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. 

 
3. 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. 
 

4. No employee shall engage in or accept private employment or render services 
for private interests when such employment or service is incompatible with the 
proper discharge of his official duties or would tend to impair his independent 
judgment or action in the performance of his official duties.  Neither shall other 
employment, private or public, interfere in any way with the employee’s regular, 
punctual attendance and faithful performance of his assigned job duties.  

 

Any employee having doubt as to the applicability of these provisions should consult the 
Human Resources Director.  Any employee offered a gift or favor who is not sure whether 
acceptance is a violation of the Code of Ethics, should inform his supervisor of the gift 
offer. No employee will accept from any contractor or supplier doing business with the 
City, any material or service for the employee’s private use. 

State law prohibits City employees and officials from having a financial interest in 
companies that do business with the City, with minor exceptions.  Employees who have 
any doubt concerning a possible violation of these statutes are advised to consult an 
attorney.   

 

PERSONNEL FILES AND INFORMATION 
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The City shall maintain personnel files for all City employees.  Such files may include 
individual employment data, payroll information, schedules, records of additions or 
deductions, application forms, and records pertaining to hiring, promotion, demotion, 
transfer, layoff and termination.  Personnel files shall be available to members of the 
public in accordance with the law.  An employee shall have a right of reasonable 
inspection of his official personnel file.  No personnel records shall be removed from the 
official records unless in accordance with state or federal law or in accordance with the 
City’s retention of records policy. 

When a public records request is made for an employee’s records, the City will endeavor 
to inform the employee of the request in advance of the release of records.  The City will 
make reasonable efforts to redact personal information, and other non- public 
information, from the files before release.  Notifying the employee of the release may not 
result in an unreasonable delay in releasing the records pursuant to an appropriate 
request.  Employees are responsible for taking legal action in the event they wish to 
prohibit release of the requested documents to the requesting individual or entity. 
 
Employees must timely advise the City of any change in name, address, marital status, 
telephone number, number of tax exemptions, citizenship, or association with any 
government military service organization. 

 
OUTSIDE EMPLOYMENT(Unless covered under the collective bargaining agreement – See 
Contract) 
 
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. 
 

RESIGNATIONSEPARATION 
 

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 
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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. 

 

Upon separation, the employee must return any property belonging to the City, 
including:  City clothing displaying the City of Reynoldsburg logo, ID badge, keys, City 
issued cell phone, laptop, City credit card/fleet card and any other materials belonging 
to the City.  A failure to timely return City equipment/property may result in a delayed 
delivery of their final paycheck. 

 

Upon separation, the employee (or spouse, beneficiary, or estate upon the employee’s 
death) will be paid out any unused vacation pay.  Payment shall be at the rate 
applicable to the employee’s current rate of pay at the time of separation. 

 

Upon separation, the employee (or spouse, beneficiary, or estate upon the employee’s 
death) shall be entitled to payment for any accrued overtime hours, including 
compensatory time hours accrued, but unused.  Such payment shall be at the overtime 
rate applicable to the employee’s current rate of pay at the time of separation. 

 

Upon separation, an employee with ten (10), fifteen (15), twenty (20), or twenty-five (25)  
years of service to the City of Reynoldsburg, with at least two (2) weeks prior notice or if 
upon death, the spouse (if applicable) or beneficiary or estate, shall be paid out 
accumulated, but unused sick leave at the employee’s current rate of pay at the time 
of separation as follows: 

a. Ten (10) years of service shall be entitled to 25% of their accumulated, but 
unused sick leave, not to exceed 320 hours. 

b. Fifteen (15) years of service shall be entitled to 30% of their accumulated, 
but unused sick leave, not to exceed 540 hours. 

Commented [SC1]:  Duplicate – See Separation 
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c. Twenty (20) years of service shall be entitled to 40% of their accumulated, 
but unused sick leave, not to exceed 760 hours. 

d. Twenty-Five (25) years of service shall be entitled to 50% of their 
accumulated, but unused sick leave, not to exceed 880 hours. 

e. If an employee is killed in the line of duty, the employee’s spouse (if 
applicable), or beneficiary or estate, shall be paid 100% of the deceased 
employee’s accumulated, but unused sick leave. 

Payment under this policy shall be considered to eliminate all sick leave credit accrued 
by the employee at the time of payment. 

 

Upon separation, you cannot extend your resignation/retirement/termination by using 
vacation, sick, comp time, personal day(s) or any type of leave. 

 

Upon separation, if you leave prior to a holiday in the pay period, you will not be paid for 
the holiday, unless you work the full day after the holiday.  

 

Upon separation, if you did not use your personal day or your bonus personal day, you 
will lose it and you will not be paid out for either. 

 

If you separate from the City within a year of receiving education reimbursement, you 
will be required to reimburse the City for the costs incurred. 

 

 

 
POLITICAL ACTIVITY (Unless covered under the collective bargaining agreement – See 
Contract) 
 
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.  
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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. 
9. Serving as a precinct official under O.R.C. § 3501.22. 

 
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. 
 

PERFORMANCE EVALUATIONS (Unless covered under the collective bargaining 
agreement – See Contract) 
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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.   

 

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: 
 

1. Distribution of literature, solicitation and the sale of merchandise or services is 
prohibited in public areas. 

  
2. 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. 

 
3. Distributing literature in a way that causes litter on City property is prohibited. 
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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. 
 
PAYCHECKS 
 

The City requires that all payroll checks be issued by way of Direct Deposit. It is the 
employees responsibility to inform the City of any changes, pay will be issued on the 
Friday following the end of a pay period, except when a regular payday falls on a 
holiday.  If payday falls on a holiday, paychecks will be distributed the day immediately 
preceding the holiday.  Pay advances are not permitted. 

REPORTING TO WORK AND TARDINESS (Unless covered under the collective bargaining 
agreement – See Contract) 
 

Employees are expected to report for and remain at work as scheduled and to be at 
their work stations at their starting time.  Employees who call off work for personal reasons 
should call off in advance of their starting time in accordance with procedures 
established by their Supervisor.  Employees who call off must make contact with their 
supervisor or designee each day of their absence unless they have made alternate 
arrangements.  Calling off work in accordance with this procedure will not necessarily 
result in an employee receiving approved leave for their absence.   
 
Tardiness may result in a reduction in the corresponding amount of pay for which the 
employee is late and/or discipline. 
 

HOURS OF WORK AND OVERTIME (Unless covered under the collective bargaining 
agreement – See Contract) 
 
The City will establish the hours of work for all employees.  Generally, the normal business 
hours will be 8:00 a.m. to 5:00 p.m. Work hours may vary by Department. Staff may be 
required to work days, evenings, nights and/or weekends due to operational needs.  
Additionally, each City Department may alter the work schedules, days off and shifts of 
employees based upon operational needs.   
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Due to federal regulations, employees who are not exempt from the overtime provisions 
of the Fair Labor Standards Act (“FLSA”) are prohibited from signing in or beginning work 
before their scheduled starting time, or signing out/stopping work past their scheduled 
quitting time except with supervisory approval or in emergency situations.  Additionally, 
non-exempt employees who receive an unpaid lunch period are prohibited from 
working during their lunch period except with supervisory approval or in emergency 
situations.  Non-exempt employees who work outside their regularly scheduled hours in 
contravention of this rule shall be paid for all hours actually worked, but may be 
disciplined accordingly.   
 
Failure to properly sign-in or sign-out as required, misrepresenting time worked, altering 
any time record, or allowing a time record to be altered by others will result in disciplinary 
action.  However, supervisors may make adjustments to an employee’s time sheet, as 
necessary. 

Generally, employees not exempt from the overtime provisions of the FLSA shall be 
compensated for overtime for all hours worked in excess of forty (40) in any one work 
week, regardless of the employee’s regularly scheduled work day. Overtime shall be 
compensated at a rate of one and one-half times the employee’s regular rate of pay for 
overtime worked, including time spent in paid status, unless otherwise noted.  
 
The City may require overtime as a condition of continued employment.  An employee 
who refuses to work a mandatory overtime assignment may be considered insubordinate 
and disciplined accordingly.  Additionally, the City may authorize or require employees 
to work a flexible schedule in a work week.  For overtime-eligible employees, a flexible 
schedule must occur within a single forty-hour workweek.  
 
Employees who are exempt from the overtime provisions of the FLSA are not eligible for 
overtime payment.  Such exemptions may include employees whose job duties are 
executive, administrative or professional in nature.  At the discretion of the appointing 
authority, exempt employees may be required to keep track of, and report, their hours 
without destroying their exempt status. However, generally, exempt employees will not 
have a reduction in pay for absences of less than an entire work period of five (5) days.  
Absences will first be deducted from the employee’s accumulated sick leave (if 
appropriate), vacation leave or other paid leave.  The list of exempt employees are in 
Chapter 160.05 Overtime Eligibility . 
 
WORKING FROM HOME (TAXES) (Unless covered under the collective bargaining 
agreement – See Contract) 
 
In rare circumstances employee may be permitted to work remotely if their duties allow 
for it and their supervisor grants approval.  This approval is on a case-by-case basis and 
it not considered a permanent arrangement for the conditions of their employment. If 
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granted permission to work remotely, employees need to understand how the City of 
Reynoldsburg will handle the income tax withholding based upon the permissions 
granted. 

The "General Withholding Rule" is that the employer (City of Reynoldsburg, City) is 
required to withhold to the jurisdiction where you (the Employee) physically performs 
work.  As a Government entity, the City also withholds residence tax for those 
employees living in a higher taxing jurisdiction or one with reduced credit. 

The above “General Rule” holds true for the majority of City employees, but there may 
be a few exceptions.  Below are the most common exceptions. 

1. If you are permitted to have  100% Work from Home (WFH) or remote work 
location, income tax will be withhold at the remote location. 

2. If you are permitted to work in a Hybrid WFH Model, i.e. 2 days at home /3 days 
in office, or 40% / 60%.  If permitted to work a hybrid model on a regular basis 
then you will need to contact the payroll department to complete a withholding 
allocation change form.  Once complete the City will withhold to both the 
remote home location and primary office location, but will discontinue the 
courtesy residence tax. 
 

Note: 
- You may need to set-up estimates for the taxing jurisdiction in which 

you reside.  
- It is the responsibility of you and your supervisor to determine the hybrid 

percentage and notify payroll of any changes in reporting 
requirements. 
 

3. The 20-day Occasional Entrant rule.  This may be applicable if your position 
requires you to perform work outside of the City more than 20 days per year.  In 
this case, your withholding falls under the General guidelines above with the 
option for you to track and claim those days worked out as a refund.  To 
complete a refund request you would complete the RITA Form 10A and submit it 
to your supervisor for approval. This must be tracked by the employee and the 
supervisor. 

 
Note: 
- All refunds are subject to residency tax and it is your responsibility to file 

and pay that tax. 
- Mutual aid does not qualify. 
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Any changes to the remote work status must be reported to the Auditor’s office 
immediately as it is the responsibility of the employee to ensure that the proper 
information is provided in order to have the correct income tax withheld.  
 
COMPENSATORY TIME (Unless covered under the collective bargaining agreement – See 
Contract) 
 

1. Employees may choose to take compensatory time for overtime worked in lieu of 
compensation if such choice is indicated during the pay period in which the 
overtime is worked and the request is approved by the Appointing Authority or 
designee. 

 
a) Compensatory time shall be credited to employees who are eligible for 

overtime pay at the rate of one and one-half (1½) hour for each overtime hour 
worked. 

  
b) Employee’s compensatory time balance shall be limited to a maximum of 100 

hours, therefore, they would have to use some of the compensatory time 
before they could accumulate more. Once an employee reaches 100 hours, 
they must take over-time pay until they drop below 100 hours.   

 
c)  Employees shall have the option of receiving a cash payment for any or all hours 

accrued but unused compensatory time in that calendar year. Request for 
payout of comp time must be submitted by the 15th of October. The payment will 
be made at the employee’s current rate of pay and will be paid during Pay Period 
24.no later than mid-November of that year. 

 
d) Any hours which are not paid out will be carried over to the next calendar year 

and will be subject to a 100 hour maximum refillable bank for the following year. 
 

2. Any overtime pay earned as a result of this section must be within the limits 
appropriated by City Council. 

 
3. In case of death of an employee, any earned overtime hours worked credited to  

such employee shall be paid to the surviving spouse, or to the estate of the deceased, 
if there is no surviving spouse. 
 

4. Upon separation from employment with the City for any reason, the employee (or 
spouse or estate upon employee’s death) shall be entitled to payment for any 
accrued but unpaid overtime hours, including compensatory time hours accrued but 
not used.  Such payment shall be at the overtime rate applicable to the employee’s 
current rate of pay at the time of separation. 
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CALL-IN PAY (Unless covered under the collective bargaining agreement – See Contract) 

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 three (3) hours pay at the 
employee’s overtime rate.  If the employee is called-in and works more than three (3) 
hours, the employee shall be paid their overtime rate for all hours worked. 

EMERGENCY HOLIDAY CALL IN PAY (Unless covered under the collective bargaining 
agreement – See Contract) 

Employees that are called in due to an emergency on any of the City recognized 
holidays will be paid two (2) times their rate of pay plus the holiday pay. 

INCLEMENT WEATHER 

Severe weather emergencies have the potential to impact and/or disrupt City 
operations.  During such weather related emergencies, it is important to identify which 
employees are critical to the continuity of the City’s operations.  As such, employees 
may be classified as one of the following:  Essential or Non-Essential personnel. 
 
Snow Level Emergency: 
 

• LEVEL 1:   All employees report to work.  (unless the Mayor closes the building) 
• LEVEL 2:   All employees report to work.  (unless the Mayor closes the building) 
• LEVEL 3:   Only Essential Employees are required to come to work.   

                (Mayor closes building for Level 3) 
 
Essential vs Non-Essential Employees: 
 

1. Essential Employees:  Those employees who perform a service-critical activity 
and must be onsite to perform the work.  This includes employees who work in 
departments/divisions that respond to emergency safety and care of the public.  
Essential employees are required to report to work, even if their residence is in a 
Level 3 snow area.  Essential employees must carry their Essential Employee ID 
badge while operating a vehicle in Level 3 areas. 

 
All Full-Time and ¾ Full-Time Employees in the following departments are 
considered Essential Employees with the exception of support personnel: 

• Street Department  
• Storm Water Department  
• Water Department  
• Waste Water Department 
• Maintenance Department 
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• Parks and Recreation Department 
 

All Full-Time and ¾ Full-Time Employees in the following department including 
support personnel are considered Essential Employees: 

• Police Department 
 

2. Non-Essential Employees: This group includes employees whose job functions are 
not critical to maintaining City operations during severe weather events. The 
absence of Non-Essential employees due to severe weather will not disrupt 
essential services or public safety, allowing them to remain at home. Non-
Essential employees will continue to receive compensation during this period, 
classified as Paid Administrative Leave. 

 
Notification: 
 
In the event that the Mayor closes the City office for non-essential employees, each 
Department Director, Supervisor &/or Manager shall be responsible for informing their 
employees of the closure.   
 
Location of Residence: 
 
If you live in a Level 3 snow area and the City office is open, you may remain at home, 
unless you are deemed an Essential Employee.  You will continue to receive 
compensation during this period, classified as Paid Administrative Leave. 
 
Reporting to Work/Compensation: 
 

1. In the event that the City office remains open, 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 and the 
employee shall notify their Supervisor as soon as possible.  Reasonable 
consideration will be granted for an arrival time of up to one hour late, during 
which, the employee will receive Paid Administrative Leave for that hour. If the 
employee arrives later than one hour, they will need to utilize their own leave 
time (Vacation, Sick, Comp, or Personal Time). 

 
2. Employees who are unable to report to work shall notify their immediate 

Supervisor or Department Head.   
 
a) The employee may use accrued vacation, comp time or personal leave for 

the period of absence, subject to the approval of their supervisor or 
Department Head.   
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b) If the employee does not have any accrued time they must request a 
personal leave of absence without pay for the period of absence, subject to 
the approval of their supervisor or Department Head. 

 
c) Employees failing to report during inclement weather without notifying their 

supervisor or Department Head may be subject to discipline for being absent 
without leave. 

 
3. Employees reporting for work as scheduled will be paid at their regular rate of pay 

for all hours actually worked. 
 

4. Employees not scheduled to work, but who are called-in, shall be paid consistent 
with the Call-In Pay Policy for all hours worked. 
 

5. If the City office closes while the employee is at work, due to a Level 3 emergency, 
the employee is required to leave early and shall be compensated for the 
remaining day as Paid Administrative Leave. 
 

6. If the Level 3 emergency is lifted during the shift, after the employee has already 
been notified not to report to work, the employee will suffer no loss of pay for the 
entire shift. 
 

7. 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. 
 

 
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.B. 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 
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immediate supervisor as soon as possible.  Employees unable to report to work 
may: 
a. Request to use accrued vacation or personal leave for the period of 

absence, subject to the approval of their supervisor, or Department Head; 
b. Request a personal leave of absence without pay for the period of 

absence, subject to the approval of their supervisor, or Department Head; 
c. Employees failing to report during inclement weather without notifying their 

supervisor, or Department Head, may be subject to discipline for being 
absent without leave. 

 
In cases when weather conditions are severe enough to cause the Sheriff of the County 
of the employee’s residence to issue a Level III emergency, or for the Mayor to officially 
close the City and/or non-continuous operating City facilities, the following apply: 
 

A. Employees who were scheduled to work, but are unable to do so due to the 
closure, shall suffer no loss of pay; 

B. If the office or facility is closed due to a Level III emergency and the employee 
is required to leave early, the employee shall suffer no loss of pay for the 
remainder of their regularly scheduled shift; 

C. If the Level III emergency is lifted during the shift, after the employee has 
already been notified not to report, the employee will suffer no loss of pay for 
the entire shift. 

 
Employees working in facilities that operate 24-hours per day on a continuous basis shall 
make every reasonable effort to report to work, even during Level III emergencies, so 
long as the employee can report in a safe manner.  The following procedures apply to 
employees employed in continuous operating facilities and to other employees that may 
be required to report, such as building and grounds personnel: 
 

A. An employee reporting to work shall be paid their regular hourly rate for all 
hours worked, plus receive, hour-for-hour, an additional hour of pay or 
compensatory time for each non-overtime hours worked on their regular shift 
(double-time); 

B. Employees scheduled to work, but unable to report for their regular shift, shall 
suffer no loss of pay for their regularly scheduled shift; 

 
The City may offer to transport essential employees during a weather emergency to 
adequately staff continuous and essential operations facilities.  Such employees shall be 
required to accept the offer of transportation.  An employee refusing transportation will 
be deemed to be absent without leave. 
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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. 
  
 
EDUCATIONAL ASSISTANCE INCENTIVE PROGRAM (Unless covered under the collective 
bargaining agreement – See Contract) 
 
All full-time non-bargaining unit employees are eligible to participate in the Educational 
Assistance Incentive Program of the City.  Participation is voluntary and available to those 
who elect job-related self-development activities during non-working hours.  All 
coursework must be taken in accordance with a Planned Program of Professional 
Improvement approved by the appointing authority in advance. 

An employee who has received educational assistance must remain an employee for 
one (1) year following completion of the courses for which assistance was received.  
Should an employee separate from service with the City within the one (1) year period, 
except in the event of a disability retirement, that employee must repay any assistance 
received in the one (1) year period. 

 
SICK LEAVE (Unless covered under the collective bargaining agreement – See Contract) 
 
Accumulation 
Each employee shall be entitled for each completed eighty (80) hours of service to sick 
leave of four and six-tenths (4.6) hours of pay, and unused sick leave may be 
accumulated without limit.  Previous accumulated sick leave of an employee who has 
separated from public service shall be re-credited if reemployment in public service takes 
place within ten (10) years of the last termination from public service and the employee 
provides proof of the prior leave balance.  An employee who transfers from one public 
agency to another shall be credited with their balance of unused sick leave upon the 
showing of proof of sick leave from the employee’s prior agency.  Sick leave shall be at 
the employee’s current rate of pay. 
 
Sick Leave Use 
Sick leave may be used by employees and upon approval of the City for absences due 
to the following: 
 

1. Illness, injury, or pregnancy-related medical conditions of the employee. 
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2. Exposure of an employee to a contagious disease, which could be 
communicated to and jeopardize the health of other employees. 

3. Examination of the employee, including medical, psychological, dental, or 
optical examination, by an appropriate licensed medical practitioner. 

4. Death of a member of the employee’s immediate family.  Such usage shall be 
limited to reasonably necessary time, not to exceed three (3) days.  The City may 
grant additional time off on a case-by-case basis. 

5. Illness, injury, or pregnancy-related medical condition of a member of the 
employee’s immediate family where the employee’s presence is reasonably 
necessary for the health and welfare of the employee or affected family 
member. 

6. Medical, dental or optical examinations or treatments of an employee or of a 
member of an employee’s immediate family where the employee’s care and 
attendance is reasonably required. 

 
Elective cosmetic surgeries that are not medically necessary do not constitute an 
appropriate usage of sick leave.  Other appropriate leaves of absence, such as 
vacation, may be requested for such purposes.  

For purposes of sick leave, immediate family is defined as the following individuals that 
either live in your home or you are the primary person responsible for their care: 
grandparent; great-grandparents; brother; sister; brother-in-law; sister-in-law; daughter-
in-law; son-in-law; father; mother; father-in-law; mother-in-law; spouse; child; step-child; 
step-parent; grandchild; legal guardian; or other person who stands in place of a parent.   

Grandparent-in-law, aunts and uncles shall also be considered immediate family for 
bereavement leave purposes.  Such usage shall be limited to reasonably required time, 
not to exceed one (1) day.  The City may grant additional time off on a case-by-case 
basis not to exceed three (3) days. 

 

Employee Notification 
When an employee is unable to report to work due to illness or other acceptable sick 
leave reason, he shall notify his supervisor. An employee must continue such notification 
each succeeding day of absence except in cases of prolonged illness or absence where 
the employee has been granted a set period of leave.  Failure of an employee to make 
proper notification may result in denial of sick leave and/or appropriate disciplinary 
action.  The City reserves the right to investigate any employee request for sick leave. 
 
 
Written Statement 
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The City may require the employee to furnish a satisfactory signed statement to justify the 
use of sick leave.  Proof of illness, such as a doctor’s excuse, may be required when the 
City believes absence to be excessive, chronic, patterned, or abusive.  A satisfactory 
licensed medical practitioner’s certificate may be required at any time, but will generally 
be required in each case when an employee has been absent more than three (3) 
consecutive days.  When a licensed medical practitioner’s certificate is required, it must 
be submitted to the Human Resources Director before an employee will be permitted to 
return to work from leave.  The licensed medical practitioner’s certificate must be signed 
personally by the treating practitioner, and must verify that the employee was unable to 
work during the period in question, not simply that the employee was “under the doctor’s 
care.”  For absences where a licensed medical practitioner’s certificate is not required, 
the employee must submit a written statement to the Human Resources Director 
explaining the nature of the illness.  

 
Sick Leave Abuse  
Application by an employee for sick leave through fraud or dishonesty will result in denial 
of such leave together with disciplinary action up to and including dismissal.  Patterns of 
sick leave usage immediately prior or subsequent to holidays, vacation, days off and/or 
weekends or excessive sick leave usage may result in sick leave denial and appropriate 
disciplinary action.  The City reserves the right to investigate allegations of sick leave 
abuse.  The City reserves the right to question employees concerning their sick leave use.  
Whenever an employee is on sick leave, he/she must be at home during his/her 
scheduled work hours or obtaining treatment or medication. 
 
Uses of Other Leave  
Other accumulated unused leaves may be used for sick leave purposes, at the discretion 
of the City.  An employee who becomes sick while on vacation may apply to use sick 
leave time instead of vacation days for the illness. 
 
Sick Leave Conversion 
An employee with at least ten (10) years of service to the City, upon actual retirement 
or resignation from the City, with at least two (2) weeks prior notice to the City or upon 
death, shall be paid for his or her accumulated, but unused sick leave as follows: 
 

1. 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. 

2. Employees who have completed at least fifteen (15) years of service to the City 
shall be entitled to 30% of their accumulated, but unused sick leave, not to 
exceed 540 hours. 
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3. Employees who have completed at least twenty (20) or more years of service to 
the Cit shall be entitled to 40% of their accumulated, but unused sick leave, not 
to exceed 760 hours. 

4. Employees who have completed at least twenty-five (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. 
 
 
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.  
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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 fixed 12-
month FMLA calendar year under particular circumstances.  Such leave may be 
taken only for the following qualifying events: 

 
a) Upon the birth of an employee’s child and in order to care for the child. 
b) Upon the placement of a child with an employee for adoption or foster care. 
c) When an employee is needed to care for a family member who has a serious 

health condition. 
d) When an employee is unable to perform the functions of his position because 

of the employee’s own serious health condition. 
e) Qualifying service member leave. 

 
2. “Service Member Leave”:  The spouse, parent or child of a member of the U.S. 

military service is entitled to twelve (12) weeks of FMLA leave due to qualifying 
exigencies of the service member being on “covered active duty” or receiving a 
“call to covered active duty”.  In addition, a spouse, child, parent or next of kin 
(nearest blood relative) of a service member is entitled to up to twenty-six (26) 
weeks of leave within a “single twelve (12) month period” to care for a service 
member with a “serious injury or illness” sustained or aggravated while in the line 
of duty on active duty.  The “single twelve (12) month period” for leave to care 
for a covered service member with a serious injury or illness begins on the first day 
the employee takes leave for this reason and ends twelve (12) months later, 
regardless of the twelve (12) month period established for other types of FMLA 
leave. 

 
3. “Fixed 12-month FMLA calendar year”: The fixed 12-month FMLA calendar year is 

designated from January 1 through December 31.  Eligible employees may utilize 
up to 12-weeks of FMLA leave within this period per year subject to approval. 
“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. 

3.  
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4. “Serious Health Condition”:  Any illness, injury, impairment, or physical or mental 
condition that involves: 
 
a) Inpatient care. 
b) Any period of incapacity of more than three (3) consecutive calendar days 

that also involves: 
 

i) Two or more treatments by a healthcare 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 healthcare provider on one occasion that 
results in a regimen of continuing treatment under the 
supervision of a healthcare 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 healthcare provider per year and continues over an 
extended period.  The condition may be periodic rather than continuing. 

e) Any period of incapacity which is permanent or long term and for which 
treatment may not be effective (ie. 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 (3) days absent medical 
intervention. (i.e. chemotherapy, dialysis for kidney disease, etc.). 

5. “Licensed Healthcare Provider”:  A doctor of medicine, a doctor of osteopathy, 
podiatrists, dentists, optometrists, psychiatrists, and others as specified by law. 

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

7. “Covered Service Member”:  Means either: 
a) A current member of the Armed Forces, including a National Guard or Reserve 

Member, who is undergoing medical treatment, recuperation, or therapy, is in 
outpatient status, or is on the temporary disability retired list, for a serious injury 
or illness; or  

b) A covered veteran who is undergoing medical treatment, recuperation, or 
therapy for a serious injury or illness and who was a member of the Armed 
Forces, including a National Guard or Reserves Member, at any time during 
the five (5) years preceding the date the eligible employee takes FMLA leave 
to care for the covered veteran. 
i) Note:  An individual who was a member of the Armed Forces (including 

National Guard or Reserves) and who was discharged or released under 
conditions other than dishonorable prior to March 8, 2013, the period of 
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October 28, 2009 and March 8, 2013, shall not count toward the 
determination of the five (5) year period for covered veteran status. 

8. “Outpatient Status”:  The status of a member of the Armed Forces assigned to a 
military medical treatment facility as an outpatient or to a unit established for the 
purpose of providing command and control of members of the Armed Forces 
receiving outpatient medical care. 

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

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

a) A current member of the Armed Forces, including a National Guard or 
Reserve Member, who is undergoing medical treatment, recuperation, or 
therapy, is in outpatient status, or is on the temporary disability retired list, 
for a serious injury or illness; or  

b) In the case of a covered veteran, means an injury or illness that was 
incurred by the member in the line of duty on active duty in the Armed 
Forces (or existed before the beginning of the member's active duty and 
was aggravated by service in the line of duty on active duty in the Armed 
Forces) and manifested itself before or after the member became a 
veteran, and is: 

i) a continuation of a serious injury or illness that was incurred or 
aggravated when the covered veteran was a member of the 
Armed Forces and rendered the service member unable to perform 
the duties of the service member's office, grade, rank, or rating; or 

ii) a physical or mental condition for which the covered veteran has 
received a U.S. Department of Veterans Affairs Service–Related 
Disability Rating (VASRD) of 50 percent or greater, and such VASRD 
rating is based, in whole or in part, on the condition precipitating the 
need for military caregiver leave; or 

iii) a physical or mental condition that substantially impairs the covered 
veteran's ability to secure or follow a substantially gainful occupation 
by reason of a disability or disabilities related to military service, or 
would do so absent treatment; or 

iv) an injury, including a psychological injury, on the basis of which the 
covered veteran has been enrolled in the Department of Veterans 
Affairs Program of Comprehensive Assistance for Family Caregivers. 

11. “Covered Active Duty” or “call to covered active duty”:  
a) In the case of a member of a Regular Armed Forces means duty during the 

deployment of the member with the Armed Forces to a foreign country.  
(Active duty orders of a member of the Regular components of the Armed 
Forces generally specify if the member is deployed to a foreign country.” 

b) In the case of a member of the Reserve components of the Armed Forces 
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means duty during the deployment of the member with the Armed Forces 
to a foreign country under a Federal call or order to active duty in support 
of a contingency operation pursuant to specific sections of the U.S. Code, 
as outlined in 29 CFR § 825.126. 

12. “Deployment to a foreign country” means deployment to areas outside of the 
United States, the District of Columbia, or any Territory or possession of the U.S., 
including international waters.  

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

a) Up to seven days of leave to deal with issues arising from a covered military 
member’s short notice deployment, which is a deployment on seven (7) or 
fewer days notice.  

b) Military events and related activities, such as official ceremonies, programs, 
or events sponsored by the military, or family support or assistance programs 
and informational briefings sponsored or promoted by the military, military 
service organizations, or the American Red Cross that are related to the 
active duty or call to active duty status of a covered military member.  

c) Qualifying childcare and school activities arising from the active duty or call 
to active duty status of a covered military member, such as arranging for 
alternative childcare, providing childcare on a non-routine, urgent, 
immediate need basis; enrolling or transferring a child to a new school; and 
attending certain school and daycare meetings if they are necessary due 
to circumstances arising from the active duty or call to active duty of the 
covered military member.  

d) Making or updating financial and legal arrangements to address a 
covered military member’s absence, such as preparing powers of attorney, 
transferring bank account signature authority, or preparing a will or living 
trust. 

e) Attending counseling provided by someone other than a health care 
provider for oneself, the covered military member, or a child of the covered 
military member, the need for which arises from the active duty or call to 
active duty status of the covered military member.  

f) Rest and recuperation leave of up to fifteen (15) days to spend time with a 
military member who is on short-term, temporary, rest and recuperation 
leave during the period of deployment.  This leave may be used for a period 
of fifteen (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.   
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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. 

 

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 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. 
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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.  
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When an employee needs foreseeable FMLA leave, the employee shall make a 
reasonable effort to schedule the treatment so as not to unreasonably interfere with the 
Employer’s operations. 

 
Certification of Need for FMLA Leave for Serious Health Condition 
An employee requesting FMLA leave due to his family member’s serious health condition 
must provide a doctor’s certification of the serious health condition, which must 
designate that the employee’s presence is reasonably necessary.  Such certification shall 
be submitted at the time FMLA leave is requested, or if the need for leave is not 
foreseeable, as soon as practicable.  An employee requesting FMLA leave due to the 
birth or placement of a child must submit appropriate documentation at the time FMLA 
leave is requested. 

 

The Employer, at its discretion, may require the employee to sign a release of information 
so that a representative other than the employee’s immediate supervisor can contact 
the medical provider.  If the medical certification is incomplete or insufficient, the 
employee will be notified of the deficiency and will have seven (7) calendar days to cure 
the deficiency.  

The Employer may require a second medical opinion prior to granting FMLA leave.  Such 
opinion shall be rendered by a health care provider designated or approved by the 
Employer.  If a second medical opinion is requested, the cost of obtaining such opinion 
shall be paid for by the Employer.  If the first and second opinions differ, the Employer, at 
its own expense, may require the binding opinion of a third health care provider 
approved jointly by the Employer and the employee.  Failure 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 
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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. 
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Intermittent/Reduced Schedule Leave 
When medically necessary, an employee may take FMLA leave on an intermittent or 
reduced work schedule basis for a serious health condition.  An employee may not take 
leave on an intermittent or reduced schedule basis for either the birth of the employee’s 
child or upon the placement of a child for adoption or foster care with the employee 
unless specifically authorized in writing by the Appointing Authority.  Requests for 
intermittent or reduced schedule FMLA leave must be submitted in writing at least thirty 
(30) days prior to taking leave, or, as soon as practicable.   

To be entitled to intermittent leave, the employee must, at the time such leave is 
requested, submit additional certification as prescribed by the Employer establishing the 
medical necessity for such leave.  This shall be in addition to the documentation certifying 
the condition as FMLA qualifying.  The additional certification shall include the dates and 
the duration of treatment, if any, the expected duration of the intermittent or reduced 
schedule leave, and a statement from the health care provider describing the facts 
supporting the medical necessity for taking FMLA leave on an intermittent or reduced 
schedule basis.  In addition, an employee requesting foreseeable intermittent or reduced 
schedule FMLA leave may be required to meet with the Appointing Authority or designee 
to discuss the intermittent or reduced schedule leave. 

An employee who requests and is granted FMLA leave on an intermittent or reduced 
schedule basis may be temporarily transferred to an available alternative position with 
equivalent class, pay, and benefits if the alternative position would better accommodate 
the intermittent or reduced schedule.  An employee who requests intermittent or 
reduced schedule leave due to foreseeable medical treatment shall make a reasonable 
effort to schedule the treatment so as not to unduly disrupt the Employer’s operations. 

 

Employee Benefits 
Except as provided below, while an employee is on FMLA leave, the Employer will 
continue to pay its portion of premiums for any life, medical, and dental insurance 
benefits under the same terms and conditions as if the employee had continued to work 
throughout the leave.  The employee continues to be responsible for the payment of any 
contribution amounts he would have been required to pay had he not taken the leave, 
regardless of whether the employee is using paid or unpaid FMLA leave.  Employee 
contributions are subject to any change in rates that occurs while the employee is on 
leave. 
 
The Employer will not continue to pay the Employer portion of premiums for any life, 
medical, and dental insurance benefits if, while the employee is on FMLA leave, the 
employee fails to pay the employee’s portion of such premiums or if the employee’s 
payment for his portion of the premium is late by more than thirty (30) days.  If the 
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employee chooses not to continue health care coverage during FMLA leave, the 
employee will be entitled to reinstatement into the benefit plan upon return to work. 

If the employee chooses not to return to work for reasons other than a continued serious 
health condition or circumstances beyond the employee’s control, the Employer may 
seek reimbursement from the employee for any amounts paid by the Employer for 
insurance benefits the employee received through the Employer during any period of 
unpaid FMLA leave.  Leave balances accrued by an employee prior to taking FMLA 
leave and not used by the employee as outlined in the section entitled “Use of Leave” 
will be retained by the employee. 

FMLA leave, whether paid or unpaid, will not constitute a break in service.  Upon the 
completion of unpaid FMLA leave and return to service, the employee will return to the 
same level of service credit as the employee held immediately prior to the 
commencement of FMLA leave.  In addition, FMLA leave will be treated as continuous 
service for the purpose of calculating benefits, which are based on length of service.  
However, specific leaves times (i.e. sick, vacation, and personal leave and holidays) will 
not accrue during any period of unpaid FMLA leave. 

 
Reinstatement 
An employee on FMLA leave must give the Employer at least two-business days notice of 
his intent to return to work, regardless of the employee’s anticipated date of return.  
Employees who take leave under this policy will be reinstated to the same or a similar 
position upon return from leave except that if the position that the employee occupied 
prior to taking FMLA leave is not available, the employee will be placed in a position 
which entails substantially equivalent levels of skill, effort, responsibility, and authority and 
which carries equivalent status, pay, benefits, and other terms and conditions of 
employment as the position the employee occupied prior to taking FMLA leave.  The 
determination as to whether a position is an "equivalent position" will be made by the 
Employer. 
 
An employee will not be laid off as a result of exercising her right to FMLA leave.  However, 
the Employer will not reinstate an employee who has taken FMLA leave if, as a result of a 
layoff within the agency, the employee would not otherwise be employed at the time 
reinstatement is requested.  An employee on FMLA leave has no greater or lesser right to 
reinstatement or to other benefits and conditions of employment than if the employee 
had been continuously employed during her FMLA leave.   
 
Prior to reinstatement, employees who take FMLA leave based on their own serious health 
condition shall provide certification from the employee’s health care provider that the 
employee is able to perform the essential functions of his position, with or without 
reasonable accommodation. 
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Records 
All records relative to FMLA leave will be maintained by the Employer as required by law.  
Any medical records accompanying FMLA leave requests will be kept separate from an 
employee’s regular personnel file.  To the extent permitted by law, medical records 
related to FMLA leave shall be kept confidential.  Records and documents created for 
purposes of FMLA containing family medical history or genetic information as defined by 
the Genetic Information Nondiscrimination Act of 2008 (GINA) shall be maintained in 
accordance with the confidentiality requirements of Title II of GINA, which permit such 
information to be disclosed consistent with the requirements of FMLA. 
 
Chapter 160.13 addresses Paid Parental Leave.  
 
INJURY LEAVE (Unless covered under the collective bargaining agreement – See 
Contract) 
 
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.   
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After the employee has been given permission to return to work, any subsequent 
absence shall be considered sick leave consistent with this manual, unless it is established 
conclusively that the injury qualifies for injury leave. 

The Appointing Authority, or designee, may obtain an additional opinion from a licensed 
physician in order to substantiate the nature of the injury, and/or to establish conclusively 
that the injury qualifies for injury leave.  Should this additional opinion be necessary, it shall 
be paid for by the City. 

Upon expiration of injury leave, an employee may use sick leave. 

LEAVE DONATION (Unless covered under the collective bargaining agreement – See 
Contract) 
 

Full-Time Permanent, and Part-time Permanent non-union employees of the City may 
donate paid leave to a fellow Full-Time Permanent, or Part-time Permanent non-union 
City employee in order to assist the co-worker in critical need of leave due to the 
employee’s serious illness or injury. 

A serious illness or injury for the purposes of this policy is defined as a serious illness or injury 
that is expected to incapacitate the City employee for an extended period of time, 
exhaust the employee’s leave balances, and that qualifies as a disability under the City’s 
Disability Program or Workers’ Compensation.  Leave donation also requires that the 
employee will be taking an extended time off from work which will create a financial 
hardship for the employee because they have exhausted all leave balance. 

 

To donate leave 
Qualifying employees may donate leave if the donating employee: 

1. 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); 

2. donates a minimum of eight (8) hours; 
3. 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 

4. does not donate more than 200 hours in one (1) calendar year. 
5. Qualifying employees who wish to donate leave must agree to the above 

conditions and complete the Donor Application Form.  The Donor Application 
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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: 

1. has a serious illness or injury as previously defined, and provides written 
documentation from his or her physician certifying the serious illness or injury; 

2. has no accrued leave; and 
3. 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). 

4. 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. 

5. The Request for Leave Donation Form can be obtained in the Human Resources 
Department and must be returned there. 

6. 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. 

Upon approval of donated leave, employees may contribute hours from sick leave, 
vacation leave, and personal days. The minimum total donation must be at least eight 
(8) hours. 

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. 
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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: 

1. certification from the employee’s physician that he or she is capable of engaging 
in sustained regular employment; or 

2. an employee’s application for retirement is approved;  
3. death of the employee, whichever should first occur; or 
4. exhaustion of available leave in the leave bank. 

CIVIC DUTY LEAVE (Unless covered under the collective bargaining agreement – See 
Contract) 
 
Jury Duty 
Employees will be excused from regularly scheduled work for jury duty.  If an employee’s 
jury duty is concluded prior to the completion of the employee’s regularly scheduled 
workday, he must return to work for the remainder of the workday.  The City will 
compensate an employee who is called to, and reports for, panel and/or jury duty, at 
the employee’s straight-time hourly rate for the hours he was scheduled on that day.  The 
employee must give the City prior notice of jury duty. 
 
Work-Related Proceedings 
Employees who are required by the City to appear in court or other proceeding on 
behalf of the City, will be paid at their appropriate rate of pay for hours actually worked.  
Employees must obtain prior approval from their supervisor before appearing in court or 
administrative proceedings on behalf of the City.  Employees who receive a subpoena 
for work-related matters and have a concern regarding that subpoena should seek 
assistance from their supervisor, who may then contact the Prosecuting Attorney’s Office. 
 
Personal Matters 
Employees who are required to appear in court on personal matters, or on matters 
unrelated to their employment with the City, must seek an approved vacation leave or 
unpaid leave of absence. 
 
VACATION LEAVE 
 
Vacation Leave Accrual 
Effective July 1, 2018 Full-time non-bargaining unit City employees shall be entitled to use 
vacation after completion of six months of public employment with the City.  Vacation 
time is credited each bi-weekly pay period at rates as established below.  An employee 
who is not in active pay status for part of a bi-weekly pay period shall earn a pro-rated 
amount of vacation leave for that period.  
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Each full-time non-bargaining unit employee will accrue vacation leave with full pay in 
accordance with the following schedule: 

  Length of Service      Hours Earned Each Biweekly Pay 

  0   –    54 years     3.08 hours 

    5   –  110 years     4.62 hours 

   11   –  154 years    6.16 hours 

   15 plus years     7.70 hours 

 

Effective January 1, 2022 any permanent part-time non-bargaining unit employee 
working 20 or more per week will begin earning vacation accruals based upon their total 
years of public service. For permanent half-time the accruals will be as follows: 
 

Length of Service   Hours Earned Each Biweekly Pay 

0-54 years      1.54 hours 

5-110 years      2.31 hours 

11-154 years      3.08 hours 

15 plus years      3.85 hours 

 

For permanent three-quarter non-bargaining unit employee accruals will be as follows: 

   Completed Years of Service   Hours Earned Biweekly Pay 

      0-54 years      2.31 

5-110 years      3.47 

121-154 years      4.62 

15 plus       5.78 

 

Vacation leave will accrue during periods of authorized paid leaves of absence but will 
not accrue while an employees is on unpaid leave status.  
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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.   
 
The City will recognize prior service credit for employment with an Ohio agency that 
contributed to OPERS (Ohio Public Employee Retirement System), STRS (School Teachers 
Retirement System of Ohio), SERS (School Employees Retirement System of Ohio), OP&F 
(Ohio Police and Fire Pension Fund), or HPRS (State Highway Patrol Retirement System).  
The City also recognizes prior service credit from Ohio Cities/government agencies that 
may contribute to their own retirement plan (ie. City of Cincinnati).  Part-time, seasonal, 
and intern service will be prorated when calculating eligible prior service credit. 

 

Vacation Leave Use 
 
Vacation may only be used with the prior approval of the Appointing Authority, or 
designee. 
 
An employee may only accumulate vacation leave up to a maximum of two hundred 
and forty (240) hours.  When this balance of 240 hours is reached, the employee shall 
accrue no further vacation. 
 
The City may revoke vacation leave that has been approved if required by operational 
reasons.  
 
In the case of the death of an employee, the unused vacation leave credited to the 
employee shall be paid to the surviving spouse, or secondarily, the employee’s estate. 
 
Vacation Conversion 

Non-bargaining unit employees can cash-out up to 40-hours of unused vacation time 
during Pay Period 11 and up to 40-hours of unused vacation time during Pay Period 24.  
To be eligible, non-bargaining unit employees must have at least 80-hours remaining 
after cashing out during Pay Period 11 and at least 80-hours remaining after cashing out 
during Pay Period 24. 

FUNERAL LEAVE (Unless covered under collective bargaining agreement – See Contract) 
 

Each full-time employee shall be granted a paid leave not to exceed three (3) working 
days upon a death in the employee’s immediate family.  Immediate family is for the 
purpose of Funeral Leave is defined as:  grandparent; great-grandparents; brother; sister; 
brother-in-law; sister-in-law; daughter-in-law; son-in-law; father; mother; father-in-law; 

Commented [SC10]:  Duplicate – See Separation 
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mother-in-law; spouse; child; step-child; step-parent; grandchild; grandparent-in-law, 
aunts and uncles; legal guardian; or other person who stands in place of a parent.   

It is recognized that situations may develop where a death other than in the employee’s 
immediate family warrants the City granting paid leave. The Appointing Authority may 
grant such paid leave depending on the specific based upon the circumstances 
peculiar to of each case. 

Funeral leave may be used to attend the funeral, make funeral arrangements, or attend 
to other matters directly related to the funeral.   

Permanent Part-Time Employees 
Employee would be paid the hours the employee was scheduled to work during the 
leave; if the employee was not scheduled to work during the leave, then payment would 
not be paid.  Such time shall not exceed three (3) days. 
 
MILITARY LEAVE (Unless covered under the collective bargaining agreement – See 
Contract) 
 
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 
Non – bargaining unit must refer to current contract language. All non-bargaining unit 
City employees who are members of the Ohio organized militia or members of other 
reserve components of the armed forces, including the Ohio National Guard, are entitled 
to military leave.  Employees requesting military leave must submit a written request to 
the City as soon as they become aware of such orders.  Employees must provide the 
published order or a written statement from the appropriate military authority with the 
request for leave. 
 
Pursuant to O.R.C. § 5923.05, employees are authorized up to twenty-two (22) eight (8)-
hour working days or one hundred seventy-six (176) hours within a year.  During this period, 
employees are entitled to receive their regular pay in addition to compensation from 
military pay.  Any employee required to be serving military duty in excess of twenty-two 
(22) days or 176 hours in a year due to an executive order issued by the President of the 
United States or an act of Congress or by the Governor in accordance with law shall be 
entitled to a leave of absence.  During this leave of absence, employees are entitled to 
be paid a monthly amount equal to the lesser of (1) the difference between the 
employee’s gross monthly wage and his/her gross monthly uniformed pay and 
allowances received for the month, or (2) five hundred dollars ($500).  No employee is 
entitled to receive this benefit if the amount of gross military pay and benefits exceed 
the employee’s gross wages from the City for that period. 
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Employees who are on military leave in excess of twenty-two (22) days or one hundred 
seventy-six (176) hours in a year, may use their accrued vacation leave, personal leave 
or compensatory time while on military leave.  Employees who elect this option shall 
accrue vacation leave and sick leave while on such paid leave. 
 
For military leave up to twenty-two (22) days or one hundred seventy-six (176) hours in a 
calendar year, employees shall continue to be entitled to health insurance benefits as if 
they are working.  These benefits shall continue beyond this period if the employee is on 
military leave and elects to utilize paid leave.  Employees who exceed the twenty-two 
(22) days or one hundred seventy-six (176) hours and do not elect to utilize paid leave 
are not entitled to the health insurance benefits on the same basis as if they are working.  
In these circumstances, employees will be provided notice of their rights to continue this 
coverage at their cost in accordance with applicable law. 
 

Also see Family and Medical Leave Act Policy 

UNPAID LEAVE (Unless covered under the collective bargaining agreement – See 
Contract) 
 
Employees may request an unpaid leave of absence for professional, educational, or 
other personal reasons.  The Appointing Authority, or designee, has sole discretion to 
grant or deny the leave.  A personal leave of absence may be granted for one day to 
six months for any reason the Appointing Authority, or designee, deems appropriate.  
Upon completion of approved unpaid leave, the employee will be returned to his former 
position or to a similar position within the same classification. 
 
While on leave without pay status, an employee shall not accumulate paid leave or 
holiday pay.  An employee on a non-FMLA unpaid leave of absence will be given COBRA 
notification regarding his health insurance benefits.  

The Appointing Authority, or designee, may revoke an unpaid leave of absence for 
business reasons upon one week’s written notice to the employee that he must return to 
work.  An employee on an unpaid leave of absence who is determined to be using the 
leave for purposes other than for which the leave was granted may be ordered to return 
to work immediately.   

 
HOLIDAYS (Unless covered under the collective bargaining agreement – See Contract) 
 
The following days shall be considered legal holidays for which full-time, non-union 
employees shall receive their regular compensation which corresponds to the 
employee’s standard workday hours.  based upon work schedule.  Staff that works a 
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permanent thirty-hour work week, will be paid six (6) hours per holiday. Staff that works a 
permanent twenty hour work week will be paid four (4) hours of holiday pay.  Part-time 
employees, defined as those working 29 hours or fewer per week, will receive 4-hours of 
holiday pay. 

a. New Year's Day  (January 1) 

b. Martin Luther King, Jr. Day (third Monday in January) 

c. Presidents Day (third Monday in February) 

d. Memorial Day  (last Monday in May) 

e. Juneteenth (June 19)  

f. Independence Day  (July 4) 

g. Labor Day  (first Monday in September) 

h Veterans Day (November 11) 

i Thanksgiving Day  (fourth Thursday in November) 

j. Day after Thanksgiving 

k. Day before Christmas Day 

l. Christmas Day  (December 25) 

m. Day before New Year’s Day 

n. Personal day  

o. 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 40-hour per week non-bargaining unit employees are entitled to eight (8) 
hours’ of pay at their current rate of pay, ten (10) hours of pay if assigned to a ten (10) 
hour shift, or six (6) hours of pay if assigned as a full-time 30-hour per week non-bargaining 
unit employee 
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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 the 
employee’s standard workday hours at the straight-time rate.  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. 

Employees called in on a holiday because of an emergency, will be compensated at 
the rate describe under Emergency Holiday Call-in Pay 

If a holiday falls on an employee’s scheduled day off, the employee shall be entitled to 
an additional hours pay based upon the employee’s standard workday hours 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, or six (6) hours holiday pay at the straight-time 
rate if the employee is regularly assigned to a six (6) hour shift. 

If a holiday occurs when an employee is on paid leave, the employee will be entitled to 
the employee’s standard workday hours 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, or six (6) hours holiday pay at the straight-time rate if the employee is regularly 
assigned to a six (6) hour shift.  No charge will be made against the leave accumulation 

 
WORKERS’ COMPENSATION 
 

State law provides that all employees are covered by Workers’ Compensation for injuries 
that arise out of or in the course of employment. 

 

Injuries that occur in the course of employment must be reported in accordance with 
company procedures.  

If an employee is injured while on duty, they are required to complete all forms included 
in the Injury Packet and bring them to the medical facility for the attending physician to 
complete their section. Injury Packets are available through the Human Resources 
Department. If you are unable to access an Injury Packet, please request one from your 
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Supervisor. All completed forms must be submitted to Human Resources within 24 to 48 
hours. 

In the event of an injury, even if the employee chooses not to seek medical treatment, 
they must still complete the First Report of Injury (FROI) form included in the Injury Packet 
and submit it to Human Resources within 24 to 48 hours. 

 
If the injured employee must leave work prior to completing their workday due to their 
injury, the employee shall be compensated at their regular rate of pay for the 
remaining hours of their shift. 
 
An injured employee will automatically be placed on FMLA/Injury Leave or, if or when 
the injured employee exhausts their FMLA, the employee will, at that time, utilize only 
Injury Leave for their time off.  Human Resources will advise if the employee has FMLA 
hours remaining.  The employee may take time off for medical appointments, physical 
therapy, and/or other medical reasons due to their injury.  The injured employee is 
responsible for notifying the individual who manages their timesheet if they will be 
taking time off due to their injury or if they are taking a standard sick day, ensuring 
accuracy of timesheet codes. 
 
Should an employee be injured during the course of employment with the City, he or she 
shall report to his or her supervisor within 24 hours or as soon as possible thereafter, and 
his or her supervisor shall notify his or department/division head and shall complete an 
Injury Report Form.  This report shall be completed, regardless of the apparent seriousness 
of the injury, and regardless whether medical attention is required.  Such report shall be 
forwarded to the department/division head (or designee) no later than 48 hours after the 
accident.  An employee injured in a work-related accident may be required by the 
department/division head to see a physician. This completed report should be forwarded 
to the Ohio Bureau of Workers’ Compensation through the Director of Human Resources. 

Should the department/division head require it, or should an employee’s injury require 
medical attention, the supervisor shall provide the injured employee with a Workers’ 
Compensation claim form, which shall be completed by the attending physician.   

In the event of serious injury, the injured employee’s supervisor shall notify the 
department/division head and Appointing Authority immediately so that, if necessary, 
an investigation may be initiated. 

The department/division head must be advised and continually updated if an employee 
continues to be absent due to a work-related injury.  Employees are responsible for 
providing their expected date of return to work (if known). 
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Any documents received from the injured employee, his or her physician, hospital, or the 
state, regarding a Workers’ Compensation claim must be immediately forwarded to the 
Human Resources Department. 

Employees who are injured in the line of duty and must leave work before completing 
their workday period shall be paid at their regular compensation rate for the balance of 
time left in their scheduled workday. 

An injured employee may elect to use accrued injury leave, sick leave, and vacation 
leave prior to receiving payments from Workers’ Compensation.  Employees are 
prohibited, however, from receiving payment for sick leave while simultaneously 
receiving payment from Workers’ Compensation. 

Further information on Workers’ Compensation can be obtained through the Human 
Resources Department. 

TRANSITIONAL WORK PROGRAM (Unless covered under the collective bargaining 
agreement – See Contract) 
 
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: 

1. 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; 

2. have been released for participation in the program by their doctor; and 
3. 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: 

1. paid at his or her regular hourly rate of pay while participating in a transitional work 
program; and 
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2. 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 
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: 
 

1. original work assignment and shift with duty modification; 
2. same work activity at different location and/or shift; 
3. different work activity, same shift; and 
4. 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. 

 
  

Page 263 of 374



59 
 
 

 

 

CREDIT CARD FLEET POLICY 
 
Generally:  Credit/fleet cards are not intended to avoid or bypass the competitive bid 
requirements, appropriation of funds, approval process, or payment process. The City 
Auditor will assign a Compliance Officer from his/her staff.  Expenditures may not exceed 
appropriations under any circumstances.  Credit cards can be used for in-store 
purchases as well as mail, email, internet, telephone and fax orders. Fleet cards are to be 
used for gas purchases only. Credit/fleet cards are not an ATM card or a debit card. It 
cannot be used for cash withdrawals nor personal or non-work related purchases. If there 
are points for purchase related to the card, the points are the property of the City and 
should not be used for any personal redemption.  

 
1. Credit/Fleet card issued to Department heads and other employees with prior 

approval from the City Auditor. 
2. This policy is for any credit and or fleet card issued to conduct business on behalf 

of the City. 
3. All credit cards issued for City business must have “City of Reynoldsburg” on the 

card.  
 

 
Cardholder Responsibilities 
 

1. Is an individual A cardholder who has been approved to pay for certain work-
related expenses with a credit card. The cardholder is responsible for the security 
and physical custody of the card and is accountable for all transactions made 
with the card. If a card is lost or stolen, it must be reported to the Auditor’s office 
and Department head immediately. 

 
2. Every purchase must have a detailed itemized receipt. 

 
3. All receipts and documentation must be submitted with the purchase order for 

payment of the credit/fleet card statement. 
 

4. Employees knowingly misusing a City credit card will be liable both civilly and 
criminally for any unauthorized use of the City credit cards and/or failure to follow 
established policy. 

 
5. Unauthorized use or personal use must be reimbursed to the city within 24 hours of 

the charge. Continued misuse of card will result in loss of credit card privileges and 
disciplinary action.  

 
6. Upon separation from the City, credit/fleet cards in the possession of an employee 

must be returned to the Auditor’s Department prior to receiving final paycheck. 
Commented [SC11]:  Duplicate – See Separation 
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Each employee issued a credit/fleet card will be required to sign an acknowledgment 
of the policy at the time of receipt of the card. 

 
 
TRAVEL POLICY AND REIMBURSEMENT 
 

Effect August 1, 2018 Employees of the City are to receive reimbursement for expenses 
incurred if required to travel on official City business. Employees are eligible for expense 
reimbursement only when travel has been authorized in writing by the Employer. Expenses 
shall be reimbursed in the following manner: 

A. Mileage, Parking and Tolls 

1. Employees shall attempt to secure a City vehicle to attend authorized training 
or to conduct City business. If a City vehicle is not available, employees shall 
be reimbursed for actual miles, while on official City business, at the standard 
rate of allowance permitted by the Internal Revenue Service when using a 
personal vehicle. Such payment is considered to be total reimbursement for all 
vehicle-related expenses (e.g., gas, oil, depreciation, etc.). Mileage 
reimbursement is payable to only the individual whose personal vehicle is used 
when two or more employees travel on the same trip, in the same vehicle. 

2. Charges incurred for parking at the destination, and any highway tolls are 
reimbursable at the actual amount. Receipts for parking costs and highway 
tolls are required. 

3. No expense reimbursements are paid for travel between home and office, 
unless travel between home and the official destination is less than between 
the office and official destination. In that case, expense reimbursements are 
paid between the home and the official destination. 

B. Overnight Travel 

When able, employees shall attempt to put travel expenses (lodging, transportation, 
meals, etc.) on a City credit card. In instances where this is not possible, the following 
policy shall apply: 

1. Meals 
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a. An employee shall be entitled to receive reimbursement for meals when 
traveling overnight on City business. The amount will be paid for meals 
that are not already included in the registration and/or lodging 
accommodations regardless if the employee chooses to attend the 
meal. Agendas and Hotel Registration must accompany the request for 
travel. 

 

b. Employees will be reimbursed for expenses using per diem amounts in 
accordance with the Federal Continental United States (CONUS) which 
identify per diem rates by geographic location. If the employee’s 
destination is not specifically listed, the standard CONUS rate applies. 
Under no circumstances will reimbursement be given for alcohol 
purchases. No receipts are required when receiving reimbursement 
under the per diem method. 

2. Lodging 

a. Expenses covering the actual cost of overnight lodging will be 
reimbursed in full when an employee travels out of the three (3) counties 
that Reynoldsburg is located in, on official City business and such travel 
requires an overnight stay (75 miles or greater from City offices). 
Employees shall ensure a government rate is secured when available 
and state sales tax is not included.  

b. Lodging expenses will be reimbursed only with the prior written 
authorization of the Employer. In obtaining prior authorization, 
employees shall provide the name of the hotel and expected cost. 

3. Transportation 

a. Employees traveling within a drivable distance on official City business 
shall be reimbursed at IRS rate for mileage reimbursement. 

b. When travel by air or other carrier is necessary, employees shall secure 
the best available rate. Employees shall not use personal reward 
programs, frequent flyer memberships, hotel points/rewards, etc. to 
earn rewards when traveling on official City business. 
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c. In instances where a rental car is necessary, reimbursement will be 
granted for a car type that is reasonable for the location, number of 
travelers, etc. Reimbursement will not be granted for luxury vehicles or 
rentals deemed unnecessary at the discretion of the Employer. Any 
tickets, parking or moving violations will not be paid by the City. 

4. Incidental Expenses 

a. Employees will be reimbursed for reasonable incidental expenses 
defined as fees and tips (not to exceed 20%) given to porters, baggage 
carriers, hotel staff and staff on ships. 

C.  Daily Travel 

For travel that does not require an overnight stay, reasonable expenses incurred for 
parking (with receipt) and IRS mileage rate on official City business will be reimbursed 
with the approval of the Employer. 

 
COMPUTER USE POLICY 
 
Email 
 
Policy Overview 
Electronic mail (“Email”) is pervasively used in almost all industry verticals and is often the 
primary communication and awareness method within an organization. At the same 
time, misuse of Email can post many legal, privacy and security risks, thus it is important 
for users to understand the appropriate use of electronic communications. 
 
The purpose of this Email policy is to ensure the proper use of the City of Reynoldsburg 
Email system and make users aware of what City of Reynoldsburg deems as acceptable 
and unacceptable use of its Email system. This policy outlines the minimum requirements 
for use of Email within the City of Reynoldsburg Network.  Limited exceptions to the policy 
may occur.  Any exception must be approved by management and these exceptions 
must be clearly documented. 
 
This policy covers appropriate use of any Email sent from a City of Reynoldsburg Email 
address or a City of Reynoldsburg owned device and applies to all employees, vendors, 
and agents operating on behalf of the City of Reynoldsburg. 
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Acceptable Use 
 
All use of Email must be consistent with the City of Reynoldsburg policies and procedures 
of ethical conduct, safety, compliance with applicable laws and proper business 
practices. 
 
The City of Reynoldsburg Email account should be used primarily for City of Reynoldsburg 
business related purposes; personal communication is permitted on a limited basis, but 
non-City of Reynoldsburg   related commercial use is prohibited. 
 
Email should be retained only if it qualifies as a City of Reynoldsburg business record. Email 
is a City of Reynoldsburg business record if there exists a legitimate and ongoing business 
reason to preserve the information contained in the Email. 
 
Email that is identified as a City of Reynoldsburg business record shall be retained 
according to City of Reynoldsburg Record Retention Schedule. 
 
The City of Reynoldsburg Email system shall not to be used for the creation or distribution 
of any disruptive or offensive messages, including offensive comments about race, 
gender, hair color, disabilities, age, sexual orientation, pornography, religious beliefs and 
practice, political beliefs, or national origin. Employees who receive any Emails with this 
content from any City of Reynoldsburg employee should report the matter to their 
supervisor immediately. 
 
Users are prohibited from automatically forwarding City of Reynoldsburg Email to a third-
party Email system.  Individual messages which are forwarded by the user must not 
contain City of Reynoldsburg confidential or above information. 
 
Users are prohibited from using third-party Email systems and storage servers such as 
Google, Yahoo, MSN Hotmail, etc. to conduct City of Reynoldsburg business, to create 
or memorialize any binding transactions, or to store or retain Email on behalf of City of 
Reynoldsburg.  Such communications and transactions should be conducted through 
proper channels using the City of Reynoldsburg-approved documentation. 
 
Expectation of Privacy 
City of Reynoldsburg employees shall have no expectation of privacy in anything they 
store, send or receive on the Email system. 
 
The City of Reynoldsburg may monitor messages without prior notice. The City of 
Reynoldsburg is not obliged to monitor Email messages. 
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Compliance 
The Information Technology team will verify compliance to this policy through various 
methods, including but not limited to, periodic walk-thru, video monitoring, business tool 
reports, internal and external audits, and feedback to the policy owner. 
 
Any exception to the policy must be approved by the Information Technology team in 
advance. 
 
An employee found to have violated this policy may be subject to disciplinary action, up 
to and including termination of employment. 
 
Mobile Device Policy 
 
Policy Overview 
The City of Reynoldsburg grants its employees the privilege of using personal smartphones 
or tablets of their choosing at to connect to their corporate Email. The City of 
Reynoldsburg reserves the right to revoke this privilege if users do not abide by the policies 
and procedures outlined below. 
 
This policy is intended to protect the security and integrity of the City of Reynoldsburg’s 
data and technology infrastructure. Limited exceptions to the policy may occur.  Any 
exception must be approved by management and these exceptions must be clearly 
documented. 
 
City of Reynoldsburg employees must agree to the terms and conditions set forth in this 
policy in order to be able to connect their devices to the company network. The City of 
Reynoldsburg Information Technology team reserves the right to make changes to this 
policy at any time. 
 
 
Acceptable Use 
The company defines acceptable business use as activities that directly or indirectly 
support the business of the City of Reynoldsburg. 
 
Employees may use their mobile device to access the following company-owned 
resources: corporate email, calendar, and contacts. 
 
The City of Reynoldsburg has a zero-tolerance policy for texting or Emailing while driving 
and only hands-free talking while driving is permitted. 
 
Devices and Support 
Smartphones including iPhone (iOS), Android, Blackberry, and Windows phones running 
the latest operating system version are allowed.  
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Tablet devices such as iPads, Chrome Books, and Nooks running the latest operating 
system version are allowed. 
 
Although some connectivity issues are supported by IT; employees should contact the 
device manufacturer or their carrier for operating system or hardware-related issues. 
 
Devices must be presented to IT for proper job provisioning and configuration. 
 
Prior to trading in, upgrading or selling their mobile device the employee must provide 
the IT department with the device to properly remove corporate connected resources. 
 
Prior to an employee’s departure, the employee must provide their mobile device to the 
IT department to properly remove corporate connected resources. 
 
Reimbursement 
The company will not reimburse the employee for a percentage of the cost of the device. 
 
The company will not reimburse the employee for the following charges: roaming, plan 
overages, etc. 
 
The employee will not be compensated should they choose to access corporate 
resources during non-work hours. 
 

Network Devices 

The unplanned addition of new network enabled devices can cause significant 
network disruptions. As such, the City prohibits the installation of any network capable 
device(s) to the wired network without the prior approval of IT staff. This includes, but 
not limited to, non-company-City laptops and PCs, printers, security or life safety 
monitoring devices (IP cameras, door contacts, key card readers, motion detectors, 
smoke alarms, flow alarms, etc.) and HVAC devices (system controllers, temperature 
sensors, thermostats, etc.) 

All projects requiring the addition of network capable devices must be coordinated 
with IT staff. IT will evaluate the equipment to be added, and as needed, will develop 
an IP plan to handle the new equipment. IT must be on site during the implementation 
phase of any project involving new network devices.  

 
Security 
In order to prevent unauthorized access, devices must be password protected using the 
features of the device.  The password must be a minimum of six characters.  Four-digit 
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passwords are not acceptable.  Other biometric features (such as facial recognition and 
fingerprint) are acceptable means to secure your device, but only if approved by IT. 
 
The device must lock itself with a password if it is idle for five minutes.  Setting the lock 
time to less than five minutes is also acceptable. 
 
After 10 failed login attempts, the device must be configured to lock.  Setting the 
attempts to less than 10 is also acceptable. 
 
Rooted (Android) or jailbroken (iOS) devices are strictly forbidden from accessing the 
network or any City of Reynoldsburg related equipment.  This includes use of the 
Employee Wi-Fi network. 
 
Smartphones and tablets that are not on the company’s list of supported devices are not 
allowed to connect to the network. 
 
Employees’ access to company data is limited based on user profiles defined by IT and 
are automatically enforced. 
 
The employee’s device will be remotely wiped if 1) the device is lost, 2) the employee 
terminates his or her employment, 3) IT detects a data or policy breach, a virus or similar 
threat to the security of the company’s data and technology infrastructure. 
 
Risks/Liabilities/Disclaimers 
While IT will take every precaution to prevent the employee’s personal data from being 
lost in the event it must remotely wipe a device, it is the employee’s responsibility to take 
additional precautions, such as backing up Email, contacts, etc. 
 
The company reserves the right to disconnect devices or disable services without 
notification. 
 
The employee will not transfer, store or retain corporate data outside of the approved 
applications. 
 
Lost or stolen devices must be reported to the company immediately. Employees are 
responsible for notifying their mobile carrier immediately upon loss of a device. 
 
The employee is expected to use his or her devices in an ethical manner at all times and 
adhere to the company’s acceptable use policy as outlined above. 
 
The employee is personally liable for all costs associated with his or her device. 
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The employee assumes full liability for risks including, but not limited to, the partial or 
complete personal data due to an operating system crash, errors, bugs, viruses, malware, 
and/or other software or hardware failures, or programming errors that render the device 
unusable. 
 
The City of Reynoldsburg reserves the right to take appropriate disciplinary action up to 
and including termination for noncompliance with this policy. 
 
Computer, Internet, and Network Policy 
 
Policy Overview 
 
The City of Reynoldsburg strives to protect all data stored on any computer.  By using a 
computer owned by The City of Reynoldsburg, or accessing the Internet on any device, 
or connecting to The City of Reynoldsburg Network, employees must understand the 
means by which these items can be used. 
 
Acceptable Use and Right to Search 
City computers and information systems are property of the City of Reynoldsburg. They 
may be used only for explicitly authorized purposes. The City reserves the right to examine 
all data stored in or transmitted by their computers and systems. Without notice, the City 
and authorized City supervisors may enter, search, monitor, track, copy, and retrieve any 
type of electronic file of any employee or contractor. These actions may be taken for 
business-purpose inquiries including but not limited to theft investigation, unauthorized 
disclosure of confidential business or proprietary information, excessive personal use of 
the system, or monitoring work flow and employee productivity. 
 
Employees have no right to privacy with regard to the Internet and email on City systems. 
Authorized designees (as referenced above) may access any files stored on, accessed 
via, or deleted from computers and information systems. When necessary, Internet, Email, 
and any other electronic messaging usage patterns may be examined for work-related 
purposes, including situations where there is a need to investigate possible misconduct 
and to assure that these resources are devoted to maintaining the highest levels of 
productivity. All software installed on any City computer must be licensed to the City. No 
City employee may install, uninstall, or reconfigure any software or hardware owned by 
the city without prior authorization from their Supervisor. The use of privately owned or 
contractor-owned devices (i.e., PDAs, smart phones, and laptops) for official city business 
must be authorized in advance by the City. 
 

Prohibited Use 
The list below describes Prohibited Uses of Computers and Information Systems, 
including but not limited to Email and the Internet. 
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1. Violating local, state, and/or federal law. 
2. Harassing or disparaging others based on age, race, color, national origin, sex, 

sexual orientation, disability, religion, military status or political beliefs. 
Harassment and disparagement include but are not limited to slurs, obscene 
messages, or sexually explicit images, cartoons, or messages. 

3. Threatening others. 
4. Soliciting or recruiting others for commercial ventures, religious or political 

causes, outside organizations, or other matters that are not job related. 
5. Using computers or information systems in association with the operation of any 

for-profit business activities or for personal gain. 
6. Sabotage, e.g. intentionally disrupting network traffic or crashing the network 

and connecting systems or intentionally introducing a computer virus. 
7. Vandalizing the data of another user. 
8. Forging electronic mail and instant messenger messages. 
9. Sending chain letters. 
10. Sending rude or obscene messages (anything that would embarrass or 

discredit the City). 
11. Disseminating unauthorized confidential or proprietary City documents, 

information, or data restricted by government laws or regulations. 
12. Browsing or inquiring upon confidential records maintained by the City without 

substantial business purpose. 
13. Disseminating (including printing) copyrighted materials, articles, or software in 

violation of copyright laws. 
14. Accessing the Internet in any manner that may be disruptive, offensive to 

others, or harmful to morale. 
15. Transmitting materials (visual, textual, or auditory) containing ethnic slurs, racial 

epithets, or anything that may be construed as harassment or disparagement 
of others based on age, race, color, national origin, gender, sexual orientation, 
disability, religious or political beliefs. 

16. Sending or soliciting sexually oriented messages or images. 
17. Using the Internet or instant messenger for political activity. 
18. Using the Internet to sell goods or services not job-related or specifically 

authorized in writing by an approving authority. 
19. Downloading and viewing non-work-related streaming audio or video (i.e. 

listening to radio stations, etc.) due to the limited bandwidth of the system. 
20. Intentionally using Internet facilities to disable impair, or overload performance 

of any computer system or network or to circumvent any system intended to 
protect the privacy or security of another user. 

21. Speaking to the media or to the public within any news group or chat room on 
behalf of the City if not expressly authorized to represent the City. 
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22. Uploading or downloading games, viruses, copyrighted material, 
inappropriate graphics or picture files, illegal software, and unauthorized 
access attempts into any system. 

 
NOTE: Whether on working time or not, these prohibitions apply at all times to city-owned 
computers and information systems. Personnel cannot expect that the information they 
convey, create, file, or store in City computers and information systems will be 
confidential or private regardless of the employee’s intent. Please remember that there 
is no expectation of privacy for anything sent by Email or other electronic communication 
means, and that others can view this information at any time. 
 
Securing Equipment and Proper Disposal 
City employees who are responsible for or are assigned portable computer equipment 
and electronic media (i.e., laptops, flash memory devices, external hard drives, DVDs, 
CDs, etc.) shall secure those items when not in the office as these items may contain 
confidential and/or HIPAA information, which could be compromised if lost or stolen. If 
an employee loses a piece of equipment or it is stolen, they are required to immediately 
notify their supervisor. Failure to properly secure portable computer equipment and 
electronic data is subject to disciplinary action. 
 
Portable computer equipment must also be properly inventoried and tracked.  Routine 
inventories of electronic equipment should be conducted on a regular basis to confirm 
it is still available and that the data is still accessible, should this apply. 
 
Equipment that is at a higher risk for being lost or stolen should be reviewed by IT.  In some 
cases, the equipment will need to be encrypted to add an additional layer of security to 
the contents.  IT should be aware of all equipment and each employee is responsible to 
make sure IT has approved and protected the device in use. 
 
Should equipment become old, outdated, or simply not be used anymore, it must be 
destroyed of properly.  This equipment is to be given to IT, documented of removal from 
use, and disposed of properly according to the policy for removing or destroying property 
of the City of Reynoldsburg. This equipment should be submitted to the IT department, 
documented as removed from use, and disposed of in accordance with the City of 
Reynoldsburg's policies for the removal or destruction of property. 
 
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 
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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.   

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

CITY PROPERTY 
 

General 
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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. 
 

Use of Space Heaters 

Space heaters present a significant fire hazard when used improperly. The City does not 
prohibit their use, however, adherence to the following stipulations will be rigorously 
enforced.  Failure to do so will result in the confiscation of the item by HR or Facilities 
staff. Multiple infractions could result in disciplinary action. Any questions regarding and 
acceptable unit should be directed to the Facilities staff. 

• Unless prior approval has been granted from Facilities staff, units cannot exceed 
1000 watts of power.  
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• Space heaters must be plugged directly into a wall outlet.  
• Space heaters will not be plugged into UPS units, power strips or any type of multi 

plug splitter. 
• All heaters must possess a “tip over” type safety switch. 
• Safety devices, such as the tip over switch, must be in working order. Tampering 

with any safety mechanism on the unit is strictly prohibited. 
• Heaters must be unplugged when left unattended. Do not leave a heater 

plugged in overnight. 

 
 FLEET SAFETY POLICY 
 
A. Purpose 

This is a written plan detailing the operation of City of Reynoldsburg (City) owned 
vehicles. The intent of this plan is to establish policies and procedures that ensure a 
safe work environment for employees, a positive public image, and protect against 
liability for vehicle use. 

 
B. Use of City of Reynoldsburg Owned Vehicle 
The use of City owned vehicles will be restricted to City employees at least eighteen 
(18) years of age, who retain a valid Ohio driver’s license, and are engaged in the 
action of their official duties as an employee of the City. All operators shall observe 
the following: 

1. All traffic laws are to be obeyed as outlined by the State of Ohio Bureau of Motor 
Vehicles or by General Statute; 

2. Seat belts must be used anytime vehicle wheels are in motion.  This applies to all city 
vehicles, any vehicle on city premises, and any vehicle used on city business.  The 
driver is responsible for ensuring all passengers use seat belts; 

3. Special endorsements or licenses required by the Ohio Department of Public Safety 
    must be obtained and kept current by the employee; 

4. The department head will assign and authorize the use of a City owned vehicles 
using this document as a guideline subject to approval of the Appointing 
Authority; 

5. A copy of the employees’ Motor Vehicle Report (MVR) shall be provided to Human 
Resources prior to permanent hiring of a new employee who will operate a City 
owned/leased vehicle-., A Motor Vehicle Report (MVR) will be ordered by the 
Human Resources Department periodically for all City employees operating City 
owned/leased vehicles. This document will become part of the employee’s 
personnel file, and shall be maintained by the Human Resources Department; 

6. The operator shall maintain all  insurance and documents required by the 
the Ohio Department of Public Safety in the glove box of his/her assigned vehicle; 

7. City owned vehicles and installed equipment shall be properly maintained; 
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8. The City of Reynoldsburg shall not be responsible for personal items that are lost 
or stolen while in City owned vehicles; 

9. NO USE OF ANY TOBACCO PRODUCTS will be allowed in City owned vehicles 
(Violation of this shall be subject to disciplinary action as outlined in the City of 
Reynoldsburg Personnel Procedure Manual); 

10. Alcoholic beverages or any illegal drugs are not permitted in City vehicles at any 
time (Law Enforcement personnel, or authorized Public safety personnel may 
transport alcoholic beverages or drugs that have been lawfully confiscated or 
scheduled for use during training exercises); 

11. For the purpose of this policy, the daily commutes to and from the employee’s 
work location and normal meal periods within on-duty hours are considered 
official use for employees who are using a City owned vehicle for commuting to 
and from work or during their lunch period; 

12. Passengers who are not City employees are not allowed to be transported in City 
vehicles except on official City business or if approved in writing by the 
employee’s department head.  

 
  
C. Minimum Defensive/Safe Driving Expectations 
 
Use these safe driving practices at all times to help avoid crashes:  
• Look ahead of your vehicle where you will be in the next 8-10 seconds,  as far as 

possible on highways and two blocks ahead in city traffic. 
• Keep eyes moving and scan for potential hazards -- shift eye attention every two 

seconds and don’t focus on single objects or stare. 
• Maintain safe following distance -- minimum of two seconds under good conditions 

and four seconds under poor weather/road conditions. 
• Approach all intersections with caution and look Left-Right-Left before proceeding. 
• Use directional signals early when making turns, lane changes, and passing 

maneuvers. 
• Adjust mirrors properly before each trip and check them every 5-10 seconds while 

driving. 
• Avoid backing whenever possible.  If you must back, get out and check the area if 

vision behind the vehicle is restricted. 
• Use headlights at all times for improved visibility. 

D. Vehicle Assignment 
 
Vehicle assignment shall be at the discretion of the individual department head. 
Vehicles assigned that are left at City facilities after hours shall be secured and stored 
in a protected location when available. 
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E. Accident Reporting 
 
All motor vehicle accidents shall be reported immediately. In addition, the following 
is required for each accident: 
 
1. Immediately notify the Police Department or the appropriate law enforcement 

agency to investigate all accidents involving City owned vehicles. For non-injury 
accidents, call the non-emergency number 614-866-6622 and identify yourself 
as a City employee driving a city owned vehicle. For injury accidents, call 911; 
and 

2. Notify the direct supervisor/director and/or Human Resources. 
3. The Department Head or Supervisor will be responsible for obtaining repair estimates 

and forwarding this information to Risk Management (Human Resources) 
4. The Risk Manager shall be responsible for notifying the appropriate insurance 

related carrier to report any claims activity. 
 
F. Post-Accident Drug Test 

1. An employee shall submit to a post-accident drug test if he/she is involved in a 
traffic accident or for a violation of any law while operating a City owned 
vehicle or a personal vehicle while performing his or her duties as a City 
employee. 

2. Any employee shall submit to a post-accident drug test if he/she is involved in 
an on-the- job accident where: 

a. Death results; 
b. Any person is injured and/or transported from the accident scene for 

medical attention; 
c. Any of the vehicles must be towed from the scene; or 
d. The employee is cited for a moving violation. 

3. Any employee shall submit to a post-accident drug test if there is reasonable 
suspicion to believe that he or she is in violation of this policy by observed actions 
or physical evidence while performing his or her duties as a City employee. 

 

G. Employee Accountability 
 
All employees using City owned vehicles shall be accountable for their actions 
while operating City vehicles. The privilege to operate any City owned vehicle shall 
be suspended, restricted or revoked with cause by the Department Head or City 
Management. Accidents involving City owned vehicles or City of Reynoldsburg 
employees shall be investigated by the police department. Findings will be 
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presented to the Department Head. 
 
Driver Requirements: 
1. Each driver of a City owned vehicle must have a valid Ohio drivers/operator’s 

license. Should an employee who drives a City owned vehicle be involved in an 
incident, on or off the job, where his/her license is suspended or revoked, the 
employee is obligated to inform his/her immediate supervisor and the Human 
Resources Director within 24 hours of the incident. Failure to inform the City of a 
suspended or revoked license shall result in disciplinary action according to the 
Personnel Policy. 

2. Driver Disqualifications: 
1. No valid driver’s license 
2. Currently insured with an SR22 
3. OVI conviction w/in five years of application or pled to a lesser charge (e.g. 

reckless operation) 
4. More than (1) OVI conviction as an adult 
5. More than (2) OVI convictions if one conviction was a juvenile 
6. Hit and run crash conviction 
7. Vehicular homicide or assault conviction 
8. More than two moving violations in the past three years (includes preventable or 

at- fault accidents). 
9. One (1) revocation or suspension of a driver’s license as an adult, in effect, due 

to point’s violations or by the courts, in the last five years unless applicant can 
show that the suspension was the result of an error by the BMV, a random 
selection or administrative overlap 

 
Driving of Personal Vehicles for City Business 
If job duties require use of a personal vehicle on company business, liability insurance 
with minimum limits of $100,000/$300,000 must be maintained.   
 

Moving Violations 

The employee operating the City owned vehicle shall be responsible for any fines or 
penalties as a result of a violation of the state of Ohio laws. Any violation, on or off 
duty, for speeding 10 mph or more    over the speed limit, reckless driving, DWI, 
speeding in school zone, or other serious moving violation shall be reported to the 
Department Head within twenty-four (24) hours. Moving violations may be subject to 
disciplinary action. Drivers may be subject to random checks of their driving history. 
Failure to  report  a  moving  violation  to  your  Department  Head  shall result in 
disciplinary action as outlined in the City of Reynoldsburg Personnel Policy. 
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H. Distracted Driving 
 

Distracted driving is any activity that diverts attention from driving, including talking or 
texting on your phone, eating and drinking, talking to people in your vehicle, fiddling 
with the stereo, entertainment or navigation system — anything that takes your 
attention away from the task of safe driving. 

You cannot drive safely unless the task of driving has your full attention. Any non-driving 
activity you engage in is a potential distraction and increases your risk of crashing. 

Employees are prohibited from using cellular telephones while operating a City 
owned or operated vehicle. If it is necessary for the employee to take a call, the 
employee shall pull off the road to a safe and nonhazardous location. 
 
Emergency response or safety sensitive position employees are allowed to use 
cellular telephone devices. However, the use of the cellular phone shall be used with 
caution and constant observation of the road condition(s) or hazard(s) present at 
the time of driving. 
 
The City prohibits any form of distracted driving which includes texting, emailing or 
reading emails while driving. 
 
I. Vehicle Maintenance Procedures 

All requested or required maintenance procedures should be routed through the 
Fleet Maintenance Supervisor which will decide whether or not to initiate repairs in 
house or within outside contractor, based on description of procedure, timeline of 
repair, and current workload.  
 
 

J. Cleaning of Vehicles 
1. Vehicles must be kept clean at all times. It is the assigned drivers 

obligation and responsibility to maintain the vehicle in clean 
condition.  

K. Maintenance of Vehicles 
1. It is the responsibility of the assigned driver to report any maintenance 

or operational issues with a vehicle promptly. 
2. The City Fleet Maintenance division will do servicing of all vehicles, 

unless the work cannot be conducted in house. 
3. Special equipment installed on the vehicle (fire extinguisher, 

flashlights, gas cards, first aid kits, etc.) must stay within that vehicle at 
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all times. Note: Special equipment shall be used only for official City 
use. 

4. Fuel levels are to be checked and maintained daily. 
5. The City Garage is not responsible for personal items that are lost or 

stolen while the vehicle is located at the City Garage or at an outside 
contracted facility. 

6. No City employee is authorized to alter any equipment installed in a 
city vehicle or repair any city vehicle, with the exception of Fleet 
Maintenance equipment, which may be repaired by their respective 
personnel. 
 

Equipment Citations 
Employees who operate City vehicles shall assure that their assigned vehicle is 
roadworthy. Any vehicle deemed unsafe should be reported to the Department Head 
and the City Fleet Maintenance Supervisor immediately. The operator should use good 
judgement to assure compliance with weight and marking regulations that apply to the 
vehicle he/she is operating. 
 
TOBACCO USE POLICY 
 

In order to promote a healthy and comfortable work environment, City employees are 
prohibited from using tobacco while on City property, while performing duties related to 
City employment whether on or off site, while traveling for City business, and in any other 
circumstances or locations where an employee is representing the interests of the City, 
except as authorized by the Mayor.  City property includes, but is not limited to: buildings, 
offices, restrooms, hallways, common work areas, parking lots, garages, City vehicles, 
conference rooms, sidewalks, green space, stairs, cafeterias/break rooms, and storage 
areas. 

For the purpose of this policy, tobacco is defined as all tobacco, tobacco derived and/or 
substances mimicking tobacco containing products, including but not limited to: 
cigarettes, electronic cigarettes, vapor cigarettes, any artificial/faux cigarette, cigars, 
cigarillos, pipes, oral tobacco, or any other manner of using or consuming tobacco, 
tobacco derived substances and/or substances mimicking tobacco.  The definition is 
intended to include all products that deliver nicotine for purposes other than cessation. 
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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. 

 

Drug Policy 
Controlled Substance: Means any controlled substance contained in Schedules 1 
through V of Section 202 of the Controlled Substance Act (21 U.S.C. § 812; or as defined 
in § 3719.01 O.R.C.). 
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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. 
 
Medical Marijuana 

Medical Marijuana was legalized by the State of Ohio under House Bill 523 in 2016. 
However, medicinal use of marijuana has not be approved by the U.S. Food and Drug 
Administration (FDA). As such, the use of marijuana in any form for any purpose, 
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authorized for medicinal purposes or unauthorized, is prohibited under the City’s Drug 
Free Workplace Policy. 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.    

There is nothing within in House Bill 523 that requires the City of Reynoldsburg as an 
employer to permit or accommodate an employees’ use, possession, or distribution of 
medical marijuana.  The use of medical marijuana will not be considered a reasonable 
accommodation for an alleged disability.  In addition, the law does not prohibit an 
employer from taking any adverse employment action because of an employee’s or 
prospective employee’s use, possession or distribution of medical marijuana.   

The City reserves the right to test any employee for reasonable suspicion and post-
accident.  Employees that have a Commercial Driver’s License are subject to random 
drug testing. 

While CBD oils and supplements are not unlawful under Ohio law, employees must 
recognize some use of CBD products can result in a positive drug test for marijuana 
depending on the THC content.  An employee who tests positive as a result of using 
CBD products is still subject to the City’s drug free workplace policy.   

 
Drug and Alcohol Testing Policy 
In order to maintain a safe and healthful work environment, the City reserves the right to 
set standards for employment and to require employees to submit to physical 
examinations including blood or urine tests for alcohol, illegal drugs, or the misuse of legal 
drugs where there is reasonable suspicion that an employee’s work performance is, or 
could be, affected by the condition.  

 
Where the City has a reasonable suspicion to believe that the employee is in violation of 
this policy, it may require the employee to go to a medical clinic, at the City’s expense, 
to provide blood and/or urine specimens.  Reasonable suspicion shall generally mean 
suspicion based on personal observation by a City representative, including descriptions 
of appearance, behavior, speech, breath, or inexplicable behavior. 

 
If requested, the employee shall sign a consent form authorizing the clinic to withdraw a 
specimen of blood or urine and release the test results to the City.  Refusal to sign a 
consent form or to provide a specimen will constitute insubordination and a presumption 
of impairment and may result in discharge.  

 
Any employee who tests positive may request retesting of the original specimen at their 
own expense.  
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Employees who return to work after the successful rehabilitation will be subject to random 
drug tests for a period of two years from the date of their return. 

 

Employees subject to random drug tests who refuse to participate in the drug/alcohol 
testing and/or rehabilitation program or who continue to test positive for substance 
abuse will face additional disciplinary actions, up to and including removal.  

 
Any employee involved in an accident may be subject to post accident alcohol and 
drug/alcohol testing.  

Employees who are required to hold a commercial driver’s license (CDL) will be required 
to participate in the City’s drug and alcohol testing program as required by federal law 
which includes pre-employment testing, post-accident testing, random testing, 
reasonable suspicion testing, and return-to-work testing.  Policies and procedures for 
these programs will be consistent with federal law and will be made available to 
employees required to hold CDL’s and their supervisors. 
 
Employees that hold a Commercial Driver’s License (CDL) or Commercial Learner’s 
permit (CLP) will be required to register with the Federal Motor Carriers S – A (FMCSA) 
Clearinghouse and enter their personal information and the City of Reynoldsburg or their 
designee will have the requirement that the following personal information collected and 
maintained under this part shall be reported to the Clearing House 
 

• A verified positive, adulterated, or substituted drug test result;  
• An alcohol confirmation test with a concentration of 0.04 or higher;  

• A refusal to submit to any test required by subpart C of this part;  

•  An employer's report of actual knowledge, as defined at § 382.107:  

o On duty alcohol use pursuant to § 382.205;  

o Pre-duty alcohol use pursuant to § 382.207;  

o Alcohol use following an accident pursuant to § 382.209; and  

o Controlled substance use pursuant to § 382.213;  

• A substance abuse professional (SAP as defined in § 40.3 of this title) report of the 
successful completion of the return-to-duty process;  

o A negative return-to-duty test; and  

o An employer's report of completion of follow-up testing.  
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Discipline 

The City may discipline an employee, for any violation of this policy.  Nothing herein shall 
be construed as a guarantee that the City will offer an opportunity for rehabilitation.  
Failure to successfully complete or participate in a prescribed rehabilitation program, if 
offered,  shall result in the employee’s discharge [including a refusal to test or a positive 
test result on a return to duty or follow-up test]. 
 
Refusal to Test 
Employees who refuse to submit to the required testing shall be subject to disciplinary 
action up to and including discharge.  A refusal to test for purposes of this policy shall 
include: 

• Failure to provide a sufficient sample provided there does not exist a valid medical 
explanation as to why the employee was unable to do so; 

 
• Any conduct that attempts to obstruct the testing process such as unavailability, 

leaving the scene of an accident without proper authorization,  delay in providing 
a sample, adulterating, substituting or attempting to adulterate or substitute a 
specimen during the testing process, regardless of whether such attempt results in 
a negative or positive diluted sample; 

 
• Failure to execute or release forms required as part of the testing process. 

 

Prescriptions/OTC Medications 
Employees must inform the City if they are taking any medication that may impair their 
ability to perform their job.  Employees on such medications must provide a written 
release from their treating licensed medical practitioner indicating that they are capable 
of performing their essential job functions, with or without reasonable accommodation.  
Employees are prohibited from performing any City function or duty while taking legal 
drugs that adversely affect their ability to safely perform any such function or duty.   
 
WORKPLACE VIOLENCE 
 

Zero Tolerance 
The City is committed to providing a work environment that is safe, secure and free of 
harassment, threats, intimidation and violence.  In furtherance of this commitment, the 
City enforces a zero tolerance policy for workplace violence.  Consistent with this policy, 
threats or acts of physical violence, including intimidation, harassment, and/or coercion 
which involve or affect employees, or which occur on City property or at a worksite, will 
not be tolerated.  Employees who are found to have committed acts of workplace 
violence will receive discipline and possible criminal prosecution, depending on the 
nature of the offense. 
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Prohibited Acts of Violence 

 
Prohibited acts of workplace violence include, but are not limited to, the following: (1) 
hitting or shoving; (2) threatening harm to an employee or his family, friends, associates, 
or property; (3) intentional destruction of property; (4) harassing or threatening telephone 
calls, letters or other forms of written or electronic communications, including email and 
website postings; (5) intimidating or attempting to coerce an employee to do wrongful 
acts, as defined by applicable law, administrative rule, policy, or work rule; (6) willful, 
malicious and repeated following of another person, also known as “stalking” and/or 
making threats with the intent to place another person in reasonable fear for his safety 
(7) suggesting or otherwise intimating that an act to injure persons or property is 
“appropriate”, without regard to the location where the suggestion or intimation occurs; 
and (8) unauthorized possession or inappropriate use of firearms, weapons, or any other 
dangerous devices on City property. 

 
Warning Signs and Risk Factors   
The following are examples of warning signs, symptoms and risk factors that may indicate 
an employee’s potential for violence.  In all situations, if violence appears imminent, 
employees should take the precautions necessary to assure their own safety and the 
safety of others.  An employee should immediately notify management if they witness 
any violent behavior, including, but not limited to, the following:  (1) hinting or bragging 
about a knowledge of firearms; (2) making intimidating statements such as: “You know 
what happened in Oklahoma City,” “I’ll get even,” or “You haven’t heard the last from 
me.”; (3) keeping records of other employees the individual believes to have violated 
departmental policy; (4) physical signs of anger, such as hard breathing, reddening of 
complexion, menacing stares, loudness, and profane speech; (5) acting out violently 
either verbally or physically; (6) excessive bitterness by a disgruntled employee or an ex-
employee; (7) being a “loner,” avoiding all social contact with co-workers; (8) having a 
romantic obsession with a co-worker who does not share that interest; (9) history of 
interpersonal conflict; (10) domestic problems, unstable/dysfunctional family; and (11) 
brooding, depressed, strange behavior. 
 
PERSONAL APPEARANCE/CITY CLOTHING 
 

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 
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in conformity with regulations established by the City due to the specialized nature of 
service provided or the employment position maintained. 

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

Certain employees may be required to wear regulation uniforms while on duty.  The 
applicable departments may establish policies and procedures governing uniforms.  
When employees are required to wear a regulation uniform, the City shall provide the 
uniforms and/or provide a uniform allowance as prescribed by the City ordinance or 
applicable collective bargaining agreement. 

Employees are required to keep uniforms neat, clean, and in good repair.  City-issued 
uniforms may only be worn by employees while conducting official City business. 
 

The City shall provide standard work clothing and safety equipment for all maintenance 
employees of the Parks and Recreation, Service, Street, Vehicle Maintenance, 
Water/Waste Water, Storm Water Utility and the Building Department employees.  Each 
item of work clothing shall be suitably and permanently identified as belonging to the 
City.  Any item unaccounted for shall be charged to the employee. Employees that are 
provided work wear will be required to wear it. 

 

Non-Uniform Clothing 

Employees not required to wear uniforms daily, may be provided shirts, sweaters, and 
jackets with the City of Reynoldsburg logo. The clothing may be worn for work at any time 
but are primarily to be worn for special events where it is desired the City of Reynoldsburg 
employees can be identified.  

All clothing purchased must be approved colors and be branded with City of 
Reynoldsburg logo/name. Department directors are responsible approving clothing 
options with the City of Reynoldsburg logo. 

While wearing city branded clothing, employees are to conduct themselves in a 
professional manner.  This portion of the policy does negate the ability of the City of 
Reynoldsburg from providing protective clothing, boots, vests, gloves, aprons or other 
items deemed protective in nature and intended for specific purposes.  

Uniforms or clothing purchased by the city and distributed to employees will be treated 
as a fringe benefit, included as wages to the employee and subject to withholding tax 
purposes unless not permitted by law. 
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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 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 as agreed upon in the 
collective bargaining agreement.  

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.  Dry cleaning will be provided to staff who serve as Court Liaisons. Employees shall 
utilize the dry cleaning facility or facilities designated by the City.   

The City will provide clothing/equipment per the collective bargaining agreements.  

 

  

Commented [SC12]:  Moved from Chapter 160 to PPM 
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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. 
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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 to their Supervisor, Manager, or 
appropriate authority using the established chain of command.  This duty includes 
incidents actually observed, reported by residents, reported by staff, or suspected due 
to other facts. 

When the City believes that discipline of a classified employee in the form of a paid or 
unpaid suspension, reduction or elimination of longevity pay, demotion or termination is 
possible, a pre-disciplinary conference shall be scheduled.  Prior to the pre-disciplinary 
meeting, the employee will be provided with written notice of the charges against him.  
At the pre-disciplinary conference, the employee may respond to the charges or have 
his chosen representative respond.  Failure to attend the pre-disciplinary conference shall 
be deemed a waiver of the conference. 
 
Unclassified employees are not entitled to a pre-disciplinary conference. 
 
Classified employees may appeal suspensions of more than three (3) days, reductions in 
pay or position, or removals to the Civil Service Commission consistent with the City’s civil 
service rules. 
 
 
COMPLAINT PROCEDURE (Unless covered under the collective bargaining agreement – 
See Contract) 
 
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 should be heard promptly, and action taken to resolve or clarify a particular 
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situation.  Complaints regarding unlawful discrimination or harassment should be brought 
according to the unlawful discrimination and harassment policy contained in this 
manual. 
 
All employees shall have the right to file a complaint without fear of retaliation.  No 
employee shall be disciplined, harassed or treated unfairly in any manner as a result of 
filing a complaint.  A complaint is defined as a disagreement between an employee and 
City as to the interpretation or application of official policies, departmental rules and 
regulations, or other disagreements perceived to be unfair or inequitable relating to 
treatment or other conditions of employment.  The following is the procedure to be 
followed when an employee has a complaint as defined above: 

Step 1: Immediate Supervisor 
 
An employee having a complaint shall file it in writing with his Immediate Supervisor, 
as outlined in the procedure for his work unit.  The employee’s Immediate Supervisor 
will review the complaint and attempt to resolve the complaint within a reasonable 
time and will provide the employee with a written response.  Step 1 may be bypassed 
by either the employee or Immediate Supervisor if the Immediate Supervisor lacks the 
authority to make a change and/or the Immediate Supervisor is the subject of the 
complaint.   

Step 2: Department Head 
 
Where the employee is not satisfied with Step 1 response of the Immediate Supervisor, 
the employee may submit the original complaint to the Department Head within 
seven (7) calendar days of the supervisor’s written response.  The Department Head 
will review all material provided and provide the employee with a written response in 
a timely manner. 
 
Step 3: Mayor (or Designee) 
 
Where the employee is not satisfied with the Step 2 response, the employee may 
submit the original complaint to the Mayor, or Designee, within seven (7) calendar 
days.  The Mayor, or Designee, will review all material provided and will provide the 
employee with a written response in a timely manner.   
 
Step 4: Civil Service Commission 
 
1. If the complaint is not resolved, the aggrieved may file an appeal with the 

Appointing Authority within five (5) working days after receiving a reply from 
the Director as noted in Step 3.  All decisions of the Appointing Authority are 
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final, except those under the jurisdiction of the Reynoldsburg Civil Service 
Commission. 

2. This grievance procedure will not apply to matters of reduction in pay, 
involuntary discharge, demotion, or suspension.  There is a separate appeal 
process for classified employees under the Civil Service Commission to handle 
these problems. 

Time limits as set forth in the procedure may be extended by mutual agreement of 
the parties in writing. 

 

DURATION OF RECORDS 
 
All actions of record will be maintained in each employee’s personnel file throughout his 
period of employment, with the exception that any records of documented warnings will 
be removed from the file, upon the written request of the employee, one (1) year after 
such action was taken, provided no further corrective action of the same or similar nature 
has occurred.  Written reprimands will be removed from the file upon the request of the 
employee, two (2) years after such action was taken, provided no further corrective 
action of the same or similar nature has occurred.  Suspensions shall be removed from 
the file, upon the employee’s request, four (4) years after such action was taken, 
provided that no further corrective action of the same or similar nature has occurred and 
further provided that the City can show no compelling need to retain such records 
beyond this time limit.  All actions of record including warnings, written reprimands, and 
suspensions removed from an employee’s personnel file shall be maintained in a 
separate sealed file.  Reductions in pay or position shall be removed from a personnel file 
and shall be maintained in a sealed file upon the employee’s request, four (4) years after 
such action was taken provided that the City can show no compelling need to retain 
such records beyond this time limit.  Removed records, maintained in a sealed file, may 
only be accessed by the City in response to and defense of allegations filed against the 
City or its officials by the employee or by a third party, but shall not be utilized for any 
other purpose including discipline, promotions, or assignments, or pursuant to applicable 
law. 

Removed records shall be destroyed in accordance with the City Records Commission. 

 

LACTATION BREAKS 
 

Employees who have recently given birth will be allowed a reasonable break time in 
order to nurse or express breast milk, for up to one year after the child’s birth.  The 
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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.  The Fair Labor 
Standards Act (FLSA) requires employers to provide reasonable break time for an 
employee to express breast milk for their nursing child for one year after the child's birth 
each time such employee has need to express the milk. Nursing mothers will be provided 
a reasonable amount of break time and a space to express milk as frequently as needed 
by the nursing employee, for up to one year following the birth of the employee’s child. 
The frequency of breaks needed to express breast milk as well as the duration of each 
break will likely vary. Please contact Human Resources directly if there are concerns with 
this policy.  

 
 
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. 
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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. 

 
 
AUDITOR OF STATE FRAUD REPORTING SYSTEM 
 

The Ohio Auditor of State’s Office maintains a system for reporting fraud, including the 
misuse of public money by any official or office.  The system allows all Ohio citizens, 
including public employees, the opportunity to make anonymous complaints through a 
toll free number, the Auditor of State’s website, or the United States mail.  Contact 
information is as follows: 

Telephone: 1-866-FRAUD OH (1-866-372-8364) 
US Mail: Ohio Auditor of State’s Office 
Special Investigations Unit 
88 East Broad Street 
P.O. Box 1140 
Columbus, OH 43215 
Web: www.ohioauditor.gov 
 

CONTACT WITH NEWS MEDIA/RESIDENTS 
 

Any employee contacted by the news media or a citizen on a matter related to City 
operations should direct the caller to contact the Appointing Authority or designee.  This 
policy is designed to avoid duplication, assure accuracy, and protect employees and 
the City from the dissemination of misstatements and misinformation.  

This policy does not prohibit employees from making a public statement, in their off duty 
hours, on matters of public concern.  However, this policy does prohibit employees from 
making unauthorized public statements during their working hours and from making 
public statements about matters of private concern that negatively impact the City. 
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EMPLOYEE INFORMATION AND RECORDS 
 
Employee Information 
 
The appropriate Appointing Authority shall establish and maintain a personnel file for 
each employee.  The employee is responsible for providing the employer with the 
following information: the employee’s legal name, address, telephone number, social 
security number, tax exemptions, affiliation with any branch of the armed services, the 
name and phone number of a person to contact in case of an emergency, loss of 
licensure or insurability, if applicable, and, any other requested information.  In addition 
to providing this information, the employee is also responsible for promptly reporting any 
change in the information. 

 
In the event the employer must send correspondence or other documentation to an 
employee who is on leave, the employer will mail the document to the last known 
address listed in the employee’s personnel file.  An employee will be considered to have 
constructive notice of any correspondence or documentation mailed to his last known 
address. 

 

RELEASE OF RECORDS:                    

With the exception of certain law enforcement entities, the City, as well as, its employees 
is subject to the mandates of Chapter 1347 of the Ohio Revised Code regarding personal 
information systems.  The City maintains records that are manually stored and records 
that are stored using electronic data processing equipment.  Records maintained by the 
City include personal information (i.e. employee information required above).  

The Human Resources Director is appointed to be directly responsible for the City’s 
personal information systems.  The City understands that it creates, receives, and 
maintains sensitive and private information, and will ensure that it collects, maintains, and 
uses only personal information that is necessary and relevant to the functions of the City.  
Personal information maintained by the City shall not be modified, destroyed, or 
disclosed without the approval of the Records Commission.  The City will continually 
monitor the personal information system, and make necessary adjustments to ensure the 
system’s accuracy.  Employees will be trained on the use of personal information, 
including review of this policy.  Employees who use personal information in an 
unauthorized manner shall be subject to the City’s disciplinary policy.   

Records maintained by the City that are not defined as “public records” in §149.43 of the 
Ohio Revised Code or other applicable provisions of law, shall not be released from an 
employee’s personnel file unless specifically authorized by such employee in 
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writing.  Pursuant to applicable law, medical records are not public records and are 
maintained in a separate file. Records maintained by the City that are defined as public 
records shall be released in accordance with law.  The City will attempt to give 
employees at least twenty-four hours notice before releasing their personal information 
in response to a public records request. 

 

 REVIEW OF FILE:                

Each employee shall have the right, with reasonable notice, to examine his personnel 
file.  Such examination shall be made on non-work time or at some other mutually 
agreeable time.  If an employee disputes the accuracy, timeliness, relevance, or 
completeness of documents in her file, he may submit a written request that the 
appointing authority investigate the current status of the information.  The appointing 
authority will make a reasonable investigation to determine the accuracy, timeliness, 
relevance, and completeness of the file, and will notify the employee of the results of the 
investigation and any plans the appointing authority has to take action with respect to 
the disputed information.   

Employees are not permitted to alter, add or remove documents or other information 
contained in their personnel files absent express authorization from the appropriate 
appointing authority.  An employee who alters, adds or removes documents or 
information from his personnel file without prior approval may be subject to discipline. 
Employees may submit a statement to be attached to any disputed document. 
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PERSONNEL POLICY MANUAL ACKNOWLEDGEMENT 
 
I acknowledge receipt of this manual and understand and agree that I am responsible 
for knowing its contents and for keeping updated.  I also understand that this manual is 
City property that must be returned to the appointing authority when I separate from 
employment with the City. 
 
I further acknowledge and understand that this manual does not create a contract of 
employment with the City for any purpose.  I agree and understand that any and all 
provisions of this manual may be modified or eliminated, without advance notice to me, 
at any time. 
 
 
 
  Issued To:  ______________________________ 
 
 
 
  Signed:  ______________________________ 
 
 
 
  Date Received: ______________________________ 
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STAFF REPORT 

REYNOLDSBURG CITY COUNCIL  
 
DATE: November 24, 2025 

RE: An Ordinance to Amend Chapter 160 Employee Compensation, 160.01 Definitions - 
Employee Service Date and Prior Service Credit, 160.02 Authorized Positions, 
Personnel, Classification and Pay Grade, 160.03 Salary Schedule, 160.04 Other 
Compensation,160.07 Longevity, 160.11 City Clothing, 160.12 City Clothing (Senior 
Police Management), 160.13 Paid Family Leave, Adding Section160.14 Acting 
Interim Pay, and Declaring an Emergency 

 
APPROVALS: 

Joe Begeny   
Chris Shook   
Mollie Prasher   
 
EMERGENCY: 
three-read emergency 

REASON FOR EMERGENCY: 
to update Chapter 160 to be effective January 1, 2026. 

STAFF REPORT: 
  
 
An Ordinance to Amend Chapter 160 Employee Compensation, 160.01 Definitions - 
Employee Service Date and Prior Service Credit, 160.02 Authorized Positions, 
Personnel, Classification and Pay Grade, 160.03 Salary Schedule, 160.04 Other 
Compensation,160.07 Longevity, 160.11 City Clothing, 160.12 City Clothing (Senior 
Police Management), 160.13 Paid Family Leave, Adding Section160.14 Acting Interim 
Pay, and Declaring an Emergency 
 
WHEREAS, the Council of the City of Reynoldsburg, Ohio, has determined that it is necessary 
to update Reynoldsburg's Chapter 160 Employee Compensation. 
 
NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF 
REYNOLDSBURG, OHIO:  
 
SECTION 1.  That the City of Reynoldsburg, Ohio amend Chapter 160 Employee 
Compensation, 160.01 Definitions - Employee Service Date and Prior Service Credit, 160.02 
Authorized Positions, Personnel, Classification and Pay Grade, 160.03 Salary Schedule, 
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160.04 Other Compensation,160.07 Longevity,  160.11 City Clothing, 160.12 City Clothing 
Senior Police Management, 160.13 Paid Family Leave, and 160.14 Acting Interim Pay. 
 
SECTION 2.  That this Ordinance is deemed to be an emergency measure necessary for the 
financial needs of the City and further to have the policy in place on January 1, 2024; 
therefore, upon adoption by Council this Ordinance shall be in effect immediately upon 
signature by the Mayor. 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Assistant Grounds 
Superintendent/Arborist 

Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Assistant Grounds 
Superintendent/Arborist 

DEPT: Parks and Recreation 

Pay Grade: 15-A Ord/Contract: Classified  
Reports To: Grounds Superintendent FLSA Status: Non-Exempt 
Revision Date: 12/17/202401/01/2026 Civil Service Type: Classified 

 
General Description:    
Under the direction of the Grounds Superintendent.  Oversight of the development and implementation of a comprehensive 
tree management plan.   

Essential Functions of Work  
• Develops and administers plans/procedures, including policies, objectives, long and short-term maintenance 

schedules, yearly tree acquisition 
• Compiles information for and submits the Tree City USA application annually 
• Oversight of the development and implementation of a comprehensive tree management plan including (not 

limited to); planting, pruning, health assessment and replacement of City-maintained trees 
• Plants, prunes and inspects trees and shrubs for disease infestation and other structural defects 
• Manages an annual tree replacement program, including (not limited to); plan development, contract management, 

inspection and ongoing care for planted trees 
• Instructs and trains staff on proper techniques for planting, pruning, disease detection and treatment of trees 
• Represents the City at Tree Commission meetings 
• Assists Grounds Superintendent in overseeing parks maintenance program (e.g., mowing, fertilizing, seeding, 

spraying, trimming, mulching of park grounds, ornamental areas, rights-of-way, recreation facilities, ball field 
maintenance) and repair activities (e.g., equipment repairs, building repairs, rehabbing of existing facilities) 

• Supervises (e.g., trains, schedules work assignments, signs leave requests) assigned staff (e.g., crew members, 
volunteers), and outside contractors 

• Oversees park maintenance operations when Grounds Superintendent is not present 
• Maintains shrubs, trees, grass in parks 
• Operates park maintenance equipment (e.g., trucks, mower, snow blower, tractors, field lining equipment, sod 

cutter, edger, chain saw), shop equipment (e.g., , table saw, band saw, drill press, electric drill, radial arm saw), 
and heavy equipment (e.g., tractors, front end loaders, back hoe, snow plows, large mower, infield preparation 
machine, auger, industrial air compressor) 

• Ensures proper preventative maintenance on departmental vehicles/equipment; performs all duties/tasks of crew 
member when necessary (e.g., shovels ice/snow, digs holes, empties trash, cleans restrooms, prepares athletic 
field(s) for league and tournament play) 

• Prepares and maintains appropriate records/files (e.g., maintenance records, facility maintenance, 
recommendations on maintenance) 

• Signs invoices and submits to department for payment; secures estimates and purchase order requests for 
necessary supplies and services 

• May represent department at City-related committees/professional organizations 
• Helps resolve complaints from public 
• Operates personal computer to prepare reports/memos 
• Performs other related parks maintenance tasks as required 
• Remains informed of current developments and procedures pertinent to duties 
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• Participates in staff development activities and services review procedures; attends assigned staff meetings and 
supervisory conferences 

• Maintains required licenses and/or certificates by obtaining necessary credits offered at classes, workshops, and 
conferences 

• Meets all job safety requirements and all applicable safety standards that pertain to essential functions 
• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 

 
Minimum Qualifications 

Education 
• Associate’s degree in horticulture or related field required 
• Bachelor’s degree in horticulture or related field preferred; plus two (2) years of experience or four (4) courses in 

horticulture/landscaping; plus six (6) months experience or one (1) course in supervision/team leading; or any 
equivalent combination of training and experience 

• Must possess and maintain an Ohio Commercial Pesticide Applicator’s License at time of application or the 
ability to obtain such within twelve (12) months of employment 

• Possession of a Commercial Driver’s License  CDL (Class B) with Passenger and Air Brake Endorsements or 
ability to obtain within twelve (12) months of employment 

• Possession or ability to obtain Municipal Specialist and Tree Risk Assessment certification/credential within 
twelve (12) months of employment and maintain certification/credential 

• Pass drug screen and physical prior to employment 
 
Knowledge, Skills and Abilities 
 
Knowledge of:   (*Indicates developed after employment)  

• Arboriculture, horticulture and grounds maintenance 
• Herbicide/pesticide use practices 
• Department policies and procedures*  
• Mechanical maintenance; park and recreation facilities, equipment, and supplies 
• Proper lifting techniques 
• Snow and ice removal 
• Assigning and supervising the work of others 
• Public relations; community resources and services 
• Records management 
• Supervisory principles and practices 
• Local geographical area 
• Safety practices and procedures 

 
Skills in: 

• Microsoft office 
• Mechanics 
• Carpentry 
• Motor vehicle operation; operation of grounds keeping equipment; snowplow operation 
• Tree pruning and removal techniques 

 
Ability to: 

• Interpret a variety of instructions in written, oral, picture, or schedule form 
• Deal with problems involving few variables within familiar context 
• Determine material and equipment needs 
• Calculate fractions, decimals, and percentages 
• Prepare accurate documentation 
• Respond to routine inquiries from public and/or officials; communicate effectively; train or instruct others 
• Recognize safety warnings 
• Understand technical manuals and/or verbal instructions 
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• Sort items into categories according to established methods; maintain records according to established procedures 
• Cooperate with co-workers on group projects 
• Answer routine telephone inquiries 
• Handle sensitive inquiries from officials and general public; develop and maintain effective working 

relationships; resolve complaints 
• Perform heavy manual labor 
• Travel to and gain access to work site 
• Utilize cleaning materials 

 
 
Working Conditions: 

• Heavy: lift, push, pull 30 to 60 pounds occasionally; 20 to 35 pounds frequently 
• Works in an area in which the means of egress is or can be obstructed 
• Is exposed to environmental conditions which may result in injury from fumes, odors, dusts, mists, gases, and/or 

poorly ventilated work areas 
• Is exposed to possible injury from hazardous gases, chemicals, flammables, or air contaminants 
• Is exposed to possible injury as a result of working with moving mechanical parts of equipment or machines 
• Is exposed to possible injury as a result of falling from high places 
• Works in or around crowds 
• Has contact with potentially violent or emotionally distraught persons 
• Has exposure to potentially vicious animals 
• Has exposure to hot, cold, wet, humid, or windy weather conditions 
• Has exposure to hazardous driving conditions 

 

CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

(2) Parks Ground Maintenance 

(2) Field and Landscape Operator 

 
 
 

Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Building Inspector Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Building Inspector DEPT: Building Dept 

Pay Grade: 15-A Ord/Contract: Classified  
Reports To: Chief Building Official FLSA Status: Non-Exempt 
Revision Date: 11/16/202301/01/2026 Civil Service Type: Classified 

 
General Description:    
Under the direction of the Chief Building Official.  Performs on-site inspections on commercial/residential 
buildings/structures to ensure compliance with approved plans and all applicable codes/ordinances. 

Essential Functions of Work  
• Performs on-site inspections (e.g. footer, foundation, structural, heating, insulation, occupancy and other related 

inspections) on commercial/residential buildings/structures to ensure compliance with approved plans and all 
applicable codes/ordinances 

• Receives/investigates complaints from homeowners during/after construction 
• Utilizes field equipment (e.g. tape measure, light meter, sound meter) to complete on-site inspections 
• Answers inquiries regarding building codes/construction methods, practices/procedures 
• Operates motor vehicle to travel to inspection sites 
• Inspects sidewalk form work for compliance with specifications 
• Marks work needed to be completed to correct problems/violations 
• Reviews applications/construction documents (e.g. blueprints, architectural drawings, homeowner-designed 

plans) for residential projects 
• Reviews plans for compliance with applicable building codes 
• Prepares/signs correction letters/certificate of plan approval letters for projects reviewed 
• Forwards plans to Zoning Officer for approval 
• Performs in-house plans examinations (e.g. decks, storage sheds, alterations to existing residential buildings) 
• Examines, prepares, and maintains various work-related documents (e.g. maintains daily inspection log, prepares 

correspondence, enters inspection results into database) 
• Prepares reports (e.g. monthly inspection report, yearly inspection) 
• Attends pre-construction meetings with contractors before construction begins 
• Refers citizens/property owner questions to Zoning Officer as needed 
• May testify in court on code violation cases 
• Attends trainings to stay current in profession 
• Remains informed of current developments and procedures pertinent to duties 
• Participates in staff development activities and services review procedures 
• Attends staff meetings and supervisory conferences 
• Maintains required licenses and/or certificates. 
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions 
• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 
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Minimum Qualifications 
Education 
• High school diploma or GED or equivalent 
• Residential Building Official and Building Inspector license issued by the State of Ohio Board of Building 

Standards 
• Three (3) years experience as a construction contractor or supervisor or as a skilled tradesman for work subject to 

inspection or equivalent combination of education, training, or experience 
 
Knowledge, Skills and Abilities 
 
Knowledge of: 

• Architecture, surveying techniques, Ohio Building Code 
• Construction regulations 
• Structural design principles 
• State and building codes 
• Building inspection techniques 
• Code enforcement procedures 
• Safety practices and procedures 
• Department policies and procedures 
• Building construction, maintenance, and repair 
• General construction, maintenance, and repair 
• Public relations, community resources and services 
• Office practices and procedures, English grammar and spelling 
• Records management, project management 
• Local geographical area 

 
Skill in: 

• Use of modern office equipment (e.g, personal computer, printer, fax) 
• Motor vehicle operation 
• Building inspection instruments and/or materials utilization 

 
Ability to: 

• Interpret extensive variety of technical material in books, journals, and manuals 
• Define problems, collect data, establish facts, and draw valid conclusions 
• Exercise independent judgment and discretion 
• Understand, interpret, and apply laws, rules, or regulations to specific situations 
• Calculate fractions, decimals, and percentages 
• Apply concepts of algebra and/or geometry 
• Compile and prepare reports 
• Use proper research methods to gather data 
• Respond to routine inquiries from public and/or officials 
• Communicate effectively, understand technical manuals and/or verbal instructions 
• Maintain records according to established procedures 
• Cooperate with co-workers on group projects 
• Handle sensitive inquiries from and contacts with officials and general public 
• Develop and maintain effective working relationships 
• Resolve complaints 
• Demonstrate physical agility 
• Travel to and gain access to work site 
• Identify and distinguish colors, detect poor workmanship, inferior materials, and structural/fire hazards 
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Working Conditions: 

• Medium: lift, push, pull 20 to 50 pounds occasionally; 10 to 25 pounds frequently 
• Works in the vicinity of floor or wall openings, elevated platforms, and/or runways. 
• Ascends and/or descends ladders, stairs, or scaffolds. 
• Works in an area in which the means of egress is or can be obstructed. 
• Is exposed to environmental conditions which may result in injury from fumes, odors, dusts, mists, gases, and/or 

poorly ventilated work areas. 
• Is exposed to possible injury as a result of falling from high places. 
• Has exposure to potentially vicious animals. 
• Has exposure to second-hand smoke 

 
CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

N/A 

 
 
 

Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 

Page 307 of 374



1 
 

 

 
7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Code Compliance Officer Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Code Compliance Officer DEPT: Building Dept 

Pay Grade: 10 Ord/Contract: Classified 
Reports To: Chief Building OfficialCode 

Compliance Officer Supervisor 
FLSA Status: Non-Exempt 

Revision Date: 01/08/202001/01/2026 Civil Service Type: Classified 
 
General Description:    
Under the direction of the Chief Building OfficialCode Compliance Officer Supervisor.  The Code Compliance Officers 
spend a large portion of their day in the field checking for violations of the City's zoning ordinances and International 
Property Maintenance Code for existing residential and commercial buildings and properties, with face to face interactions 
with the public. Documenting and posting violations.  Office time is spent entering information into the database, returning 
phone calls and preparing cases for court action if needed.  

Essential Functions of Work  
• Assist with the enforcement of zoning ordinances/environmental codes (e.g., building, construction and zoning) of 

Reynoldsburg. 
• Enforces the International Property Maintenance Code, investigates/inspects complaints (e.g., 

unlicensed/inoperable motor vehicles, trash, operation of businesses from residential areas, high grass/weeds, 
parking of vehicles on grass, sign violations) from public and posts code violation notices on properties 

• Communicates with residents regarding violation notices and the actions needed to reach compliance; coordinates 
target area programs (e.g., photographs existing building signage, visits building locations to check addresses on 
buildings, checks neighborhoods for placement of trees near sidewalks/streets); photographs violations for 
documentation 

• Prepares case files for court action (e.g., collects evidence, owner information, liaisons with city attorney on legal 
issues) and serves court citations; testifies at environmental court on property maintenance and zoning issues; 
examines, prepares, and maintains various work-related documents (e.g., maintains files regarding projects, 
prepares correspondence) 

• Enters violations, notices, inspections, pictures (e.g., high weeds/ grass, trash, housing maintenance, inoperable 
cars, sign code) into database 

• Writes periodic reports on code enforcement activities 
• Meets with City officials to discuss repair, demolition, or replacement of buildings; attends board meetings to 

discuss code violations; attends seminars regarding code requirements (or construction industry updates)         
• Remains informed of current developments and procedures pertinent to duties; participates in staff development 

activities and services review procedures; attends staff meetings and supervisory conferences    
• Maintains required licenses and/or certificates  
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential 

functions           
• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 
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Education 
• High School diploma or GED; 
• Two (2) courses or one (1) year experience in research principles; or equivalent education or experience, the 

experience or skills required to perform essential functions of the position, good computer and typing skills.  
• Must have or be able to obtain ICC Property Maintenance Certification within twelve (12) months of employment 

and maintain such certification thereafter 
• Must possess and maintain a valid Ohio driver's license 

 
Knowledge, Skills and Abilities 
 
Knowledge of:   (*Indicates developed after employment) 

• Property maintenance standards*  
• City of Reynoldsburg zoning/housing code*  
• Code enforcement procedures*  
• Zoning laws and/or regulations*  
• Department policies and procedures*  
• Photography 
• Office practices and procedures; English grammar and spelling 
• Records management 
• Local geographical area*  
• Code enforcement terminology* 
• Building terminology*. 

 
Skill in: 

• Computer operation; Use of modern office equipment (e.g., personal computer, printer, fax) 
• Motor vehicle operation 
•  Use or operation of photographic equipment 

 
Ability to: 

• Physically inspect limited access areas such as crawlspaces and attics through limited openings such as hatchways 
using ladders, or temporary stairs of less than desirable tread/riser ratios such as found on scaffolding stairs.  

• Must be able to define problems, collect data, establish facts, and draw valid conclusions; understand, interpret, 
and apply laws, rules, or regulations to specific situations; add, subtract, multiply, and divide whole numbers 

• Compile and prepare reports; respond to routine inquiries from public and/or officials 
•  Communicate clearly and effectively; understand a variety of written and/or verbal communications 
• Gather, collate, and classify information 
• Cooperate with co-workers on group projects 
•  Handle sensitive inquiries from and contacts with officials and general public 
• Develop and maintain effective working relationships and contribute to a positive work culture; resolve 

complaints in a professional manner 
 
Working Conditions: 

• Medium: lift, push, pull 20 to 50 pounds occasionally; 10 to 25 pounds frequently 
• Works in the vicinity of floor or wall openings, elevated platforms, and/or runways. 
• Ascends and/or descends ladders, stairs, or scaffolds. 
• Works in an area in which the means of egress is or can be obstructed. 
• Is exposed to environmental conditions which may result in injury from fumes, odors, dusts, mists, gases, and/or 

poorly ventilated work areas. 
• Is exposed to possible injury as a result of falling from high places. 
• Has exposure to potentially vicious animals. 
• Has exposure to second-hand smoke 
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CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

N/A 

 
 
 
 
 
 

Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Horticulture Assistant  Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Horticulture Assistant DEPT: Parks and Recreation 

Pay Grade: 912  Ord/Contract: Classified  
Reports To: Horticulturist FLSA Status: Non-Exempt 
Revision Date: 12/17/202401/01/2026 Civil Service Type: Classified 

 
General Description:    
Under the direction of the Parks and Recreation Director.  Performs a variety of landscaping tasks in order to assist the 
Horticulturist with the efficient operation of grounds and landscape maintenance. 

Essential Functions of Work  

• Assists in planting trees, shrubs, perennials, and annuals 
• Performs landscape maintenance as needed or assigned, including mowing, weeding, pruning, spring cleanup, 

edging, mulching, watering, and fall cleanup 
• Assists with landscape construction projects, including building of retaining walls, paver installation, grading, 

drainage work, and irrigation installation 
• Operates water truck and pump 
• Properly prunes indoor and outdoor ornamental plant specimens 
• Assists in various housekeeping tasks 
• Keeps direct supervisor promptly informed of key/significant issues or concerns. 
• Carries out duties and responsibilities in a safe and efficient manner to maintain a safe work environment and 

surrounding area for oneself, co-workers and public.  
• Responds to hazardous situations and/or potentially unsafe conditions by taking corrective action as capable and 

promptly notifying supervisory personnel. 
• Actively participates in related training 
• Performs related duties as assigned or apparent. 
• Assist with other general parks and landscape maintenance as needed. 
• Works at parks and city events. 
• Attends staff meetings and supervisory conferences 
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions 
• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 
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Minimum Qualifications 
 

Education/Experience  
• High school diploma  
• One year of experience in landscape maintenance 
• Working knowledge of small engine equipment and hand tools 
• Possess a valid Ohio driver’s license 
• Possession of a Commercial Driver’s License  CDL (Class B) with Passenger and Air Brake Endorsements or 

ability to obtain within twelve (12) months of employment 
• Pass pre-employment drug screen, physical, and background check 
• Ohio Department of Agriculture (ODA) categories 6A & 6D pesticide license or ability to obtain within twelve 

months of hire 

Knowledge, Skills and Abilities 
 
Knowledge of: 

• Woody and herbaceous plant identification as well as a general knowledge of insect identification.   
• Safety practices and procedures; federal, state, and municipal laws and/or regulations dealing with herbicides, 

pesticides, and other chemical applications. 
 
Skills in: 

• Proper planting techniques 
• Motor vehicle operation 
• Use and operation of greenhouse equipment 

 
Ability to: 

• Ability to use a variety of tools and equipment including: Automatic vehicles, small landscape equipment 
including: rototiller, string trimmer, bed edger, powered shears, and backpack blower, sprayers, pumps, and 
irrigation equipment, mower. 

• Willingness to work in all weather conditions outdoors and able to work on steep inclines 
• Willingness for continuing education opportunities in sustainable and organic pest control methods. 
• Drive a snow plow/plow and shovel sidewalks during snowy conditions. 
• Ability to develop and maintain effective working relationships with stakeholders, including employees and the 

general public. 
• Ability to speak and write clearly, concisely and persuasively using correct grammar, spelling and punctuation 

with ability to communicate one-on-one or in group settings. 
• Ability to perform work with a high degree of accuracy and organization. 
• Ability to work cooperatively with others. 
• Ability to perform with considerable independence and initiative. 

Working Conditions: 

• Ability to repeatedly lift 25 pounds and kneel/bend/stoop for extended periods of time. 
• Adverse weather conditions, heat/cold, snow/rain. 
• Is exposed to environmental conditions which may result in injury from fumes, odors, dusts, mists, gases, and/or 

poorly ventilated work areas. 
• Is exposed to possible injury from extremely noisy conditions above 85db. 
• Is exposed to possible injury from hazardous gases, chemicals, flammables, or air contaminants. 
• Is exposed to possible injury due to unclean or unsanitary conditions. 
• Is exposed to possible injury as a result of working with moving mechanical parts of equipment or machines. 
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CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

N/A 

 
 
 

Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Lead Permit Technician Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Lead Permit Technician DEPT: Building Dept 

Pay Grade: 15-A Ord/Contract: Classified  
Reports To: Chief Building Official Director of 

Public Service 
FLSA Status: Non-Exempt 

Revision Date: 07/01/201901/01/2026 Civil Service Type: Classified 
 
General Description:    
Under the direction of the Chief Building OfficialDirector of Public Service.  Reviews, reads and understands 
construction plans to ensure all city ordinances are followed.  Processes all permits after the completion of plan review 
and may process over the counter permits. Coordinates permit process with outside agencies to ensure all permit 
requirements are met. 
 
Essential Functions of Work  

• Serves as first point of contact for walk-in and phone customers of the Building Department 
• Answers general questions for processes and services provided by Building Department to include permit 

applications for commercial, residential, miscellaneous signs, temporary use, and projects in the City of 
Reynoldsburg 

• Reviews for completeness, records receipts and forwards to appropriate division for review 
• Provides fee information and project numbers for fee collections 
• Reviews, reads and understands construction plans to ensure all city ordinances are followed: processes all 

permits after the completion of plan review; may process over the counter permits. Coordinates permit process 
with outside agencies to ensure all permit requirements are met 

• Serves as file manager for electrical plumbing irrigators and mechanical trade licenses, insurance and bonds 
• Maintains files for all permit certificates of occupancy, vendor, health inspections and other documents issued or 

approved the building department 
• Performs records research to document project history compliance: prepares records retention & disposal 

schedules 
•  Inputs data into city computer software for monthly/yearly report preparation for review 
• Performs other administrative tasks: receives, opens, sorts & distributes mail to appropriate people, answers 

telephone & screens calls 
• Remains informed of current developments and procedures pertinent to duties 
• Participates in staff development activities and attends staff meetings 
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions 
• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 
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Minimum Qualifications 
Education 
• High school diploma or GED or equivalent 
• Two (2) years experience or training in administrative work preferably in a building department or any 

combination of education, training and experience that demonstrates the ability to perform office practices and 
procedures; or equivalent combination of training and experience. 

• Preferred education: Associates degree in public or business administration or related field 
 
Knowledge, Skills and Abilities 
 
Knowledge of: 

• Office practices & procedures 
• Human relations 
• City zoning & planning ordinances 
• English & grammar 

 
Skill in: 

• Use of modern office equipment (e.g, personal computer, printer, fax, copier) 
 

Ability to: 
• Maintain a pleasant, courteous, professional demeanor 
• Establish and maintain effective working relationship with the general public, other personnel and city officials 
• Communicate effective by telephone, email and in person 
• Meet deadlines and multi task under pressure 
• Answer routine inquiries from the public, resolve complaints from angry citizens and government officials. 
• Interpret variety of instructions in written, oral, picture or schedule form 
• Add, subtract, multiply & divide whole numbers 
• Comprehend & record figures accurately, copy material accurately & recognize grammatical & spelling errors 
• Maintain accurate records, screen mail, prepare meaningful, concise & accurate reports, sort item categories 

according to established methods 
• Gather, collate, & classify information about data, people or things 
• Organize, prioritize and carry out office work with minimal supervision 

 
Working Conditions: 

• Work is performed in a normal office environment. 
• Potentially exposed to angry customers 

 
CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

(1) Permit Technician 
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Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Permit Technician Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Permit Technician DEPT: Building Dept 

Pay Grade: 11 Ord/Contract: Classified  
Reports To: Chief Building OfficialLead Permit 

Technician 
FLSA Status: Non-Exempt 

Revision Date: 07/01/201901/01/2026 Civil Service Type: Classified 
 
General Description:    
Under the direction of the Chief Building OfficialLead Permit Technician.  Serves as first point of contact for walk-in and 
phone customers of the Building Department.  Answers general questions for processes and services provided by the 
Building Department.  
 
Essential Functions of Work  

• Serves as first point of contact for walk-in and phone customers of the building department 
• Answers general questions for processes and services provided by Building Department to include permit 

applications for commercial, residential, miscellaneous signs, temporary use, and projects in the City of 
Reynoldsburg 

• Reviews for completeness, records receipts and forwards to appropriate division for review 
• Provides fee information and project numbers for fee collections 
• Reviews, reads and understands construction plans to ensure all city ordinances are followed: processes all 

permits after the completion of plan review; may process over the counter permits. Coordinates permit process 
with outside agencies to ensure all permit requirements are met 

• Serves as file manager for electrical plumbing irrigators and mechanical trade licenses, insurance and bonds 
• Maintains files for all permit certificates of occupancy, vendor, health inspections and other documents issued or 

approved the building department 
• Performs records research to document project history compliance: prepares records retention & disposal 

schedules 
•  Inputs data into city computer software for monthly/yearly report preparation for review 
• Performs other administrative tasks: receives, opens, sorts & distributes mail to appropriate people, answers 

telephone & screens calls 
• Remains informed of current developments and procedures pertinent to duties 
• Participates in staff development activities and attends staff meetings 
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions 
• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 
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Minimum Qualifications 
Education 
• High school diploma or GED or equivalent 
• Two (2) years experience or training in administrative work preferably in a building department or any 

combination of education, training and experience that demonstrates the ability to perform office practices and 
procedures; or equivalent combination of training and experience. 

• Preferred education: Associates degree in public or business administration or related field 
 
Knowledge, Skills and Abilities 
 
Knowledge of: 

• Office practices & procedures 
• Human relations 
• City zoning & planning ordinances 
• English & grammar 

 
Skill in: 

• Use of modern office equipment (e.g, personal computer, printer, fax, copier) 
 

Ability to: 
• Maintain a pleasant, courteous, professional demeanor 
• Establish and maintain effective working relationship with the general public, other personnel and city officials 
• Communicate effective by telephone, email and in person 
• Meet deadlines and multi task under pressure 
• Answer routine inquiries from the public, resolve complaints from angry citizens and government officials. 
• Interpret variety of instructions in written, oral, picture or schedule form 
• Add, subtract, multiply & divide whole numbers 
• Comprehend & record figures accurately, copy material accurately & recognize grammatical & spelling errors 
• Maintain accurate records, screen mail, prepare meaningful, concise & accurate reports, sort item categories 

according to established methods 
• Gather, collate, & classify information about data, people or things 
• Organize, prioritize and carry out office work with minimal supervision 

 
Working Conditions: 

• Work is performed in a normal office environment. 
• Potentially exposed to angry customers 

 
CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

N/A 
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Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Recreation Coordinator Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Recreation Coordinator DEPT: Parks and Recreation 

Pay Grade: 710 Ord/Contract: Classified  
Reports To: Recreation Superintendent FLSA Status: Non-Exempt 
Revision Date: 08/10/202201/01/2026 Civil Service Type: Classified 

 
General Description:    
Under direction of the Recreation Superintendent.  The Recreation Coordinator performs a variety of planning, 
implementing and evaluating of recreation program to include all leagues, events, classes and camps as assigned. 

Essential Functions of Work  
• Performs variety of planning, implementing and evaluating of recreation programs to include all leagues, events, 

classes and camps as assigned (e.g. youth sports leagues, adult sports leagues, Movies in the Park, Tomato 
Festival, Safety Town, Home Alone, Nature-based outdoor education, etc.)  

•  Assist in recruitment and management of all volunteer coaches to ensure proper methods and procedures are 
being followed. This includes attending all pre-season coaches meetings, collecting background checks and 
concussion certification and creating new resources for our volunteer coaches to use 

• Performs routine equipment and supply inventory to ensure all programs are fully equipped with safe and suitable 
equipment and supplies. Makes recommendations to Recreation Superintendent on purchases based upon 
inventory records. Assists in the ordering, inventory and distributing of uniforms for all programs and leagues 

• Performs general office work such as word processing, filing, scheduling meetings, processing registrations, 
refunds and transfers, maintain records, generating reports, greeting visitors, answering questions by phone, email 
and in person, proofreading, following financial procedures, problem solving, and providing department specific 
information 

• Remains informed of current developments and procedures pertinent to duties; participates in staff development 
activities and services review procedures; attends staff meetings and supervisory conferences 

• Maintains required licenses and/or certificates 
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions 
• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 
•  May require employee to work flexible schedule including evenings, weekends and holidays 
• Performs other related duties as assigned 

 
Minimum Qualifications 

Education 
• Completion of Associates degree in Parks and Recreation, Natural Resources, Sports Management or similar 

discipline 
• One (1) year work experience in recreation, physical education, cultural arts, event planning, sports management; 

or an equivalent combination or education, training and/or experience 
• Preferred qualifications: Bachelor degree in Parks & Recreation Administration, Sports Management, Natural 

Resources, or similar discipline 
• Must possess and maintain valid Ohio driver’s license; and must maintain insurability under the City’s vehicle 

insurance policy 
• Must be CPR/AED and First Aid certified or be able to obtain within 12 months of employment 
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Knowledge, Skills and Abilities 
 
Knowledge of: 

• Youth Sports Leagues, Adult Sports Leagues, Environmental and Outdoor Education, Nature-Based Recreation, 
safety practices and procedures 

• Department policies and procedures 
• Park and recreation management 
• Standard office practices 

 
Skills in: 

• Developing recreation programs 
• Interpersonal communication 
• Organization and time management 
• Creating various athletic schedules 
• Microsoft Office (mainly Excel and Word) 
• Spelling, grammar, and mathematics 
• Customer service 

 
Ability to: 

• Interpret a variety of instructions in written, oral, picture or schedule form 
• Deal with problems involving few variables within familiar context 
• Communicate effectively 
• Recognize safety warnings 
• Maintain records according to established procedures 
• Answers routine inquiries from public 
• Complete office tasks as assigned 
• Develop and maintain working relationships with employees, coworkers, department heads, officials, volunteers, 

and general public 
• Travel to and gain access to work site(s) 

 
Working Conditions: 

• Light: lift, push, pull 20- 35 pounds occasionally; 10 – 20 pounds frequently 
• Works in conditions requiring long periods of sitting and computer work 
• Works in or around crowds 
• Has contact with potentially violent or emotionally distraught persons 
• Has exposure to hot, cold, wet, humid, or windy weather conditions 
• Has exposure to hazardous driving conditions 

 

CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

N/A 
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Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Senior Citizens Center Assistant Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Senior Citizens Center Assistant DEPT: Parks and Recreation 

Pay Grade: 59 Ord/Contract: Classified  
Reports To: Senior Center Manager FLSA Status: Non-Exempt 
Revision Date: 01/01/201701/01/2026 Civil Service Type: Classified 

 
General Description:    
Under the direction of the Senior Center Manager.  Assists with planning, organizing and coordination of senior programs 
for the Parks and Recreation Department. 

Essential Functions of Work  
• Assists with planning, organizing and coordination of senior programs for the Parks and Recreation Department 

(e.g. bingo, trips, crafts, cards, etc.) at the Reynoldsburg Senior Center 
• Participate in selecting guest speakers/performers, confirms attendance of members 
• Directs/coordinates/attends trips/shopping tours 
• Receives/secures money deposits from senior citizens 
• Answers questions from seniors/family members about senior programs offered by the City of Reynoldsburg 
• Oversees maintenance of database records, tracks membership and program activities and status 
• Takes charge of Senior Center operations when the Senior Center Manager is not present 
• Light kitchen duties such as cleaning up after senior functions 
• Prepares reports of senior citizen activities; assists with writing/printing/disbursement of bi-monthly newsletter; 

prepares various internal forms (e.g., sign in sheets, membership applications, new member information flyer) 
• Notifies park maintenance staff of maintenance needs; assists with building maintenance 
• Attends staff meetings, if the Senior Center Manager is unable to attend; provides written information to Senior 

Center Manager 
• Create and maintain all social media sites and daily power point events presentation 
• Remains informed of current developments and procedures pertinent to duties 
• Participates in staff development activities and reviews procedures 
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions 
• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 

 
Minimum Qualifications 

Education 
• Completion of Associate degree in social work, gerontology, or related field or two (2) years experience working 

with senior citizens 
• Two (2) courses or one (1) year experience in word processing including spreadsheet and data base management 
• Two (2) courses or one (1) year experience in public relations; or equivalent combination of training or 

experience. 
• Valid Ohio Driver’s License 
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Knowledge, Skills and Abilities 
 
Knowledge of:   (*Indicates developed after employment) 

• Grief counseling 
• Interviewing 
• Social work techniques; education techniques 
• Senior needs and services 
• Safety practices and procedures; laws, regulations, and rules governing senior citizens 
• Department goals and objectives; department policies and procedures*  
• First aid practices; Medicare and Medicaid laws, rules, and regulations 
• Park and recreation facilities, equipment, and supplies 
• Proper lifting techniques 
• Public relations; media relations; community resources and services; marketing 
• Office practices and procedures 
• English grammar and spelling 
• Records management 
• Gerontology 
• Supervisory principles and practices 
• Manpower planning; project management; social services policies, programs, rules, and regulations 
• Local geographical area 

 
Skills in: 

• Word processing; computer operation; use of modern office equipment 
• Motor vehicle operation 

 
Ability to: 

• Deal with problems involving several variables within familiar context, recognize unusual or threatening 
conditions and take appropriate action 

• Apply management principles to solve agency problems; exercise independent judgment and discretion; 
understand, interpret, and apply laws, rules, or regulations to specific situations 

• Determine material and equipment needs 
• Recognize safety warnings 
• Understand a variety of written and/or verbal communications 
• Gather, collate, and classify information; maintain records according to established procedures 
• Cooperate with co-workers on group projects 
• Answer routine telephone inquiries 
• Handle sensitive inquiries from and contacts general public; develop and maintain effective working 

relationships; resolve complaints 
• Perform light manual labor 
• Travel to and gain access to work site 
• Utilize cleaning materials 

 
Working Conditions: 

• Medium Work: lift, push, pull 40 pounds occasionally; 20 pounds frequently 
• Works in or around crowds 
• Has contact with potentially violent or emotionally distraught persons (on a daily basis) 
• Has exposure to hot, cold, wet, humid, or windy weather conditions 
• Has exposure to hazardous driving conditions 
• Multiple set up and break down of equipment used for events with center 

 

CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

N/A 
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Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

  
Position Description  

Ordinance 
Position Title: 

Arborist Forester Assistant  Employee Type: Full-Time (40-hr week) 

Working Title Arborist  Forester Assistant DEPT: Parks and Recreation 
Pay Grade: 9   12 Ord/Contract: Classified  
Reports To: Assistant Park  Forester 

Superintendent/Arborist 
FLSA Status: Non-Exempt 

Revision Date: 12/17/202401/01/2026 Civil Service Type: Classified 
 
General Description:    
Under the direction of the Parks and Recreation DirectorForester Superintendent.  Performs a variety of landscaping tasks 
in order to assist the Forester Superintendent with the efficient operation of for. 

Essential Functions of Work  
 

• Trim, raise, and deadwood trees on city property for safety, to meet ordinances and for aesthetics, etc. 
• Remove dead and hazardous trees, which can involve spraying or herbicide and/or stump grinding. 
• Operate various type of specialized equipment, both during emergencies and regularly scheduled tree service 

activities, such as aerial lift equipment, stump grinder, chemical sprayers, chain saw, etc., in addition to various 
trucks, loaders, backhoes, etc., as required.  

• Utilized specialized arborist equipment such as ropes, blocks, and pulleys associated with the trimming and 
removal of trees.  

• Plant trees and along streets. 
• Responsible for educating citizens on proper tree planting, maintenance and selection.  
• Assist in the maintenance of street “islands” including planting, weeding, trimming, removal and hedge trimming. 

Maintain paved and unpaved trails free of debris and fallen trees. 
• Assist in clearing land for a variety of projects including trail expansion. 
• Respond to storm damage, remove trees and debris from sidewalks, trails, vehicles, fences, etc. 
• Assist with other general parks and landscape maintenance as needed. 
• Works at parks and city events. 
• Attends staff meetings and supervisory conferences 
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions 
• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 

 
Minimum Qualifications 

Education/Experience  
 
• Associates degree or higher in related field. 
• One year of experience in landscape maintenance. 
• Working knowledge of small engine equipment and hand tools. 
• ISA Arborist certification or ability to obtain within twelve months of hire 
• Ohio Department of Agriculture (ODA) 6A pesticide license or ability to obtain within twelve months of hire. 
• Working knowledge of climbing harnesses/hardware, ropes, stump grinders, chainsaws, wood chippers, log 

splitters and bucket trucks. 
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• Possession of a Commercial Driver’s License  CDL (Class B) with Passenger and Air Brake Endorsements or 
ability to obtain within twelve (12) months of employment 

• Pass pre-employment drug screen, physical, and background check 

Knowledge, Skills and Abilities 
 
Knowledge of: 
 

• Woody and herbaceous plant identification as well as a general knowledge of insect identification.   
• Safety practices and procedures; federal, state, and municipal laws and/or regulations dealing with herbicides, 

pesticides, and other chemical applications. 
• Common pests, diseases, and abiotic disorders of woody plants grown in Ohio. 
• Best Management Practices and Industry Standards in the fields of tree planting, pruning, plant health care, site 

assessment, and tree selection. 
• Identification and inventory of municipal trees. 
• Tree risk assessment and mitigation practices. 
• Snow and ice removal 
• Public relations 
• Landscape maintenance 

 
Skills in: 
 

• Proper planting techniques 
• Tree pruning and removal techniques 
• Motor vehicle operation 
• Use and operation of landscape equipment 
• Plant health care 
• Invasive species/weed management techniques 
• Snowplow operations 

 
Ability to: 

• Ability to use a variety of tools and equipment including: Automatic vehicles, small landscape equipment 
including: rototiller, string trimmer, bed edger, powered shears, and backpack blower, sprayers, pumps, and 
irrigation equipment, mower. 

• Willingness to work in all weather conditions outdoors and able to work on steep inclines 
• Willingness for continuing education opportunities in sustainable and organic pest control methods. 
• Drive a snow plow/plow and shovel sidewalks during snowy conditions. 
• Ability to develop and maintain effective working relationships with stakeholders, including employees and the 

general public. 
• Ability to speak and write clearly, concisely and persuasively using correct grammar, spelling and punctuation 

with ability to communicate one-on-one or in group settings. 
• Ability to perform work with a high degree of accuracy and organization. 
• Ability to work cooperatively with others. 
• Ability to perform with considerable independence and initiative. 
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Working Conditions: 

• Ability to repeatedly lift 50 pounds and kneel/bend/stoop for extended periods of time. 
• Adverse weather conditions, heat/cold, snow/rain. 
• Is exposed to environmental conditions which may result in injury from fumes, odors, dusts, mists, gases, and/or 

poorly ventilated work areas. 
• Is exposed to possible injury from extremely noisy conditions above 85db. 
• Is exposed to possible injury from hazardous gases, chemicals, flammables, or air contaminants. 
• Is exposed to possible injury due to unclean or unsanitary conditions. 
• Is exposed to possible injury as a result of working with moving mechanical parts of equipment 

or machines. 
 

CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

N/A 

 

 
 
 
 

Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Economic Development Specialist Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Economic Development Specialist DEPT: Development 

Pay Grade: 14A Ord/Contract: Unclassified  
Reports To: Development Director FLSA Status: Non-Exempt 
Revision Date:   01/01/2026 Civil Service Type: Unclassified 

 
General Description:    
Under the direction of the Development Director, the Economic Development Specialist shall have the responsibility for 
developing and maintaining relationships with Reynoldsburg businesses, maintain Development Department records, and 
complete day-to-day office functions. The Economic Development Specialist responds to inquiries regarding general 
development issues, coordinates business outreach and programming, performs general administrative duties.  

Essential Functions of Work  
• Serves as general office resource for the Department 
• Performs specialized clerical and administrative tasks (some of which can be confidential in nature)  
• Schedules appointments, prepares correspondence, greets visitors 
• Maintains all records in accordance with retention scheduled 
• Takes notes at meetings, answers phones, receives/send mail 
• Records and processes all expenditures for the department in compliance with budget 
• Manages professional membership and subscriptions for Department 
• Researches and compiles information on a variety of development issues from multiple sources 
• Provides administrative and research support for the department 
• Assists staff in collecting and preparing data for various development projects 
• Assists the public and those seeking contact with the Department head in his/her absence 
• Responds or facilitates responses to requests for information from the public 
• Maintains contact with City personnel/departments, the general public and various government agencies/officials 

in order obtain or disseminate information to the essential position functions 
• Provides technical assistance and information to staff and the public in the administration of specific development 
• Completes and maintains the City’s business lists and uses the business list to organize Business Retention visits 

both individually and with the Development Director  
• Coordinates the programming for Build Your Own Business (BYOB) events  
• Updates listings in Zoom Prospector and gathers information from their departments and utilities to respond to 

RFIs as needed 
• Prepares and executes business strategy for Old Reynoldsburg. 
• Collects parcel data and researches land records 
• Prepares maps, charts, tables of information and databases 
• Attends public meetings assisting other planning staff as needed 
• Coordinates, prepares and staffs the annual Tax Incentive Review Council (TIRC) and Housing Council meetings 

and prepares documents for City Council review 
• Remains informed of current developments and procedures pertinent to duties 
• Participates in staff development activities and services review procedures 
• Attends staff meetings and training as required   
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions 
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• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 

 
Minimum Qualifications 

Education 
• High school diploma or GED or equivalent 
• Undergraduate degree in business, communications, marketing, planning, public administration or directly related 

field preferred 

Experience  
• Completion of secondary education or equivalent or any equivalent combination of education 
• Experience in economic or community development, business assistance, commercial development, and/or business 

retention programs preferred. Experience or training providing the required knowledge, skills and abilities 
• Has proven ability in oral and written communications 
• Has the ability to establish and maintain effective working relationships with public officials, state and federal 

authorities, civic leaders and the general public 

Knowledge, Skills and Abilities 
 
Knowledge of: 

• Data processing techniques and procedures, database management 
• Council and committee goals and objectives, Council and committee policies and procedures 
• Government structure and process, local laws and/or regulations 
• Public relations, media relations, community resources and services 
• Office practices and procedures, English grammar and spelling, records management, general office management 

Skills in:   

• Microsoft Office 
• Organizing work, meeting deadlines, and following up on completed assignments 
• Communicating orally and in writing with internal staff, public officials, citizens, management staff and external 

partners in order to give and receive accurate information in a courteous manner 

Ability to:   

• Interpret a variety of instructions in written, oral, picture, or schedule form 
• Deal with many variables and determine specific actions 
• Define problems, collect data, establish facts and draw valid conclusions to exercise independent judgement and 

discretion 
• Understand, interpret, and apply laws, rules or regulations to specific situations 
• Select most qualified applicant according specifications for referral 
• Calculate fractions, decimals, and percentages 
• Copy material accurately and recognize grammatical and spelling errors 
• Compile and prepare reports, write and/or edit documents for publication 
• Respond to routine inquiries from public and/or officials 
• Communicate effectively 
• Sort items into categories according to established methods, gather, collate, and classify information 
• Maintain records according to established procedures 
• Cooperate with co-workers on group projects 
• Answer routine telephone inquiries 
• Handle sensitive inquiries from and contacts with officials and general public 
• Develop and maintain effective working relationships 
• Resolve complaints 

Commented [RB1]:  I recommend this not being 
preferred. Technically as written, someone with a high 
school diploma or GED and no work experience would 
qualify. 
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Working Conditions: 

• Work is performed in a normal office environment with little exposure to outdoor temperatures or dirt and dust. 
• The incumbent's working conditions are typically moderately quiet. 

 

 

 

CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

N/A 

 
 
 

Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Forester Superintendent Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Forester Superintendent DEPT: Parks and Recreation 

Pay Grade: 18 Ord/Contract: Classified  
Reports To: Director of Parks & Recreation FLSA Status: Exempt 
Revision Date: 12/17/2024 Civil Service Type: Classified 

 
General Description:    
Under the direction of the Director of Parks and Recreation, the Forester Superintendent supervises, oversees, and assists 
with the planning, implementation, and management of urban forestry programs and natural resource initiatives. This 
position is responsible for maintaining and enhancing the health, safety, and sustainability of public trees, forests, and 
green spaces throughout the City of Reynoldsburg. 
 
Essential Functions of Work  
 

• Develops and implements urban forestry programs including tree planting, pruning, removal, and disease control. 
• Maintains trees, shrubs in city parks, public spaces, and rights-of-way to ensure health and aesthetics. 
• Supervises forestry staff and contractors, ensuring safe, efficient, and environmentally responsible operations. 
• Conducts tree risk assessments and site inspections to identify hazards and recommend mitigation strategies. 
• Oversees inventory and mapping of public trees using GIS or other digital tools to track health and maintenance 

needs. 
• Coordinates emergency response efforts related to storm damage, fallen trees, or other forestry-related incidents. 
• Works with developers and planning staff to ensure appropriate tree species and planting standards are followed 

in new developments. 
• Reviews, updates, and enforces the city’s tree ordinance to reflect best practices and community needs. 
• Chairs or actively participates in the City Tree Commission, guiding policy and public engagement efforts. 
• Applies for and maintains documentation required for Tree City USA designation and other forestry-related 

awards. 
• Plans and coordinates Arbor Day and Earth Day events, including educational programming and community tree 

planting. 
• Ensures compliance with local, state, and federal regulations related to tree care, conservation, and land use. 
• Collaborates with city departments, utilities, and community organizations to align forestry efforts with broader 

goals. 
• Leads public outreach and education initiatives to promote tree stewardship and environmental awareness. 
• Prepares reports, presentations, and recommendations for city leadership and advisory boards. 
• Monitors and evaluates program effectiveness, adjusting strategies based on data and feedback. 
• Trains staff and volunteers in safe tree care practices and environmental best management techniques. 
• Stays current with industry trends and innovations in urban forestry, arboriculture, and sustainability. 
• Participates in staff development activities and services review procedures 
• Attends staff meetings and supervisory conferences 
• Maintains required licenses and/or certificates 
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions 
• Demonstrates regular and predictable attendance 
• Performs other related duties as assigned 
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Minimum Qualifications 

Education & Certification 
 
• Minimum of an Associate’s degree in Forestry, Urban Forestry, Arboriculture, Environmental Science, Natural 

Resources, or a closely related field. 
• ISA Certified Arborist credential required or must be obtained within 12 months of date of hire 
• Additional certifications such as Tree Risk Assessment Qualification (TRAQ) or Municipal Specialist are highly 

desirable. 
• Minimum of 2 years of experience in forestry or land management. 
• Possession of a Commercial Driver’s License CDL (Class B) with Passenger and Air Brake Endorsements or 

ability to obtain within twelve (12) months of employment 
• Pass drug screen and physical prior to employment 
• SAF Certified Forester or must be obtained within 24 months of date of hire. 
• CPR/First Aid certified or must be obtained within 12 months of date of hire. 

 
Knowledge, Skills and Abilities 
 
Knowledge of:   (*Indicates developed after employment)  

• Industry standard safety/pesticide applications 
• Proper record keeping requirements 
• Practices and procedures department policies and procedures*  
• Park and recreation facilities, equipment, and supplies 
• Proper lifting techniques 
• Tree biology, identification, and care 
• Public relations 
• Community resources and services 
• Records management 
• Urban forest management practices 
• Pest and disease management 
• Environmental regulations and permitting 
• Supervisory principles and practices 
• Familiarity with budgeting, grant writing, and contract administration. 
• Local geographical area* 

 
Skills in: 

• Use of modern office equipment 
• Grounds keeping equipment mechanics and operation 
• Motor vehicle operation 
• Snowplow operation 
• Proficiency with GIS, tree inventory software, and Microsoft Office Suite 

 
Ability to: 

• Interpret a variety of instructions in written, oral, picture, or schedule form 
• Deal with problems involving few variables within familiar context 
• Determine material and equipment needs 
• Calculate fractions, decimals, and percentages 
• Prepare accurate documentation 
• Respond to routine inquiries from public and/or officials 
• Communicate effectively 
• Train or instruct others 
• Recognize safety warnings 
• Understand technical manuals and/or verbal instructions 
• Sort items into categories according to established methods 
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• Maintain records according to established procedures 
• Cooperate with coworkers on group projects 
• Answer routine telephone inquiries 
• Handle sensitive inquiries from and contacts with officials and general public 
• Develop and maintain effective working relationships 
• Resolve complaints 
• Perform heavy manual labor 
• Travel to and gain access to work site 
• Utilize cleaning materials 

 
 
Working Conditions: 

• Heavy: lift, push, pull 20 to 50 pounds occasionally; 10 to 25 pounds frequently 
• Ascends and/or descends ladders, stairs, or scaffolds 
• Is exposed to environmental conditions which may result in injury from fumes, odors, dusts, mists, gases, and/or 

poorly ventilated work areas 
• Is exposed to possible injury from hazardous gases, chemicals, flammables, or air contaminants 
• Is exposed to possible injury due to unclean or unsanitary conditions 
• Is exposed to possible injury as a result of working with moving mechanical parts of equipment or machines 
• Is exposed to possible injury as a result of falling from high places 
• Works in or around crowds 
• Has contact with potentially violent or emotionally distraught persons 
• Has exposure to potentially vicious animals 
• Has exposure to hot, cold, wet, humid, or windy weather conditions 
• Has exposure to hazardous driving conditions 

 

CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

Forester Assistant 

 
 
 

Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Administrative Specialist Employee Type:  Part-Time (40-hr week) 

Working 
Title:  

Administrative Specialist DEPT:  Auditor 

Pay Grade: 13 Ord/Contract:  Unclassified 
Reports To: Auditor FLSA Status:  Non-Exempt 
Revision Date: 01/01/2026 Civil Service Type:  Unclassified 

 
General Description:    
Under the direction of the City Auditor, the Administrative Specialist performs a variety of administrative, clerical, and 
customer service duties to support the operations of the City Auditor’s Office.  The position assists with document 
preparation, meeting coordination, records management, and communication with internal departments, City Council, and 
the public.  Responsibilities include preparing meeting minutes, maintaining official files.  Work involves handling 
confidential information and ensuring smooth daily operations in a professional, organized, and efficient manner. 

Essential Functions of Work  
• Provide administrative and clerical support to the City Auditor including correspondence, scheduling, and 

document management. 
• Prepare, proofread, and distribute letters, reports, memos, and other official documents. 
• Serve as the first point of contact for the Auditor’s Office, greeting visitors, answering phones, and responding to 

inquiries or referring them appropriately. 
• Maintain calendars, schedule meetings, and coordinate appointments, and logistics for the City Auditor. 
• Occasional extended hours may be required during peak reporting or meeting periods. 
• Prepare meeting agendas, compile necessary materials, and record accurate minutes for internal staff meetings, 

City Council sessions, and other official gatherings. 
• Assist in assembling financial and administrative reports, audit materials, and documentation for City Council or 

public meetings. 
• Organize and maintain electronic and paper filing systems in accordance with City record retention policies. 
• Process incoming and outgoing mail, deliveries, and interoffice communications. 
• Manage office supplies, inventory, and service requests. 
• Support communications between the Auditor’s Office, City Council, and other departments to ensure timely and 

accurate information sharing. 
• Provide general information and customer service to employees, vendors, and the public in a professional and 

courteous manner. 
• Maintain confidentiality in handling sensitive financial, personnel, and administrative matters. 
• Perform other related duties as assigned by the City Auditor to support the efficient operations of the department. 

 
 

Minimum Qualifications 
• Associate or Bachelor degree in Office Administration, Business, Public Administration, or a related field. 
• Two (2) years of responsible administrative or clerical experience, preferably in a government, finance, or 

professional office environment. 
 
Preferred Qualifications 

• Experience supporting an elected official, senior manager, or executive 
• Familiarity with local government operations, public meeting requirements, and recordkeeping 
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• Proficiency with Microsoft Suite (Word, Excel, Outlook, Teams). 
• Experience with agenda and minutes preparation software or document management systems (e.g. Laserfiche, 

RightWay, or similar) 
 
Knowledge, Skills and Abilities 
 
Knowledge of: 

• Office practices, records management, and administrative procedures. 
• Public meeting protocols and recordkeeping standards. 
• Customer service and communication techniques. 

 
Skill in: 

• Written and verbal communication, proofreading, and editing. 
• Organization, prioritization, and time management. 
• Preparation of clear and accurate meeting minutes. 
• Use of computers and standard office equipment. 
• Maintaining confidentiality and exercising sound judgment. 

 
Ability to: 

• Prepare detailed and accurate meeting agendas and minutes. 
• Communicate professionally with city officials, staff, and the public. 
• Follow instructions, meet deadlines, and work independently. 
• Establish and maintain positive working relationships within the department and across city offices. 
• Adapt to changing priorities and perform duties with accuracy and professionalism. 

 
Working Conditions: 

• Work is performed in a normal office environment. 
• The incumbent’s working conditions are typically moderately quite. 

 
Physical Demands: 

• Sedentary work; involves sitting most of the time 
• Must be able to lift, push, pull up to 10 pounds occasionally. 

 

CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

N/A 
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Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 
Position Description  

Ordinance 
Position Title: 

Payroll Specialist Employee Type:  Full-Time (40-hr week) 

Working 
Title:  

Payroll Specialist DEPT:  Auditor 

Pay Grade:  13 
 

 

Reports To: Finance Manager FLSA Status:  Non-Exempt 
Revision Date:  01/01/2026 Civil Service Type:  Classified 

 
General Description:    
Under the direction of the Finance Manager, this position performs a variety of professional and technical accounting 
duties with a primary focus on bi-weekly payroll processing and accounts payable/receivable functions.  The position 
ensures accurate, timely financial transactions and assists with general accounting and administrative duties that support 
the City Auditor’s Office. 
 
Essential Functions of Work  

• Process payroll bi-weekly and monthly payroll for all departments; verify hours worked, leave balances, and 
ensure accuracy before submission to the bank. 

• Set up and maintain employee payroll data including new hires, terminations, changes in pay, deductions, and 
benefits (medical, dental, vision, life insurance, etc). 

• Position may require occasional extended hours during payroll processing or fiscal year-end close. 
• Process prior service credit, military differential pay, and update accruals and leave balances. 
• Review and import timekeeping data, including specialized payroll for departments for Police, etc 
• Maintain and reconcile payroll records, deductions, taxes, retirement contributions, and voluntary withholdings. 
• Prepare and file payroll-related reports (e.g. retirement, wage garnishments, quarterly, and year-end). 
• Ensure compliance with applicable bargaining unit agreements, City policies, and local, state, and federal 

regulations. 
• Maintain independent contractor payroll and retirement filings. 

 
Accounts Payable/Receivable 

• Receive, review, and process invoices for payment in accordance with City purchasing policies and procedures. 
• Verify supporting documentation, coding, and approval for all payables prior to disbursement. 
• Prepare and issue vendor checks, ACH payments, and maintain payment records. 
• Monitor accounts payable aging reports and communicate with vendors regarding payment status or 

discrepancies. 
• Receive, post, and reconcile incoming payments, deposits, and revenues to the appropriate funds or accounts. 
• Prepare bank deposits and assist in balancing monthly cash receipts and disbursements. 
• Assist with year-end reconciliations, including 1099 processing and audit preparation. 

 
General Accounting & Administrative Support 

• Maintain accurate and organized digital and paper financial records. 
• Assist in balancing accounts, preparing journal entries, and generating financial reports as needed. 
• Provide cross-training support to other finance staff during absences or peak workloads 
• Compose correspondence, answer inquiries, and provide exceptional customer service to employees, vendors, and 

the public. 
• Perform other related duties as assigned to support the overall function of the City Auditor’s Office. 
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Minimum Qualifications 
• Completion of an Associates OR Bachelor's degree from an accredited university or college in Accounting, 

Business Administration, Finance, Public Administration or a closely related field OR Eighteen (18) months’ 
experience or training in general accounting/bookkeeping, payroll, or financial recordkeeping 

 
Preferred Qualifications 

• Bachelor’s degree in Accounting, Finance, or related field. 
• Public Sector and/or union payroll experience 
• Experience with municipal accounting systems and payroll software  (e.g. NovaTime, RightWay, UAN or 

similar) 
• Proficient in Microsoft Excel and financial database management 

 
Required Skills/Abilities:  
 
Knowledge of:   

• Payroll and benefits administration principles. 
• Accounts payable/receivable procedures and internal control standards. 
• General accounting practices, financial reporting, and public recordkeeping. 
• City and department policies and procedures. 
• Microsoft Office Suite, especially Excel and Word. 
 

Skill in:   
• Accurate data entry and 10-key proficiency. 
• Operating office and financial software, calculators, and accounting systems. 
• Organizing, prioritizing, and managing multiple tasks with attention to detail. 
• Maintaining confidentiality of employee and financial data. 
• Exercising initiative and independent judgment within established policies. 

 
 
Ability to:   

• Reconcile and balance accounts with accuracy. 
• Communicate effectively both verbally and in writing. 
• Interpret and apply City policies, labor contracts, and fiscal regulations. 
• Establish and maintain cooperative working relationship with staff, vendors, and the public. 
• Provide excellent customer service and maintain professionalism in a fast-paced environment. 

 
Working Conditions: 

• Work is performed in standard office environment. 
• The noise level is generally moderate. 

 
 

PHYSICAL DEMANDS: 
Sedentary: lift, push, pull 10 pounds occasionally. 
 
CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 
N/A 
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Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Accountant 1 Employee Type: Full-Time (40-hr week) 

Working 
Title:  

Accountant 1 DEPT: Auditor 

Pay Grade:  15 
 

 

Reports To: Senior AccountantFinance Manager FLSA Status: Non-Exempt 
Revision Date: 05/01/2025 Civil Service Type: Classified 

 
General Description:    
Under the direction of the Senior Accountant.  Performs a variety of accounting, budgeting, and expenditure control.  
Work involves the application of Generally Accepted Accounting Principles (GAAP), Governmental Accounting 
Standards Board (GASB) Statements, Ohio Revised Code (ORC), codified ordinances, fund accounting, internal controls, 
and accounting systems. 
 
Essential Functions of Work  

 
• Provide financial services to all City departments 
• Maintaining accounting records, including general ledgers and journals. 
• Processing invoices and payments, both manually and electronically. 
• Receiving payments from customers. 
• Assist with processing payroll, including calculating wages, deductions, and taxes. 
• Providing customer service to the public. 
• Maintaining filing system and other office records. 
• Responsible for coordinating critical functions within the Finance Department including, but not limited to 

encumbrances, procurement card transactions, accounts payable, accounts receivable, capital assets, and issuing 
1099’s. 

• Assist in preparation of data and documents for annual audit. 
• Recommends systems and procedures to ensure the efficient flow of transactions and to ensure compliance with 

laws, regulations, contracts, and generally accepted accounting principles. 
• Performs other related duties and assigned. 

 

Minimum Qualifications 
 
• Completion of an Associate’s degree in accounting or related field. 

OR 
• Two (2) to Three (3) years of responsible accounting related experience. 

Required Skills/Abilities:  

• Knowledge of the principles and practices of governmental accounting and budgeting. 
• Knowledge of the laws, rules and regulations controlling budgetary fiscal record keeping. 
• Knowledge of internal accounting controls, practices and procedures. 
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• Ability to maintain confidentiality 
• Ability to plan and organize workloads and recommend process improvements. 
• Ability to prepare accounting reports through use of queries from existing databases and spreadsheet software. 
• Ability to analyze, evaluate, and develop accounting solutions involving policy and procedures. 
• Ability to communicate clearly and concisely, both verbally and in writing. 
• Ability to establish and maintain effective working relationships with other employees, officials, and the general 

public. 
• Ability to work independently; be a self-starter and develop solutions to accounting issues as they arise. 

 
Working Conditions: 

• Work is performed in a normal office environment. 
• The incumbent's working conditions are typically moderately quiet. 

 
Class Titles of Positions Directly Supervised: 

N/A 

 
 
 
 
 

Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

Assistant City Prosecutor Employee Type: Part-Time (10-hr week)Full-Time (40-
hr week) 

Working 
Title:  

Assistant City Prosecutor DEPT:  City Attorney 

Pay Grade: 19 Ord/Contract:  Unclassified 
Reports To: City Attorney FLSA Status:  Non-Exempt 
Revision Date: 01/01/200326 Civil Service Type:  Unclassified 

 
General Description:    
This is a part-time full-time position, under the direction of the City Attorney.  This position is responsible for case 
preparation, prepares/presents/prosecutes cases on behalf of the City and governmental entities before courts of law and 
administrative agencies within guidelines established by the City Attorney. 

Essential Functions of Work  
• Researches/analyzes various sources of law (e.g., constitutions, statutes, case law, ordinances, rules, regulations, 

treatises) for case preparation; prepares/presents/prosecutes cases on behalf of the City and governmental entities 
before courts of law and administrative agencies within guidelines established by the City Attorney 

• Prepares briefs, memoranda, pleadings, motions, etc 
• Analyzes case material and formulates legal strategies on behalf of the City/governmental entities/victims 
• Represents the City before the District Courts of Appeals 
• Renders legal advice to elected officials/administrative staff through correspondence and/or meetings 
• Advises police officers and other officials on proper prosecution or enforcement of criminal and traffic codes and 

City ordinances 
• Prepares written recommendations containing findings of fact and conclusions of law 
• Meets with City Attorney to advise and obtain input/ approval 
• Travels to court to deliver legal documentation, interview witnesses, and/or present cases 
• Conducts statistical analysis and prepares reports concerning case load and standards established by rules; 

reviews, prepares and maintains a variety of important confidential documents; responds to inquiries from City, 
state and federal officials, legislators and/or general public regarding legal issues; appears in public/private 
settings on behalf of the City and governmental entities to discuss law and policy issues; delivers speeches on 
behalf of the City; testifies before governmental bodies on behalf of City Attorney; discusses individual cases 
with media/public when appropriate 

• Remains informed of current developments and procedures pertinent to duties; participates in staff development 
activities and services review procedures; attends staff meetings and supervisory conferences 

• Maintains required licenses and/or certificates 
• Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions 
• Performs other related duties as assigned 

 
Minimum Qualifications 

Education 
• Completion of twenty-four (24) hours of continuing legal education from accredited programs for applicable two 

(2) year reporting period pursuant to Rule X of Rules of Government of Bar of Ohio  
• Admission to Ohio Bar pursuant to O.R.C. 5705.01; Must possess and maintain certificate of registration pursuant 

to Rule VII of Government of Bar of Ohio 
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Knowledge, Skills and Abilities 
 
Knowledge of: 

• Government structure and process 
• Ohio Supreme Court certification/licensure requirements 
• Federal, state, and municipal laws and/or regulations 
• Case preparation techniques 
• Department goals and objectives;* department policies and procedures;* public relations; media relations; 

community resources and services;* civil and criminal law; rules of evidence 
• Courtroom procedures; civil procedure; criminal procedure; legal terminology; court filing procedures; office 

practices and procedures 
• English grammar and spelling 
• Records management 

 
Skills in: 

• Word processing; computer operation; use of modern office equipment 
 
Ability to: 

• Define problems, collect data, establish facts, and draw valid conclusions 
• Understand, interpret, and apply laws, rules, or regulations to specific situations 
• Calculate statistics 
• Proofread technical materials, recognize errors, and make corrections 
• Use proper research methods to gather data 
• Develop complex reports and position papers; prepare documents as required 
• Prepare legal decisions 
• Respond to routine inquiries from public and/or officials 
• Prepare and deliver speeches and presentations; lecture on complex topics to highly specialized groups; 

communicate effectively; train or instruct others 
• Understand a variety of written and/or verbal communications 
• Gather, collate, and classify information; maintain records according to established procedures 
• Work alone on most tasks 
• Cooperate with co-workers on group projects 
• Answer routine telephone inquiries 
• Handle sensitive inquiries from and contacts with officials and general public 
• Develop and maintain effective working relationships 
• Resolve complaints 

 
Working Conditions: 

• Uses or works in proximity to the use of firearms 
• Works in or around crowds 
• Has contact with potentially violent or emotionally distraught persons 

 

CLASS TITLES OF POSITIONS DIRECTLY SUPERVISED: 

N/A 
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Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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7232 E. Main Street 

Reynoldsburg, OH 43068 
www.reynoldsburg.gov 

 

Position Description  

Ordinance 
Position Title: 

GIS Administrator Employee Type: Full-time: 30 hours 

Working 
Title:  

GIS Administrator DEPT: Public Service 

Pay Grade: 17   
Reports To: Public Service Director FLSA Status: Non-ExemptExempt 
Revision Date: 4/25/202401/01/2026 Civil Service Type: Classified 

 
General Description:    
The position implements, maintains, and supports the business needs of departments and citywide with a specific focus on 
the technical and analytical duties involved in the development, implementation and coordination of the city’s GIS system. 
This position will have project management responsibilities including needs assessments, researching and recommending 
solutions for implementation of system solutions.  
 
Essential Functions of Work  

• Manages geographic data automation, production, and maintenance activities within the city.  
• Develops a citywide system; manages contracts with service providers responsible for the design, selection, 

integration and implementation of GIS; provides access to resources needed for development of the GIS. 
• Develops and provides GIS standards, training and guidance for GIS users within the city; coordinates and 

implements GIS policies and program objectives to ensure GIS is properly implemented and maintained within 
the context of the citywide GIS. 

• Develops, administers and maintains GIS web sites and applications for the Internet and performs continuous 
updates of core city GIS data and web site information.  

• Manages data and GIS integrations with various enterprise business systems (work orders, police dispatching, 
permitting, etc.). 

• Serves as project manager for the design, selection, integration and implementation of software systems involving 
GIS.  

• Provides technical support and training on citywide systems working with staff across all departments and third-
party vendors; interprets and resolves user questions related to technical support. 

• Conducts specialized spatial analyses, which may include analysis of nonspatial data. 
• Develops and creates GIS layers/data elements consistent with existing standards; performs digitizing and drafting 

as required; codes and digitizes maps and geographic features data into various layers with GIS; creates maps, 
reports and documents using data and statics derived from geographic information system. 

• Performs complex data analysis involving multiple levels of data and shares results via digital tools, dashboards, 
online and printed maps.  

• Works with multiple work groups to define project data objectives and completes complex analysis to produce the 
desired products for the projects. 

• Establishes and maintains effective working relationships with city leaders, fellow workers and vendor 
representatives; effectively communicates both orally and in writing, with same, often conveying technical 
information to non-technical audiences.  

• Makes oral and written presentations relative to various city projects utilizing geographic information systems 
(GIS) technology. 

• Stays abreast of GIS technologies and industry standards. 
• Performs other related duties as assigned. 
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Minimum Qualification: 

• Bachelor’s Degree  
• Masters’ Degree is preferred. 
• Four (4) years experience in revising, updating, and/or maintaining geographic information databases. 
• Additional experience using GIS software packages such ESRI, ArcGIS for Desktop (ArcMap, ArcGIS Pro, or 

MapInfo is a plus or can be substituted for the educational requirement on a year for year basis). 
• Geographic Information Systems Professional (GISP) certification through GIS Certification Institute may be 

substituted for the educational requirement.  
• A combination of education and/or work experience that provide the necessary knowledge, skills and abilities.  

 
 

•  Licensure or Certification Requirements 
•  Valid Ohio Driver’s License and the ability to maintain insurability under city’s vehicle insurance policy 

 
Knowledge/Skills and Abilities: 
 
Knowledge of: 

• City policies and procedures; mission and goals 
• Government structure operations and process 
• Public records protocol and retention requirements 
• Administrative support practices and procedures 
• Principles of project management 
• Computer systems capabilities and limitations. 
* may be developed after employment.  

 
Skills in: 

• Use of specialized computer software; modifying programs to perform routine system maintenance of applicable 
software.  

• Advanced operations within GIS software packages such as ESRI, ArcGIS for Desktop (ArcMap, ArcGIS Pro, or 
MapInfo) providing technical information in an appropriate format for the target audience. 

• Analyzing data sources and integrating source information into a geographic framework 
• Reading and interpreting technical documents which impact land use such as construction plans, real estate deeds, 

legal descriptions and legislation detail 
• Providing excellent customer service 
• Planning and tracking progress of projects such as system implementation and updates.  
 

Ability to: 
• Plan, design, coordinate, install, test, modify and maintain complex systems and subsystems 
• Establish and maintain effective working relationships with residents, consultants, developers, owners, vendors, 

staff at all levels of the organization, the public, governmental agencies and the private sector. 
• Complete work in compliance with deadlines, to handle work with frequent interruptions and handle stressful 

situations. 
• Handle confidential material in strict confidence 
• Exercise initiative and judgement within established guidelines 
• Organize work, set priorities and follow up on assignments with minimal supervision; track progress and allocate 

resources to achieve goals. 
• Analyze complex situations, problems and data, and use sound judgmental drawing conclusions and making 

decisions 
• Accurately respond to routine and sensitive inquiries from public officials, other departments, coworkers, 

jurisdictions and the public. 
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• Establish and maintain working relationships with employees, colleagues, government officials, public and 
members of the professional community. 

• Communicate both verbally and in writing; apply logical thinking to resolve problems or accomplish task; 
understand interpret and communicate complicated policies, procedures and protocols 

• Manage multiple priorities and efficiently organize and prioritize work assignments, projects and activities.  
 
Summary: 
The GIS Administrator is self-motivated and capable of managing multiple projects simultaneously. The individual is 
approachable and composed with a proven commitment to excellent customer services. The position requires the exercise 
of initiative, independent judgment advanced verbal and written communication skills, and significant contract with other 
staff at all levels of the organization, vendors, contractors, residents and businesses. The GIS Administrator provides 
comprehensive support, analysis, and professional competency for the citywide GIS program. This position will be an 
excellent team player to fulfill the duties of the position. They GIS Administrator will have customer focus, excellent 
problem solving, time management, priority setting, and strong organization skills. The individual will show initiative and 
innovation in fulfilling the duties of the position.  
 
Working Conditions: 

• Work is performed in a normal office environment 
• Has contact with potentially violent or emotionally distraught persons 

 
 

Position Description Approval 
 

 

Dates 

Department Head Signature:  

Human Resources Director Signature:  

Mayor Signature (Required for Director positions):  

 

 

Employee Acknowledgement and Receipt 

I confirm that I have received a copy of this job description and understand the requirements, essential functions and 
duties of the position. 

 

_________________________________ ___________________________ __/__/____ 
Print Employee Name    Employee Signature   Date 
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City of Reynoldsburg, Ohio 
 

Chapter 160 
 

Employee Compensation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

       01/01/20256 
 
 

Page 349 of 374



Revision 01/01/2026 
 

 
TABLE OF CONTENTS 

 
         

160.01 DEFINITIONS……………………………………………………………….. 1 
 
160.02 AUTHORIZED POSITIONS, PERSONNEL,  

CLASSIFICATION AND PAY GRADE……………………………………. 8 
      

160.03 SALARY SCHEDULE……………………………………………………….11 
 
160.04 OTHER COMPENSATION……………………………………………….…13 
 
160.05 OVERTIME ELIGIBILITY…………………………………………………..14 
 
160.06 OVERTIME PAY…………………………………………………………….15 
 
160.07 LONGEVITY…………………………………………………………………15 
 
160.08 ADMINISTRATION OF PAY PLAN…………………………………….….16 
 
160.09 GROUP INSURANCE………………………………………………………..17 
 
160.10 EDUCATIONAL ASSISTANCE……………………………………………..18 
 
160.11 CITY CLOTHING PROVIDED………………………………………………19 
 
160.12 CITY CLOTHING PROVIDED (SENIOR POLICE MANAGEMENT)…….20 

 
160.13 PAID FAMILY LEAVE           21 

 
 
 
 
 
 
 

Page 350 of 374



 Rev.   11/2025Revision 01/01/2026  1 
 

160.01 DEFINITIONS 
 
Active Pay Status:  Except where otherwise defined in this manual, active pay status 
is a period when an employee is eligible to receive pay directly from the City and 
includes hours worked, and/or paid leave. 
 
ADA:  Americans with Disabilities Act. 
 
Appointing Authority:  Elected Official, commission, board or body having the 
power to appoint, to remove, to suspend or otherwise discipline positions in any 
office, department, commission, or board.  
 
BWC:  abbreviation for Ohio Bureau of Workers' Compensation. 
 
City:  The City of Reynoldsburg, Ohio. 
 
Classification (Class): a position, or group of positions that involve similar 
responsibilities and require similar qualifications to which the same schedule of 
compensation equitably applies. 
 
Classification Plan (Class Plan):  alphabetically arranged compilation of the 
classification specifications for employees of the City. 
 
Classification Series:  classifications which are closely related, and grouped to form a 
career progression.   
 
Classification Title:  descriptive name of a group of positions similar enough to be 
included under a single classification. 
 
Classified Service:  all persons in the employ of the City, not specifically included in 
the unclassified service. 
 
Collective Bargaining Agreement:  written agreement(s) entered into between the 
City and an exclusive representative of employees of the City pursuant to ORC 
Section 4117.  
 
Commission:  the Civil Service Commission of the City of Reynoldsburg, Ohio.  
    
Compensatory Time:  the substitution of earned hours off, in lieu of overtime pay. 
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Continuous Service:  uninterrupted service of an employee with the City where no 
break in service occurs.  Authorized leaves of absence, or any separation from 
service which carries with it the right to reinstatement or reemployment shall not 
constitute a break in service provided the employee is reinstated or reemployed 
within the allowable time.  However, time spent on a leave of absence without pay, 
layoff, or other separation shall not be included where the completed service of the 
employee is utilized to determine eligibility for City-provided benefits, except where 
the employee has a right to such benefits under USERRA (Military Leave). 
 
Day(s):  unless otherwise specified, means calendar day(s). 
 
Demotion:  change in position that reduces the employee's scope of responsibility 
and compensation. 
 
Department:  city organizational unit directed and controlled by the City and charged 
with a specific public service function and mission. 
 
Department Head:   supervisor (as defined herein) charged with the responsibility of 
managing a department on behalf of the City.  Also called Director in some 
departments. 
 
Designee:  any person authorized by the City or management official to perform a 
function with or on behalf of the City or management official. 
 
Director: an unclassified supervisor (as defined herein) charged with the 
responsibility of managing a department on behalf of the City.  
 
Discourteous Treatment:  failure by an employee to treat others with respect, in a 
polite and courteous manner. 
 
Dishonesty:  disposition to lie, cheat, or defraud; untrustworthiness; lack of integrity. 
 
Distribution:  an act of distributing goods, materials, and/or written materials or 
literature. 
 
Division:  city organizational unit directed and controlled by the City and charged 
with a specific public service function and mission. 
 

Division Head: supervisor (as defined herein) charged with the responsibility of 
managing a division on behalf of the City.  Also called Superintendent in some 
divisions. 
 

Earned Time:  includes hours actually worked plus hours granted to the employee by 
the City for holiday, and/or any paid leave provided. 
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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, Full-Time – Forty hours:   A permanent employee who normally works a 
standard workweek of a minimum of forty (40) hours and is entitled to benefits and 
accruals based upon a forty (40) hour workweek  
 
Employee, Part-Time:  an employee who works less than thirty (30) hours per week, 
who is not entitled to benefits except vacation pay, holiday pay, and sick leave and 
personal days based upon the workweek assigned.  . 
 
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 .an employee may have had with the City or any other Ohio governmental 
agency or Ohio political subdivision.  The City will recognize prior service credit for 
employment with an Ohio agency that contributed to OPERS (Ohio Public Employee 
Retirement System), STRS (School Teachers Retirement System of Ohio), SERS 
(School Employees Retirement System of Ohio), OP&F (Ohio Police and Fire 
Pension Fund), or HPRS (State Highway Patrol Retirement System).  The City also 
recognizes prior service credit from Ohio Cities/government agencies that may 
contribute to their own retirement plan (ie. City of Cincinnati).  Part-time, seasonal, 
and intern service will be prorated when calculating eligible prior service credit. 
 
Employee, Three-quarter time:    – a permanent employee who normally works a 
standard workweek of a minimum of thirty (30) hours and is entitle to benefits and 
accruals based upon a thirty (30) hour workweek. 
 
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. 
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FLSA:  abbreviation for the Fair Labor Standards Act. 
 
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 another 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. 
Length of Service:  interval from the employee’s service date to any given date. 
 
Longevity:  Full-time and three-quarter employees of the City shall be eligible for 
longevity compensation as described in Chapter 160.07. 
 
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. 
 
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.  
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Overtime:  time worked by non-exempt full-time employees in excess of the normal 
schedule forty-hour workweek. 
 
Part-time: an individual that does not work a regular under a thirty-hour workweek. 
 
PERS:  abbreviation for the Public Employees Retirement System. 
 
PFDPF:  abbreviation for the Ohio Police and Fireman’s Disability and Pension 
Fund. 
 
Pay Period:  the official pay period shall be biweekly. 
 
Pay Plan:  schedule of compensation rates established for all classifications or 
positions in the City service. 
 
Personnel Actions:  a specific act by the City to implement a personnel decision (e.g. 
hiring, promotion, demotion, suspension, removal, layoff, wage increases). 
 
Personnel Decisions:  such decisions include, but are not limited to:  (1) recruitment, 
(2) selection, (3) placement, (4) testing, (5) training, (6) promotions and transfers, (7) 
layoff and recall, (8) removal, (9) disciplinary action, (10) employee benefits and 
compensation, and (11) tangible program services and benefits. 
 
Position:  group of duties and responsibilities assigned or delegated by competent 
authority to be performed by one (1) person.  All of the positions listed in the 
organizational chart constitute positions within City.  Positions and the duties of a  
position may be revised, but the employee's classification remains the same unless 
the position is reclassified. 
 
Prevailing Pay Rate:  rate of compensation in effect at any time. 
 
Prior Service Credit:  the City will allow service credit for any prior service an 
employee may have had with the City or any other Ohio governmental agency or 
Ohio political subdivision.  Part-time service will be pro-rated for prior service credit 
purposes.  The City will recognize prior service credit for employment with an Ohio 
agency that contributed to OPERS (Ohio Public Employee Retirement System), 
STRS (School Teachers Retirement System of Ohio), SERS (School Employees 
Retirement System of Ohio), OP&F (Ohio Police and Fire Pension Fund), or HPRS 
(State Highway Patrol Retirement System).  The City also recognizes prior service 
credit from Ohio Cities/government agencies that may contribute to their own 
retirement plan (ie. City of Cincinnati).  Part-time, seasonal, and intern service will 
be prorated when calculating eligible prior service credit. 
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Promotion:  change in position which results in an increase in an employee's 
compensation and responsibility. 
 
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.  
 
Temporary Appointment: Temporary appointments within the classified services are 
addressed in the Civil Service Rules. 
 
 
Transfer:  voluntary and/or involuntary reassignment from one position and/or 
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.  
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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. 
 
Vacation Leave:  period of time granted by the Appointing Authority or appropriate 
designee during which employees are exempt from work and paid at the employees 
prevailing rate. 
 
Vacation Year:  the interval of time based on the employee’s service date with the 
City and extends from service date to service date. 
 
Vendor:  any individual or group engaged in or desiring to engage in the supply of 
goods, materials, or services, (which are utilized in the conduct of public business) to 
the City and/or its employees.  
 

Work Area:  any office, room, or physical location where official City business is 
transacted and/or operations of the City are conducted. 
 
Work Time:  the time when an employee's duties require that the employee be 
engaged in work tasks.  
 
Written Reprimand:  written record of disciplinary action, usually issued after a 
written warning has failed to improve an employee's conduct or when the employee 
has committed a more serious violation, which is provided to the employee and 
placed in the employee's personnel file in an attempt to improve the employees 
conduct and performance. 
 
Written Warning: written documentation of a verbal counseling and instruction 
which is provided to the employee and placed in the employee's personnel file to 
correct any misconduct and improve the employee's conduct and performance. 
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160.02  AUTHORIZED POSITIONS, PERSONNEL, CLASSIFICATION AND PAY 
GRADE 
 
Position Personnel Classification Pay Grade 
    

(a) ADMINISTRATIVE 
Mayor 1 Unclassified See Sect. 141.01 
Auditor 1 Unclassified See Sect. 143.01 
City Attorney 1 Unclassified See Sect. 147.03 
Asst. City Attorney 1 Unclassified 22 
Asst. City Prosecutor 1 p/t Unclassified 19 
Asst. City Prosecutor 1 F/T (3/4)   
City Attorney Secretary 1 Unclassified 15 
City Attorney Clerk 1 Classified 13 
Criminal Justice Program 
Administrator 

 
1 

 
Unclassified 

 
14-A 

Mayor’s Secretary 1 Unclassified 15-A 
Clerk of Courts 1 Unclassified 20 
Assistant Clerk of Courts 1 Classified 13 
Deputy Clerk 1 F/T (3/4) Classified 9 
Deputy Clerk 1 Classified 9 
Clerk of Council 1 Unclassified 18 
Assistant Clerk of Council 1 p/t Unclassified 10 
Tax Financial Manager 1 Classified 20 
Deputy Auditor 1 Unclassified 15-A 
Auditor Secretary/Payroll 
Specialist 

 
1 

 
Unclassified 

 
13 

Administrative Specialist 
Payroll Specialist 
Finance Manager 

1 
1 
1 

Unclassified 
Classified 
Classified 

13 
13 
22 

Senior Accountant 1 Classified 17 
Accountant 1 
Civil Service Administrative 
Assistant 

1 
2 p/t 

Classified 
Unclassified 

15 
15 

Public Information/Special 
Events Director 

 
1 

 
Unclassified 

 
22 

Special Events Coordinator 1 Classified 8 
Public Information Specialist 1 Classified 10 
Diversity, Equity, Inclusion 
Compliance Manager 

 
1 

 
Classified 

 
21 

    
(b) DEPARTMENT OF COMPUTER SYSTEMS 

Director of Computer Systems 1 Unclassified 22 
Network Systems Administrator 1 Classified 19 
    
    
 (c) DEVELOPMENT DEPARTMENT 
Development Director 1 Unclassified 22 
Development Director 
Economic Development Specialist 
Administrative Assistant 

 
1 
1 

 
Classified 
Unclassified 

 
14-A 
13 

Planning & Zoning    

Commented [SC1]:  Moved Community Events Dept positions 
to next page 
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Administrator 1 Classified 20 
Planner 1 1 Classified 14-A 
Zoning Assistant 1 Classified 12 
    
 (d) HUMAN RESOURCES DEPARTMENT 
Director of Human Resources 1 Unclassified 22 
Human Resources Coordinator 1 Unclassified 14-A 
    
 (e) PARKS & RECREATION DEPARTMENT 
Director of Parks & Recreation 1 Unclassified 22 
Administrative Assistant 1 Unclassified 13 
Senior Center Manager 1 Classified 16 
Senior Citizens Center Assistant 1 Classified 59 
Senior Center Activities 
Instructor 

 
1 p/t 

 
Classified 

 
3 

Recreation Superintendent 1 Classified 18 
Grounds Superintendent 1 Classified 18 
Forester Superintendent 
Assistant Grounds  
Superintendent/Arborist 

1 
1 

Classified 
Classified 

18 
15-A 

Landscape Supervisor 1 Classified 14-A 
Parks and Grounds Maintenance 4 Classified 10 
Field and Landscape Operator 2 Classified 10 
Streetscape Maintenance 
Equipment Operator 
(To be shared with Service Dept) 

 
 

2* 

 
 
Classified 

 
 
10 

Horticulturist 1 Classified 14-A 
Horticulturist Assistant 1 Classified 912 
Recreation Coordinator 1 Classified 710 
Park Ranger 4 Classified 12 
Arborist Forester Assistant 1 Classified 912 
Seasonal & Occasional Variable Unclassified See 160.03 (d) & (e) 
    
 (f) POLICE DEPARTMENT 
Director of Public Safety 1 Unclassified 22 
Chief of Police 1 Classified 26A 
Deputy Chief of Police 1 Classified 24A 
Lieutenant 3 Classified See Chapter 166 
Sergeant 9 Classified See Chapter 166 
Police Officer 61 Classified See Chapter 166 
Dispatcher 910 Classified See Chapter 162 
Support Services Supervisor 1 Classified 16 
Property Room Coordinator 1 F/T (3/4) Classified 10 
Property Room Clerk 1 p/t Classified 7 
Chief of Police Administrative 
Assistant 

 
1 

 
Classified 

 
14-A 

Public Safety Records Technician 34 Classified 911 
Public Safety Records/Research 
Technician 

 
1 

 
Classified 

 
13 

Court Specialist 1 Classified 10 
Command & Staff Administrative 
Assistant 

 
1 

 
Classified 

 
14 
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Accreditation Manager 1 p/t Classified 10 
Training Coordinator 1 F/T (3/4) Classified 10 
Court Liaison 2 FT (3/4) Classified 13 
Public Safety Social Worker 
Supervisor 

 
1 

 
Classified 

 
17 

Public Safety Social Worker/ 
Victim Advocate 

 
2 

 
Classified 

 
16 

Community Liaison/Advocate 1 Classified 14-A 
    
 (g) SERVICE DEPARTMENT 
 (1) SERVICE DIVISION 
Director of Public Service 1 Unclassified 22 
Public Service Manager 1 Unclassified 21 
Administrative Assistant 1 Unclassified 13 
Administrative Assistant Front Desk 1 Classified 8 
GIS Administrator 1 Classified 17 
Maintenance Superintendent 1 Classified 18 
Custodian 34 Classified 5 
Maintenance Assistant Superintendent 1 Classified 14-A 
Building Maintenance Worker 1 Classified 11 
    
 (2) BUILDING DIVISION 
Chief Building Official 1 F/T (3/4) Classified 21 
Assistant Chief Building Inspector 1 Classified 17 
Plans Examiner 1 F/T (3/4) Classified 16 
Building Inspector 2 Classified 15-A 
Residential Building Inspector 1 Classified 14 
Electrical Inspector 1 F/T (3/4) Classified 14 
Lead Permit Technician 1 Classified 15-A 
Permit Technician 1 Classified 11 
Code Compliance Officer 4 Classified 10 
    
 (3) WATER/WASTE WATER DIVISION 
Superintendent 1 Classified 18 
Assistant Superintendent - Water 1 Classified 15-A 
Assistant Superintendent - WasteWater 
Maintenance Equipment Operator 

1 
7 

Classified 
Classified 

15-A 
10 

Billing Manager 1 Classified 15-A 
Account Clerk 2 4 Classified 10 
Administrative Assistant 1 Classified 9 
    
 (4) STREET DIVISION 
Superintendent 1 Classified 18 
Assistant Superintendent 1 Classified 15-A 
Administrative Assistant 
(To be shared w/StormWater Div) 

 
1* 

 
Classified 

 
9 

Maintenance Equipment Operator 5 Classified 10 
Maintenance Equipment Operator 
(To be shared w/StormWater Div) 

 
1* 

 
Classified 

 
10 

Streetscape Maintenance Equipment 
Operator 
(To be shared w/Parks & Recreation) 

 
2* 

 
Classified 

 
10 
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Fleet Maintenance Supervisor 1 Classified 15-A 
Fleet Maintenance Technician 2 Classified 10 
    
 (5) STORM WATER DIVISION 
Assistant Superintendent 1 Classified 15-A 
Administrative Assistant 
(To be shared w/Street Div) 

1* Classified 9 

Maintenance Equipment Operator 2 Classified 10 
Maintenance Equipment Operator 
(To be shared w/Street Div) 

1* Classified 10 

 
 (h) COMMUNITY EVENTS 
 

   

Public Information/Special 
Events Director 

 
1 

 
Unclassified 

 
22 

Special Events Coordinator 1 Classified 8 
Public Information Specialist 1 Classified 10 
Seasonal and Occasional Variable Unclassified See 160.03 (e) (4) 
    
 (i) DEPARTMENT OF ENGINEERING 
Director of Engineering 1 Unclassified 22 
 
 
SALARY SCHEDULE 
 
 
160.03 SALARY SCHEDULE 
 
(a) All permanent Part and Full Time Employees – NON SUPERVISORY PERSONNEL 
 
THE FOLLOWING PAY GRADES  
SHALL BE IN EFFECT ON JANUARY 1, 20256: 
 
*Nonexempt payroll will be based upon hourly rates derived from the annual rates. 
** Scale will automatically adjust by 2%  each year beginning January 1, 2022.  
 
 

Pay Grade  Step 1   Step 2   Step 3   Step 4   Step 5   Step 6  
3  $    17.56   $    18.43   $    19.35   $    20.32   $    21.34   $    22.40  
4  $    18.63   $    20.43   $    22.20   $    23.99   $    25.72   $    27.55  
5  $    19.09   $    20.94   $    22.76   $    24.60   $    26.36   $    28.24  
6  $    19.48   $    21.35   $    23.20   $    25.08   $    26.88   $    28.80  
7  $    19.86   $    21.79   $    23.66   $    25.58   $    27.42   $    29.37  
8  $    21.11   $    22.93   $    24.77   $    26.57   $    28.42   $    30.25  
9  $    22.13   $    24.03   $    25.97   $    27.85   $    29.79   $    31.71  

10  $    22.68   $    24.87   $    26.62   $    28.55   $    30.53   $    32.50  
11  $    23.13   $    25.13   $    27.15   $    29.11   $    31.15   $    33.16  
12  $    23.60   $    25.64   $    27.70   $    29.70   $    31.76   $    33.82  
13  $    24.07   $    26.15   $    28.25   $    30.30   $    32.41   $    34.49  
14  $    24.51   $    26.67   $    28.82   $    30.89   $    33.05   $    35.18  
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15  $    25.04   $    27.21   $    29.39   $    31.51   $    33.72   $    35.89  
 
Pay Grade  Step 1   Step 2   Step 3   Step 4   Step 5   Step 6  

3  $   18.09   $   18.98   $   19.93   $   20.93   $   21.98   $   23.07  

4  $   19.19   $   21.04   $   22.87   $   24.71   $   26.49   $   28.38  

5  $   19.66   $   21.57   $   23.44   $   25.34   $   27.15   $   29.09  

6  $   20.06   $   21.99   $   23.90   $   25.80   $   27.69   $   29.66  

7  $   20.46   $   22.44   $   24.37   $   26.35   $   28.24   $   30.25  

8  $   21.74   $   23.62   $   25.51   $   27.37   $   29.27   $   31.16  

9  $   22.79   $   24.75   $   26.47   $   28.69   $   30.68   $   32.66  

10  $   23.36   $   25.62   $   27.42   $   29.41   $   31.45   $   33.48  

11  $   23.82   $   25.88   $   27.96   $   29.98   $   32.08   $   34.15  

12  $   24.31   $   26.41   $   28.53   $   30.59   $   32.71   $   34.83  

13  $   24.79   $   26.93   $   29.10   $   31.21   $   33.38   $   35.52  

14  $   25.25   $   27.47   $   29.68   $   31.82   $   34.04   $   36.24  

15  $   25.79   $   28.03   $   30.27   $   32.46   $   34.73   $   36.97  
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(b) SUPERVISORY PAY RANGE  
 
Each year employees in the pay group will be given a merit increase based upon their 
performance and goals met each year. The Mayor will set the range each November, 
beginning in 2024 during the budget process. Once the range is established pay increases 
will be based on overall performance within the range set. Human Resources will develop 
the goal setting and evaluation process.  
 
Pay Grade Minimum Maximum 
14-A $ 28.92 29.79 $ 53.40 55.00 
15-A $ 29.99 30.89 $ 55.62 57.29 
16 $ 31.06 31.99 $ 57.85 59.59 
17 $ 32.14 33.10 $ 62.29 64.16 
18 $ 33.21 34.21 $ 64.52 66.46 
19 $ 34.28 35.31 $ 66.74 68.74 
20 $ 35.35 36.41 $ 68.97 71.04 
21 $ 42.85 44.14 $ 71.19 73.33 
22 $ 44.99 46.34 $ 73.42 75.62 

 
( c) Senior Police Management 
 

Pay Grade Minimum Maximum 
24A  $                   54.6356.27  $        77.8782.87 
26A  $                    59.8861.68  $       85.5288.52 

 
Holiday Compensation 
Full-time employees shall receive their regular compensation, which corresponds to the 
employee’s standard workday hours for holiday pay.  Part-time employees, defined as those 
working 29 hours or fewer per week, will receive 4-hours of holiday pay. 
 
 
(cd) Part Time Employee 
Part time employees’ rate of pay shall be set by the Appointing Authority within the pay 
grade assigned. 
 
(de) Seasonal Employee 
 
1) Parks and Recreation Department:  

    
Recreation Leader    $11.00 - $25.00 
Seasonal Maintenance Employee  $11.00 – $25.00 
Bus/Van Driver    $11.00 - $25.00 

 
2) Service Department 

Water/Wastewater Laborer   $11.00 - $125.00 per hour 
Service Seasonal Laborer     $11.00 - $125.00 per hour  
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3) Street Department  

Street Seasonal Laborer    $11.00 - $ 125.00 per hour  
 
4) Community Events Department  

Seasonal Community Events Employee $11.00 - $ 25.00 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 All Independent Contractors responsibilities must 
meet all requirement as defined by the Ohio Public Employees Retirement System. 
 
Exceptions to this area are as follows: 
 

(1) Parks and Recreation Department: 
Umpire/Referee-   $11.00 - $100.00 per game 
Program Assistant   $ 11.00 - $75.00 per game/hour 
 

(2) Service Department (Building Division) 
Building Plans Examiner 
Residential/Inspector  $13.00 - $1625.00 per hour 
 

College – Interns 
Permitted by a department that has funding available within the department budget for a 
college intern that will be on payroll on a part-time basis not to exceed six-months after 
college graduation with a secondary degree. There will be no benefits, holiday, vacation and 
sick leave earned.  
 
High School- Interns  
 

(a) If a high school student is receiving class credit for the internship and is 
performing duties during the academic year, there will be no compensation for 
this internship. The internship will be for one academic year. If no credit is given 
for the internship, then the student will be compensated in the hourly rate range 
of the Seasonal Recreation Leader pay. 

(b)  High school students that are not receiving class credit and the duties are 
performed during the school recess will receive an hourly rate in the range of the 
Seasonal Recreation Leader pay.  The internship will be in place no longer than 
the summer break. 

 
 

160.04  OTHER COMPENSATION 
 

(1) Water/Wastewater Departments – License Compensation 
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(a) Any hourly employee in the Water Department or Waste Water Department who 
receives a Class I, Class II, or Class III license from the Ohio EPA shall receive an 
additional amount per month for the highest held as follows: 

 
    Class I    $  75.00 
    Class II   $100.00 
    Class III   $150.00 
 

(b) An employee may be compensated for the highest license regardless of how 
many are within the Department. 
 

 
      (21)    All Second Shift Chapter 160 Eligible Employees Shift Differential 
 

A shift differential of one dollar ($1.00) per hour worked shall be paid to any 
Chapter 160 eligible employees when the majority of their regularly scheduled daily 
shift is after 1:00 p.m. and before 6:00 a.m.  This applies to employees that work 
three-quarter or forty-hour workweek.  

 
Employees who work less than 20 hours per week on a regular basis will receive no 
benefits. 

 
(32)Tomato Festival Event Staffing Compensation 

All employees are mandated to complete a minimum of one shift on either Friday or 
one shift on Saturday in support of the Tomato Festival.  The Appointing Authority 
reserves the right to assign or adjust an employee’s shift as necessary to meet the 
operational requirements of the event.  Any employee that works a four-hour shift on 
Thursday OR Friday outside their regular work day AND a four-hour  shift on 
Saturday of the Tomato Festival will receive their hourly pay and one (1) additional 
Bonus Personal day to be used no later than December 15 of the year earned.  The 
hours allocated for the bonus personal day will correspond to the employee’s 
standard workday hours.  Part-time employees, defined as those working 29 hours or 
fewer per week, will receive a 4-hour bonus personal day.  The Personal Day will 
calculate to your normal workday hours 
 (ie. if your normal workday is a ten (10) hour day you will receive a ten (10) hour 
Personal Day; if your normal workday is an eight (8) hour workday you will receive 
an eight (8) hour Personal Day; if your normal workday is a six (6) hour workday 
you will receive a six (6) hour Personal Day). Hourly rate is defined as current rate 
of pay or time and a half, if applicable.  Employees may elect to receive 
compensatory time in lieu of overtime if they wish.  Vacation and/or personal time 
requests will be approved by the Mayor during the Tomato Festival Event.  

 
 
160.05 OVERTIME ELIGIBILITY 
 
A. POLICY 
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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: 

 
Service Director Superintendent of Streets 
Development Director Superintendent of Water/Wastewater  
Parks & Recreation Director  Chief Building Official 
Human Resources Director  Clerk of Courts 
Chief of Police Tax Financial Manager 
Deputy Chief of Police Finance Manager 
Clerk of Council Assistant City Prosecutors 
Assistant City Attorney Planning & Zoning Administrator 
Parks Grounds Superintendent Recreation Superintendent 
Senior Accountant Building Maintenance Superintendent 
Criminal Justice Program Administrator Forester Superintendent 
Public Safety Social Worker/Victim 
Advocate Supervisor 

Special Events/Public Information  
DirectorPublic Information/Special 
Events Director 

   
  

 Such employees shall not receive a reduction in pay for absences of less than an 
entire work period (normally five [5] days).  Absences will first be deducted from the 
employee's accumulated sick leave, vacation, or other paid leave time, as 
appropriate. Sick leave, vacation leave, and holiday pay are based upon a 40 hour 
week for exempt employees. 

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

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

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

hours as determined by the City. 
 
160.06 OVERTIME PAY 

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

necessary to prevent loss of life, damage to property, or to continue essential City 
services.  Only full-time non-exempt employees are eligible for overtime pay.   

  
(b) Full-time employees required to work, in excess of the established regular work 
week, holidays and/or any paid leave during the scheduled work week, shall be 
compensated for the excess hours at the rate of one and one-half (1½) times their 
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. 
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(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  (Unless covered under the collective bargaining agreement – See 
Contract) 
 
Effective June 12, 2023, full-time (three-quarter to forty hour) non-bargaining unit 
employees of the City shall be eligible for longevity compensation on the anniversary of  
five (5) 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 non-bargaining unit employees who become eligible for longevity as of November 
1, 2014 will be paid longevity on their actual anniversary date with the city. The new rate 
effective January 1, 2023 is:  Eligible full-time (three quarter to forty hour) employees shall 
be entitled to longevity pay as set forth below to be paid on their actual anniversary date 
with the City. 
        

 From (Anniversary)   To (Conclusion of):     
            of 5th year   9th year  $ 650.00850.00 annually 
 10th year   14th year $ 900.001,100.00 annually 
 15th year   19th year $ 1,050.001,250.00 annually 
 20th year      ----  $ 1,200.001,400.00 annually 
 
 

Employees must be employed by the City of Reynoldsburg on their longevity payment date 
to receive longevity pay.  Longevity pay will not be prorated. 

 
 
160.08 ADMINISTRATION OF PAY PLAN 
 
(a) SALARY SCHEDULE AND PAY GRADES 
 

2) Effective January 1, 2021 the City will update the step program for non-bargaining 
unit employees in pay grades 1 through 15 in non-supervisory roles as reflected in 
160.03 (a). Effective January 1, 2021, any adjustments in step assignments will be 
made at the discretion of the Appointing Authority to fall in line with the new step 
program being implemented.  Effective January 1, 2023, each employee will then 
move through their steps on their anniversary date of each year that falls on years 
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that end in odd numbers. Effective January 1, 2022 and each January 1 thereafter the 
scale will adjust by two percent (2%) each year.  

 
2)  The Appointing Authority will determine what step an individual is assigned based 

upon the qualification at the time of the initial hiring/transfer/promotion.  
 

In the event an individual does not meet expectations on their annual review, moving 
to the next step could be delayed.  Any employee not meeting performance standards 
will be notified of a delay of the step increase by six-months.  At the six-month mark 
there will be another evaluation of performance and if the employee meets the 
performance standards, they will be granted their step increase and then move 
forward to their next step on their anniversary date.  The denial of an increase is not 
a disciplinary action nor a reduction in pay the employee has simply not earned an 
increase.  
 

3) If there are specific required certifications and/or licenses that is required for a 
position and it is achieved, the Appointing Authority may authorize the moving to a 
higher step within the range.  
 

4) For supervisory staff in pay grades 14 -26A hiring rate of pay will be based upon the 
minimum and maximum range set forth in each pay grade, based upon qualifications 
and approval of the appointing authority. Annual increases will be based upon annual 
performance reviews/feedback from their supervisor and/or Appointing Authority 
within the approved ranges and will be effective January 1 of each year. Any other 
salary adjustments will be made at the discretion of the Appointing Authority.  
 

5) All employee change forms shall be signed by the Appointing Authority, City 
Auditor or designee of the City Auditor, and the Human Resources Director to 
confirm that such change forms are consistent with the requirements set forth in 
Chapter 160. 

 
(b)    Cost of Living Adjustments  

On January 1 of each calendar year that is an even number, there will be a two-
percent (2%) cost of living adjustment for all non-bargaining unit employees.  

   
 (c)    Promotions 
            Upon promotion, the employee’s rate of pay shall be adjusted from their current pay 

grade and step and to the assigned pay grade and the step determined by the 
Appointing Authority.   

 
(d)   Transfers and Certain Other Appointments 
 
 Upon lateral transfer or appointment to a classification within the same Pay Grade, 

the employee’s pay rate will be set by the Appointing Authority pursuant to Section 
160.08 (a) (2).  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 will be approved by 
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the Appointing Authority. All benefits are retained when an employee transfers or is 
appointed to another position within the service of the City for any reason. 

 
 
160.09 GROUP INSURANCE 
 
(a) Each non-bargaining unit 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 non-bargaining unit employees and each 
newly elected official serving in the Mayor, City Attorney and  City Auditor 
who choose to utilize the City’s medical insurance will pay twelve (12%) of 
the monthly premium contribution. 

 
2. Effective January 1, 2008 for eligible non-bargaining unit 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 non-bargaining unit employees.  Said amounts 
will be placed into the individual H.S.A. by the Auditor not later than January 
15th of each year or as determined by the appropriate Labor Agreement.   

 
A. The following shall apply for each full-time non-bargaining employee 

and is eligible and covered  by Medicare coverage: 
 
The City will reimburse said full-time non-bargaining unit 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 covered by Medicare. 
 

3. Full-time non-bargaining unit 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.  Non-
bargaining unit employees who “opt out” of employee only coverage will be 
paid One Thousand Five Hundred Dollars ($1,500.00) annually.  Non-
bargaining unit employees who “opt out” of family coverage will be paid 
Two Thousand Five Hundred Dollars ($2,500.00) annually and any non-
bargaining unit 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. 
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           5. Each permanent three-quarter (30 hour) or more non-bargaining unit 

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. 

 
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 non-bargaining unit 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 non-bargaining unit 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 non-bargaining unit employee) is $3,500 per academic 
year.  
2.  The annual allowance for non-college credited coursework 
education assistance (per non-bargaining unit 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. 
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4. An employee who has received educational assistance must remain an employee for one 

(1) year following completion of the courses for which assistance was received.  Should 
an employee separate from service with the City of Reynoldsburg within the one (1) year 
period, except in the event of a disability retirement, that employee must repay any 
assistance received in the one (1) year period. 

 
 
160.11 CITY CLOTHING PROVIDED 
 
1. The Appointing Authority reserves the right to prescribe appropriate attire and 

grooming and to set standards which are deemed to be in the best interest of the City 
and ensure an appropriate image for the City. 

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

overall appearance be appropriate, in good taste, present a favorable public image, 
and be in conformity with regulations established by the City due to the specialized 
nature of service provided or the employment position maintained. 

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

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

applicable departments may establish policies and procedures governing uniforms.  
When employees are required to wear a regulation uniform, the City shall provide 
the uniforms and/or provide a uniform allowance as prescribed by the City ordinance 
or applicable collective bargaining agreement. 

 
5. Employees are required to keep uniforms neat, clean, and in good repair.  City-issued 
 uniforms may only be worn by employees while conducting official City business. 
 
6. The City shall provide standard work clothing and safety equipment for all 

maintenance employees of the Parks and Recreation, Service, Street, Vehicle 
Maintenance, Water/Waste Water, Storm Water Utility and the Building Department 
employees. Each item of work clothing shall be suitably and permanently identified 
as belonging to the City.  Any item unaccounted for shall be charged to the 
employee. 

 
7. Employees not required to wear uniforms daily, may be provided shirts, sweaters, 

and jackets, etc. with the City of Reynoldsburg logo. The clothing may be worn for 
work at any time but are primarily to be worn for special events where it is desired 
the City of Reynoldsburg employees can be identified.  

 
 All clothing purchased must be approved colors and be branded with City of 

Reynoldsburg logo/name. Department directors are responsible for approving 
clothing options with the City of Reynoldsburg logo.  
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 While wearing city branded clothing, employees are to conduct themselves in a 
professional manner.  This portion of the policy does not negate the ability of the 
City of Reynoldsburg from providing protective clothing, boots, vests, gloves, 
aprons or other items deemed protective in nature and intended for specific purposes.  

 
 Uniforms or clothing purchased by the city and distributed to employees will be 

treated as a fringe benefit, included as wages to the employee and subject to 
withholding tax purposes unless not permit by law.  

 
 
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 
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 as agreed upon in the 
collective bargaining agreement.  
 
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.  
Dry cleaning will be provided to staff who serve as Court Liaisons. Employees shall utilize 
the dry cleaning facility or facilities designated by the City.   
 
The City will provide clothing/equipment per the collective bargaining agreements.  
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SECTION 160.13. PAID FAMILY LEAVE 
 

(a) For purposes of this Section, the following terms and definitions apply: 
 

(1) “Family and Medical Leave Act” or “FMLA” shall mean The Family and 
Medical Leave Act of 1993, 29 U.S.C. Section 2601 et seq. 
 

(2) “Parent” shall mean an employee who is (a) either a biological, adoptive, step- or 
foster father or mother of a child, or (b) providing day-to-day care and financial 
support for a child who does not receive care and support from a biological, 
adoptive, step- or foster father or mother. 

 
(3) “Paid parental leave” shall mean a ten-week leave of absence for the purpose of a 

parent bonding with a newborn or with a newly adopted child in which the 
employee is compensated at 100 percent of his or her regular base rate of pay. 
Paid parental leave shall be in addition to, and not reduce, an employee’s balance 
of any other accrued paid leave provided to the employee by the City, including 
short-term disability associated with childbirth. 

 
(b) All full-time and three-quarter time non-bargaining unit employees who have been 

employed with the City for 12 or more months at the time of the birth, adoption, 
shall be eligible to take paid parental leave immediately upon the birth or placement 
of a child for adoption or foster care.  one time in a 12-month period. Employees 
covered under a collective bargaining agreement are eligible for parental leave as 
negotiated and detailed in their respective contracts. The requirement for one year of 
employment at the time of birth or adoption will be effective January 1, 2024. 

 
(c) Paid parental leave must be taken in one uninterrupted period of leave time and must 

be taken immediately upon within 12 months following the birth or placement of a 
child for adoption or foster care. Paid parental leave entitlement is ten (10) weeks of 
paid leave.  
 

(d) Paid parental leave shall run concurrently with Family Medical Leave Act leave and 
be counted against the amount of FMLA leave available to non-bargaining unit 
employees taking these benefits. 
 

(e) Whenever the birth or placement of a child for adoption or foster care is foreseen, the 
employee must provide the Director of Human Resources at least 30 days’ notice of 
his or her intention to take paid parental leave or paid childbirth leave. 
 

(f) A non-bargaining unit employee who would otherwise be eligible for paid parental 
leave pursuant to above, whose child is stillborn or dies during the third trimester of 
pregnancy, is eligible for four (4) calendar weeks of paid parental leave following 
the date of death of the unborn or stillborn child. In the event the newly born or 
adopted child dies during the period of time that the employee is on paid parental 
leave, the non-bargaining unit employee shall be entitled to the full extent of the paid 
parental leave permitted above, and the paid parental leave shall not terminate due to 
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the death of the child. All other provision of the paid parental leave granted pursuant 
to above shall apply. 
 

(g) If a non-bargaining unit employee is enrolled in group health insurance or other 
insurance benefits sponsored by the City, these benefits will continue as if the 
employee had not taken leave. 
 

(h) Paid parental leave taken by a non-bargaining unit employee shall not be counted as 
time worked for the purposes of calculating overtime. 
 

(i) The Director of Human Resources shall promulgate a policy related to provision of 
medical documentation, adoption or foster documentation, intermittent leave, 
returning to work, confidentiality and any other relevant considerations not 
inconsistent with this Section or the Family and Medical Leave Act. 
 

160.14  ACTING/INTERIM PAY 
 
Acting/Interim Pay will be considered for absences lasting a minimum of thirty (30) days 
and not to exceed ninety (90) days for reasons such as FMLA leave, Military leave, short-
term or long-term disability.  All acting or interim pay must be authorized by the Director of 
the Department, the Human Resources Director, and the Mayor.  Acting employees must 
assume the full and unique responsibilities of the higher-level position.  The acting/interim 
employee will receive a salary appropriate to that level of position during the minimum of 
thirty (30) days and not to exceed ninety (90) day timeframe.  Employees in second level 
management personnel, second in command personnel (e.g. Assistant Superintendent, Public 
Service Manager, Deputy Auditor, Finance Manager, etc.), and exempt employees, are 
expected to fulfill the responsibilities of their supervisors during any absence, as this is 
considered part of their regular duties; therefore, they will not receive acting or interim pay. 
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