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CITY OF LINTON

EXECUTIVE ORDER

WHEREAS, the City-of Linton, Indiana is an Equal Opportunity Employer; and

WHEREAS, The City of Linton, Indiana finds that it is imperative to enact a pérsonnel policies
handbook to promnilgate personnel policies, procedures, and records to comply with various state

and federal employment laws and regulations; and

WE[EI-IEAS, the City of Linton, Indiana has determinéd it is nécessary to amend personnel
policies from time to time; and . .

WHEREAS, the City of Linton; Indiana is committed 0 informing City employees and the

public about working conditions, policies, and employee benefits provided by the City of Linton,

Indiana; and

' WHEREAS, LC. 36-4-5-3 provides that the city executive (mayor) shall insure efficient

government of the eity;

NOW THEREFORE, I, Tom Jones, Mayor of the City of Linton, Indiana by virtue of the power
vested in me by the laws of the State of Indiana, hereby enact the attached personnel policies

handbook. .
The attached personnel polices handbook shall be in full force and effect from and after this

_& day of Zﬁ?g__, 2005

Mayor, U

- City of Linton, Indiana

ATTEST:

v %J-M

Cleld- Treasurer
City of Linton, Indiana




Table of Contents

1. PERSONNEL ADM]NISTRATION

1.1 - USBANDREVISION OF PERSONNEL POLICIBS HANDBOOK. ... 1
1.2 EXCEPTIONS AND SPECIAL CONDITIONS......corroor s S 1
1.3 “CITY OF LINTON” DEFINED...coosomsrsessesssrssmsssesesiessssssssgsessessssesoes I
14  MANAGEMENTRIGHTS......coonen R U .2
15  EQUALEMPLOYMENT OPPORTUNITY....ooorrrrce ST, 3
1.6 IMMIGRATIONLAW COMPLIANCE.....coooo. s I

2. EMPLOYMENT POLICIES -
2.1 RECRUITMENT........ S s o 4
2.2 NEPOTISM.orrrrrssrsmiersenmsmmrsssetmenns S SRR oreendh”
23 EMPLOYMENTAPPLICATIONS.ecrrvirrrmic e s 5
24 APPLICANTTESTING. coooosososrssosrssssen R 5
2.5  PRE-EMPLOYMENTINTERVIEWS..ooovirrmrese e 6
2.6  EMPLOYMENTREFERENCEAND BACKGROUND CEECKS. s 6

2.7 ORIENTATION o S B 6
28  MEDICALEXAMINATIONS. ... S :
2.9 BMPLOYMENT CATEGORTES...ooonsss s 7
210 PERSONNELEILES. ..o 7
211 ACCESSTOPERSONNEL FILES....o..oosrevemsermsrsssssrssens R 8
/212 PERSONALINFORMATION CHANGES......o.ooroorosssssiosemrsgrnsssrind
213 OUTSIDEEMPLOYMENT/CONELICT OFINTEREST. ... 9
214 PERFORMANCEEVALUATION.......oorovosoesosesssse ST 9

10

2015 HIPAA . ccreercecseecesmsssssssrassesses Ceereseeneeses s srenres — esessresesneasasssssersnassasnire



3. SALLARY ADMINISTRATION

3.1  WORKHOURS.. ... ettt e 11
3.1.1  MEALPERIODS oo S T, 1
" 32 . NORMAL WORKWEEK....ocrsrsmrmmmmismsmsmsgrsssssssssivasisissomseses 11
T T V115102121 SO et 11 -
34  OVERTIME...... ettt et e e e ot e RS — 11
3.5  WORKTIMERESTRICTED ...cococrcsmmssmtmmioemsssis st 12
3.6  COMPENSATORY TIME oo et 12
3.7+ WAGEPOLICY cooeroemssrersmsmssssssennessserenn O — 13
3.8  JOBDESCRIPTIONS/CLASSIFICATIONS ..o S &
3.9 COMPENSATION .o esessesess s S 14
3.10  ROUNDING..ooooomoooooooooeoeseseesese e e e 14
311 MULTIPLEPOSITIONS...ccmerseseseseemssesssmessmssesesss st o
312 PAY CORRECTIONS. .oomoorrosrrsesse e e e
3.13° PAYDEDUCTIONS/GARNISHMENTS.d......
'3.14  PROBATIONARYPERIOD. .ot 15
3.15  EMPLOYMENT TERMINATION. ... ST,
3.16 RESIGNATION ANDRETIREMENT oo 16
317 LAYOFFS ANDRECALL....o..corsscrr e e 17
318  RETURNOFPROPERTY oo e 17
3.19  EMERGENCY CLOSING..otcrosrrosersmsssmmssssmssssssss s J— 17
© 320 FIREDEPARTMENTLONGEVITY ..cocooooeeossosssnssseesssmeseessreses 18
4. EMPLOYEE BENEFITS
41  VACATIONBENEFITS....oocoerrorrsre e R 19
42 PERSONALLEAVE .o s 21
42.1 PersonalLeaveforFireﬁghters......................: ................................................ 21
4.2.2 - Personal Leave for POLCE OIfiCErs.....mummmrrrersseeren, reereaests s asesassaseenen 21
4.3 HOLIDAYS...ourreerssresrresins et s e 22
. | 23



44  BERBAVEMENTLEAVE ..o et 23
_ 44.1 BereavementLeaveforFJIeﬁghters ............. ‘ s st JRS— 24
45 BMPEOYEEINSURANCE ..o covensosssstessnssriis 2
4.6  DEFERRED COMPENSATION......_. ................... e e 24
4.7  PUBLICEMPLOYEES RETIREMENTFUND (PERF) ........................... 25
4.8  LEAVEOFABSENCE WITHOUT PAY eooroerosesesesenn e srenes 25
4.9 MILITARYLEAVE....ooiicossososcssososssssissesssesssmeessiessssessessessssos eosssssssssessesens 25 .
491 Anmal THaining v orrsorr S SO 25
4.9.2  Active Duty/Enlistment......:...c..uen — —— et ess et shaes .26
4.10  JURYDUTY ..oovmmntirrrrsorse e e e e e s e s i 27
" 411 WORKER'S COMPENSATION tvcnrrrimscrananmeresmsnsssionanniZ]
4.12 BENEFITS CONTINUATION (COBRAY.....cosessseeersssmsesenssssesessssessessssssesesmsseses 29
4.13  FAMILY ANDMEDICALLEAVEPOLICY...ovcvovsissrie s 29
4.14  AMERICANS WITHDISABILITIES ACT (ADA).coocvivcrsesnssnssssssimenes3 1
WORKING CONDITIONS
51  PRODUCTIVE WORK ENVIRONMENT ....ocuurrvrsivmsssmesssmsssssissssssssssssssmsessenss 33
52 SAFETY oo oo sesseeesssseesssssssessssses st sesssssessmeesssas nssrasssssen 33
53 APPEARANCEOEWORKAREAS........ooooooooooeoooeooe oo 33
'54 - USEQF TELEPHONES FAXMACI—]]N_ES AND CITYMAIL .....cooooeerereensreee 33
5.5  USEOF CELLULAR/MOBILEPHONES AND PAGERS ......oosvrrvrrr — 34
5.5.1 Personal Cellular/Mobile Phones aNd Pagers ..cocuvreeurcerenrsenesnnns ............... 34
, 5.5.2 CitylIssued CeHuIar/MobﬂePhpnes ANAPAZETS 1.vrvesnsreesnssessesessessesssnseesens 34
56  USEOFCOMPUTERS........ oot et e et st s e 34
57  USEOFELECTRONICMAIL (B-MAIL)....c.ooeeevrssossesssmssssssssessssessssessesssre 35
58  USEOFTHEINTERNET ..oooooromossessssesosesssssssssssssssossssssssssss s ssseses 36
'59  USEOFEQUIPMENTAND VEHICLES ..oo.eooe oo 37
510 DRUG-FREE WORKPLACE ..o sesese st 38

+ 5.10.1 Pre-Employment Screen PoliCY...cccceerereevrisinrirssssnrerisneses sessssessassaensesssssnss 38



5.1 0.2 “ThePurpose of this POLCY cserervresmss st s s sesssns siaenes 38

5.10.3 GEMEIAI POLCY. ...crmrrrrruenreresereesseiesrssesseesseseiesese s e eeeeee s seeee e e 39
5104 TESHIZ .o e 40
~ 5.10.5 Employee_’l‘estmgPosmve ........................................................................... 40
5.10.7 Police/Fire Depariment............. BSOS
5.10.8 Further Policy Revisions .............oo...... Teveeereenenes e 42

'5.10.9 FEDERAL MOTOR CARRIER SAFETY AND RESEARCH

AND SPECIAL PROGRAMS ADMINISTRATION
REGULATIONS (Commercial Driver’s License and Covered

Pipeline Operations Employees Drug andAIcoholTesﬂng) ........................... 43

" 5.11 BLOODBORNEPATHOGENS .............................................................................. 43

5.12 SMO_K]NG ....................................................................... SRR £

513 BUSINESS TRAVEL ..o oo o 44
6. PERSONAL CONDUCT

6.1  ATTENDANCEAND PUNCTUALITY «.coveureereeeeemeeresse oo oeeeeeeeeseeonso 45

6.2 . COMMISSIONOFAFELONYORUNLAWFUI,ACT ....................................... 45

(63 " GIFTSORGRATUITIES ..o ettt e 46

64 BUS]NESSETHICS/CONF_LICTOFH\ITEREST .............. ersssssnssengrarasaseesanarn rere 46

65 - SEXUALHARASSMENT ...oo..oocior oo e I

6.5.1 Definition of Sexual Harassment................. e e e 47

6.5.2 Reporting;Complaint ...... F— rrevesrenne SR s 48

6.5.3 Description OFMISCONAUCE wvvvvvesuuvrsrevessssssessssesesesessssssssssssssinsmsensssessesss e 49

6.5.4 TimeFrameForReportinngo_mplé.ints ......... TR S 50

655 ProtectionAgainsti{étaHaﬁoﬁ.......,..;7 ........................................................... 50

6.5.6 Tnvestigatingthe COMPIAIE . ..u...evr oo oo 50

6.5.7 Ident]ﬂcaﬁonoflnvesﬁgators....' ..... ereeernrtentr e aeeereansares S ................... 51

65.8 False ACCUSEHONS oo ................. S 51

6.5.9 Sanctions ... S, R 51

6.5.10 MamtalmngaWnttenRecordoftheComplamt..:................, ......................... 51

52

6.5.11 PIEVENHON ivverrerereesrestscrsassseesrssssssessesesssssesssessesssess e rereree



-

6.6 WORKPLACEVIOI;ENCE .................................. e 52 .

6.7 EMPLOYEE CONDUCT ..o S 53
7. BROBLEM RESOLUTION. ...t 58
SEVERABILITY oot T 60
INDEMNIFICATION............. s I
ENABLINGEXECUTIVE ORDER ....o..ooovrrr S 60
AMENDMENTS ..ot S SRR 60
EMPLOYEE ACKNOWLEDGMENT FORM ....ooccoooeeeserseescrssmesssosssioresiore 61



T .

11

1.2

1.3

Nothing in this handbook is intended in

1. PERS"ONNEL ADMINISTRATION

USE AND REVISION OF PERS ON'NEL POLICIES HANDBQOK

This City of Linton Personnel Policies Handbook is designed to prov_idé you with

" information about working conditions, employee benefits, and some of the policies affecting

your employment. You, should read, understand, and comply with all provisions of the
handbook. It describes many of your responsibilities as an employee and outlines the
programs developed by the City of Linton to benefit our employees. One of our objectives
istoprovide a work environment that is conducive to both personal and professional growth.

any sense to constitute a contract of employment.
employer. “At-Will” means the employee may resign at

The City of Linton is an "At-Will"
charge an employee at any fime with or without cause.

any time and the employer may dis

- Noemployee handbook can anticipate every circumstance or question about policy. As the

Cily continues to grow, the need may arise to change policies described in the handbook.
The City therefore reserves the right to revise, supplement, or rescind any policies or portion
of the handbook from time to time as it deems appropriate, in its sole and absolute discretion.
Employees will, of course, be notified of such changes as they occur.

While the City believes these policies are accurate, they are only summaries, and any
discrepancies between these summaries (e.g. insurance plans), shall be governed by the

actual terms of the underlying, more detailed plans.

This City of Linton Personnel Policies Handbook was adopted by Executive Order by the '
Mayor on __; and shall be in full force and effect upon adoption, and shall
supersede and repeal existing oral or written policies in conflict with the policies herein. .

X CEPTIONS AND SPECIAL CONDITIONS

- These policies apply to all City of Linton employees, except when in conflict with special

employment conditions set forth by vatious stafutes governing employment relationships,
including but not limited o elected officials and swom police officers, and collective

bargaining agreements,

“CITY. OF LINTON” DEFINED

In this personnel policies handbook, the “City of Linton” and/or “City” shall be defined to
mean Linton elected officials and depariment heads acting individually or in conjunction
with each other within the areas of responsibility assigned to said individuals or as defined
by applicable statute, constitutional provision, ordinance, case law, or resolution.
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MANAGEMENT RIGHTS

The City retains the responsibility and authority to manage and direct on behalf of the public
the operations and activities of the City to the full extent authorized by law. Such

responslblhty and authority shall include but not be limited to:

A

0 20N

10.
11.

12.

13.

14,
15,
16.
17,
18,

19.

20.

The right to direct the work of its employees

The right to establish policy.

The right to maintain the efficiency of public operations.

The right to design and implement safety programs for employees.
The right to design and implement job training for employees.

The right to determine which services shall be rendered to the public
and the maintenance procedures materials, facilities, and equipment

to be used.

. .The right to determine job responmblh’ues
The right to determine and implement the objectives and goals of the City.

The right to estabhsh allocate, schedule, assign, modify, change, and
discontinue Cityoperations, work shifts, and working hours.

The right to establish, modify, change, and discontinue work standards.
The right to hire, examine, classify, train, transfer, assign, and retain

- employees; suspend, discharge, or take other disciplinary action with

employees in accordance with applicable law and to relieve employees from
duties due to. disciplinary reasons or other legijtimate reasons; and make

promotions and demotions.
The right to determine composition of the work force, including the

_right to determine and/or modify the size of the work force.

The right to determine, establish, set, and 1mp1ement policies for the

selection, training, and promotion of employees in accordance with

applicable law.

‘The right to establish, implement, modify, and change procedures and

policies for the safety, health, and protection of City property and personnel.

The right to adopt, modify, change, enforce, or discontinue any existing rules,
regulations, procedures, and policies.

The right to establish, select, modify, change, or discontinue equipment,
materials, and the layout and arrangement of equipment.

The nght to determine the size and character of inventories and their disposal.
The right to control the use of property, machinery inventories, and
equipment owned, leased, or borrowed by the City of Linton.

The right to locate, establish, and organize new departments, divisions,
subdivisions, or facilities thereof, and the, right to relocate departments,

divisions, subdivisions; and the ability to locate and to close and/or
discontinue same.

The above enumerated rights of management nghts are not an exhaustive list
of rights granted to the City of Linton by constitution, statute, charter, or
ordinance, and may be added to, amended, or modified to comport with all

applicable laws and guidelines.
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1.6

EQUAL EMPLOYMENT OPPORTUNITY

The City of Linton does not discriminate on the basis of race, color, gender, national origin, .
religion, age, or disability in employment or the provision of services.

All position notices, postings, advertisements, and recruiting literature shall contain the

phrase "An Equal Opportunity Employer."-
IMMIGRATION LAW COMPLIANCE

All applicants must cooperate with the City in its compliance with the Immigration Reform
and Control Act of 1986 by providing proof of employment eligibility. Applicants who
refuse to supply the documentation necessary to prove they are American citizens or aliens
authorized to work in this country will be dropped from consideration for the position.

Supervisors shall seg that the appropriate forms (including I-9) are properly completed and
refurned to the Human Resources Director before the employee begins any work on behalf

ofthe City of Linton.
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2. EMPLOYMENT POLICIES

RECRUITMENT

Apthorizafion' to recruit and hire to fill a vacancy-in an existing or newly created position
rests solely with the Mayor and designated City officials.

Basic qualifications of formal edﬁcatlon, background and experience shall be determined
before recruiting begins and shall be based upon job reqmrements as well as dictates of -

' -applicable federal state, and local Jaws.

Open and new job opportunities shall be afforded to City employees subject to ability and
job qualifications which will be reasonably determined by the City. Openand newjobs shall
be posted on City work days, during which time any employee may submit an application.
Whenever vacancies occur or new positions are created, this information shall be publicly

posted within City facilities. The City encourages internal promotlon and transfer whenever

poss1ble

Based upori the urgency and specialization of the job requirements, newspaper and trade
journal advertising and the City web page may be used in recruiting employees.
A dvertisements shall describe the position, basic qualifications, and state that the City is "An

AL 4 A

Equal Opportunity Employer:"

A newly hired employee will receive a letter from the Mayor outhmng terms of employment
in effect at the time of hire. )

NEPOTISM

The City of Linton policy is to-hire, promote, and transfer employees on the basis of

individual merit and to avoid any hint of favoritism or discrimination in making such
decisions. The employment of relatives in positions where oné might have influence over
the other's status or job security is regarded as a potential violation of this policy.

The employment of relatives in the same work area of the City may cause serious conflicts
and problems with favoritism and employee morale. In addition to claims of partiality in
treatment at work, personal conflicts from outside the work environment can be carried into

day-to-day working relationships.

The City reserves the right to make employment status changes to comport with this policy

| in any manner it deems appropriate, including, but not limited to, transfer, demotlon

promotion, tetmination, or any other necessary changes.
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2.4

No person related toa City elected official or City department head or supervisor as father;
mother, brother, sister, uncle, aunt, husband, wife, son, daughter, son-in-law, daughter-in-
law, niece, or nephew shall be eligible for any position under the direct supervision of such

relative.

This policy shall not apply if such person has been employed by the City for at least twelve _
(12) consecutive months immediately preceding the adoption of this policy. :

No relatives, as specified above, may be placed in a direct supervisor-subordinate -
relationship. e
This policy shall not he retroactlve and shall not apply to part-time, seasonal, or

temporary employees

EMPLOYMENT'APPLICATIONS

All apphcants are required to complete a City Employment Application. This standardized
job application form shall be maintained by and available in the local Work One office.
Applications for employment shall request only that information necessary for rational
decision making. Only questions specificallyrelated to occupational standards shall be asked.

All applicants must complete the City’s Employment Application in its entirety. Applicants
must account for periods of employment and unemployment.

The City relies upon the accuracy of information coritained in the employment application,
as well as the accuracy of other data presented throughout the hiring process and
employment. Any misrepresentations, falsifications, or material omissions in any of this
information or data may resultin the City’s exclusion of the individual from further
consideration for employment or, if the person has been hired, termination of employment.

Plaeement of an employment application with the City does not mean all applicants will be.

fmterwewed Equal consideration will be given to all applicants based on qualifications listed
for any open position. ' .

Applications will be retamed in active files for one year (12 months), or for the duration of

N applicant recruitment lists when used. Applications shall be returned to the Mayor’s ofﬁce

forconsideration for any open position.

APPLICANT TESTING

The Cﬂy reserves the right to administer job related testing to assist in selecting potential
employees for certain positions. Applicant tests may include, but are not limited to, basic
written skills tests, medical tests; alcohol/drug screens, mechanical or physical agility, and

_ psychological evaluations. Such tests are to be related to the réquirements of the position.
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2.6

2.7

2.8

PRE-EMPLOYMENT INTERVIEWS

Pre-employment interviews may be used to gaﬂier information and sereen applicants for City -

employment Initial interviews may be conducted by the department head, althoughthe final
interview is reserved for the Mayor as the official making the hiring decision. .

EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

To ensure that individuals who are employed by the City are well qualified and have a strong
potential to be productive and successful itisthe pohcy of'the Cn‘.y to check the éemployment

references of all apphcants

For employment reference checks requested by outside employers of past or current City
employees, the City will respond in writing only to those reference check inquiries that are

submiited in writing.

' Respbnses to such inquiries will. confirm only dates of employment, wage rates, and

position(s) held. No additional employment data will be released without a written
authorjzation and release signed by the individual who is the subject of the inquiry.

At the discretion of the Mayor, applicants may be subject to criminal background checks.

ORIENTATION

Once employed by the Clty, the depariment head and Human Resources Director are
responsible for orienting new employees to the City including, but not limited to:
Providing the employee with his/her own workplace, which may include a
phone, desk, and supplies;

Introducing the employees t0 co-workers;
Issuing the employee a copy of the City of Linton Personnel Policies

Handbook along with the signed Drug and Alcohol Addendum and
Employee Acknowledgment;

Assisting the employee in starting assignments related to the position; and
Assisting the employee in understanding work rules and policies.

MEDICAL EXAMINATIONS

To help ensure that em;éloyees are able to perform their duties safely, medical examinations

* may be required. After a conditional offer of employment has been extended during the

hiring - process, applicants may be required tfo undergo a pre-employment medical
examination by a health professional of the City of Linton's choice, at the City’s expense.
Employees shall be required to submit to fitness for duty medical or psychological
evaluations prior to returning from military leave, employee illness or injury leave under-
FMLA, or to meet terms and conditions associated with performing job duties.
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2.10,

Applicants shall be required to submit to a drug test prior to being hired by the City of
Linton. Information on an employee's medical condition or history shall be kept in a
confidential file that is separate from other employee information by the Mayor. Access to
this information shall be limited to the employee, department head of the employee, and
persons designated by the Mayor on a need-to-know basis.

EMPLOYMENT CATEGORIES

Itis the intent of the City of Linton to clarify the definitions of employment classifications
so that employees understand their employment status and benefit eligibility. Any changes
in employment status shall be conveyed in writing. No change in employment status
isto be construed or inferred without written notification. Each employee is assigned

to one of the following employment categories: ‘

REGULAR FULL-TIME employees are those who are not in a probationary, part-time, or
temporary status and who are regularly scheduled to work the City of Linton's full-time
schedule of thirty-tvwo (32) or more hours per week. Such employees are eligible for the
employer's benefit package subject to the terms, conditions, and limitations of each benefit
program. Employees designated as full-time upon adoption of this policy shall maintain their
full-time status unless transferred to a part-time or temporary position.

PROBATIONARY employees are those employees who are considered regular fill-time
employees but have not yet completed the probationary period. Such employees are eligible
for the employer’s benefit package subject to the terms, conditions, and limitations. of each

benefit program and/or as expressly noted in this handbook.

PART-TIME employees are those who are not assigned to a teinp orary status and - who-are
scheduled to work less than the City of Linton's full-time schedule. While they do receive
cextain benefits (such as worker's compensation and Social Security benefits), they are

ineligible for all of the City’s other benefit programs.

TEMPORARY employees are employees whose employment with the City is anticipated
to be of comparatively short time or definitely limited in duration of hours of employment.
An employee who gained employment with the City via federal, state, or City program
designed to provide emergency and short-term employment, as well as seasonal positions, .
will be considered a temporary employee. While temporary employees receive certain - -
benefits (such as worker's compensation and Social Security), they are ineligible for all of

the City of Linton's other benefit programs.

PERSONNEL FILES

The employment selection procedure shall be documented and recorded and shall remain
strictly confidential. Accurate personnel records shall be kept on file for each employee for
a period of not less than seven (7) years and should be used to substantiate and support the

employment decision in the event of inquiry.
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The City of Linton maintains three (3) separate personnel records concerning the employee's
employment history.

1. Personnel File: The employee's personnel file shall contain the employee 5.
employment application, 1-9 Form, salary, emergency information sheet, retirement
forms, educational. accomplishments, change of address forms, records of iraining,

_and personnel policies handbook’ acknowledgment form.- This file shall be
maintained by the Human Resources Director. Certain documents in this file shall

be deemed confidential..

2. Administrative File: This file shall contain documentation.of performance such as
performance evaluations, disciplinary records, and other documentation concerning
disciplinary actions including employee complaints, ‘absences, - tardiness,
administrative leaves, and other related information. This confidential file shall be
deemed as exempt under the Indiana Public Records Law. This file shall be.

" miaintained by the Human Resources Director and released only to persons on a need-
to-know basis. Copies of records affecting employee compensatmn or benefits will

be forwarded to the Clerk-Treasurer.

Medical File: The employee's medical file shall contain all medical information,
including insurance enrollment and beneficiary forms, health insurance, disability
information, ADA. accommodations, worker's compensation documents, results of
alcohol and drug tests, and other medically related information. This confidentiai file
shall be deemed as exempt under the Indiana Public Records Law. This file shall be
_ maintained by the Human Resources Director. This file will be maintained pursuant
to applicable HIPAA -(Health Information Portability and Accountablhty Act)

Regula’aons and all applicable Indiana Privacy Laws.

AACCESS TO PERSONNEL FILES

Accessto confidential personnel files shall be limited.to the employee and other persons
authorized by the Mayor on a need-to-know basis.

Persormél files are property of the City of Linton and a'ccess to the information they contain

"is restncted ‘Only officials or representatives of the City who have a legitimate reason to

review information i in a file are allowed to do so. With twenty-four (24) hour notice, an
employee may review material in his/her file. Upon request the City will provide the
employee copies of any documents contained in his/her personnel file. ‘

No information shall be provided to any person concerning the employment of the
employee other than job title, department, date of hire, date of termination, and wages.
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2.13

2.14

-demands, regardless of any existing outside work re

PERSONAL INFORMATION CHANGES

It is the responsibility of each employee to promptly notify their department head and the
Clerk-Treasurer of any changes in personal data, Personal mailing addresses, telephone

numbers, number and names of dependents, individuals to be contacted in the event of an
emergency, educational accomplishments and other such status reports should be accurate
and current at all times. Any unreported changes in personal status may impact

eligibility under the City of Linton's benefits plags.

OUTSIDE EMPLOYMENT/CONFLICT OF INTEREST

An employee mdy hold a job with another organization &s long as he/she satisfactorily
performs his/her job responsibilities with the City of Linton. All employees will be judged
by the same performance standards and will be subject to the employer's scheduling |
quirements. Employees who are"
provided Family and Medical Leave Act (FMLA) leave for their personal illness or injury
under the City of Linton’s FMLA policy shall not be employed by outside employers when
on FMLA leave; any exceptions shall be presented in writing for authorization by the Mayor.

Ifthe City of Linton determines thatan employee's outside work interferes with performance
or the ability to meet the requirements of the City of Linton as they are modified from time
to time, the employee may be asked to terminate the outside employﬁent if he/she wishes

to remain employed with the City.

Outside employment will present a conflict of interest if it has an actual or potential adverse
impact on the City of Linton. City employees are to file a conflict of interest statement with
the Clerk-Treasurer and the Greene County Clerk of the Circuit Court whenever an
employee's outside business activities are directly or indirectly linked to the City of Linfon ‘
in a business relationship such as vendor, supplier, contractor, or independent subcontractor.

PERFORMANCE EVALUATION -

Supervisors and employees need to discuss job performance and goals on an informal
day-to-day basis. Annual performance evaluations shall be conducted by department heads
and submitted to the Human Resources Director by September 1** of each year to provide
both supervisors and employees the opportunity to discuss job tasks, identify and correct
weaknesses, encourage and récognize strengths; and discuss positive, purposefil approaches
for meeting goals. Performance Evaluation Forms are available from the Human

Resources Director’s office located in City Hall.
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2.15

HIPAA

The Health Insurance Portablhty and Accountability Act of 1996 (HIPAA) has four major
administrative requirements for private and government sponsored health plans: portability,
nondiscrimination, fraud and abuse, and administration simplification. - :

The City of Linton is compliant with applicable HIPA A requirernents and standards and has °
established guidelines regarding the privacy of individually identifiable health information
accordingly. The City has designated the Human Resources Director as the City’s “privacy
official” who is responsiblé for developing and implementing privacy policies and
procedures and is the contact person who is respon51ble for receiving complaints regardmg

compliarice.

All City HIPAA inquiries shall be dlrected to the Human Resources Director located in Clty
Hall.

10



3.1

3.2

33

34

" . Regular work hours are established by the Mayor. -

3. SALARY ADMINISTRATION

WORK HOURS

3.1.1 MEAL PERIODS

Meal periods will last thirty (3 0) mmutes and w1ll be unpaid.

NORMAL WORK WEEK

" The normal work week for regular, full-time employees shall begin on Monday at 12:01

A M. and end on Sunday at midnight.

The normal work week for regular full-time employees shall consist of forty (40) hours
within a payroll week. ‘

TIMEKEEPING

Accurately recording time worked is the responsibility of every employee. Federal and state
laws require the City to keep an accurate record of time worked in order to calculate
employee pay and benefits. Time workedis all the time actually spent on the job performing

assigned duties.
Non-exempt and exempt employees should accurately record the time they begin and end
their work, as well as the beginning and ending time of each meal period. They should also

record the beginning and ending time of any split shift or departure from work for personal
reasons. Overtime work must always be approved by the department head before it is

performed.

Tampering with, altering, or falsifying time records, or recording time on another employee's
time record shall result in disciplinary action, including discharge.

OVERTIME

Each City elﬁployee_holds a position that is designated as either f{ON—EXEMIPT or
EXEMPT from federal and state wage and Bour laws.

NON-EXEMPT employees are entitled to overtime pay or compensatory time off
under the specific provisions of federal and state laws for all hours worked over forty
(40) in a work week. Pursuant to the FLSA 7(k) exemption, non-exempt Firefighters
are entitled to overtime pay or compensatory time off for all hours worked over two
hundred and twelve (212) in a twenty-eight (28) day cycle.. Non-exempt Police

11



3.5

3.6

- half (1%)hour basis for additional approved hours worked in ex

Noﬁ-exémpt, non-public safety employees may ac

Officers are entitled to overtime or compensatory time off for all hours worked over
171'in a twenty-eight (28) day cycle. For purposes of calculation of overtime,
vacationtime, holidays, sick leave, and compensatory time shall be calculated astime -
worked. Unpaid leaves will not be counted as hours worked.

EXEMPT employees are exempt from spegific provisions of federal and state wage
and hour laws and are not erititled to overtime compensation or compensatory time
off under specific provisions of federal and state laws. Exempt employees must

ds to satisfy Indiana statutes governing public employers.

maintain time keeping recor
To be considered exempt, a position must comply with federal regulations and laws
regarding exempt status. ' -

s based on one and one half (1 %) times the regular

Overtime Pay: Overtime pay i
ove the base iate.

hourly rate which shall include the base rate plus any other pay ab

Compensatory Time: Compensatory time may be substituted for overtime pay and
will be awarded at the same rate as overtime pay. -

WORK TIME RESTRICTED

Non-exempt employees shall not commence any work activities in behalf of the City of
Linton before seven (7) mimutes preceding the start of the work shift, or continue work
activities more than seven (7) minutes after completion of the work shift, unless specifically

authorized by the department head.

COMPENSATORY TIME,

receive compensatory time on a one and a
) cess of forty (40) inanormal
work week. Public safety employees (Police, Firefighters, etc.) shall receive overtime at 1
1, imes normal pay rate, according to the FLSA 7(k) exception [212 hours in a 28-day cycle
for Firefighters and 171 hours in a 28-day cycle for Police Officers]. Use of compensatory
time must be determined in advance of submission of the payroll. :

true one hundred and twenty (120)

compensatory time hours before monetary compensation is paid. Non-exempt, public safety

employees may accrue two hundred: and forty (240) compensatory time hours before
monetary compensation is paid. The department head shall schedule use of compensatory

time as soon as possible to avoid accrual beyond the stated limit that would require monetary

.payment.
The City

Non-exempt, non-public safety employees will

. shall provide 2 "Compensatory Time-Off Notice" to advise non-exempt employees
of the City's compensatory time off policy. :

This policy applies to all non- exempt. employees of the City as determined by the designation
of jobs for compliance with the Fair Labor Standards Act.

12



3.7

The Cit.y of Linton reserves the right to make monetary payment for any accrued
compensatofy time at any time.

WAGE POLICY

Emlilo'ye;a wages shiall be docked for violations of paid leave policies as follows:

(A)  Anemployee’s wages shall be docked computed on an hourly basis for the
unauthorized time away from work. Such shall be charged against accrued
paid leave time when such time exists in the order of compensatory time,
vacation time, sick time, and any other paid leave benefits.

" (B)  The penalty for employees pald on anhourly wage shall be the amount of the
gross hourly wage.

- (C)  Thepenalty for employees paid a salary rate éhall be computed by the normal
work hours in a work week divided into the gross weekly salary to determine

the hourly rate

(D) The wages of an elected official cannot be docked, as set by law.

JOB DESCRIPTIONS/CLASSIFICATIONS

The City of Linton has mstalled and adopted a job classification system for all City JObS It
is regularly monitored and revised to reflect changes in job duties as they occur.

AllCity of Linton positions, except those of elécted officials described by state statute, have
been described in job descriptions and systematically grouped into job classes based on their
fundamental similarities. City of Linton job descriptions on file in the Mayor’s office and

Clerk-Treasurer’s office are adopted by reference to ﬂ]lS policy. :

The class1ﬁcat10ns are as follows:
COMOT . Computer and Office Machine Operation, Techmc1an

PAT - Professional, Administrative, Technological
LTC . Labdr, Trades, Crafis

POLE ~ Protective Occupations, Law Enforcement
SO _Special Occupation

New job descriptions or any mod1ﬁca’t10ns to existing job descnptlons shall be submitted fo
the Mayor for approval.

13



3.9

3.10

3.11

3.12

3.13

COMPENSATION

The annual salary ordinance of the City of Linton sets the pay rates for all positions annually.
Approved pay rates generally become effective at the beginning of the next budget year,
unless otherwise indicated. All appropriate City documentation shall be provided to the
Efuman Resources Director and the Clerk-Treasurer prior t6 an employee being compensated.

ROUNDING

Time is to be recorded to the quarter hour, using the seven (7) minute rule (i.e. leeway of
seven (7) minutes before and seven (7) minutes after scheduled start and stop times). All
employee work commenced more than seven (7) minutes before the start time work hour will
be paid on a quarter hour schedule and all employee work continued more than seven U]
minutes after the end of last work hour will be paid on a quarter hour schedule.

MULTIPLE POSITIONS ¢

Non-exempt employees working in more than one City position shall count the combined
hours worked in more than one.position in determining overtime obligations under the

FLSA.

PAY CORRECTIONS

onable steps to ensure that employees receive the correct
amount of pay in each paycheck and that employees are paid prompily on the scheduled
payday. In the unlikely event there is an error in the amount of pay, the employee should
promptly bring the discrepancy to the attention of the Clerk-Treasurer so corrections can be

The City of Linton takes all reas

- made as quickly as possible.

PAY DEDUCTIONS/GARNISHMENTS

The City of Linton is legally required to make certain deductions from each employee's
paycheck, including federal, state, and local income taxes. The City must also deduct social

security taxes on each employee's earnings.

The City offers programs and benefits which may include employee authorized pay -
deductions. Eligible employees may voluntarily authorize deductions from their paychecks

to cover costs to participate in these programs.

Questions concéming paycheck deductions and/or‘metho ds of calculation should be directed
to the Clerk-Treasurer.

14
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3.14

3.15

PROBATIONARY PERIOD

The probationary period is intended to provide mew employees the opporfunity to
demonstrate their ability to achieve a satisfactory level of performance and to determine

* whether the new position meets their expectations. The City uses this period to evaluate

employee capgbiliﬁes; work habits, and overall performance to determine if the employee
should be retained. ' :

All new and rehired employees work on a proBationary period or basis for six (6) months;
except for Police Officers who shall work on a probationary basis for the first twelve (12) .
months after their date of hite and Firefighters who shall work on a probationary basis for

the first twenty-four (24) months after their hire date.

- Any signiﬁcént absence will automatically extend a probationary period by the léngfh ofthe

absence. If the City determines that the designated probationary period does not allow
sufficient time to thoroughly evaluate the employee's performance, it may be extended. A

- probationary employee may be discharged at any time during his/her probationary period, or
“extension thereof, with or without cause.

An employee shall satisfactorily complete the probationary pefiod.

During the probationary period, new employees are eligible for those benefits that are

- required by law, such as worker's compensation insurance and Social Security. They may

also be eligible for other émployer-provided benefits, subject to the terms and conditions of
each benefit program. Employees should read the information for each specific benefit

program for the details on eligibility requirements.

EMPLOYMENT TERMINATION

Since employment with the City of Linton is “At-Will” and based on mutual consent, both
theemployee and" City have the right to terminate employment at any time, with or without -

cause.

Temmination of ‘employment is an inevitable part of personnel activity within any
organization, and many of the reasons for termination are routine. Below are examples of
some of the most common circumstances under which employment is terminated:

Resignation: Voluntary employment termination initiated by an employee.
Although advance notice is not required, the City requests-at least two (2) weeks
written notice from the employee.

Discharge: Involuntary employment termination initiated by the City.

15



Layoff: Involuntary employment termination initiated by the City for non-

disciplinary reasons.

Retirement: Voluritary employment termination initiated by the employee meeting
City retirement criteria as established by the Public Employees Retirement Fund
(PERE). .- ' |

The City schedules exit interviews at the time of employment termination to afford an

opportunity to discuss such issues as employee benefits and repayment of outstanding debts

to the City or return of City-owned property. Suggestions, complaints, and questions may
also be expressed. Exit interviews should be scheduled with the Mayor and Human

Resources Director: - .

¢eive their final pay in accordance with applicable state .lav}. Employee

Employees will re
termination in the following manner:

benefits will be affected by employment

Al accrued, vested benefits that are due and payable at termination will be paid; unpaid-

portions of medical expenses will be collected by the City. Some benefits may be continued
at the employee's expense, if the employee S0 chooses. The employee will be notified in
writing of the benefits that may be continued and of the terms, conditions, and limitations
of such continuance. An employee's sermination date shall always be the last day worked,
unless the employee is on anapproved leave. An employee's termination datemay nothe
extended to include accrued and/or unused paid or unpaid time off (e.g.,. sick days).
If an employee is discharged from City employment for disciplinary reasons, the employee
shall not be rehired by the City in the same department or any other City department.

3.16 RESIGNATION AND RETIREMENT -

bmit his/her notice through his/her

To resign in good standing, and employee must s
weeks before the effective date of

supervisor to the department ‘head at least two (2)
termination. ,

An employee absent for three 3 sonsecutive scheduled work days without notification of
ing the City for

valid feason to the City, and who has no legitimate reason for not notify:
his/her absence, may be considered as having resigned. '

16



3.17 LAYOFFS AND RECALL

b2 g
13 §

Employees may be laid off or demoted for reason of lack of work or funds or the abolishment
of positions. The order in which employees are laid off or demoted shall be determined in
accordance with the interest of efficiency of public operations. Insofar as practicable,
- department heads will give at least one (1) week advance notice of a layoff or demotion.
Eniployees who are laid off are ertitled to all accrued vacation pay. '

3.18 RETURN OF PROPERTY '

Employees are responsible for all City of Linton property, materials, or written information
issued to them or in their possession or control. All City property must be returned by
employees on or before their last day of work. Written documentation shall be provided to
the Human Resources Director. When permitted by applicable laws, the City may withhold
from the employee's check or final paycheck the cost of any items that are not returned when
required. The City may also take all action deemed appropriate to recover or protect its

. property. '
319 EMERGENCY CLOSING

Periodic emergencies, such as severe weather or power failures, can disrupt City of Linton
. operations, sometimes requiring closing of a work facility. When such emergencies occur
(- during non-working hours, local radio and/or television stations will be asked to broadcast

a— notification of the closing.

When a City work facility is officially closed by the Mayor orhis/her designee for emergency
conditions, before the beginning of the workday, the time off from scheduled work will be
paid to full-time employees affected by the facility closing. Ifthe employee is on paid leave
they will be paid for leave time, but not paid for the emergency closing.

Any employee who reports to work and the facility is later closed due to an emergency after -
his/her arrival shall be paid for a full work day without being penalized by using vacation,
personal days, compensatory time, or by making up this time within the pay period.
However, if a full-time employee does not report to work on a day in which the facility is
later closed, time missed will be chargedto sick leave, vacation, personal days, compensatory

time, or time without pay.
Emergency closings may affect singular City facilities and the closing of one City facility
does not apply to all City facilities. For example: City Hall may be closed due to a power

outage and affected employees will be covered as described in this policy. Employees
working at City facilities other than City Hall that remain open will not be covered by this

policy.

17



3.20

FIRE DEPARTMENT LONGEVITY

All employees- of the Fire Department irrespective of rank shall receive additional
compensation based on the length of service with the said department according to the

following schedule:

5-8 years of service ' $50 per year
9-15 years of service $55 per year
16-20 years of service $65 per year
20 years and above $70 per year

The maximum amount of longevity pay shall not exceed $1200.

18



4.1

4. EMPLOYEE BENEFITS

The City of Linton provides a wide range of benefits to eligible employees. Some benefit
programs (such as social security, worker’s compensation, and unemployment insurance) are

. required by law and are administered according to the applicable statutes. Other benefits are- --

awarded based on the belief of the City that providing employee benefits is a positive force
in attracting, retaining, and rewarding the best qualified personnel. '

Eligibility for benefits depends on a variety of factors, many of which are described in
benefits plans. Your supervisor can identify the programs for which you are eligible.
Details of many of these programs can be found elsewhere in the employee handbook.

Some benefit programs may require contributions from the employee, butmost are fully paid

by the City. :

. VACATION BENEFITS

Vacation time off with pay is available to eligible employees to provide opportunities for
rest, relaxation, and personal pursuits. Regular fill-time employees are eligible to earn and
use vacation time as described in this policy. Years of service are based on full-time

continuous employment.

The calculation for vacation time is based on an employee’s anniversary date of hire.
Eligible City of Linton employees shall accrue vacation days on their anniversary date-of-hire

as follows:
. GENERAYL EMPLOYEES )

Service Time Completed Vacation Earned
After 6 months 1 week (5 days)
After 1 year 2 weeks (10 days)
After 7 years 3 weeks (15 days)
After 14 years 4 weeks (20 days)
After 20 years _ 5 weeks (25 days)
POLICE OFFICERS
Service Time Completed Vacation Earned
After 6 months 1 week (5 days)
After 1 year ] 2 weeks (10 days)
After 11 years . 3 weeks (15 days)

- 19
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" year, but it must be used within the first quarter o
" %o 1ake their vacation time, the employee shall receive payment

" their supervisors. Vacation requests will b

- of their accrued vacation time.

FIREFIGHTERS

Service Time Completed Vacation Eamed

After 1 year 2 weeks (6 days)

After 9 years 3 weeks (9 days)

After 15 years 4 weeks (12 days)
After 21 years 5 weeks (15 days)._... .

For Firefighters, one week of vacation is recognized as three consecutive duty days.

All employees are requested to take their annual vacation leave within the calendar year in
sed vacation to the following calendar

which it was earnéd. Anemployee may carryover unu:
f the new year. If an employee is unable

for the unused vacation days
at the employee’s regular straight time pay rate.

advance approval (as soon as possible) from
e approved based on a number of factors,

including performance, impact on department efficiency, business needs, and staffing
in multiple requests for the same

requirements. In the event of employee conflict resulting
vacation time, requests received before March 1% of each year will be _approved in order of

employee seniority.

To take vacation, employees should request

Upon termination of employment, employees are entitled to paynient for the unused balance

7

s than eight (8) hour incremen’és and must be scheduled

Vacation time shall be taken inno les ‘
ers may take vacation

in advance and approved by the employee's department head. irefight
time in a minimum of one (1) shift increments. .
ee is on an unpaid leave of absence, except for

No vacation shall accrue while an employ
Military Leave as specified in this. policy. No

Family and Medical Leave Act leave and
loyee is eligible to accrue vacation. Vacationsmaynot

temporary employee or part-time emp.
be taken in advance of having earned them and only current employment time shall be used

in computing vacation time.

Any employee who returns to work after being off for a period of thirty (30) ‘days or more
fora workmen’s compensation injury must work thirty (30) consecutive business days before
he/she will be entitled to use any accumulated vacation time.

Vacation time off is paid at the-employee's regular straight time rate at the time of vacation.

In the event a holiday falls while an employee is on vacation, the eﬁipioyee will not-be
charged a vacation day for that holiday. .

20



4.2

AN EMPLOYEE'S TERMINATION DATE MAY NOT BE EXTENDED TO
GAIN ADDITIONAL ACCRUED AND UNUSED VACATION TIME.

PERSONAL LEAVE

After the first year of employment, eligible full-time employees excludmg F Heﬁghters shall
receive personal days as follows:

Police, specified per contract ' Six (6) days

Fire, specified per confract Four (4) days

All other City employees, per union agreement Twelve (12) days

All non-union full-time employees Six (6) days (accrued one (1)
day every two (2) months)

Personal days not used by December 31 of each year may be carried over from one year to
the next. Personal days can accumulate up to a maximum of thirty (30) days. Employees -
with unused personal days may elect payment for unused personal days at fifty dollars
($50.00) per day, with payment due in February of the following year. Personal days fornon-
union employees accrue at a rate of one (1) day per two (2) months of employment.

Unless an emergency e}ﬂsts the department héad must receive a request forty eight (48)
hours in advance of the day the employee would like to use paid personal time off. Upon
termination, pay for unused personal days will be included in the employee's last regular

paycheck at the rate of ﬂfty dollars ($50. OO) per day.

'Use of personal days shall be subJect to department head approval, based -on staﬁng

requirements and business needs of the department. Personal days may be used in four @)
hour mcrements except in an emergency.

Employees using personal days for personal illness or for the care of a family member as
described underthe Family and Medical Leave Act may be required to provide a physmlan s
certification for any illness or injury that exceeds three (3) days.

4,21 Personal Leave for Firefighters .

Each Firefighter shall accrué four (4) paid duty days off for personal leave per year. '
Utilized personal leave will be deducted at the rate of twenty four (24) hours per duty
day. Firefighters may not carry over these days from one year to the next.
Firefighters are requested to contact the Chief at least one (1) hour before the
scheduled beginning of their regular scheduled work shift.. In the event that the
Firefighter is unable to make contact with the Chief, he/she must notlﬁr his/her

commanding officer, fire station, or city hall.
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4.3

‘The following are legal holidays for all purpose

- In addition to the holidays listed:

4.2.2 Personal Leave for Police Officers

Bach Police Officer shall accrue four (6) paid duty days off for personal leave per
year. Utilized personal leave will be deducted at the rate of twenty four (24) hours
per duty day. Police Officer may not carry over these days from one year to the next.
- "Police Officer are requested to contact the Chief at least one (1) hour before the
scheduled beginning of their regular scheduled work shift. In the event that the
Police Officer is unable to make contact with the Chief, he/she must notify his/her

commanding officer, police station, or city hall.

HOLIDAYS

Eachyearthe séhcdule of holidays will be determined .by the Mayor and is subject to change

upon his/her approval.

s in the City of L'intoﬁ and are designated

official paid holidays for City employees, except Police Officers and Firefighters:

_ New Year’s Day

Memorial Day

" Independence Day
Labor Day .
Veterans Day
Thanksgiving Day
Day after Thanksgiving
Christmas Eve
ChristmasDay

above, an employee’s birthday is considered a holiday for
the individual employee. :

the observed holiday will be the

Tn the event a recognized holiday falls on a Saturday,
the observed holiday

preceding Friday. Tn the event a reco gnized holiday falls on a Sunday,
will be the following Monday. g

ed on the employee's .straight—ﬁme pay rate (as of the

Calculation of holiday pay will be bas
otherwise would have worked

date of the holiday) times the number of hours the employee
on. that day. :

tks on a récognized holiday, he/she will receive holiday pay,

If an eligible employee wo
ftwo (2) times the employees straight time rate for the hours

which is calculated at the rate 0

actually worked on the holiday.
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. Holiday pay will not be paid in advance of holiday time earned.

4.3.1 Holidays for Firefighters

Firefighters shall earn five (5) paid holidays per year and the City of Linton shall pay
each Firefighter and additional $1 00.00 for each holiday worked. Some Firefighters
will not be able to avoid being on duty on recogmzed hohdays Only employees who
are required to work will receive the additional compensation. Seniority and
Departmental procedures shall prevail. All holiday schedules are the responsibility

of the Fire Chief. The Holidays will include:

New Years Day (January 1st)

Labor Day, the first Monday in September
Thanksgiving Day, the fourth Thursday in November
Christmas Day, December 25%

The employee’s birthday

BEREAVEMENT LEAVE

Full-time regular employees are entitled to pa1d bereavement leave. An employee wishing
to take time off for the death of a family member should notify his/her department head and

the Mayor immediately.

Eligible employees may receive up to a maximum of three (3) regularly scheduled working
days. Two (2) of these days must be consecutive and in conjunction with the date of death
orthe fimeral, with an additional one (1) day to be used at the employee’s discretion. Such
bereavement leave days are intended for use in conjunction with the death of the emplqyee s
father, mother, husband, wife, child, brother, sister, grandchild, grandparent, spouses’s
grandparent, mother-in-law, father-in-law, son-in-law, daughter-in-law, brother-in-law,
sister-in-law, or any person living in the employee’s same household.

Employees will be granted unpaid bereavement leave for the death or ﬁmeral of an-
employee’s auntoruncle. Suchtimemaybe charged against vacation time or personal leave.

Ay other absence in connection with funerals of other relatives or friends shall be excused
without pay at the discretion of the Major or may be charged against vacation time or
personal leave, up to a maximum of two (2) weeks. _

Additional time for travel to and from the fimeral site and for other necessary funeral duties
may be granted upon request, but will be charged against unused vacation or personal leave.
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4.5

4.6

" eligible for such benefits, and other emp

4.4.1 Bgreavement Leave for Firefighters

the same policy regarding bereavement leave as other -
er,” Firefighters shall receive one (1) day in -’
the fumeral, with an additional one (1) day to be
father, mother, husband, wife,
’s grandparent, mother-in-law,
sister-in-law, or any

Firefighters are govemned by
full-time City employees, howev
conjunction with the date of death or
used at the employee’s discretion for the death of a

- child, brother, sister, grandchild, grandparent, spouses
father-in-law, son-in-law, . daughter-in-law, brother-in-law,
person living in the employee’s same household.

Paid bereavement leave is intendéd to be used for days in which a Firefighter

otherwise would be scheduled to work.

EMPLOYEE INSURANCE

ance programs for employeesina firll-time position
loyees and retirees as designated by the Mayor or
al premiums are paid by the City.

The City of Linton provides certain insur:

specified in the insurance handbook. A portion ofthe annu:

Employees may be charged a portion of insurance costs.

Each employee shall receive-an insurance handbook describingall benefits upori completion
pecified in such plans shall govern

of their orientation interview. The terms and conditions s
coverages. Group insurance benefits will continue while an employee is on disability leave;

however, when in a non-pay status, employees will be responsible for the timely payment of

. those insurance premiums that are pprmaﬂy deducted from gross pay.

For additional information concerning speeific insurance programs, contact the Human

" Resourees Director.

- All insurance plans are subject to available City funds. -

DEFERRED COMPENSATION

The City of Linton offers a voluntary deferred compensation program to eli gibie employees:
Employees interested in participating should contact the Clerk-Treasurer’s office.
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PUBLIC EMPLOYEES' RETIREMENT FUND (PERF)

Eligible City employees are covered by PERF, a retirement program established and
maintained by the State of Indiana. PERF pays benefits to cover workers or their dependents
upon retirement, death, and, in certain cases, serious illness or injury. The City contributes
a percentage of employees' gross wages for deposit in an annuity savings account. The
- confributions and accumulated interest credits are refundable when an employee terminates
employment prior to being eligible for benefits. PERF's Employer Financed Pension requires
ten (10) years of service to become vested, and is paid by the City based on an employee's
length of employment, average salary,and age at retirement.

Questions concerning the program should be directed to: Deputy Clerk-Treasurer or
other City officials as designated by the Mayor and/or the Public Employees'

Retirement Fund of Indiana.

LEAVE OF ABSENCE WITHOUT PAY

Full-time employees who have completed the probationary period may apply in writing to .
their department head and the Mayor for an unpaid leave of absence. Such leave may not
exceed twelve (12) consecutive months. During such period, personal leave, vacation leave,.
or any other-paid leave shall not accrue, and such employee shall not receive compensation
foxdesignated holidays. Employees granted such leave shall be required to pay the employee

share of any insurance coverages

Authorization for such leave shall be by the department hedd and the Mayor The Mayor
retzins the authority to place an employee on unpaid leave.

MILITARY LEAVE N

- A military leave of absence will be granted to all full—tlme City employees to attend
scheduled drills or training, or fo respond to call to active duty with the U.S. armed services.

4.9.1 Annual Training

Employees with appropriate military orders will. be granted paid leave for annual
training for Reserve or National Guard for a period of up to fifteen (15) days per year;
and are entitled to civilian (City of Linton) and military pay up to fifteen (15) days
per.year. Such military leave will not be charged against an employee's vacation
time, and seniority will contmue to accrue in the same manner as for employees not

on miljtary leave

Subject to-the terms, conditions, and limitations of the applicable plans for which the
employee is otherwise eligible, the employer will continue to provide health
insurance benefits for the full term of the annual training period.
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4.92

~week active duty training assignments or inactive duty training

Employees on two
duled shift after the end

drills are required to return to work for the firstre gularly sche
of training, allowing reasonable fravel time.

Active Duty/Enlistment

The Uniformed Services Employment and Re-émployment Rights Act (USERRA)
of 1994 grants special considerations and rights to employees that are either called
to active military status or enlist in the armed forces. Active duty military leave will

be unpaid.

USERRA requires employers to grant such employees reinstatement of the position
held at the time of departure for military service, or in some cases t0 2 position of
equivalent or equal statuie and pay provided the employee is discharged from service
honorably. The cumulative length of service that causes an absence from a position

may not exceed five (5) years, except where provided by law.

USERRA also requires that returning eligible employees be granted seniority and
benefits at the same level as if the employee had not left employment for service.
Benefit time will continue to accrue while an employee is on military leave.
Additionally, service members are able (but are notrequired) touse accrued vacation

‘ or annual leave while performing military duty.

-Ifan employee’s health plan coverage would terminate because of an absence due to

uniformed service, the person may elect at his/her own cost to continue the health
plan coverage for up to eighteen (1 8) months after the absence begins, or the period

of service, whichever is shorter. - -~ - - 5

military leave of absence an employee will be reinstated to a

Upon returning from
ftary status under

City position proyided the employee is discharged from mil
honorable conditions, and makes arequest for reinstatement within thirty (30) days

after release from active duty, or one (1) year after release from hospitalization due
to military accident. The employee muist also be qualified to perform the essential
fiinctions of the position for which he/she is being reinstated, and shall be required
to undergo a medical examination by medical provider(s).paid for by the City.

Employees on such-leave must notify the City ofthe intent to return to employment
in accordance with all applicable state and federal laws.
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4.11

JURY DUTY

The City of Linton encourages employees to fuulfill their civic responsibilities by serving jury
duty when required. Regular full-time employees shall receive regular pay for jury duty.

Employees must provide a copy of the jury duty summons to thelr department head and the
Cletk-Treasurer as soon as possible so that the supervisor may make arrangements to,

accommodate the employee’s absence and process payments. Of course, the employee is
expected to report for work whenever the court schedule permits.

Either the City or the employee may request an exc.:use from jury duty if, in the employer’s
judgment the employee’s absence would create serious operational difficulties.

The City will continue to prov1de health insurance beneﬁts for the full term of the jury duty
absence. ~
Accrual for benefits calculation, such as ;vacation, sick leave, or holiday benefits, will not be.

affected during jury duty leave. .

WORKER'S COMPENSATION

The City of Linton provides a comprehensive worker's compensation insurance program at
no cost to employees. This program covers any injury or illness sustained in the course of
employment that requires medical, surgical, or hospital treatment. Subjectto applicable legal.
requirements, worker's compensation insurance provides benefits after a short waiting period.
While on worker's compensation disability, the City will continue to pay the employee’s

insurance. . AH other benefits will be suspended until the employee returns to work.

- Employee income received while on leave under this policy shall not exceed wages the
-- .employee would have normally received pre-major illness in-line-of-duty leave.

Any employee who sustains awork-related injury or illness should inform his/her department
head immediately within 24 hours. No matter how minor an on-the-job injury may appear,
it is important that it be reported immediately. This will enable an eligible employee to

- qualify for coverage as quickly as possible. Ifthe employee has a life threatening condition,
he/she should proceed directly to the nearest hospital or medical facility.

Employees should contact the Deputy Clerk-Treasurer or Human Resources Director
to obtain information and forms regarding filing worker's compensation claims.
Medical certifications are required. Once completed, all such forms are to be filed directly
withthe Deputy Clerk-Treasurer or the Human Resources Director, NOT with the insurance

carrier.
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" begins. Not later than fifteen (15) days from the date

" to an inability to obtain the medical information

" Certain injuries are excluded from worker

- While an’emplo
outside employment.

ensation statutes, when a compensable injury renders
on for lost wages is paid starting on the eighth (8™
%) day of disability the employee will receive

Asspecified by Indiana worker’s comp
an employee unable to work, compens ati
day. However, on the twenty-second (22°
compensation for the first seven (7) days.

The first weekly installment of compensation is due fourteen (14) days after the disability
that the first installment is due, the

employer/carrier must tender to the employee an Agreement of Compensation, along with’

compensation due.
If however, the employer/carrier denies liability, a written notice of denial must be mailed
within twenty-nine (29) days after the employer’s knowledge of the alleged injury. The :

employer may obtain an additional thirty (30) day period ifit establishes that the delay is due
necessary to make a determination as to -

liability.
’s compensation coverage (e.g. empl‘oyee'

infoxication, self-inflicted injuries, failure to use safety appliances, committing 2 violation

of work rules, failing to obey a reasonable written or printed safety rule, knowing failure to
perform a statutory duty). Neither the City or the insurance carrier will be liable for the
payment of worker’s compensation benefits or major illness/injury in-line-of-duty leave pay
for off-duty injuries or illnesses that occur during an employee’s voluntary participation in

any off-duty recreational, social or athletic activity sponsored or not-sponsored by the City.

yee is on worker’s coﬁ;pensatibn Jeave, he/she shall not be engaged in

Holiday pay will not be paid in addition to major illness/injury in-line-of-duty leave pay. .

During worker’s compensation Jeave employees are required to check in every week with the
Deputy Clerk-Treasurer or Human Resources Director to give him/her an updateasto his/her,
condition. Before returning to work, the employee shall provide medical certification from

a health care provider verifying that Ke/she may safely rétun to work. .

after being off for a period of thirty (3 0) or more days

Any employee who Teturns to work
(30) consecutive business days

due to a workmen’s compensation injury, must work thirty
before he/she will be entitled to take any accumulated vacation time.

gnated as Family and Medical Leave Act (FMLA) leave

Worker’s compensation leave is desi
beginning with the first day ofleave. "All such leave time used counts against the employee’s

“twelve (12) week FMLA entitlement. -
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4.13

BENEFITS CONTINUATION (COBRA)

"The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees -
and their qualified beneficiaries the opportunity to continue health insurance coverage under
the employer's health plan when a "qualifying event" would normally result in the loss of
eligibility. Some common qualifying events are resignation, termination of employment, or
death of an employee; a reduction in an employee's hours or a leave of abserice; an
employee's divorce or legal separahon and-a dependent child no longer meeting eligibility

requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at the employer ]
group rates plus an adminisiration fee. .

The Cityor agents acting in behalf of the CD'I_Y provides each eligible employee with a wntten
notice describing rights granted under COBRA when the employee becomes eligible for
coverage under the employer's health insurance plan. The notice contains important

' information about the employee's rights and-obligations.

FAMILY AND MEDICAL LEAVE POLICY

The Family and Medical Leave Act provides eligible employees, with up to twelve (12)
weeks of unpaid leave for their own serious illness, the birth or adoption of a child, or the
care of a seriously ill child, spouse, or parent. An employee shall use any accrued paid sick,
personal, compensatory time, or (vacation leave accrued above 14 days) for any part of the

12-week period under the City FMLA policy. Employees are not required to use accrued
vacation leave under 14 days, but may use such time at their discretion.

Benefits, such as vacation, _paid personal leave, or. hoﬁdajfs, will  accrue during
family/medical leave.

For an employee to be eligible ié'or family medical leave, he or she must have been employed
by the City for at least one (1) year and worked 1,250 hours within the previous. 12-month

period.

" In addition, any employee who completes a period of leave will be returned either to the

samue position the employee was in piior to the leave, or to a position equivalent in pay,
benefits, and other terms and conditions of employment.

For purposes of calculating employee entitlement for subsequent FMLA leaves, the "12-
month period" is measured forward from the date when the employee's previous FMLA leave
began. For example, under this method an employee would be entitled to twelve (12) weeks
of leave during the year beginning on the first date FMLA is taken (e.g. March 5, 2005); the
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Thé City may require an employee to

next 12:month period would begin the first time leave is taken after completion of that 12-
month period ending (e.g. March 4, 2006).

When an employee plans to take family or medical leave, the employes is required to give
the City thirty (30) days written notice or, if this is not possible, as much notice as is

practical.

An employee undergoing 131anned treatment is required to make a reasonable effort to
schedule the treatment to minimize disruptions to City operations. :

all be governed by The Family and Medieal Leave Act

0£1993. All requests for FMILA leave must be submitted, in writing, to the Mayor to
make a determination. Such requests shall be supported by medical certification on

FMLA. forms provided by the City. Employees should contact the Mayor to secure

such forms and procedures used for requesting leave under the City of Linton's Family

Medical Leave Act policy. A determination for granting ox denying a FMLA leave will

The provisions of this policy sh

. be delayed until medical certifications are provided by the employee. .

The City requires medical certificationto supporta claim for leave for an employee's serious
ilTness or injury; or the serious illness or injury ofa child, spouse; or employee’s parent. For
an employee's own medical leave, the certification must include a statement that the
employee is unable to perform the functions of his or her position. The City reserves the

right to require a second medical opinion from an independent medical provider. The City

will pay for the second opinion and will designate a provider. If the two opinions conflict,
the third opinion. The opinion

a third medical opinion may be sought, the City will pay for
of the third medical ptovider is final and binding on both the City and the employee.

For leave to care for a seriously ill or injured child, spouse, or employee’s parent, the

certification must include an estimate of the amount of the employee's time that will be

needed to care for the child, spouse, or parent. The City reservesthe right to require a second
medical opinion from an independent medical provider: The City will pay for the.second
opinion and will designate a provider. If the two opinions conflict, a third medical opinion
may be sought, the City will pay for the third opinion. The opinion of the third medical
provider is final and binding on both the City and the employee. '

reinort periodically during the leave period on the

e's intention to return to work. The employer may

employee's leave status and the employe
period as the

consider an employee failure to report to work at the end of the leave
employee’s voluntary resignation.
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4.14

In situations where both husband and wife both work for the City and the FMLA is requested

~ and approved to care for a newborn child or a child newly placed for adoption or foster care

the husband’s and wife’s combined total leave is limited to twelve (12) weeks. Such leave
must be taken within twelve (12) months from the date of birth or the date of placement.

Any health plan, including self-insured plans, provided by the City will be continued for the
employee on Family and Medical Leave on the same terms as such coverage would have
been provided if the employee had continued his or her work during the period that he or she
‘was on leave covered by the FMLA. City employees are responsible for paying their share
of the premium costs while on FMLA leave. Ifthe employee fails to return to work, he or

she shall repay the City’s portion of the premium costs.

‘While an employee is on FMLA, he/she shall not be engaged in outside employment;
any exceptions shall be approved in advance of taking FMLA by the Mayor.

A ~ AMERICANS WITH DISABILITIES ACT (ADA)

It is the policy of the City of Linton that qualified individuals with disabilities not be
excluded from participation in or benefit from the services, programs or activities of the City.

- Itisthe policy of the City not to discriminate against a qualified individual with a disability

in: jobapplication procedures; the hiring, advancement or discharge ofemployees; employee
compensation; job training; and other terms, conditions and privileges of employnient. Itis
the intent of this organization to comply with all applicable requirements of the Americans

with Disabilities Act (ADA).

. If a person is not able to perform the essential functions of a job, even with reasonable
accommodation, then the person is not qualified for the position. . :

The City will reasonably accommodate i:ersons with a disability. Such réasonable
accommodation may include: making facilities readily accessible to individuals with a
disability, restructuring jobs, modifying work schedules, modifying equipment, or other

similar accommodations. -
Accomﬁiodations may not create. an undue hardship, for the City of Linton or other

employees.

An individual who cannot be reasonably accommodated for a job, withcut undue hardship,
willnot be selected or retained in the position. A Conditional Offer of Employment form

is available for use in the Human Resources Director’s office.
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* a direct threat to the health or safety of the oth

* Members of the public,

"Coordinator designated as the Human Resources Director on
. the needs of individuals with disabilities pursuant to this policy.

All employees are required to comply with safety standards. Applicants who posea direct
iduals in the workplace, which threat-cannot be

threat to the health or safety of other indiv
¢liminated by reasonable accommodation, will not be hired. Current employees who pose
er individuals in the workplace will be placed

on appropriate leave.

Disabled individuals cannot pose a"direct threat to the safety of themselves or others.
Generally; a "direct threat" means a significant risk to the health or safety of others that

cannot be eliminated by reasonable accommodation.

Benefits provided to disabled individuals who are qualified to perform the work are not
different from the benefits provided to other employees.

including individuals with disabilities and groups representing
suggestions to the City ADA

individuals with disabilities, are encouraged to submit
howthe City might better meet

accommodation under the City’s ADA policy shall be submitted

Employeé requests for an
n Request form) available in the -

in writing on ADA forms (Reasonable Accommodatio
Efuman Resources Director’s office. The City requires medical certification to support a

auest ofreasonable accommodation on the organization’s Medical Review form available

req
in the Human Resources Director’s office. It shall be the responsibility of the employee to

submit such forms in a timely manner.

The City reserves the right to require a second medical 6pinion from an independent medical

;provider. The City must pay for the second opinion. If the two opinions conflict, the City -

may seek and pay for a third medical opinion that will be final and binding on both the City

and the employee.

Based on the medical information provided, the City will evaluate what, if any, ieasonéble
accommodation may be extended to the employee. A determination for granting or denying
a reasonable accommodation will be delayed until medical certifications are provided by the

~ employee.

ived treatment inconsistent with the policies set
forth above or any other requirement of the " Americans with Disabilities Act" (ADA), can
file a complaint within ninety (90) days of the date of the alleged discriminatory act or
practice with the City of Linton Euman Resources Director, who is the ADA Coordinator,

Any employee who believes he/she has rece

Iocated at City Hall, 86 South Main Street, Linton, IN 47441.
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5.2

5.3

54 .

5. WORKING CONDITIONS

PRODUCTIVE WORK ENVIRONMENT

" It is a policy Qf the City of Linton to mamtam a productive work environment. Verbal or

physical conduct by any supervisor or employee which harasses, distupts, or interferes with
another's work performance or which creates an intimidating, offensive, or hostile

environment will not be tolerated.

SAFETY

Establishment and maintenance of a safe work environment is thé shared responsibility of
the City and employees from all levels of the organization. The City shall take all reasonable
steps to ensure a safe environment and compliance with federal, state, and local safety’
regulations. All employees should report for work in an alert, fit condition and able to

effectively perform assigned position duties.

Employees are expected to obey safety rules and to exercise caution in all their work
activities. Employees shall immediately.report any unsafe conditions to their supervisor.
Empldyees need not fear retaliation for reporting safety hazards. Not only supervisors, but
employees at all levels of the organization are expected fo correct unsafe conditions as
promptly as possible. Employees who engage in unsafe. work habits or violate safety
standards may be subject to disciplinary action, up to and including discharge. ALL
accidents that resultin injury must be reported immediately to the department head,

--and tothe Mayoi within twenty-four (24) hours or less, regardless of how insignificant

the injury may appear. Such reports are necessary to comply with laws and to initiate

. insurance and worker's compensation procedures.

APPEARANCE OF WORK AREAS -

The Clty expects the work areas of all employees to be well organized, clean, and attractlve
These qualities promote health, productivity, safety, good morale, and customer respect.
Employees are responsible for mamtammg the cleanlinéss of non-work areas that are used

by employees, such as meal and break areas. This policy applies to all employees

USE OF TELEPHONES, FAX MACHINES AND CITY MAIL

‘Personal telephone calls should be limited in frequency and duration. Personal use of

telephones and FAX machines for long-distance and toll calls is not permitted, except for
emergencies. For any emergency personal use employees shall reimburse the City for all

long-distance and/or toll charges.
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5.6

To ensure effective telephone communications, employees should always use the approved .
greeting and speak in a courteous and professional manner. :

The mail system is resefved for business purposes only. Employees should refiain from

- sending or receiving personal mail or other delivery packages at the workplace. Any

personal use of City postage must be reimbursed. |

USE OF CELLULAR/MOBILE PHONES AND PAGERS -

The use of a cellular/mobile phone while driving may present a hazard to the driver, other
employees, and the general public. Employees shall exercise caution and adhere t0 all
applicable motor safety laws if using a City issued cellular/mobile phone while driving, or

using a personal cellular/mobile phone while driving a City owned vehicle.

551 Personal Cellular/Mobile Phones and Pagers

Personal cellular/mobile phones and pagers are disruptive in the workplace. The use
of personal cellular/mobile phones and/or pagers during office hours is prohibited
except for emergency purposes, such as injury or illness involving transport to a

hospital. Employees may use personal cellular/mobile phones during break periods,

including meal breaks in locations that donot posea disruption to others. Employees
using cellular/mobile phones or pagers during office hours will be subject to

appropriate disciplinary action.

552 City Issued Cellular/Mobile Phones and Pagers

Any cellular/mobile phone and/or pager issued by the City to an employee for
business purposes should be turned off during meetings and fraining courses, except
in circumstances where it is absolutely necessary to take an urgent business phone
call. Tn these circumstances, it is courteous to alert others in attendance to the fact

" 'that such a call is expected.

City of Linton employees that are issued City owned cellular/mobile phones may use
their phones off duty for personal phone calls provided that the total monthly usage
does not exceed that of the purchased phone plan. Any phone minutes exceeding the
monthly plan, whether personal or for business use, shall be paid by the employee.

USE OF COMPUTERS

Compirters, computer files, hardware, and software are the property of the City of Linton,
intended for business use and job related purposes. Employees should notus e City computer
equipment without authorization. Personal use of such equipment and software should be

limited in frequency and duration.
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- 5.7

The City of Linton purchases and licenses the use of various computer software for business
purposes and does not own. the copyright to this software or its related documentation.
Unless authorized by the software developer, the City does not have the right to reproduce

such software for use on more than one compiter. ’

Employees may only use software on multiple machines according to software license

agreements. The City prohibits the illegal duphcatlon of software and its related
documentation. No licensed software may be installed on City computers that has not been
authorized by the City, and/or is not property licensed to the City. City employees who
make, acquire, or use unauthorized copies of computer software are violating federal
copyright IaW and are subJect to the disciplinary action, up to and including termmatlon

Users should not alter or copy a file belonging to another user Wlthout first obtaining
‘pemmission. The ability to read, alter, or copy a file belonging to another user does not imply

permmission to read, alter, or copy that file.

' "Allmaterial downloaded from the Internet or from computers or networks that do not belong .

to the City MUST be scanned for viruses and other destructive programs before being placed
onto the computer system. All employees will be expected to follow the instructions from

theii department head in the scanning process.

The City of Linton maintains the right to monitor any and all aspects of its computersystem,
including, but not limited to, monitoring sites employees visit on the Internet, monitoring

© chat groups and news groups, reviewing material downloaded or uploaded by employees and

reviewing e-mail sent and received by employees.

USE OF ELECTRONIC MAIL (E-MAIL : e

- The e-mail system is the property of the.City of Lintan intended for business use.

Employees should not use a password, access a file, or retrieve any stored communication
without authorization. Employees should exercise the same care in drafting e-mail,
communicating in chat groups, and posting items to news groups as they would for any other

written communication.

The City strives to maintain a workplace that is free of harassment and sensitive to the
diversity of its employees. Therefore, the City prohibits the use of computers and the e-mail
system in ways that are disruptive, offensive to others, or harmful to motale.. For example,
the display or transmission of sexually-explicit images, messages, and cartoons is not
allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments,
Jokes, or anything that may be construed as harassment or showmg d1srespcct to others.
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5.8

.Unnecessary use of electronic communication systems hinders their performance. Chain

letters, jokes, and messages sent to large lists of employees create clutter in computer
systems wasting time and space. The receiptand forwarding of messages originating outside
the network can expose systems to crippling computer viruses that can unduly hinder the
system’s performance and/or capaciiy, as well as waste time in clean-up and repair.

E-miiail may not be used to solicit others for commercial venture, religious or political causes,
outside organizations, or other non-City business-matters.

Employees do not retain any right to privacy in any documents, messages, or images they

create, store, send, or receive on a City of Linton computer or through City 6f Linton

provided Internet access under the Electronic Communications Privacy Act, and any other

" state or federal law regarding e-mail and Internet use. Employees do not have a personal

privacy right in any matter created, received, or sent from the City e-mail system. The
electronic mail system may be monitored when City of Linton deems it necessary to ensure
its legitimate business interest in the prop er ntilization of its property and to ensure that this

. policy is being followed

E-mail from or to an attorney representing the City must incliide the following header on
each page: “AT TORNEY-CLIENT PRIVILEGED/DONOT FORWARD WITHOUT

PERMISSION i

USE OF THE INTERNET

Employees may be provided access to the Internet to assist them in the performance of their

. duties. Personal use of the internet during work hours on City of Linton provided equipment

should be limited in frequency and duration and may not interfere with work assignments.

' Usage of City of Linton provided internet services is limited to employees unless specifically

authorized by the Mayor.

The Internet is a worldwide network of computers containing millions of pages of
information and many diverse points of view. Because of its global nature, users of the
Internet may encounter material that is inappropriate, offensive, and in many instances,
illegal. The City cannot control the availability of this information or restrict access o it.

Employees are notified that they are responsible for the material they review and download
on the Internet. The Clty will not be responsible for any damages, direct or indirect, arising

out of the use of Internet resources.

Sending; receiving, displaying, printing, or otherwise disseminating material that is
fraudulent, harassing, illegal, embarrassing, sexually explicit, obscene, intimidating, or
defamatory is prohibited. Employees encountering such material should report it to their

department head.
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5.9

Employees may not use City Internet resources for commercial or personal advertisements,
solicitations, promotions, viruses, political material, or any other unauthorized personal use.

Employees may not disseminate City property or confidential information via the Internet. '

Because of export restnc’aons programs, or files containing encryption technolo gy are not
tobe placed on the Internet or transmiited in any way outside the Umted States without prior

written authonza’uon from the City.

Employees must comply withall software hcenses copyrights, and all other state and federal
laws governing intellectual property and onlme activity.

USE OF EQUIPMENT AND VEHICLES

City of Linton equlpment and vehicles esseritial in accomphshmg job duties are expensive-
and may be difficult to replace. City equipment use shall be limited to City business, any

“exceptions shall be approved by the Mayor in advance of use. When using City property,.

including City telephones, employees are expected to exercise.care, perform required
maintenance, and follow all operating instructions, safety standards and gmdehnes

Please no’ufy the superv1sor if any equipment, machines, tools, or vehicles appear to be
damaged, defective or in need of repair. Prompt reporting of damages, defects, and the need
for repairs could prevent deterioration of equipment and possible i injury to employees or
others. Contact your supervisor with any questions about an employee's responsibility for

malntenance and care of ‘equipment or vehicles used on the JOb

Emaployees operating City vehicles shall maintain the ability to legally operate assigned
vehicles. Employees who operate City vehicles are required to notify their department head
andthe Mayor inthe event that their driver's license is suspended orrevoked. Anemployee's

failure to notify their department head and the Mayor of a driver's license suspension or

revdcation is subject to disciplinary action, up to and including discharge.

All employees who use their private vehmle for City business shall have on file in the
Mayor’s office a copy of a valid driver’s license and proof of liability insurance coverage.

" Failure to comply with this policy is subject to dlsmphnary action up to and mcludmg

discharge.
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5.10

* Improper, careless, negli

Each oceupant of a City or personal vehicle while on City business must wear approptiate
seat belts. Each employee is personally responsible for any fines incurred as a result of
driving or parking violations. In addition, no employee is permitted, under any
circumstances, to operate a City vehicle or personal vehicle for City business when any
physical or mental impairment causes the employee to be unable to drive safely. This

prohibition includes, but is mot limited to, circumstances in which the employee is -
temporarily unable t6 operate a vehicle safely or legally because of illness, medication, or

‘intoxication.

Except for official City business, or as provided in any special policies or procedures that .

supersede this policy, City owned vehicles shall not be driven out of a twenty (20) mile
radius of the City, unless authorized by the department head and the Mayor.

gent, destructive, or unsafe use or operation of equipment or
vehicles, as well as excessive or avoidable traffic and parking violations, can result in

disciplinary action, including discharge.

DRUGS AND ALCOHOL POLICY

It is the policy of the City of Linton to provide a safe working environment for all city
employees, inclusive of safety sensitive positions, employees who drive City vehicles or
drive their own vehicle for city business, and for fire and law enforcement personnel. It is
also this City’s policy to assist employees who have a problem with drug and alcohol

abuse. Our goal is to eliminate the abuse, not to eliminate the abuser. Our goal is to help,’

_notapprehend.

5.10.1 Pre-employment Sereen Policy

As a final step in the employment process, all applicants who are conditionally
considered for employment and those former employees who are to be reinstated
for employment affer layoff or a leave absence will be required to submit to a drug -
screen test. For any employee who transfers to-a department where drug testing is
required to have testing performed, and any employee who is promoted toa
department where drug testing is required, and where having a positive drug test
result will have the promotion withdrawn, Drug and Alcohol Rehabilitation will

be offered at the employee’s expense. Refusal to submit to any drug and alcohol .
test shall result in denial of employment. If the applicant or former employee tests
positive, employment or re-employment will be denied.

5.10.2 The Purpose of the Policy
1.~ To establish and maintain a safe and healthfiil working environment for all

employees;
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" To ensure the.rel.)utation for the City of Linton and its employees within
the community; '

To reduce the number of accidental injuries to persons or property;

To reduce absenteeism, tardiness, and improve productivity; and

" To provide rehabilitation information assistance for any employee who

seeks such help.

To comply with the United States Drug-Free Work Place Act.

The City regrets any inconvenience or problems that the policy may cause, but” .
believes that the overall benefit to the City and the employees make it both

necessary and helpful.

5.10.3

General Policy

The following is the City’s policy concerning substance abuse, which will be

L.

-enforced uniformly with respect to all employees, as indicated.

All employées are prohibited from being under the influence of alcohol or
illegal drugs during work hours. ' '

The manufacture, use, misuse, abuse, sale, possession, transfer, or
purchase of illégal drugs or controlled substances.on or. in the City
property or while on duty or performing City business is prohibited and
will subject the employee to immediately being terminated.

Any employee who commits an unlawfiil act involving illegal drugs,
alcohol, or controlled substances on or off City premises or whose conduct
discredits the City in any way, will be immediately terminated. -

No alcoholic beverage will be brought or consumed oxi the job site.
Employees may be tested raridomly, post-accident, or for probable cause,
at the discretion of the Cify. Anyone with a BAC of .02 - .0399 will be

considered positive.

No prescription drug will be brought onto City premises by any person
other than the one for whom it is prescribed. Such drugs will be used only

in the manner, combination, and quantity prescribed.
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6. As a continuing condition of employment, each employee agrees 10 abide
by the terms of this policy. Employees shall notify the City of 20y drug
conviction in a Court of competent jurisdiction involving alcohol, illegal

- drugs, or controlled substances no later then five (5) days after conviction.
The city will subject the employee to the same disciplinary procedures as
those employees who test positive under drug screening procedures.

5.10.4 Testing

All employees will be required to submit to a drug sereen test as a condition of

employment:

1.~ Bachemployee will be tested for dfugs and alcohol; (a) aftera
work-related accident; (b) if the employee has been observed using

substances that are suspected to be prohibited substances on the job; (c) if

the employee exhibits a significant and prolonged reduction in
productivity; (d) if the City has reasonable cause for testing the employee.
The City may perform baseline testing on a1_1~employees, or by department

at any given time.

2. Each employee will be tested for drugs and alcohol when such employee is
involved in a vehicular accident. The test should be done as soon as
© possible following the accident.

3. The City may conduct RANDOM drug and alcohol testing of employees at
any time with or without cause or suspicion in order to assure compliance

with its drug-free work place policy.

4. An employee returning from a Ieave of Absence may be required o

“RETEST”.

5. An employee who alters a specimen, O who fails or refuses to submitto .
testing when requested to do so, shall be subject to immediate termination.

5.10.5 Employee Tesﬁng Positive . o

ositive are subject to immediate disciplinary action

Employeés who test p
but may be allowed to continue employment on conditions

including termination,

based on the following terms:
ling in a certified

1. The employee agrees to participaté in counse
rehabilitation program and successfully completes the program.
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The employee agrees to and does remain drug and alcohol free during the
conditional employment petiod.

The employee agrees to routine, periodic, and unscheduled drug screening
and alcohol tests to ensure that the employee remains drug and alcohol

free.

The cost of a rehabilitation program and subsequent drug tests (6 during a

" calendar year) will be payable by the employee.

A second positive test will be grounds for immediate termination.

All positive test results will remain in your personnel file as long as the
City employs you. : : '

.5.10.6 Prescription Drugs

Employees taking prescription drugs must adhere to the following procedure:

1.

If you are taking any prescription medication that may affect your ability to
perform your duties and work responsibilities, you must notify the :
immediate supervisor prior to the commencement of the work shift.
Warning labels normally appear on the prescription bottle and state exactly
what, if any, side affects there may be. As an example, and not meant as a
limitation, “May cause drowsiness,” “May cause dizziness,” May cause
periodic nausea,” “Use caution while operating machinery,” “Use caution
when driving,” or any other warning; caution,. or.description of side affects
that may affect your ability to. perform your-work duties must be disclosed

+ before you begin your work shift so that your work responsibilities may be

assigned or reassigned to take into account your medical condition. YOU

- ARE NOT REQUIRED TO STATE THE NAME OF THE
.MEDICATION, THE DOCTOR WHO PRESCRIBED IT, OR THE

REASON IT HAS BEEN PRESCRIBED, in accordance with the Patient
Privacy Laws under HIPAA (Health Insurance Portability and

"Accountability Act), and all applicable Indiana Privacy Laws.

The only time that you may be asked to identify what medication(s) you

-are taking is during reasonable assessment of a serious reaction fo the -

medication, during medical treatment for an accident or injury, or for

* purposes of determining what medication was prescribed to you after a

drug or alcohol test has been performed and a positive result would require
reprimand or disciplinary action. At that time, you will be asked privately,
by the testing agent or agency, what, if any, prescription medication you
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5.10.7 Police/Fire Department

are currently taking, and you will be required to show proof that the
prescription medication was prescribed to you. '

Carry the medication in the original pres cription container with no more
than the necessary dosage required for the work shift. Your Pharmacist

will provide you with an extra empty bottle upon request so that you will
not be susceptible to ctiminal charges for transporting medicationina

non-prescribed container.

Failure to abide by the provisions of this section on Prescription Drugs
shall subject the employee to disciplinary action, including termination.

/ 1

Any law enforcement officer or firefighter exposed to drugs in the line of duty
should immediately notify the superior officer. Any officer who is under cover,
and whose identity may be compromised by presenting for testing, or who may be
involved in a drug-related investigation, will be exempt from this policy, but only
during the period of time such officer is performing under cover duties.

HOWEVER, when practicable, if the under cover officer is not involved in a
narcotics-related investigation, and idéntity will not be compromised, mere status
as “under cover’” does not preclude officers from being tested if probable cause
exists that the officer is misusing, manufacturing, selling, trafficking in,

‘purchasing, using, or abusing drugs or alcohol.

5.10.8 FurtherPolicy Provisions

1.

All employees who test positive for dfugs and/or alcohol, which includes
pre-employment testing, probable cause testing, random testing, and
post-accident testing, shall be responsible for the cost of the test, including

any (GCMS) conformation testing.

Any. employee who tests positive and is sent for Substance Abuse
Professional Evaluation, shall be required to pay for the return to duty
tests. The cost of follow-up testing requested by the Department of
Transportation and/or the City will be paid for by the employee and shall

be deducted from the employee’s paycheck.

" The City will pay for all drug and alcohol tests performed concluding with

anegative result.
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5.11

5.10.9 FEDERAL MOTOR CARRIER SAFETY AND RESEARCH AND
SPECIAL PROGRAMS ADMINISTRATION REGULATIONS (Commercial

Driver’s License and Covered Pmehne Operations Employees Drug and Aleohol

Testing)

This policy shall apply to an employee who is required to hold a commercial
driver's license in order to operate a vehicle or equipment, and/or an employee
who performs operations, maintenance, or emergency response functions on a
pipeline as part of his/her employment with the City of Linton.

The City of Linton has instituted this policy to-provide a healthy and safe work
environment for its employees and to ensure the safety of the public. The ’
provisions of this policy are established to address the use and possession of .
alcohol, Schedule I Controlled Substances, physician-prescribed medications, and
over-the-counter medications by cmployees in positions that have been classified

safety—sensmve

It is the policy of City of Linton to comply with and abide by all laws and
regulations that have been established by 49 CFR PART 382 - CONTROLLED
SUBSTANCES AND ALCOHOL USE AND TESTING of the Federal Motor
Carrier Saféty Regulations, U.S. Department of Transportation (DOT); and 49
CFR PART 199 - DRUG AND ALCOHOL TESTING for the Research and
Special Programs Administration, DOT. In complying with these regulations, the
City of Linton hereby institutes a comprehensive controlled substance and alcohol
testing, training, and record keeping program for employees in positions that have
been classified as safety sensitive. In accordance with DOT regulations, included
in this classification of safety-sensitive positions are all positions which require an

"employee to operate a commercial motor vehicle and/or hold a commercial

driver's license and/or perform operatlons maintenance, or emergency response
functions on a pipeline.

-Information and training concerning the specific provisions of this policy will be

provided to all employees and superv1sors of employees holding safety sensitive

) posmons

BLOODBORNE PATHOGENS

Employees working in high risk jobs will be offered Bloodborne Pathogen training and a
series of Hepatitis B vaccinations for their protection. The City will provide this service
free of charge for those employees wishing to participate in this program.

43



==t

5.12

5.13

" Employees may smoke ouf;
_not to stand directly outside facility entrances or subject non-

. Tl;is policy applie

Employee pay for travel time shall be determined according to app

on (OSHA) has determined that certain

The Occupational Safety and Health Administration (C
to bloodborne pathogens due to their

employees in the workplace face 2 significant risk
job duties. To ensure that City employees are aware of occupational exposure to

bloodbome pathogens the City has developed an exposure control plan to minimize or
eliminate employee contact with human blood or other bodily fluid which may contain
bloodborne pathogens such as Hepatitis B virus and HIV. Control plans are available in

the Mayor’s Office.

SMOKING

to pro_vide asafe and healthﬁﬂ work environment,

~

n keeping with the City's intent
smoking in ’che work place is prohibited wbile inside City facilities.

utside City facilities during &esignated break times, but they are
smokers to passive smoke.

s equally to all employees, citizens, and visitors and signs are posted in

City facilities.

BUSINESS TRAVEL

The City of Linton is responsible for authorizing employee business travel and

reimbursement of travel expenses. All employees must obtain authorization from the
iness travel or reimbursement of

department head and Clerk-Treasurer before bus
expenses.

fished in a City of Linton vehicle or via

Wherever practicable, travel wilt be accomp
1, the employees

common carrier. Ifa personal vehicle must be used for authorized trave
shall be reimburscd at prevailing rates established by the Board of Works.

Travel claims may be paid by the Clerk-Treasurer after submission of proper
documentation and claim forms, including department head written approval.

licable provisions of"

the Fair Labor Standéljds Act.
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6.1

6.2

6. PERSONAL CONDUCT

ATTENDANCE AND PUNCTUALITY -

To maintain a safe and productive work environment, the City of Linton expects
employees to be reliable and to be punctual inreporting for scheduled work.
Absenteeism and tardiness place a burden on other employees and on the City of Linton..
In the rare instance when an employee cannot avoid being late to work or is unable to -
work as scheduled, he or she should notify the department head at least twenty four (24)
hour before the time the employee would normally begin the shift or work day; or one (1) -
hour in the case of emergency, such as being transported to a medical facility by .

ambulance. .

Supervisors are fo oversee employee timékeeping records on City of Linton forms;
including all employee absences and designation of whether supervisor notification was

* properly provided by the employee.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary
action, up to and including termination of employment.

COMMISSION OF A FELONY OR UNLAWFUL ACT '

Amny employee found guilty of a felony, if reasonably related to employee job duties or the
public trust, is subject to immediate dismissal by the Mayor. An'employee charged with
a felony or found participating in felonious activity either during work hours or while off
duty will be subject to immediate dismissal by the Mayor, or an unpaid leaye of absence _
from work until a court of law establishes innocence or guilt. o

i Axny émpioyee found guﬂty of a misdemeanor, if reasdnably related to employeé job

duties or the public trust, may be subject to suspension or discharge by the Mayor,
including not being legally qualified to operate assigned vehicles or equipment.

Misdemeanors that involve City of Linton yehicles/prqpeljtjf, or in which the employee’s
behavior reflects poorly upon the employee and/or the City of Linton, will result in

disciplinary action.
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6.3

6.4

* private activities outside of the organizati

. The Ciiy of Linton also recognizes its Ti

‘conflict of interest statem:

© continued employment with the City of Linton.

GIFIS OR GRATUITIES

liers and others with

Employees are encouraged to maintain good relations with supp
the practice of accepting

whom the City of Linton may have business dealings. However,
gifts or gratuities may be contrary to the public interest.

Eml:;loyees shall not aceept unreasonable gifts or grafuities from firms, orgeii:iz'aﬁons,
agents, or other individuals who may or do conduct business with the City of Linton in
fumishing materials, goods, and services 10 the City of Linton.

BUSINESS ETHICS/C ONFLICT OF INTEREST

cts the right of individual employeeé to engage in
:on that do not in any way conflict with, or

The City of Linton recognizes and 1espe

reflect poorly on the City of Linton.

ght and obligation to determine when an

employee's activities present a conflict of interest with the City of Linton. At such times

the City of Linton must take-whatever action is necessary tore
including but not limited to, terminating employment. This policy app
employees as well as to former employees, where applicable.

(g

solve the situation,
lies to all

Employees having financial interest in a company or _subsf_antiai investments in a
corporation that might benefit from their dealings with the City of Linton must file 2

ent with the Greene County Clerk and Clerk-Treasuter. If

deemed by said official to be in the best interest of the City of Linton, those employees
shall either divest themselves of such interest or investments or be ineligible for

A City of Linton employee who knowingly or intentionally obtains a pecuniary interest in
or derives a profit fiom 2 contract or purchase connected with an action by the City of
Linton commits a Class D felony, unless 2 financial disclosure form is approved in

advance and filed as required by Indiana Code (I.C.) 35-44-1-3.

Violation of 1.C. 35-44-1-3 includes failure to disclose a conflict of interest of an
employee or member of employee's immediate family having 2 monetary interest/business
interest or deriving 2 profit in any matter directly related to the employee's official duties

and the discharge of those duties. This includes having 2 personal interest in a business
which supplies goods and

services to the City of Linton.
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6.5

SEXUAL HARASSMENT |

This policy applies to all City of Linton employees.

Everyone who works for the City of Linton is entitled to a workplace free from sexual

_harassment and intimidation.. The City of Linton is committed to providing a work

environment that is free of any type of discrimination or unlawful harassment. The City
of Linton prohibits any form of sexual harassment and will take corrective action against

offenders, in¢luding discipline or discharge.

All City of Linton employees are expected to conduct themselves in a professional and
ethical manner at all times, whether it is during regular working hours, while attending
any functions on behalf of the City, or at any time where the nature of'the conduct may

cast a negative light on the City or any of its departments.

Tt is the responsibility of each staff member to respect the rights, opinions, and beliefs of
others. Discrimination and unlawfiil harassmént reduce the morale of everyone - even

those who are not the victims of the harassment.

6.5.1 Definition of Sexual Harassment

Any request for sexual favors and/or any other unwanted verbal or physical
conduct of a sexual nature between employees in the workplace or job-related
contacts with citizens or persons outside City of Linton employment, constitutes

sexual harassment and is prohibited.

There are two types of sexual harassment: quid pro quo harassment-and hostile - -~ -
environment harassment. Quid pro quo (“this for that”) harassment occurs when
submitting to or rejecting a sexual request is used as a basis for decisions affecting

a person’s employment, job, pay, or career.

“Hostile environment harassment occurs when the unwelcome sexual behavior of
one or more persons cieates an abusive, intimidating, or offensive work
envuonment and interferes with the employee’s work performance.

Examples of sexual harassment are listed below:
1. Unwelcome sexual advances or behavior.

2. Physical or verbal conduct of a sexual nature, or joking that is sex-oriented
and considered unacceptable by another individual. Examples of conduct
of a sexual nature include: flirtations, advances or propositions, verbal
abuse of a sexual nature, discussing sexual activities, leering, touching,
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pinching, assault, or coerced sexual acts, or suggestive, insulting, obscene |

comments or gestures; written, photographic, cartoon, or electronic

displays in the workplace of sexually suggestive objects or pictures. T. his
arance where such

includes commenting about an individual's body or appe

comments go beyond mere courtesy, telling "dirty jokes" that are clearly
- unwanted and considered offensive by others, or any- other tasteless

sexually-oriented comments 0¥ ctions that offend others.  This behavior is

unacceptable in the workplace itself, and in other work-related settings

such as business irips and business-related social events.

3. Submission which is expressed or implied as a condition of employment,
promotion or preferential treatment. :
4. Printed or electronic display or transmission of sexually explicit images,

- messages or cartoons is not allowed. Other violations include, but are not
~ limited to, ethnic slurs, racial comments, jokes or anything that may be
construed as harassment or showing distespect for others.

5. Conduet or speech with implication that has the purpose or the effect of
interfering with work performance or creating an intimidating, hostile or
offensive work environment is considered sexual harassment. Examples
of this type of inappropriate and hostile conduct include: derogatory
commenis based on an individuals membership in a projected group;
cartoon, pictures, or posters that are degrading or reflect negatively on a
protected group; jokes, slurs, or nicknames that have the purpose 0t effect

- of stereofyping, demeaning, or making fun of a person or persons ina
protected group; or verbal or physical innuendoes that reflect negatively on

any protected group.

“This behavior is unacceptable in the workplace itself and in other work-related

settings syich as business ﬁ'ipc and husiness-related social events.

6.5.2 Reportinga Complaint

While the City of Linton encoureiges individuals who bélievga they are being

harassed to firmly and promptly notify the offender that his/her behavior is

unwelcome, the City of Linton also recognizes that power and status disparities
between an alleged harasser and a target may make such a confrontation
impossible. In the event that such informal, direct communication between
individuals is either ineffective or impossible, the following steps should be

followed in reporting a sexual harassment complaint.
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In order to take a corrective action, the City of Linton must be aware of sexual
harassment or related retaliation. Therefore, anyone who believes that he/she has
experienced or witnessed sexual harassment or related retaliation should promptly

report such behavior.

- - ~Any employee who experiences sexual harassment should contact. hisher... .. .

department head immediately. If unresolved, or in the event the harassment is’
alleged against the department head, the employee is advised to obtain a sexual
harassment complaint form from the Human Resources Director. The employee
is directed to submit the completed form to the Human Resources Director, or in
the event the alleged harassment is against the Human Resources Director, the
completed form is to be submitted to the Mayor. The best time to register a

complaint is immediately after the act ocours.

Any supervisor who has witnessed or becomes aware of the alleged occurrence of
sexual harassment or retaliation, or receives a complaint of sexual harassment
involving a person within that supervisor’s purview is required to take prompt
corrective action and to report the incident to the Human Resources Director.
Failure of a supervisor to immediately take corrective action or to report the
incident shall constitute misconduct subject to.disciplinary action.

6.5.3 Description of Misconduct

An accurate record of objectionable behavior or misconduct is needed to resolve a
formal complaint of sexual harassment.

" Veibal reports of sexual harassment must be recorded in written form by either the

complainant or the individual(s) designated to receive complaints, and be signed
by the complainant. Individuals who believe they have been or currently are being
harassed should maintain a record of objectionable conduct to effectlvely prepare

and corroborate their allegations.

While the City of Linton encourages individuals to keep written notes in order to
accurately record offensive conduct or behavior, it must be recognized that, in the
_ event that a lawsuit develops from the reported incident; the confidentiality of the
complainant’s written notes may not be recognized under Indiana law, and the

notes may have to be disclosed.

The Human Resources Director has copies of the City of Linton sexual
harassment complaint form. Employees are directed to obtain, complete, and

" submit this form to the Human Resources Director to initiate a formal complaint:
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_ . .individual,no limited tim
Late reporting of complaints will not in and of itself

6.5.4 TimeFrame For Reporting Cqmplaints

The City of Linton encourages a.pro

yesponse and appropriate action may
and because of the emotional toll such miscon

these problems

harassment complaints.

mpt repofting' of complaints so that rapid
be taken. However, due to the sensitivity of -

duct may have on an

o frame will be instituted for reporting sexual. .. . -

preclude the City of Linton from taking remedial action.

6.5.5 Protection Against Retaliation

The City of Linton will not
areport of sexual harassment nor pe
serious violation of this sexual harassme

Retaliation is a

reported jmmediately. Ay person found to
individual for the good faith reporting of s
same disciplinary action provide

6.5.6 Investigating the Complaint

Any allegation of sexual har
ible fo protect the privacy

in as discreet a manner possl
orts to maintain confidentiality throughout the

City of Linton will use its best eff
invegtigatory process to the extent practical and approp

circumstances; however, cO

Upon comp
Linfon will communicate

If the City of Linton and the alleged har

In determining whether alleged conduct constifuies s
Linton will look at the investigative file as 2 wh
circumstances, such as the nature of the conduct and the context in which the

alleged incidents occurred. The determination of
be taken will be made from the

leting the investigation of a sexual harassment compl

its findings to the
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