VILLAGE OF YELLOW SPRINGS, OHIO
ORDINANCE 2026-06

REPEALING AND REPLACING SECTION 252.06 “PERSONNEL POLICY
MANUAL” OF THE CODIFIED ORDINANCES OF THE VILLAGE OF
YELLOW SPRINGS, OHIO AND APPROVING REVISED PERSONNEL

POLICY MANUAL

WHEREAS, at the recommendation of the Village Manager and Village department
heads, the Village’s Personnel Policy Manual required thorough review and revision;
and,

WHEREAS, Village department heads invested many hours in the review and proposed
revisions and now recommend same to Village Council; and,

WHEREAS, Approval authority of the Village’s Personnel Policy Manual rests with
Village Council per Section 82 of the Village Charter; and,

WHEREAS, the Village Solicitor recommends revision of Section 252.06 of the
Village’s Codified Ordinances to eliminate the need to revise the codified ordinances
whenever the Personnel Policy Manual is updated; and,

WHEREAS, Village Council accepts the recommendations of staff and the Village
Solicitor to approve the revised Personnel Policy Manual and revise Section 252.06 of the
Village’s Codified Ordinances as set forth herein,

NOW, THEREFORE, COUNCIL FOR THE VILLAGE OF YELLOW SPRINGS,
OHIO HEREBY ORDAINS THAT:

Section 1. Section 252.06 entitled “Personnel Policy Manual” of the Codified Ordinances
of the Village of Yellow Springs, Ohio be repealed.

Section 2. A new Section 252.06 entitled “Personnel Policy Manual” of the Codified
Ordinances of the Village of Yellow Springs, Ohio be enacted to read as follows with
new language underlined and bolded and deleted language in strikethrough.

In accordance with Section 82 of the Village Charter, Council has approved a
Personnel Policy Manual, along with updated versions from time to time.
Revisions to the Personnel Policy Manual are to be approved by Council by
ordinance, with the most current version hereby incorporated by reference
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in its entirety. The most current version of the Personnel Policy Manual will
be made available for review in the office of the Clerk of Council.

Section 3. The revised Personnel Policy Manual dated April 2026 is hereby approved in a
form substantially similar to Exhibit A.

Gavin Devore Leonard, President of Council
Passed:

Attest:
Judy Kintner, Clerk of Council

ROLL CALL:
Gavin DeVore Leonard ~ Angie Hsu Carmen Brown

Senay Semere Stephanie Pearce
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SECTION I: INTRODUCTION

020 Intreduction to-thisPurpose of the Personnel Policy Manual
This Employee Personnel Policies Manual has been prepared to
provide guidelines for employee conduct at the Village of Yellow
Springs.

This Policy Manual explains what the Village expects of employees and what
they may expect from the Village as well as information about many of the
benefits of working here. More complete details about insured benefits are
provided in certain benefit plan documents, insurance booklets and contracts
with benefit providers.

This Policy Manual contains information, policies, rules and regulations that
apply to you but is not exhaustive, as other applicable policies, either written
or unwritten (i.e-Pelice Department General Orders)may exist including
employment regulations approved by Council under Section 81 of the Village
Charter. Section 82 of the Village Charter specifies that amendments to this
Personnel Policy Manual must be approved by an ordinance of Village
Council. Therefore, the Village of Yellow Springs retains the right to add
new policies, change policies or cancel policies at any time. When changes
to this manual are made, every attempt will be made by staff to give
advance notice. Understand the contents of this Policy Manual are not
intended to and do not form a contract, either expressed or implied, nor is
this manual intended to provide any certain benefit. It is for information
purposes only. The Village’s interpretation of any of the policies in this
manual is final and binding. This version of the Policy Manual supersedes
all prior versions on its effective date.







Overview of the Village of Yellow Springs

Yellow Springs, established in 1804, is a dynamic community that seamlessly
combines rural charm with modern conveniences. Conveniently situated near
major highways and Wright-Patterson Air Force Base, the Village boasts a
lively downtown, a range of local services, and a rich cultural arts scene.
Surrounded by picturesque parks and nature preserves, Yellow Springs offers
abundant outdoor recreational opportunities, including access to the Little
Miami Scenic Trail. With a strong commitment to innovation, sustainability,
and inclusivity, the Village is guided by a forward-thinking administration
dedicated to fostering responsible growth and delivering exceptional service.

020 Introduction to this Policy Manual

Organizational Structure




departments and staff are organized. The high-level organizational chart
shows the relationships between different roles within the Village, helping to
clarify how the organization is structured to serve the community.

SECTION 2: EMPLOYMENT - GENERAL POLICIES

101 Nature of Employment

With the exception of elected officials (Council Members and the Mayor)
and those directly appointed by them (Clerk of Council, Treasurer,
Solicitor; Clerkof Courts), the Village Manager appoints and removes all
V1llage employees based upon merit and ﬁtness-EmpleymenmthJeheAAuageef

cause. S1m1larly, the V1llage is free to terminate the employment
relationship at any time, consistent with the terms of the manual, for reasons
not contrary to law. The provisions of this manual have been developed to

prov1de clear gu1del1nes regardmg employment thlag&@euneﬂ%e*peetaﬂen%

te@el—mell—fer—appFevaFThe ﬁnal author1ty for changes in th1s manual rests w1th
Council.

102 Employee Relations

Based on comparative data, the working conditions, wages and benefits the
Village offers to its employees are competitive and designed to attract and
retain qualified employees. If employees have concerns about working
conditions or compensation, they should voice these concerns openly and
directly first to their supervisors, then to the Village Manager or Human
Resource Officer.

Our experience has shown that when employees deal openly and directly
with supervisors, the work environment can be excellent, communications
can be clear and attitudes can be positive. The Village of Yellow Springs
desires to demonstrate its commitment to employees by responding

effectively to employee concerns.

Section 83 of the Village Charter restricts Council Members from
interfering directly with Village employees who are under the
supervision of the Village Manager. If you have a
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concern about contact from an elected official related to your employment or
job duties, advise your supervisor or the Village Manager.

103 Equal Employment Opportunity and ADA Compliance

Effective Date: 01/20/2022 /2023
The Village of Yellow Springs is an equal opportunity employer. In order to
provide equal employment and advancement opportunities to all individuals,
mployment decisions will be based on merit, qualifications and abilities.
he Village does not discriminate in employment opportunities or practices
n the basis of race, color, religion, national origin, ancestry, age,
handicap/disability, sex, pregnancy, sexual orientation, gender identity,
genetic information, or veteran or military status. The Village will make
reasonable accommodations for qualified individuals with disclosed disabilities unless doing
so would result in an undue burden.All employment practices, including, but not
limited to, hiring, promotion, transfer, discipline, separation, layoff,
compensation, training, and terms, conditions, and privileges of
employment, are administered without regard to these protected
classifications.

The Village of Yellow Springs is committed to complying fully with
the Americans with Disabilities Act of 1990 as amended (ADA)
ensuring equal opportunity in employment for qualified persons with
disabilities. The Village will make reasonable accommodations for
qualified individuals with disclosed disabilities unless doing so would
result in an undue hardship burden. If you need an accommodation,
askplease see the Village Manager!

Any employee who believes they have been discriminated against or
subjected to harassment, or have observed discrimination in the
workplace are required to bring these issues to the attention of the
Human Resources Officer or the Village Manager. It is the Village’s
policy to investigate such reports promptly and thoroughly. The Village
prohibits retaliation of any kind against any individual who files a
charge of discrimination or participates in an investigation.







104 Ethics and Conflicts of Interest

Village of Yellow Springs employees are public servants subject to Ohio
ethics laws as well as Village charter and ordinances. Village employees
owe a duty to the Village of Yellow Springs and its citizens to earn the
continued trust and confidence of the public.

As an organization, the Village of Yellow Springs will comply with all
local, state and federal laws and regulations. All employees are expected
to conduct the business of the Village in accordance with the letter-spiritand
intentof all relevant laws and not do anything that is illegal, dishonest or
unethical.

Conduct that is illegal or may bring discredit to the Village will not be tolerated. In
recognition of this responsibility and in accordance with Ohio Revised Code
Chapter 102 and section 2921.42. no employee shall:

1. Use their position with the Village for personal gain or engage in any
transaction which is in conflict with the proper discharge of the
employee’s official duties.

2. Use or disclose confidential or proprietary information concerning
the property, government, or affairs of the Village without proper
legal authorization.

3. Solicit or accept anything of value, whether in the form of services,
loans, items. or promises from any person, firm, or corporation which
i1s_interested directly or indirectly in any manner whatsoever in
conducting business with the Village.




4. Accept from any person, firm, or corporation known to be doing
business with the Village, any material or service for the private use
or benefit of the emplovee.

5. Engage in or accept private employment or render services for private
interests when such employment or service is incompatible with the
proper performance of the employee’s official duties or may impair
independent judgment or action in the performance of official duties.

6. While an emplovee, or for one (1) year thereafter, represent another
person before a public agency on any matter in which the employee
personally participated as an employee.

7. Receive or agree to receive outside compensation for services
rendered in a matter before any office or department of the Village,
unless excepted as provided in Revised Code section 102.04.

8. Have a personal interest in a contract with the Village or use their
position or authority to secure approval of a public contract in which
the employee, a member of the employee’s family, or a business
associate has an interest.

If you are not sure if an action is ethical or proper, you should discuss the
matter openly with your superviser,department head or Village Manager. in

Employees shall be provided with a copy of Ohio’s Ethics Laws, Revised Code
Chapter 102 and Section 2921.42,
at commencement of employment.

All employees hired after the effective date of this policy shall complete at
least one hour of ethics training offered by the Ohio Ethics Commission
within 30 days of beginning work, and submit certificates of completion
for their personnel files.

It is the responsibility of every Village employee at every level to comply
with our policy of ethics and conduct. Employees who ignore or do not
comply with this standard of ethics and conduct may be subject to
disciplinary action, up to and including termination of employment.

105 Nepotism
s

The purpose-of this-section-isto-prohibitln accordance with state ethics laws,
Village employees from-misusingmay not misuse or abuse their positions for




their own personal benefit or the berefitthat of their family members or
business associates;-and-to-minimize-and-aveid-serious. Further, they must at all
times avoid conflicts and-preblems-withof interest and situations that could be
viewed as showing favoritism andor adversely affecting employee morale.
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Any-Village employee-isemployees are prohibited from authorizing or
influencing the hiring or employment of a family member. A “family

member” includes the following relatives and individuals, regardless of
where they reside: 1) spouse:2) or domestic partner with whom the
employee shares a household: 2) children, including foster children (whether
dependent or not); 3) siblings; 4) parents; 5) grandparents; 6) grandchildren;
7) step-children; 8) step-parent(s); 9) cousin; 10) niece; 11) nephew; 12)
aunt; 13) uncle and 14) in-laws. It also includes any other person related by
blood or marriage living in the same household;-and-any demestic partner/co-

Besides prohibitions-in-hiring;- Village employees are also prohibited from
participating in matters-of their family member’s terms of employment,

including: 1) changes in compensation or benefits; 2) evaluations; and 3)
actions involving discipline, promotions, layoffs and termination. Even if
employees are related and none of these issues occur because the employees
are in different departments, the Village may identify internal-controlsissues

during-audits-and-other reviews-which-mustbe-addressedalternative reporting channels
to reduce the appearance of impropriety.

If a family-memberfamilial relationship (as defined above) is established after
employment, the individuals concerned must repertdisclose this to their

Although the Village of Yellow Springs does not prohibit employing
relatives of current employees withcurrentemployeesthat are not prohibited by
ethics laws, the Village Manager will monitor these situations when the
employees are in the same areadepartment. In case of actual or potential
problems_in the chain of report, the Village Manager will take quick-action-This
eanineludeconsider reassignment or, if necessary, termination of
employment #erof one or both of the people 1nvolved Lf—yeu—a;e—m—aaelese

106 Public Records Policy and Compliance



Village Codified Ordinance Chapter 210 contains the entire public records
policy and fees as approved by Village Council. For audit compliance
purposes, the sections are repeated here but may be subject to revision of
Council without amendment of this Personnel Policy. See VCO 210.02 for

fees.
VCO 210.01:

(a) The Clerk of Council is designated as the primary office of
responsibility for the processing of requests for public records from the
Village. All requests for public inspection of public records received by any
officer or employee of the Village shall be referred to the Clerk of Council
for processing, except that:



(1) Records created through the normal operation of the Department of
Public Safety shall be processed through the Department of Public Safety,
including, but not limited to accident reports, investigative reports, internal
and external correspondence and police personnel records. Release and/or
inspection of such records shall be in accordance with the procedures set
forth in the Department of Public Safety.

(2) Records created through the normal operation of the Planning and

Zoning
Department shall be processed through that Department, including but not
limited to maps, aerial photography, building inspections, internal and
external correspondence, violations and notices.

A. Such records shall be available for inspection and/or
release Monday through Friday, 10:00 a.m. to 4:00 p.m.

B. Fees for reproduction of records shall be as described in Section
210.02.

C. Public records shall be made available for inspection and/or
release promptly following the receipt of any such request. The length of
time necessary to produce the records(s) for inspection and/or release will
vary, depending on the location of the record, as well as the media on
which the record is stored.

1. The Planning and Zoning Department shall, however, make
every effort to produce the record(s) for inspection within two working days
of the date the request is received.

2. Ifthe record(s) cannot be produced for inspection and/or
release within two working days, the Planning and Zoning Department
will inform the requestor of the specific reasons for the delay and establish
a specific time when the record(s) will be available. A written
memorandum of the facts and circumstances causing the delay will be

maintained by the Planning and Zoning Department.

3. Requests for records which may be exempt from disclosure by law
shall be referred to the Village Solicitor. Whenever possible the Village
Solicitor shall render a written opinion, within two working days, as to
whether the record s{ may be mS%ectgd or released, and provide a copy of
said opinion to the Planning and Zoning Department and the requestor. The

Village Solicitor is authorized to file, on behalf of the Village, any
legal action necessary to protect the Village's interest regarding the release
of documents not authorized by law.

(3) Records created through the normal operation of the
Mayor's Court shall be processed through the Clerk of Court.




1. The Clerk of Court shall, however, make every effort to
produce the record(s) for inspection within two working days of the date
the request is received.

2. If the record(s) cannot be produced for inspection and/or release
with two working days, the Clerk of Court will inform the requestor of the
specific reasons for the delay and establish a specific time when the
record(s) will be available. The Clerk of Court will maintain a written
memorandum of the facts and circumstances causing the delay.

C. Prepayment shall be required in advance for all records requests
including records to be faxed and mailed. Said prepayment shall include the
costs of mailing supplies, postage and long distance fax charges. Large
and/or extraordinary requests may require extra time for the preparing of
such records.

(b) No form is needed to request the release or inspection of public
records.



(¢) Such records shall be available for inspection and/or release Monday
through Friday, 10:00 a.m. to 4:00 p.m. Public records shall be made
available for inspection and/or release promptly following the receipt of any
such request. The length of time necessary to produce the record(s) for
inspection and/or release will vary, depending on the location of the record as
well as the media on which the record is stored.

(1) The Clerk of Council shall, however, make every effort to
product the record(s) for inspection within two working days of the date
the request is received.

(2) If the record(s) cannot be produced for inspection and/or release
within two working days, the Clerk of Council will inform the requestor of
the specific reasons for the delay and establish a specific time when the
record(s) will be available. The Clerk of Council will maintain a written
memorandum of the facts and circumstances causing the delay.

(d) Request for records that are subject to the Health Insurance Portability
Accountability Act (HIPAA) privacy regulations shall comply with the
requirements set forth by the Village Manager. All such request for the
release or inspection of records subject to HIPAA shall be in writing.

(e) Request for records which may be exempt from disclosure by law
shall be referred to the Village Solicitor. Whenever possible, within two
working days of the receipt of such referral, the Village Solicitor shall
render a written opinion as to whether the record(s) may be inspected or
released and provide a copy of said opinion to the Clerk of Council and the
requestor. The Village Solicitor is authorized to file, on behalf of the
Village, any legal action necessary to protect the Village's interest
regarding the release of documents not authorized by law.

() Council shall approve a fee schedule for the reproduction of records.
The Clerk of Council, Clerk of Courts, Police Department, Village
Administration and the Planning and Zoning Department shall determine
the cost of media types or records not contained on the fee schedule on a
case-by-case basis.

(1) Records shall be available on the media created through the normal
operations of the Village.

(2) Prepayment will be required for large and/or burdensome
requests, as well as for records to be faxed or mailed. Said prepayment
shall include the costs of mailing supplies, postage and long distance fax
charges.

(Res. 2004-58. Passed 10-18-2004.)

107 Immigration Law Compliance



The Village of Yellow Springs is committed to employing only individuals
who are authorized to work in the United States and does not unlawfully
discriminate on the basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each
new employee shall complete the Employment Eligibility Verification Form
I-9 and present documentation to establish identity and employment
eligibility. Former employees who are rehired after 3 years of absence must
complete a new [-9 form.



Employees with questions or seeking more information on
immigration law issues are encouraged to contact the Village
Manager or Human Resource Officer.-

108 Outside Employment
e

Employment with the Village takes priority over any outside employment.
Any Village employee, other than police department employees, may hold a
job with another organization as long as he or she satisfactorily performs
his or her job responsibilities with the Village. (See Police Department
General-OrdersPolicies). All employees will be judged by the same
performance standards and will be subject to the Village’s scheduling
demands, regardless of any existing outside work requirements. Exceptions
to Village policies and performance standards will not be made for
employees due to circumstances created by outside employment.
Specifically, outside work does not excuse poor job performance,
absenteeism, tardiness, or leaving early, etc.

If the Village determines that an employee’s outside work interferes with
performance or the ability to meet the requirements of the Village as they
are modified from time to time, the employee may be asked to adjust or
terminate the outside employment.




Additionally, employees are prohibited from engaging in outside
employment or business relationships with contractors or vendors who have
been hired by the Village. This includes any direct or indirect involvement in
work that creates a conflict of interest, disrupts the employee’s ability to fully
commit to their duties with the Village, or raises concerns about the
impartiality of the employee’s role. Employees must avoid any outside
employment or contractual relationships that could present a real or perceived
conflict of interest with their responsibilities as a Village employee.

Effective January 2022




SECTION 3: EMPLOYMENT - STATUS AND RECORDS

201 Employment Categories and Classifications

The Fair Labor Standards Act (FLSA) is a federal law that sets minimum
wage, overtime pay, recordkeeping, and child labor standards requirements
for both employers and employees covered by the Act. As a federal law, it
preempts state wage and hour requirements, unless the state guidelines are
more beneficial to the employee.

The FLSA specifies that non-exempt employees must be paid at least the
current federal minimum wage rate for the first 40 hours worked in a
workweek (seven consecutive 24-hour periods) and must receive an
overtime rate of at least time and one-half their regular rate of pay for all
hours worked over 40 in a workweek.

The following employment categories are described so that employees
understand their employment status and eligibility for certain benefits.

Non-Exempt Employees: Employees who are not expressly exempt from
the federal Fair Labor Standards Act, which governs the payment of
minimum wage and overtime to most employees will be paid at the
overtime rate of time and one-half for hours worked over 40 hours in a
workweek, if they have obtained supervisor direction or preapproval to
work overtime. **Police Department overtime is calculated in accordance
with the specific process set forth in Section 409 of this manual.

Exempt Employees: Employees who are expressly exempted from the
FLSA requirements to pay minimum wage and overtime include those
designated based on their job duties as executive, administrative, and
professional, as well as select information technology personnel. They are
paid a salary and no overtime for hours worked in excess of 40 hours in a
workweek.




Persons hired in exempt positions may be transferred, reassigned, laid
off, disciplined or removed at the discretion of the Village Manager,
subject to the procedure set forth in this manual; withthe-exception-of

In addition to the above categories, each employee will belong to
at least one other employment category:

201.1 Regular Full-time Employee

Regular full-time employees are those who are not in a temporary or
probationary status and who are regularly scheduled to work the Village’s
full-time schedule. Generally they are eligible for the Village of Yellow
Springs’ benefit package, subject to the terms, conditions and limitation of
each benefit program._All new and rehired regular full-time employees
are Probationary Employees and work on a probationary basis for a
minimum of 12 months after their date of hire. Employees who are
promoted or transferred within the Village of Yellow Springs must
complete an additional secondary probationary period of twelve months
with each reassignment to a new position.
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201.2 Regular Part-time Employee

Regular part-time employees are those who are not assigned to a
temporary erprobationary-status and who (may-be-or)-are regularly scheduled
to work less than the full-time work schedule. Regular part-time
employees may be eligible for some benefits sponsored by the Village,
subject to the terms, conditions and limitations of each benefit program.
All new and rehired regular part-time employees are Probationary
Employees and work on a probationary basis for a minimum of 12 months
after their date of hire. Employees who are promoted or transferred within
the Village of Yellow Springs must complete an additional secondary
probationary period of twelve months with each reassignment to a new

position.

201.3 As Needed Employee

As needed employees are those who are not assigned to a temporary er
prebatienary-status and who work less than the full-time schedule but do not
have regularly scheduled hours. All legally mandated benefits (such as
pension and Worker’s Compensation insurance) are provided to as needed
employees. Some other Village sponsored benefits may also be available,
subject to the terms, conditions and limitations of each benefit program.
All new and rehired as needed employees are Probationary Employees and
work on a probationary basis for a minimum of 12 months after their date
of hire. Employees who are promoted or transferred within the Village of
Yellow Springs must complete an additional secondary probationary
period of twelve months with each reassignment to a new position.

201.4 Temporary Employee

Effective Date: 01/20/2022

Temporary employees are those who are hired as interim replacements, to
temporarily supplement the work force, to assist in the completion of a
specific project, or as interns. Employment assignments in this category
are of a limited duration. Employment beyond any initially stated period
does not in any way imply a change in employment status. Temporary
employees retain that status unless and until notified of a change. All
legally mandated benefits (such as pension and Worker’s Compensation



insurance) are provided to temporary employees. Some other Village
sponsored benefits may also be available, subject to the terms, conditions
and limitations of each benefit program._All new and rehired temporary
employees are Probationary Employees and work on a probationary basis
for a minimum of 12 months after their date of hire. Employees who are
promoted or transferred within the Village of Yellow Springs must
complete an additional secondary probationary period of twelve months

with each reassignment to a new position.

202 Access to Personnel Files
Effective-Date—01/20/2022

The V1lla%_ e of Yellow Springs maintains a personnel file for each employee
and these iles are the property of the Vlllage Ih&pepseFmel—ﬂqle—meIHdes—sueh




Under Ohio’s Public Records Law, public employee personnel files are
public records open to inspection by employees as well as members of the

Human-Resource-Officer.For further information on public records, please refer
to the “Public Records Policy and Compliance” section of this Personnel
Policy Manual.

il i W (SRS



The Village is obligated to keep accurate personnel records. As soon as
there is a change to your mailing address, telephone number, marital status,
dependents’ information, educational accomplishments, beneficiaries of
your benefit plans, change of tax exemption and dependents, emergency
contact mfo etc. please Contactthe—paweH—GLeFk—Ea#u;e—teﬂet#y—the—Hﬁman

eenseqaenees—ﬁepyeu—epyeapdependem&vour SUpervisor, WhO Wlll assist you in
obtaining the appropriate form to update your information.

205 Probationary Period

This policy applies with respect to regular full-time and, regular part-
time, as needed and temporary positions. The probationary period is
intended to give new employees, rehired employees, and newly
transferred or promoted employees the opportunity to demonstrate their
ability to achieve a satisfactory level of performance and to determine
whether the new position meets their expectations. The Village of
Yellow Springs uses this period to evaluate employee capabilities, work
habits and overall performance.

During the probationary period, probationary emplovyees can be
discharged at any time, without cause and without a pre-disciplinary

hearing.

All new and rehired employees work on a probationary basis for a minimum
of 12 months after their date of hire. Employees who are promoted or
transferred within the Village of Yellow Springs must complete an additional
secondary probationary period of six months with each reassignment to a new
position. Any significant absence will automatically extend a probationary
period by the length of the absence. Probation periods may be extended for a
particular employee or position, within the Village Manager’s discretion.

In cases of promotions or transfers within the Village, an employee who, in
the sole judgment of the Village Manager, is not successful in the new
position can be removed from that position at any time during the
probationary period. If this occurs, the employee may be allowed to return
to his or her former job or to a comparable job for which the employee is
qualified, depending on the availability of such positions and the Village’s
needs.



Upon satisfactory completion of the probationary period, employees
enter the “regular” employment classification.

During the probationary period, employees are eligible for those benefits
that are required by law,- and may also be eligible for other Village
sponsored benefits, subject to the terms and conditions of each benefit
program as outlined in Section 3 of this manual.

SECTION 4: EMPLOYMENT — BENEFITS

301 Benefits in General
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Effective Date: 01/20/2022




Village emplovyees are provided a wide range of benefits. A complete
list of benefits for Village employees is maintained in the Village’s
Administration office. Questions regarding benefits or eligibility
should be directed to the Human Resource Officer

302 Life Insurance

The Village shall, for regular full-time employees, provide and pay

premiums on group life insurance-1-theprineipalsum-ef fiftythousand
($50,000)-per-employee. Such life insurance shall be for employees only

and not for dependents of employees and shall include an accidental death

and dlsrnemberment schedule Pa%t-ﬁm%emﬁeyees—xmypu%eh&s&h—fe

p%elmmpaymen{—wa—payfe}l—deé&eﬁe& Ehg1b111ty for hfe insurance shall

be the same as eligibility for medical insurance coverage.

Group life insurance is provided for eligible employees. No extra payment in
lieu of subscription will be made if an employee, for whatever reason, does
not subscribe. Also available to all eligible employees is the opportunity to
enroll in a voluntary life insurance policy paid for by the employee.

303 Medical Insurance

The Village shall, for full-time employees, provide and pay partial
premiums on a High-Deductible Health Savings Account benefit plan that
includes coverage for routine and preventive care and prescription drugs.
Such insurance shall also cover an employee’s dependents.




Effective January 1, 2027, i}f a part-timefull-time employee declines and
provides proof of other adequate medical coverage (not extending to vision
and dental) the Village maywill pay that employee an ere-tirreannual subsidy
in an amount equal to 15 percent of the Village’s annual premium cost for
singlecligible coverage rounded to the nearest hundred dollars, to be paid
quarterly at the end of each quarter. As-needed-parttime-employees-are-noteligible
forEligible coverage is defined as the medical plan that the employee would
otherwise qualify for if they had enrolled in the Village's health insurance-
plan (e.g.. a family plan).

Eligible full-time Village employees shall contribute to the cost of medical
insurance at a rate of 15% by means of payroll deduction. Employees may
not opt to cancel this coverage to save their contribution, unless the
employee can show satisfactory proof of equivalent coverage from another
source. Proof is to be submitted once a year to the Human Resource Officer
payroll department. No extra payment in lieu of subscription will be made if
an employee, for whatever reason, does not subscribe.



Eligible Village employees may choose to contribute to the Health Savings
Account (HSA). Pre-tax contributions are made through payroll deduction
and deposited to each employee’s HSA to be used by the employee and
family for eligible medical related expenses, including co-pays.

Swimming Pool Passes

All emplovees and members of their immediate families living in the
same household are granted free admission to the Gaunt Park
Swimming Pool during the regular season.

304 Paid Holidays

The Village of Yellow Springs grants time off to all employees on the
following holidays:

New Year’s Day (January 1)

Martin Luther King Jr. Day (third Monday in January)
Presidents’ Day (third Monday in February)

Memorial Day (last Monday in May)

Juneteenth (June 19)

Independence Day (July 4)

Labor Day (first Monday in May)

Thanksgiving (fourth Thursday & Friday in November)
Winter Holiday Eve (December 24)



e Winter Holiday (December 25)
e Floating Holiday (employee’s choice) (Note: This day is calculated as a
personal day on the employee’s payroll check)

The following criteria are followed when administering holiday pay for
eligible employees:

1. +-If aholiday falls on a Saturday, the preceding Friday will be observed
as the holiday. If the holiday falls on a Sunday, the following Monday
will be observed as the holiday, unless otherwise designated by the
Village Manager.



4+.2.  Holiday pay will be calculated based on the employee’s

straight time pay rate times the number of hours the employee
would have normally worked on that day.

2-3.  Except for full-time employees of the Police Department, full-time

and part-time non-exempt employees who work on a holiday will receive
holiday pay and double their straight time rate for hours worked.

34.  As-needed employees who work on a holiday will receive their regular
straight time pay. Time worked on the holiday will be counted as hours
worked during the week. If the employee works more than 40 hours
(including holiday work), he or she will be paid overtime for the hours

worked over 40.

5. Regular full-time employees of the Police Department, because of rotation
of hours and days off duty, are unable to observe holidays as specified
above. They shall receive eight hours of holiday pay, or the salary
equivalent for each of the specified holidays, such pay to be disbursed on or
about December 1% of each year for all holidays falling in that calendar
year.

6. Effective January 1, 2027 the above paragraph will be replaced with the
following: Regular full-time employees of the Police Department, because
of rotation of hours and days off duty, are unable to observe holidays as
specified above. When working holidays, they shall receive time and a half,
They shall also receive eight hours of holiday pay to be disbursed on or
about December 1% of each year for all holidays falling in that calendar

year.

4.

5.7. _Ifaholiday falls during an employee’s paid absence (such as vacation

or sick leave), holiday pay will be provided instead of the paid time off
benefit that would otherwise have applied.

6-8. Paid time off for holidays will be counted as hours worked for
| the purpesedpurpose of determining whether overtime pay is owed.

305 Vacation305Vacation Leave



The Village of Yellow Springs will grant vacation time off with pay to
full-time and part-time employees to provide opportunities for rest,
relaxation and personal pursuits.

Full-time and probationary (in full-time position) employees shall accrue
vacation as follows:

Length of Service Bi-weekly accrual rate
Days per Year
Less than fiveten (510) years of service 3.08 4.61 hours per pay 10
15 days
Ten (IOf complete years of service
Overten{10)years, but less than 6.15 hours per pay 20
days

twenty (20) complete years of service

~
[®))
O

overtwenty [ wenty (20) complete years; butlessthan—— of service or more
hours per pay—21 25 days

The Village will accept prior service credits for accrual calculation. Emplovyees
will be required to prove years of service with retirement statements or
previous emplover certification.

twenty-one (21) complete years of service

Over twenty-one (21) years, butlessthan—— 6.77 hours perpay — 22 days
twenty-two {22) complete years of service
18
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Overtime hours shall not be used when computing an employee’s vacation
accrual. Probationary and regular part-time employees accrue vacation leave at
a rate proportionate to the employee’s part-time work schedule. For example, a
part-time employee who is scheduled to work an average of 24 hours per week,
will accrue vacation leave at the rate of .6 times the hours per pay listed above.

The following provisions shall be applicable in administering vacation
time off for Village employees:

1. Employees can request use of vacation time after it has been earned. The
Village Manager or Human Resource Officer is the only person
authorized to grant vacation leave requests for department supervisors.
Employees should request advance approval from their supervisors
through the use of a leave request form. Responses to vacation leave
requests will be made as soon as possible. Requests will be reviewed and
granted or denied based on a number of factors, including Village
organizational needs and staffing requirements.

2. Full-time and part-time employees can use vacation time in quarter hour
increments.

3. Since the absence of employees impacts the organization, each day of
vacation requested shall require at least a day of notice for each day
requested: i.e., one day advance notice for one day of vacation, five
days advance notice for five days of vacation. This notice requirement
may be lengthened by the supervisor in the case of scheduling
problems. A department head may waive the notice requirement at their
discretion based on operational needs.

4. Vacation time off is paid at the employee’s regular pay rate and does
not include overtime or premium pay.

5. In the event that available vacation is not used by the end of the
calendar year, employees may carry over a maximum of one
hundred sixty (160) hours of accrued unused vacation leave to the



next calendar year. In cases when scheduling difficulties prevent a
supervisor from approving vacation for an employee so that
unused vacation leave is in excess of one hundred sixty (160)
hours, the Village Manager may approve an extension for taking
the excess vacation by six (6) months.

6. Upon termination of employment, including death, employees
will be paid for unused vacation time that has been earned
through the last day of work at his or her regular rate of pay at the
time. In the event of death, the Village may require proof of a
fiduciary appointment for final payment.

Ll e D000



306 Sick Leave

Regular and probationary employees regularly scheduled to work 24 hours or
more per week shall accrue sick leave and be eligible to use such sick leave
accrual at a rate of four and six-tenths (4.6) hours of sick leave for each
completed eighty (80) hours of service. For full-time employees, this equates to
15 eight-hour days per year; for part-time employees averaging 20 hours per
week, this equates to 15 four-hour day

Sic leave shall be used in increments of one-quarter (0.2) hour en-aast-infirst-
outbasis-

The following provisions are-applicatleapply to all Village employees+egarding
the-usage-of-sickleave-acerual:

1. An employee may use sick leave with the approval of tetheir supervisor
feron account of absence due to eaiy-the following specified reasons-and-forre

A. lllness or injury of suehthe employee.

cB. Illness intheof @ member of employee’s immediate family
requiring-the-absence-from-werk-ofthat requires the employee_to provide

b (194

care to the family member. The employee’s “immediate family”
means the employee’s spouse, children, parents, spouse’s parents
and any other person living in the employee’s household, unless
such-provisienthis requirement is specifically waived by the
employee’s supervisor and the Village Manager. Extended periods
of sick leave shall be governed by the Family Medical Leave Act
under Section 317..

p-C. Scheduled appointments with medical providers.



2. 2 EachemployeeEmployees shall notify his/hertheir immediate supervisor
in case of absence from work as soon as the employee is aware of the
pending-absenceimpending need to use leave time (scheduled doctor
appointment the following day, for example). In cases where the
absence is unexpesteaunforeseeable, the employee shall provide notice as
soon as possible and at least 30 minutes prior to the employee’s
scheduled starting time and in no case later than the regular starting time
of the workday.




3. 3-Sick leave from another Ohio public employer may be
carried over upon receipt of confirmation of balance from
the previous employer for full-time employees only.
Unused sick leave is-alewed-tocan accumulate (roll over)
without limit for each employee.

4. 4-Except for disciplinary suspensions and absences of one day
or less, employees on leaveleaves of absence without pay shall
not accrue sick leave during the period of such absence.
Fraudulent use or abuse of sick leave may result in disciplinary
action.

5.5-Upon retirement and eligibility for the State of Ohio pension fund,

or upon 6-Upea-separation from Village service with proper notice
and in good standing, employees may elect:

(1) 1teTo receive payment for ene-fourth-of-accrued but unused
sick leave- at hiserher25% of the employee’s regular rate of
pay at the time of retirement or separation (any payment for
sick time renders all sick leave hours lost for all purposes,
including future transfer of sick leave to another Ohio state
agency employer); or

(2) +2)yt0To transfer all accrued but unused sick leave to the
rewanother Ohio state-ageneypublic employer, in accordance
with Ohio laws governing such transfers of sick leave time.

Transferred sick leave will not be paid out unless the employee is
retiring from service to the Village. Any sick time that was transferred
in from another public agency will only be eligible for payout if the
employee has 5 (five) or more years of service with the Village.

Payment will extinguish all accrued but unused sick leave. For
example, if the employee had 1,000 hours of accrued but unused sick
leave at the time of retirement or separation, he or she would receive
payment for no more than 250 hours of sick leave time, and all
remaining hours would be forfeited and not eligible for transfer.




6. 7-Upon the death of a current employee, the Village will pay to
that employee’s estate erefourthone-fourth of the employee’s
accrued but unused sick leave, at his or her regular rate of pay as of
last day of work. Payment will extinguish all accrued but unused
sick leave.

7. 8-The Village has-therightto-verify-thereportof the-attending-physician

concerning-the-illness-ofany-employeemay request verification of
medical documentation regarding the need for use of sick time,

and to require thean employee to be examinedevaluated by a
physician appointed by the Village to-determineif there is any
reason to question the nature and extent of illness. A physician’s
certificate may also be required in the following instances:

A. Absence due to illness of employee in excess of fivethree
consecutive days.

B. Absence due to illness of immediate family member which
requires employee’s presence.

C. Absence occurring the day before or after a weekend or holiday

or scheduled days off.

D. Absence occurring on a holiday when the holiday is a
scheduled work day.

8. 9-Any employee absent from work for one calendar week

or more due to illness, accident or injury, or off the active
working payroll of the Village for any reason for over four (4)
calendar weeks may be requlred tO submit-a-statementfrom-his/her

eemiylngutheempleyeesprowde medlcal documentatlon of ﬁtness for

duty.
21
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306.1 Transfer of Accumulated Sick Leave

Eligible personnel with prior service with a public agency (state, county,
municipality or village) who are employed by the Village of Yellow Springs
may be entitled at the time of hire to have accumulated sick leave transferred
to the Village in accordance with Ohio law. Any eligible employee is
responsible at the time of hire to provide verification of such accumulated
sick leave.

306.2 Sick Leave Donation

Village employees are at times subjected to a serious injury or illness
affecting themselves or immediate family members which depletes all
available paid leave provided by the Village. The Sick Leave Denation-Policy
allews-Village employees temay voluntarily contribute sick leave hours to a
sick leave donation bank for employees in need of assistance who have
depleted all paid leave. Precedures forimplementation-of the Sick Leave Denation
eliseoiallbo covnlocnc i Wllees s

306.3 Parental Leave

The Village offers Parental Leave to support employees in balancing their
professional responsibilities with the important life event of welcoming a child
into their family. This leave applies to both the birth of a child as well as the
adoption of a child.

Parental Leave is available to all employees who give birth or adopt a child.
Eligible employees may take up to four weeks (20 business days) of paid leave
for parental purposes. The leave can be taken consecutively or intermittently,
depending on the employee’s needs and manager approval.

After the four-week period of paid leave, employees may choose to utilize any
accrued sick time or vacation time to extend their leave. This decision is at the
employee's discretion and must be communicated to their manager for proper
documentation and approval.




Employees should notify their supervisor as early as possible regarding their
expected leave dates, ideally 30 days in advance. Documentation, such as a
birth certificate or adoption paperwork, may be requested to confirm eligibility
for leave.

307 Personal Leave

The Village provides a paid personal leave benefit per calendar year to
probationary, regular full-time and part-time employees for periods of
temporary absence due to personal reasons (example: legal appointments).
For probationary and full-time employees, this is equal to 32 hours of paid
personal leave per calendar year. For part-time employees, the number of
hours of paid personal leave per year is proportionate to their scheduled work
hours (e.g., an employee working an average of 24 hours per week will
receive 19.25 hours of paid personal leave per calendar year). If a
probationary employee separates from the Village for any reason during the
probationary period, personal leave will not be paid out upon separation.

Paid personal leave can be used in minimum increments of one-quarter hour.
Personal leave must be approved in advance of its usage by the employee’s
department head. M

Personal leave must be used by the end of the calendar year in which it is
received. It may not be carried over to the next calendar year.



308 Bereavement Leave

Each probationary, regular full-time and part-time employee will be granted
up to threefive (5) days (or shifts, as applicable) of paid bereavement leave
in the event of death of the employee’s spouse, children; or parents;. The
employee will be granted up to three (3) days (or shifts, as applicable) for
the death of any of the following family members: brother, sisterssister,
grandparents, grandchildren or spouse’s children, parents, brothers, sisters,
grandparents or grandchildren or other persons living in the employee’s
household. Censideration-wi ' e iation-wi

308.1 Longevity Pay

For employees employed by the Village on or before June 1, 2026, longevity pay is
granted to reqular full-time employees in recognition of their tenure with the Village on the

following terms:

1. Longevity pay shall apply to all reqular full-time employees who have completed six (6)
or more years of service based on date of hire.

2. Longevity pay shall be computed on the basis of the employee’s regular annual
earning, exclusive of overtime or other premium payments, but including paid leave
for holidays, vacation and illness.

3.The first longevity payment shall be an amount equal to one percent of base pay. For

each additional year of completed service, four tenths of one percent shall be added to
a maximum rate of six and two-tenths percent.

4. Longevity pay shall begin on the first day of the pay period in which an employee’s

anniversary date of employment occurs.

For employees hired or rehired by the Village after June 1, 2026, those employees will
not be eligible for longevity pay over their tenure with the Village.

309 Jury Duty

Effective Date: 01/20/2022

Any Village employee regardless of status or scheduled hours of work is
eligible for jury duty leave of absence subject to the following conditions:

1. The employee shall submit to his immediate supervisor the Court
notice verifying his required attendance and participation for jury
duty.



2. The Village shall supplement the jury duty pay received by the
employee, if any, by providing the employee his full base wages
for the period of jury duty leave..

3. While on approved jury duty leave, the employee’s fringe benefits
shall be maintained by the Village.

4. While on approved jury duty leave, the employee shall continue to
accrue seniority and shall automatically return to his or her former
position upon expiration of the jury duty leave.

310 Time Off to Vote

The Village of Yellow Springs encourages employees to fulfill their civic
responsibilities by participating in elections. Generally, employees are able
to find time to vote either before or after their regular work schedule. If
employees are unable to vote in an election during their non-working hours,
the Village will grant up to three-heursone and one half (1.5) hour of paid time
off to vete.on the day of the election to vote. This time off may only be used
on Election Day. Employees should request time off to vote from their
supervisor at least two working days prior to Election Day. Advance notice
is required so that necessary time off can be scheduled at the beginning or
the end of the work shift, whichever provides the least disruption to the
normal work schedule.




311 Workers’ Compensation Insurance

Effective Date: 01/20/2022

All Village employees are covered under the benefits provided by Ohio’s
Bureau of Workers” Compensation, which provides both medical payments
and lost time payments to employees who incur qualifying on- the-job
injuries. The determination of valid claims and eligibility for benefits is
made by the Bureau of Workers’ Compensation and/or the Industrial
Commission of Ohio. If you are injured in the course and scope of your
employment, you must immediately report the injury to your supervisor (or,
if unavailable, the Village Manager), as well as the HR officerrepresentative.
If a doctor certifies that you must miss work because of a work related
injury, notify your supervisor immediately. You must have a written release
from your doctor to return to work. Please see 503 the SAFETY section in
this Manual for more information regarding on the job injuries.

312 Social Security & Medicare
Effective Date: 01/20/2022

The Village does not withhold Social Security tax. All Village employees
are required to be a part of and contribute to the relevant State of Ohio
public pension plan.

If you retire or become disabled, you may receive a pension from the Ohio
Public Employee Retirement System (“OPERS”) or the Ohio Police and
Fire Pension Fund, based on your position and earnings from the Village. If
you do, and you are also entitled to a benefit from Social Security based on
your own work from non-Village employment, or the work of your spouse,
your government pension may affect the amount of the Social Security
benefit you receive.




B R

The Village contributes toward your Medicare account in matching
amounts equal to and in addition to the deductions on your paycheck for
your contribution to this federal insurance program. Medicare is
applicable for employees hired after April 1, 1986.



313 Educational AssistanceReimbursement

The Village has a stake in maintaining and improving employee skill and
competence. For support of professional development in the form of
training, licensure, membership in professional or trade associations, and
related travel and incidental costs, there is no predetermined or set limit for
payments directly related to the employee’s job.

Any educational program or course chosen must align with the employee’s
current job responsibilities or career progression within the Village.

Regular full-time employees are encouraged to participate in the
educational assistance program for their own self development and to
increase the-efficiency and excellence of performance of the job. The
educational assistance program shall entail the following:

Regular full-time employees, after completing six-menths of employmenta
probationary period, are eligible to participate in the educational assistance

program, not to exceed $500.00 per calendar year. Such assistance shall be
tuition, fees and required books or other materials for any course of study,
whether toward a degree or simply to acquire specific skills.

1. In addition to each calendar year’s assistance, an employee may also
use any unused portion of the immediately preceding year’s
assistance or may borrow against the immediately succeeding year’s
assistance, provided that both may not occur simultaneously in the
same calendar year.

2. To maintain eligibility for educational assistance, employees must
remain on the active payroll for at least 12 months after the date of
reimbursement and be performing their job satisfactorily through
completion of each course. If the employee fails to complete a course
or does not receive a passing grade, any money paid for tuition fees,
books and supplies, must be reimbursed to the Village. Evidence of
satisfactory completion of courses (copy of certificate or grade report)
must be received by the Village Manager or Human Resource Officer
within thirty (30) days after completion of the course. If the employee
fails to submit the certification or report within 30 days of the
completion of the course, the amount of the payment will be



considered only a loan and the employee Village through payroll
deduction.

Employees must discuss their participation in the educational
assistance program with their supervisor prior to enrolling in a course.
Final approval of course eligibility for the program rests with the
Village Manager or the Human Resource Officer. -

While educational assistance is anticipated to enhance the employee’s
performance and / or professional abilities, the Village cannot
guarantee that participation in formal education will entitle the
employee to advancement (automatic or otherwise), a different job
assignment, or pay increases.



5. If an employee voluntarily separates from Village employment within

one year of the last educational assistance payment, the amount of the
payment will be treated as a loan. Accordingly, the employee shall
repay up to 100 percent of the original educational assistance payment
through authorized wage deduction. If the wage deduction is
insufficient to repay 100 percent of the original educational assistance
payment, terms and conditions of the additional repayment will be
negotiated with the Village Manager.

As a condition of participating in the educational assistance benefit,
an employee will be required to sign an agreement authorizing the
Village to deduct the amount of any reimbursement that the employee
may owe to the Village pursuant to this program from the employee’s
wages, and containing other terms and conditions of the program.

314 Uniforms

When uniforms are provided, they are required for on-duty use only.
The Village supplies uniforms for employees under the following
conditions:

1.

Where the employee is a full-time employee required by the Village
to wear a uniform, the Village will pay the full cost of the uniform,
subject to a maximum yearly expenditure determined by the
department head.

Where the employee is a part-time employee required by the Village
to wear uniforms, the Village may require the employee to pay all or
part of the cost of the uniform.

3. The cleaning and maintenance of uniforms, as well as the expense of

same, will be the responsibility of the individual.

3-4. All employees shall remember that when in uniform, the public

perceives you as “on duty” and therefore your appearance and conduct
reflect upon the Village at all times. When in uniform the standards
within this manual apply to employee behavior.

315 Identification Cards
The Village will provide identification cards for full-time and part-time
employees. An identification card will be issued as soon as practical after



hiring an employee and will be reissued upon expiration. Employees are
required to carry their identification cards while on duty.

316 Attendance Bonus

Regular full-time employees who have been employed by the Village for at

least twelve (12) consecutive months and who have a sick leave balance of

at least four hundred eighty §(480) hours and who have not used more than

twenty-four (24) hours of sick leave during the prior calendar year, shall be

eligible to convert sick leave to vacation leave ata 3 to 1 conversion rate. A

anammfum of fifteen (15) days of sick leave may be converted to five (5)
ays o



vacation leave per year. Conversions must be approved by the Village
Manager. Application for conversion must be submitted prior to January 31
of any year for consideration.

317 Family and Medical Leave (FMLA)

Family and Medical Leave (FMLA)

A. A-General Provisions

Underthis-policy;-the-Village-willkgrantAs described below, the Family and
Medical Leave Act (“FMLA”) provides up to 12 weeks (or up to 26

weeks of military caregiver leave to care for a covered
servicememberservice member with a serious injury or illness) during a

olhng 12 month perlod to ehglble employees 1he—|ea¥e—may—be—pa4d—unpa4d—er

If you have any questions or concerns with this policy, yeumustplease
promptly contact your supervisor, the Village Manager or Human Resource
Officer. For these-employees who do not meet the eligibility requirements
of this policy, they may be eligible for other types of leave may be-available

unederotherpolicies-in-this-manuat.
B. s Eligibility

To qualify to take family-or medical-leave underthispelicyF ML A, the employee
must meet all of the following conditions:

1. 1. The employee must have worked for the Village for 12
months or 52 weeks. The 12 months or 52 weeks need not have
been consecutive. Separate periods of employment will be counted,
provided that the break in service does not exceed seven (7) years,
unless certain exceptions apply-; and

2. 2. The employee must have worked at least 1,250 hours
during the 12-month period immediately before the date when
the leave is requested to commence.



C. Types of Leave Covered

To qualify as FMLA leave under this policy, the employee must be taking
leave for one of the reasons listed below:

1. The birth of a child and in order to care for that child.
2. The placement of a child for adoption or foster care and to

care for the newly placed child.
3. To care for a spouse, child or parent with a serious

health condition (described below).
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4.  The serious health condition (described below) of the employee.

D. “Serious Health Condition” Defined

unable-to-perform-the-functionsof the-employee's pesition—A serious health condition is
defined as requiring“:

1. inpatient care at a hospital, hospice or residential medical care
facility, including any period of incapacity or any subsequent
treatment in connection with such inpatient care or a condition that
requires continuing care by a licensed health care provider’, or *

2. any period of incapacity lasting more than three (3) consecutive
full calendar days that also involves:

a. two (2) or more treatments by a health care provider, the first
of which must occur within seven (7) days of the first day of
incapacity with both visits completed within 30 days,” or

b. illnesses of a chronic or long-term nature, resulting in

recurring or lengthy absences.

Generally, a chronic or long-term health condition that would
result in a period of three (3) consecutive days of incapacity with
the first visit to the health care provider within seven (7) days of
the onset of the incapacity and a second visit within 30 days of the
incapacity would be considered a serious health condition. For
chronic conditions requiring periodic health care visits for
treatment, such visits must take place at least twice a year.

3. Any period of incapacity due to pregnancy, or for prenatal
care.

4. Any period of incapacity or treatment for such incapacity
due to a chronic serious health condition. A chronic serious health
condition is one which:

(a) Requires periodic visits for treatment by a health care
provider, or by a nurse or physician's assistant under direct
supervision of a health care provider;

(b) Continues over an extended period of time (including
recurring episodes of a single underlying condition); and

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




5. A period of incapacity which is permanent or long-term
due to a condition for which treatment may not be effective. The
employee or family member must be under the continuing
supervision of, but need not be receiving active treatment, by a
health care provider. Examples: Alzheimer's, a severe stroke, or
the terminal stages of a disease.

6. Any period of absence to receive multiple treatments
(including any period of recovery therefrom) by a health care
provider or by a provider of health care services under orders of,
or on referral by, a health care provider, either for restorative
surgery after an accident or other injury, or for a condition that
would likely result in a period of incapacity of more than three (3)
consecutive calendar days in the absence of medical intervention
or treatment, such as cancer (chemotherapy, radiation, etc.), severe
arthritis (physical therapy), kidney disease (dialysis).

Treatment for purposes of the above section includes (but is not
limited to) examinations to determine if a serious health condition
exists and evaluations of the condition. Treatment does not include
routine physical examinations, eye examinations, or dental
examinations. A regimen of continuing treatment includes, for
example, a course of prescription medication (e.g., an antibiotic)
or therapy requiring special equipment to resolve or alleviate the
health condition (e.g., oxygen). A regimen of continuing treatment
that includes the taking of over-the-counter medications such as
aspirin, antihistamines, or salves; or bed rest, drinking fluids,
exercise, and other similar activities that can be initiated without a
visit to a health care provider, is not, by itself, sufficient to
constitute a regimen of continuing treatment for purposes of
FMLA leave.

What is not covered by the FMLA? Conditions for which cosmetic
treatments are administered (such as most treatments for acne or plastic
surgery) are not “serious health conditions" unless inpatient hospital care
is required or unless complications develop. Ordinarily, unless
complications arise, the common cold, flu, earaches, upset stomach,
minor ulcers, headaches other than migraine, routine dental or orthodontia
problems, periodontal disease, etc., are examples of conditions that do not
meet the definition of a serious health condition and do not qualify for
FMLA leave. Restorative dental or plastic surgery after an injury or
removal of cancerous growths is a serious health condition, provided all
the other conditions above are met.




Substance abuse may be a serious health condition if the conditions of this
section are met. However, FMLA leave may only be taken for treatment
for substance abuse by a health care provider or by a provider of health
care services on referral by a health care provider. On the other hand,
absence because of the employee's use of the substance, rather than for
treatment, does not qualify for FMLA leave.

NOTE: If vour sick leave is not FMLA-qualifying but otherwise meets
the Village’s definition for sick leave, you may use your accrued sick
leave or other form of paid time off during sick leave.

The Village will require an employee to previdecomplete a doctor’s
certification of the serious health condition.-The within 15 days of the start
of the leave. Please contact the Village Manager or HR for certification

process-is-outlined-in-SectionHof this-pelieyforms.

FMLA leave commences on, and will be counted from, the first day of an

approved absence{(pai : : m :
reasen. Thus, if an employee takes tlme off fora condltlon that progresses into
a serious health condition and the employee requests FMLA leave as
provided under this policy, the Village may designate all or some portion of
related leave taken as FMLA leave, to the extent that the earlier leave meets
the necessary qualifications. The Village will inform the employee that leave
is being designated as FMLA leave and the amount of leave counted against
the employee’s leave entitlement, or that it has determined that the leave is
not FMLA protected.

E. Leaves Related to Military Service

5—Qualifyingln addition to the above reasons for FMLA, certain employees
may be entitled to request qualifying exigency leave fortamilios —of
membersto assist a family member who is a member of the National Guard
or Reserves or efaregulareempenentwho serves in a branch of the Armed
Forces when the covered military member is on covered active duty or
called to covered active duty.

An employee whose spouse, son, daughter or parent either has been notified
of an impending ealicall-up or order to covered active military duty, or who is
already on covered active duty, may take up to 12 weeks of leave for reasons
related to or affected by the family member’s call-up or service. The qualifying
exigency must be one of the following: 1) short-notice deployment, 2) military
events and activities, 3) child care and school activities, 4) financial and legal
arrangements, 5) counseling, 6) rest and recuperation, 7) post-deployment
activities and 8) additional activities that arise out of active duty, provided that
the employer and employee agree, including agreement on timing and duration
of the leave.




“Covered active duty” means:

(a) (a)in the case of a member of a regular component of the Armed
Forces, duty during the deployment of the member with the Armed
Forces to a foreign country; and



(b) yin the case of a member of a reserve component of the Armed
Forces, duty during the deployment of the member with the Armed Forces
to a foreign country under a call or order to active duty under a provision
of law referred to in sectien1 0 U.S.C. 101(a)(13)(B)-ottitle-10,United States
Code.

The leave may commence as soon as the individual receives the call-up
notice. (Son or daughter for this type of FMLA leave is defined the same
as child for other types of FMLA leave, except that the person does not
have to be a minor.) This type of leave would be counted toward the
employee’s 12-week maximum of FMLA leave in a 12-month period.

Employees requesting leave based on a qualifying family member’s short
notice deployment leave (deployment with 7 days or less notice) must
provide proof of the qualifying family member’s deployment before leave
is granted. Requests under this section will not require additional
documentation and are not to exceed 7 days.

Employees requesting leave based on a qualifying family member’s shoxt
termshort-term Rest and Recuperation leave from a deployment (“R & R”)
must provide proof of the qualifying family member’s “R & R” leave before
leave is granted. Requests under this section will not require additional
documentation and are not to exceed 5 days.

The Village will require an employee to provide certification for all other
qualifying exigencies. The certification process is outlined in Section J of
this policy.

6. Military caregiver leave (also known as covered servicemember
leave) to care for an injured or ill servicemember or veteran.

Anln addition, an employee whose son, daughter, parent or next of kin is a
covered servicemember may take up to 26 weeks in a single 12-month period
to care for that servicemember. Next of kin is defined as the closest blood
relative of the injured or recovering servicemember.

The term “covered servicemember” means:

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



(b) a veteran who is undergoing medical treatment, recuperation, or
therapy, for a serious injury or illness and who was a member of the
Armed Forces (including a member of the National Guard or Reserves)
at any time during the period of 5 years preceding the date on which the
veteran undergoes that medical treatment, recuperation, or therapy.

The term “serious injury or illness” means:
(a) (ayin the case of a member of the Armed Forces ﬁincluding a member of

the National Guard or Reserves), means-an injury or illness that was incurred
by the member in line of duty on active
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duty in the Armed Forces (or existed before the beginning of the
member’s active duty and was aggravated by service in line of duty on
active duty in the Armed Forces) and that may render the member
medically unfit to perform the duties of the member’s office, grade, rank,
or rating; and

(b) byin the case of a veteran who was a member of the Armed Forces
(including a member of the National Guard or Reserves) at any time during
a period when the person was a covered servicemember, means-a qualifying
(as defined by the Secretary of Labor) injury or illness that was incurred by
the member in line of duty on an active duty in the Armed Forces (or
existed before the beginning of the member’s active duty and was
aggravated by service in line of duty on active duty in the Armed Forces)
and that manifested itself before or after the member became a veteran.

Employees requesting this type of FMLA leaveto care for a servicemember must
provide certification of the family member or next-of-kin’s injury, recovery
or need for care. The certification process is outlined in Section K of this
policy. This isthe-enly-type of FMLA leave that may extend an-employee’sleave
entitlement-beyond-12-weeksfor up to 26 weeks. Othertypes et FMLA leave are

included-with-this-type-of leave fora-maximumalready taken for other FMLA
circumstances will be deducted from the total of 26 weeks.

F. Requesting and Certifying FMLA Leave

All emplovees requesting FMLA leave must provide verbal or written notice of
the need for the leave to their supervisor. An FMLA request form will be
provided to the employee. When the need for the leave is foreseeable, the
employee must provide at least 30 days' notice. When an employee becomes
aware of a need for FMLA leave less than 30 days in advance, the employee
must provide notice of the need for the leave either the same day or the next
business day. When the need for FMLA leave is not foreseeable, the employee
must comply with the Village’s usual call-in procedures absent unusual
circumstances. Failure to meet any of these notice requirements may result in
delay of FMLA leave.

Designating a leave as “FMLA leave” is not something that an employee
voluntarily elects or declines to use. If an eligible employee needs time off for
any reason set forth above, the leave will be treated by the Village as FMLA
leave. Department Heads have been provided with information to assist them in
understanding when leaves are FMLA-qualifying. Department Heads should
contact Payroll to first determine if an employee in need of leave is eligible for
FMLA.

If the Village believes that an employee’s absence is due to the reasons above, it
will treat the leave as FMLA-qualifying. Regardless of whether the employee or
the Village initiates the application of the FMLA, employees will be given a




packet of information and forms to be completed. The Finance Department will
be notified of any qualifying leaves, so that accrued sick time or other time off
can be properly allocated.

The Village will require certification for the employee’s or family member’s
serious health condition. The employee must provide certification within 15 days
of the request or provide a reasonable explanation for the delay. If the employee
fails to do so, the leave may be denied and the employee’s absence(s) will be
counted in the normal attendance policy.

The Village will also require certification of the qualifying exigency for military
family leave. This may include a copy of the military orders or other military
communication, and, in some cases, additional information concerning the need
for leave. The employee must respond to such a request within 15 days of the
request or provide a reasonable explanation for the delay. If the employee fails to
do so, the leave may be denied and the employee’s absence(s) will be counted in
the normal attendance policy.

Similarly, the Village will require certification for employees needing to care for
a servicemember with a serious injury or illness (including covered veterans), as
described above. This may include a copy of the military medical information,
orders for treatment, or other official Armed Forces communication pertaining to
the service member’s injury or illness incurred on active military duty. The
employee must respond to such a request within 15 days of the request or
provide a reasonable explanation for the delay. If the employee fails to do so, the
leave may be denied and the employee’s absence(s) will be counted in the
normal attendance policy.

The Village may request recertification for the serious health condition of the
employee or the employee’s family member every 30 days and when
circumstances have changed significantly, or if the employee receives
information casting doubt on the reason for the absence, or if the employee seeks
an extension of a previously approved leave.

The Village may request recertification for the serious health condition of the
employee or the employee’s family member every six months in connection with
an FMLA absence that necessitates the use of intermittent leave.

Employees must provide recertification within 15 days of the request or provide
a reasonable explanation for a delay. If the employee fails to do so, the leave
may be denied and the employee’s absence(s) will be treated as violations of the
Attendance policy.

If a certification is deficient or incomplete, the employee will be given seven (7)
days to cure the deficiencies and return the form to the Village. The leave
request may be denied if the employee either fails to return the form by the
seventh day, or returns the form without adequate corrections or clarifications.
Similarly, if the form is incomplete or contains any discrepancy, the Village
reserves the right to ask for a second opinion by a doctor of its choosing, at its
own expense. If necessary to resolve a conflict between the original certification
and the second opinion, the Village will require the opinion of a third doctor.




The Village and the employee will mutually select the third doctor, and the
Village will pay for the opinion. This third opinion will be considered final. The
employee will be provisionally entitled to FMLA leave and benefits pending the
second and/or third opinion.

The Village may deny FMLA leave to an employee who refuses to release
relevant medical records to the health care provider designated to provide a
second or third opinion, or otherwise fails to cooperate in the second or third
opinion processes.

D. AmeunteofG. Counting and Using Leave

AnExcept as otherwise noted for leaves to care for a servicemember, an
eligible employee can take up to 12 weeks of FMLA leave due circumstances{1)
through-(5)-abeve-during anya 12-month rolling period. The Village will measure
the 12-month period as a rolling 12-month period measured backward from
the date an employee useslast used any leave under this policy. Each time an
employee takes leave, the Village will compute the amount of leave the
employee has taken under this policy in the last 12 months and subtract it
from the 12 weeks of available leave, and the balance remaining is the
amount the employee is entitledable to take at that time.

W) w ndition,-the-husbar ,hJ may only take
a comblned total of 12 weeks of leave. If a husband and wife both work for
the Village and each wishes to take leave to care for a covered injured or ill
servicemember, the husband and wife may only take a combined total of 26
weeks of leave.

Depending on the reason for taking leave, an employee may take FMLA
leave as a block of time or in intermittent increments or, under certain
circumstances.

E. H. Employee Status and Benefits During Leave



While an employee is on leave, the Village will continue the employee's
health benefits during the leave period at the same level and under the same
conditions as if the employee had continued to work.

If the employee chooses not to return to work for reasons other than a
continued serious health condition of the employee or the employee's family
member or a circumstance beyond the employee's control, the Village will
require the employee to reimburse the Village the amount it paid for the
employee's health insurance premium during the leave period.

from any paid period of FMLA, to collect the employee's share of the

premium. WhileenDuring periods of unpaid leave, the employee must
centinuearrange to make this payment;either in person or by mail.
Arrangements must be made before the leave begins, unless the onset of the
leave was not foreseeable. The payment must be received by the Village on or
before the first (1%') day of each month. If the payment is more than 30 days
late, the employee's health care coverage may be dropped for the duration of
the leave. The Village will provide 15 days' notification prior to the
employee's loss of coverage.

If the emplovyee fails to return to work after the period of leave has expired,
other than due to a continuation of the serious health condition or
circumstances beyond the employee’s control, the Village shall seek
reimbursement for the health insurance premiums paid for that employee
during the period of leave.

The employee will not lose any other employment benefit accrued prior to the
date on which leave begins, and is entitled to accrue seniority and
employment benefits only during the paid leave period. Employment benefits
during unpaid leave do not continue to accrue, except as otherwise specified
in applicable benefits policies.

£ L. Employee Status After Leave

Employees on leave are required to report periodically (no less than once
every two weeks) on the employee’s status and intent to return to work.
Employees who timely return to work after FMLA leave are entitled to
reinstatement to the same position or a position with equivalent status, pay,
benefits and other employment terms. However, an employee’s rights with
respect to benefits and employment are no greater than had the employee not



taken leave. Thus, an employee would not be entitled to reinstatement if,
because of a layoff other reason, he or she would not be employed at the time
reinstatement is sought.

An employee who takes leave under this policy will be notified if required
to provide a fitness for duty (FFD) clearance from the health care provider
upon returning from leave, including intermittent leave under some
circumstances.

Obtaining or remaining on leave under false pretenses may result in
discipline, up to and including immediate termination of employment.

6. J. Use of Paid and Unpaid Leave

An employee who takes FMLA leave for any reason must exhaust all accrued
but unused paid leave while on FMLA leave. Pursuant to-federal Department of Labor
opinion FMLA2019-1-A issued Mareh14,2019,By law, Village employees may not “opt
out” of FMLA leave or ask theemployerto delay certification of FMLA leave
until after paid leave is exhausted.

Employees taking leave based upon their own or a qualifying family
member’s serious health condition are required to use paid time off prior to
using the balance of the FMLA Ieave on an unpaid basis. The order of leave
usaﬁe shall begin with sick leave until exhausted, followed by personal leave
unti
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exhausted, and then vacation leave until exhausted. However, the employee
cannot use accrued sick leave in any situation in which such leave could not
normally be used pursuant to the policies in this Manual. All paid leave used for
an FMLA qualifying reason will be charged against an employee’s entitlement
to FMLA leave. The substitution of paid leave for unpaid leave does not extend
the 12 (or 26) week entitlement.

Any leave for which workers’ compensation benefits are paid (if the leave also
qualifies for FMLA protection) will be designated as FMLA leave and will run
concurrently with — not in addition to -- FMLA. If an employee is absent endue
to a workers’ compensation leaveinjury or illness, the employee may be paid
workers’ compensation benefits instead of accrued sick leave.

H. K. Intermittent Leave oraReduced Work Schedule.

Intermittent leave or a reduced work schedule may be used when it is medically
necessary and substantiated. The request for intermittent leave or reduced work
schedule should be made at the time the emplovyee requests FMLA leave and
should be accompanied by the Certificate of Healthcare Provider. Intermittent
leave or a reduced work schedule may also be taken for the birth, adoption, or
foster care placement of a child if an acceptable schedule can be agreed upon by
the employee and his/her respective Department Head; however, final approval
rests solely with the Village Manager and is final.

When determining the amount of intermittent FMLA leave available, the

Village uses the normal work schedule for the employee. Generally, employees
normally work 40 hours per week with occasional exceptions would be entitled
to up to 480 hours of FMLA leave. Employees who consistently work overtime
or who work less than 40 hours may have a higher or lower, respectively,
average number of hours, which would be multiplied by 12 weeks to determine
the total available hours.

The Village-mayEmployees requesting the use of intermittent leave are asked to
make medical appointments at times of day that are least disruptive to the
Village’s responsibilities to the public. Depending on its business needs, the
Village reserves the right to temporarily transfer an employee to an available
alternative position with equivalent pay and benefits if the alternative position
would better accommodate the intermittent or reduced schedule, in instances of
when leave for the employee or employee's family member is foreseeable and
for planned medical treatment, including recovery from a serious health
condition or to care for a child after birth, or placement for adoption or foster
care.

K. Return to Work.




An employee on leave is expected to return to work as indicated by the ending
leave date on the approval request for FMLA leave form. If the employee needs
additional medically certified leave, he/she must file a request for additional
leave with the Village Manager as soon as possible and will be advised whether
he/she is eligible for additional time off on a paid or unpaid basis. If the
employee is able to return from leave earlier than expected, the employee
should give the employer at least two (2) business days’ notice where
foreseeable. If the employee decides to terminate employment with the Village
during the leave, the employee must notify the Village Manager immediately.

Employees returning to work should submit their Fitness for Duty certificate
signed by their provider prior to but no later than their first scheduled day back
to work. Employees who fail to report to work as scheduled will be considered
to have voluntarily abandoned their position with the Village.

L. Job Restoration.

Except for persons designated as “key employees,” an eligible employee who
takes leave shall be entitled upon return from such leave to be restored: 1) to the
position held by the employee when the leave commenced; or 2) to an
equivalent position with equivalent pay, and other terms and conditions of

employment.

For purposes of the FMLA, a “key employee” is an employee who is among the
highest paid 10% of all the employees. If restoring a key person would cause
substantial and grievous economic injury to the Village’s operations, then the
key employee may not necessarily be entitled to job restoration. Key employees
whose positions may be subject to this provision will be so notified at the
commencement of the leave.

Leave for birth, adoption or foster care of a child must be taken within one
year of the birth or placement of the child-Intermittentand/or, may be taken on

an intermittent basis or as a request for reduced schedule-eave-is notavailable for

Failure to meet any of these notice requirements may result in delay of FMLA
leave.

M. Emplovee Responsibilities.

Emplovees eligible for FMLA leave have certain responsibilities to the Village:

1. The employee must provide the Village with 30 days of advance notice
if the need for leave is foreseeable: or as soon as practicable if the need
is unforeseeable, such as in the case of a medical emergency requiring




surgery or hospitalization. If leave is unforeseeable, the need for leave
must be reported as soon as practicable (generally, within two (2) days
of the occurrence that requires leave). The Village will provide
requesting employees with a packet of information that contains forms
to be completed by your medical provider(s). These forms should be
completed in a timely manner and returned according to instructions to
avoid delays in granting leave or leave pay.

An eligible employee will be advised of how much of the leave may be

paid or unpaid, based on accrued time off and the Village’s policy with
respect to using available time off.
Employees must submit Certificates of Health Care Provider forms

within 15 days of the commencement of the leave and must submit
Recertification forms at least every 30 days. In some instances, they may
be asked to provide forms every 15 days. Re-certification forms can be
obtained from your Department Head. Failure to timely submit
certification forms may result in leave rights being affected.

Employees should notify their Department Head as soon as possible

about their anticipated return-to-work date. The Village may require a
second medical opinion about an employee’s fitness to return to duty, at

its expense.










319318 Unpaid Leave of Absence

The Village may provide leave of absence without pay to eligible employees.
Regular full-time and regular part-time employees are eligible to request
unpaid leave. As soon as eligible employees become aware of the need for an
unpaid leave of absence, they must request leave from the department head by
submitting a leave request form. Theln considering the request, the Village
Manager or-Human-Resource-Officer may-or-may-not-grant-an-unpaid-leave -depending
enwill take into account the operational and organizational needs of the
Village. Employees may have the option of continuing their health insurance
while on arunpaid leave of absence in excess of 30 days;pursuantte COBRA by
continuing to timely remit their share of the premium.

320 Military Leave

The Village complies with applicable state and federal law concerning leaves
for military service. Regular full-time and regular part-time employees who
perform service (e.g., scheduled drills, training or activation) in the uniformed
services (as defined by the Uniform Services Employment and Reemployment
Rights Act of 1994 (“USERRA”) or certain types of service in the National
Disaster Medical System are entitled to a military leave of absence from their
Village employment positions, subject to the limitations and restrictions set
forth in state and federal laws and Village policy including Chapters 5903,
5906 and 5923 of the Ohio Revised Code.



Upon receiving an assignment for military service, employees should
promptly provide notice to their supervisors prior to going on military duty,
unless precluded by military necessity. Employees are encouraged to provide
written notice, but oral notice is acceptable. Unless providing advance notice
is precluded by military necessity, employees who fail to provide advance
notice will not be entitled to the reemployment rights and benefits provided by
USERRA.



For up to one month (up to 22 eight hour work days or up to 176 hours) per
calendar year (January 1 through December 31), employees on leave under
this policy will receive their normal full pay (minus any offset for
compensation earned for military service). Documentation that verifies the
military training leave and a copy of the employee's military earning statement
must be provided to the Village. The remaining leave will be unpaid, however,
employees may use any available vacation or personal time to cover the
absence.

The Village will, at a minimum, maintain health insurance benefits for the
first 30 days of military leave as if the employee was actively employed. If
the employee's military leave is for 31 or more days, the employee will have
the opportunity to continue health insurance coverage, similar to COBRA,
for himself/herself and his/her eligible dependents for a period up to 24
months. During this extended period of continuation coverage, the employee
will be responsible for the entire cost of military leave continuation
coverage, but cannot be required to pay more than 102% of the full premium
for coverage.

Benefits such as vacation, sick and personal paid time off or holiday pay will
be suspended during the leave and will resume upon the service member's
return to active employment. However, for the purposes of determining
amount of vacation, sick and personal paid time off and other benefits, a
returning service member will be treated as though he/she was continuously
employed upon return to active employment.

Employees on military service of less than 31 days (e.g., two-week active
duty training assignments or inactive duty training drills) are required to
return to work for the first regularly scheduled shift after the end of training,
allowing reasonable travel time, and an 8-hour rest period. Employees on
longer military leave must apply for reinstatement in accordance with all
applicable state and federal laws in regards to notification of and time frame
in which they must return to work. Temporary employees do not have
reinstatement rights under USERRA.

Under certain circumstances, employees are eligible to be reinstated to their
previous position unless the Village determines that the circumstances have
so changed as to make reemployment impossible or unreasonable. If on
military leave for 90 days or less, eligible employees may be reinstated to
their previous position. If on military leave for over 90 days, eligible
employees may be reinstated to their previous position or a comparable one
of like seniority, status or pay.



The period an individual has to make application for reemployment or report
back to work after military leave is based on time spent on military duty. For
military service of more than 30 days but less than 181 days, the employee
must submit an application for reemployment within 14 days of release from
service. For service of more than 180 days, an application for reemployment
must be submitted within 90 days of release from service.

321 Continuing Medical Coverage (COBRA)



Under federal law, employees, their spouses and dependents have the
option to elect to continue group health plan coverage, at their own
expense, upon the occurrence of certain qualifying events that result in
termination of coverage.

Those events include:

1. The death of the employee.
2.  Termination of employment (except where the termination is

for reasons of gross misconduct.)
3.  Reduction in hours of work (going from full-time to part-time

or long term leaves of absence.)
4.  Divorce or separation of the covered employee from his / her spouse.
5.  Loss of “dependent” status under the terms of the group health plan.
6.  Total disability of the employee or any covered spouse or dependent.

In the event of divorce, legal separation or loss of “dependent” status, the
employee must notify the Village within sixty (60) days in order for the
employee’s spouse or dependents to have the right to elect continuation
coverage. A full explanation of these rights and obligations is mailed to the
employee when first covered by the group health plan.




326 Years of Service AwardsRecognition
The Village Manager will establish-a-Years-of Service-Awards-Program-in-order to

recognize employee loyalty and longevity with the Village in anya manner
which is non-financial in nature.

SECTION 5: TIMEKEEPING AND PAYROLL

401 Workweek and Workday

A regular workweek for non-exempt employees, except police officers and
clerk-dispatchers, shall consist of not more than forty (40) hours in-seven

onsecutive-day 68-heursi—A-regularwerkday-shall-netbelongerthanten-hou YOuI‘WOI’k
schedule is set by your supervisor based on the needs of the Village. Regular
workweeks and workdays shall be in accordance with schedules established
or approved by the Village- Manageryour supervisor. Exceptions to the regular
workweek and werk-dayworkday may occur, only with Village Manager
approval, in rare circumstances due to emergencies and/or unforeseen
increased workloads. At times, you may be required to work more hours, or a
different schedule based on business demands.

402Timekeeping
102 Timekeeni



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

performing assigned duties. Time is calculated to the nearest quarter-hour.

All employees should accurately record the time they begin and end their
work as well as the be%mn‘mg‘ 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 reason. Overtime work must
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always be approved by the supervisor before it is performed. For police
officers, overtime may be performed in cases where it is necessary to complete
an arrest or paperwork needed immediately for the prosecutor or court. Any
work that can be postponed until an officer’s next shift will not eligible for
overtime. See Police Department General Orders.

Altering, falsifying. or tampering with time records, or recording time on
another employee’s time record without their knowledge or consent, is
considered fraud and will result in disciplinary action.

. up to and including termination. It is the employee’s responsibility to sign
his or her time records to certify the accuracy of all time recorded. The
supervisor shall review and then initial the time record before submitting it
for payroll processing.

403 Paydays

Regular employees are paid biweekly on every other Thursday. Each
paycheck statement will include earnings for all work performed through the
end of the previous payroll period.

In the event that a regularly scheduled payday falls on a holiday, employees
will receive pay no later than the first day of work afterbefore or after the
regularly scheduled payday. Whenever a change in the scheduling of paydays
is necessitated by the occurrence of a holiday during the week in which a
payday occurs, employees will be notified in advance of such a change in the

payday.

Employees are paid on a biweekly basis, resulting in 26 pay periods in most
calendar years. Because a biweekly pay schedule does not align exactly with
the calendar year, some calendar years will include 27 pay periods. When a
27th pay period occurs, employees will receive the same biweekly rate of pay
based on their hourly rate on the 27" pay of the year as they would on any
other pay period of the year.

Those employees who are working during the change to daylight saving time
may work one hour less than a full shift due to clocks changing forward by
one hour during the shift; however, this will still constitute an entire shift
without the employee using any additional personal, vacation or
compensatory time.




Those employees who are working during the end of daylight saving time
may work one hour more than a full shift due to clocks changing backward by
one hour during the shift; in this case the additional hour shall be counted
toward the employee’s hours for that pay period and may result in the
employee earning overtime.

404 Direct Deposit of Pay

Employees are required to have their pay directly deposited to their
financial institution account. On payday, instead of a check, a payroll
statement explaining how much you were paid and all the usual paycheck
details will be available on this statement. Employees may split direct
deposit disbursements into separate accounts at different financial
institutions but must authorize the Village to do so in writing. Please secure
and complete a direct deposit authorization form from Payroll to set up
your direct deposit or to change your direct deposit account or financial
institution.




407 Pay Deductions

The law requires that the Village of Yellow Springs make certain deductions
from every employee’s compensation. Among these are applicable federal,
state and local income taxes, the employee’s share of medical, dental plan
costs, pension contributions, and Medicare.

The Village of Yellow Springs offers programs and benefits beyond those
required by law. Deferred compensation, flexible medical accounts,
dependent adult and child expense accounts and United Way deductions-are
examples of other eligible deductions. Eligible employees may voluntarily
authorize deductions from their paychecks to cover the costs of
participation in these programs.

408 Garnishments

Effective Date: 01/20/2022

A garnishment is a court order or government agency demand which requires
the Village to withhold a certain amount of money from a paycheck and send
it to the specified person or agency. Wages can be garnished to pay child
support, spousal support or alimony, tax debts, outstanding student loans, or
money owed as a result of a judgment in a civil lawsuit. If the Village
receives a garnishment order, the Village shall notify the employee of the
garnishment at once. The Village is legally required to comply with
garnishment orders. To dispute the amount of a garnishment, the employee
must contact the court or agency which issued the order.

409 LongevityPay







410 Overtime Compensation

When operating requirements or other needs cannot be met during regularly
scheduled work hours, employees will be given the opportunity to volunteer
for overtime work assignments. In the event the Village is not able to meet its
operational requirements by those who volunteer to work overtime, mandatory
overtime will be assigned. Overtime work must receive prior authorization by
the supervisor. Overtime will be distributed as equitably as is practical among
employees qualified to perform the required work. Part-time and as-needed
employees are normally not permitted to work overtime. In the event that
overtime is worked by these employees, the conditions above and the rates
below will apply.

Overtime compensation is paid to all non-exempt employees, in accordance
with federal and state laws, based on hours worked. For purposes of
calculating overtime, “hours worked” shall include paid time off for sick;
vacation and personal leave-

In accordance with the Fair Labor Standards Act, Regular Full-Time, Part-
Time, and As-Needed non-exempt employees, except for Police Department
employees, who work (through a combination of work and paid time off for
sick,- vacation and personal leave) in excess of 40 hours in a week will be paid
overtime at a rate of 1 /2 times the employee’s regular hourly rate.

Police Department Overtime- The Fair Labor Standards Act provides an
exemption to the ordinary overtime pay requirements for employees engaged
in law enforcement. Those employees are to be paid overtime on a "work
period" basis. A "work period" may be from 7 consecutive days to 28
consecutive days in length. For work periods of at least 7 but less than 28
days, overtime pay is required when the number of hours worked exceeds the




number of hours that bears the same relationship to 171 hours as the number
of days in the work period bears to 28. In other words, for police officers,
overtime is not necessarily based on a time-and-a-half after 40 hours/week
standard, but is instead prorated over a longer work period, with the overtime
threshold calculated by (Days in Work Period / 28) x 171 hours. Law
enforcement personnel are required to be paid overtime only after working
more than that adjusted amount, not the standard 40 hours per week. YSPD
utilizes a 14-day work period and pays overtime for hours worked over 80
hours in a work period.

Regular full-time employees may elect compensatory time off at the
applicable overtime rate for each overtime hour worked in lieu of payment for
overtime hours worked, up to a maximum accumulation of eighty (80) hours.
Accrued compensatory time may be used by the employee for paid time off,

hardship-Upon termination, accrued but unused compensatory time shall be
paid at the employee’s then hourly rate. Employees may also request a payout
of accrued compensatory time at any time, subject to Finance Director
approval. All accrued compensatory time will be paid out annually in the last
paycheck of December.

410 Special Event Pay

The Village Manager shall have discretion to establish minimum compensation
threshold for specific events, which may include a set minimum number of paid
hours regardless of the actual hours worked.

411 Call-In Pay

Call-in pay applies only to regular full-time non-exempt Village employees.
Call-in is defined as an occurrence when an employee is notified during his
or her off-duty hours of the need to come to work. These provisions do not
apply to scheduled overtime, which is defined as an occurrence when the
notification of the need to work additional hours occurs during the
employee’s work hours.



Employees who have completed the work day and are called back to work
from off-duty status shall be provided a minimum of two hours of pay at
one and one-half (1.5) times their regular rate of pay. If the employee must
work more than two hours, all additional time worked will be paid at one-
and one half (1.5) times the employee’s rate of pay. A second or subsequent
call-in within two hours from the first will be considered part of the first
occurrence. With the exception of the Police Department, employees who
are called in to work on Sundays and holidays shall be compensated at two
times their regular rate of pay for time actually worked with a two hour
minimum.

RequiredScheduled meetings, events or similar, such as a required
attendance for in-service training is not considered as “call-in” for
purposes of this policy, and is paid at the employee’s regular rate of pay.







SECTION 5: WORKING CONDITIONS

501 Work Schedules

Work schedules for employees vary throughout our organization.
Supervisors will advise employees-of theirindividualset work schedules based on
the needs of the Village. Staffing needs and operational demands may
necessitate variations in starting and ending times, as well as variations in
the total hours that may be scheduled each day and week.

All full-time employees are provided with one meal period each workday.
Supervisors will schedule meal periods to accommodate operating
requirements. Employees, with the exception of police department
personnel, will be relieved of all active responsibilities and restrictions
during meal periods and will not be compensated for that time. Normally,
lunehmeal breaks will be one-half (1/2) hour or one (1) hour in length.
Employees are responsible for finding coverage for their duties if they need
to take time off during their shift (e.g., 15-minute breaks). Employees are
required to record the beginning and end of each day’s meal period, ia-the
mannerspecifiedas directed by the supervisor.

Rest periods, or breaks, will be scheduled in the morning and afternoon,
one break per four hours of work, for not more than 15 minutes, as may be
determined by the department head. Supervisors will advise employees of
the regular rest period schedule. To the extent possible, rest periods will be
provided in the middle of work periods. Since this time is counted and paid
as time worked, employees must not be absent from their work stations
beyond the allotted rest period time. Employees who have recently given
birth may also request reasonable time to nurse or express breast milk for
up to a year after the birth and may request an appropriate space that is free
from intrusion by other employees as well as members of the public.
Lactation breaks, to the extent possible, should be concurrent with any
other break period if the employee cannot perform work duties while
nursing or expressing breast milk.

Any employee, including those who operate equipment or drive a truck in
their assignment, shall not be required to work more than 12 consecutive
hours and-employees shallEmployees must comply with all rules ferregarding
commer01al driver’s license work hour restrlctlonsAne;npieyeesrmnepbe

o and may not




work more than 16 consecutive hours or mere-than-16 hours inwithin a 24-
hour period without supervisor approval.

502 Notification of Absence

Whenever an employee must be absent from work, it is the sole
responsibility of the employee to notify his/her immediate supervisor prior to
the beginning of his/her shift. The employee is required to notify the
supervisor by according to the process established by their department’s
supervisor. Provisions governing absences due to sickness, approved leave of
absence, vacation leave, etc. are covered under the appropriate heading in
these policies. Any employee who is absent without approved leave, who
fails to contact the immediate supervisor regarding his / her absence, or who
fails to report for work at the scheduled time shall be subject to disciplinary
measures. Any employee who is absent from work for three

consecutive work days without authorized leave shall be considered to have
resigned from his / her



employment with the Village. However, the department head, with the
approval of the Village Manager, may waive this provision under
extenuating circumstances.

503 Safety

Employees must immediately report any unsafe condition to the
appropriate supervisor. To assist in providing a safe and healthy work
environment for employees, customers, and visitors, the Village has
established a workplace safety program. This program is a top priority for
the Village. The Village Manager has responsibility for implementing,
administering, monitoring, and evaluating the safety program. Its success
depends on the alertness and personal commitment of all employees.

The Village provides information to employees about workplace safety
and health issues through regular internal communication channels
such as supervisor-employee meetings, bulletin board postings,
memos, or other written communications.

All employees and supervisors receive periodic workplace safety training.
The training covers potential safety and health hazards and safe work
practices and procedures to eliminate or minimize hazards, in accordance
with the Public Employee Risk Reduction Act (PERRA).

Some of the best safety improvement ideas come from employees. Those
with ideas, concerns, or suggestions for improved safety in the workplace
are encouraged to raise them with their supervisor, or with another
supervisor, or bring them to the attention of a member of the safety
committee. Reports and concerns about workplace safety issues may be
made anonymously if the employee wishes, and all reports can be made
without fear of reprisal.

Each employee is expected to observe and obey safety rules and to exercise
caution in all work activities. Employees who violate safety standards, who
cause hazardous or dangerous situations, or who fail to report or, where
appropriate, remedy such situations, may be subject to disciplinary action.
In the case of accidents that result in injury, regardless of how insignificant
the injury may appear, employees must immediately notify the Village
Manager or the appropriate supervisor, as well as the Payroll Supervisor.
Such reports are necessary to comply with PERRA laws and initiate
workers' compensation benefits procedures.



The injured employee and his-erhertheir direct supervisor are-te-ebtain-an-nitial
Injury-Report Form-from-the- Payroll- Supervisor,must obtain and complete a First
Report of Injury form, ensure it is signed, and sign the form and return it to
the Payrolt Superviserdesignated internal Bureau of Workers” Compensation
(BWC) contact before the end of the shift afterfollowing any injury-eeeurs,
regardless of whether immediate medical attention is required. Supervisors
are responsible for providing a copy to the Payrell Superviserdesignated internal
BWC contact IMMEDIATELY. The Payrolt Supervserinternal BWC contact
will provide the injured employee with a Workers’ Compensation
Information Card to take to all medical appointments related to this injury.
The Payrell-Superviserinternal BWC contact will complete the First Report of
Injury Form(FRo}, obtain the injured employees’ signature and submit it to
the Ohio Bureau of Workers’ Compensation. The determination of valid
clams and eligibility for benefits is made by the Bureau of Workers’
Compensation and/or the Industrial Commission of Ohio.

504 Driving Safety
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All Village employees operating Village-Owned Vehicles (VOV) or
equipment, or operating a Privately Owned Vehicle (POV) for authorized
Village business, must follow all traffic laws and use safe driving practices.
All drivers are required to comply with all applicable motor vehicle and
traffic laws in the State of Ohio. Seat belts must be worn at all times, and
only Village business-related passengers are allowed in Village vehicles.
Vehicles should be inspected before use, with any unsafe conditions
reported immediately.

FEffectivefanuary-2022

Smoking and vaping are strictly prohibited in all Village-owned vehicles
and equipment.










When driving, ensure that all necessary equipment (e.g., lights, mirrors, and
wipers) is clean and functioning. Special equipment, such as tractors or
cranes, may only be operated by employees with proper training and
supervisor approval. Employees must avoid driving vehicles or equipment
in unsafe conditions and should never leave vehicles unsecured.

Any employee found to be at fault in a vehicle incident involving Village
property or while on Village business will be required to undergo a
mandatory drug and alcohol screening.

A valid Commercial Driver’s License (CDL) is required to operate any
commercial vehicle as defined by state and federal regulations.

If there is more than one person in a vehicle (e.g., truck or equipment cab),
a spotter must perform a walk-around inspection to check for hazards
before the vehicle is moved or backed up. If the driver is alone, they must
perform a solo walk-around before backing up to ensure clear visibility and
identify any hazards. Always check mirrors and surroundings carefully.
Never back up into intersections, crosswalks, or other hazardous areas.

Secure loads properly and use safety equipment such as reflective cones or

505 Credit Card Usage Policy

Use of Village-issued credit cards is limited to transactions for proper public
purpose. Any

personal use is strictly forbidden.

Receipts are to be submitted within 48 hours, stamped with the proper
expense account number and bear the supervisor’s signature
authorizing the transaction.

Village credit cards are issued only after employee signs acknowledging
receipt of card and any other form issued by the Finance Director. The
employee whose card bears his / her name is responsible for ensuring that
only eligible purchases are made by his / her department, that Sales Tax



is not charged and that original receipts are submitted to the Finance
Director in a timely manner.

Rewards Programs

Points-er«, rewards:, or other incentives received from vendors as thea
result of Village business shall be considered the property of the Village.
These rewards must be used solely for the future-benefit of the Village enly
and treated like cash receipts and expenditures. Employees should not
personally benefit from any rewards or points accumulated through
Village business transactions.

Credit Card Reward Redemption

Any credit card rewards or points redeemed by department heads must be used
strictly for official Village business purposes. Personal use of any redeemed
rewards is strictly prohibited.

506 Use of Equipment

When using Village equipment, employees are expected to exercise care,
perform required maintenance, and follow all operating instructions,
safety standards, and guidelines.

Employees are required to immediately notify the supervisor if any
equipment, machines or tools 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 injury to employees
or others. The supervisor can answer any questions about an employee's
responsibility for maintenance and care of equipment used on the job.

The improper, careless, negligent, destructive, or unsafe use or operation
of equipment can result in disciplinary action.

Village owned equipment shall not be used for personal use. Nea-exempt




507 Use of Telephones & Cell Phones

To ensure effective telephone communications, employees should always
greet callers and speak in a courteous and professional manner. The
Village uses voice mail for most employees and an employee’s voice mail
number may be offered to a caller as an option in the event that the
individual is not available, and the caller wants to get a message to the
employee immediately. If taking a message, please confirm information
received from the caller, and hang up only after the caller has done so. If
transferring a call, employees should first get the name of the caller and
inform the party to whom they are transferring the call the name of the
caller.

While some personal calls are necessary from time to time, employees must

keep personal calls to a minimum number as well as minimum duration.
Employees may want to request permission from the supervisor before

making personal calls in order to not disrupt operational needs. Supervisors
may use their discretion to determine if an employee is abusing time or
Village equipment for personal communication; employees may be subject
to disciplinary action.

Village of Yellow Springs cell phones are provided to improve customer
service and to enhance business efficiency. Cell phones are not a personal
benefit and should not be used as a primary mode of personal
communication.

Using a cell phone while operating a motorized vehicle is
strongly discouraged. Employees should plan to allow
placement of calls prior to driving or while on

breaks. When an employee must use their cell phone, while driving, they
should keep conversations brief, avoid unnecessary calls, and no calls

should be made if driving is hazardous. If it is necessary for the employee
to read or write while taking the call, the employee must pull off the road.

All employees should take time to become familiar with the various cell
phone functions. The cell phone should be placed where it is easy to see



and reach. Employees should bear in mind that cell phone calls can be
intercepted and should take proper precautions when discussing
confidential information. However, cell phones provided by the Village
may be subject to public records requests for any records on the phone,
including the telephone number assigned, call logs, digital location data,
text messages, photos, video and other records.

The Village requires the following emplovees to be accessible via cellular
communication devices due to the nature of their roles and
responsibilities:

Group 1: Village Manager, Chief of Police

Group 2: Assistant Village Manager, Public Works Director, Public
Works Department Heads (Electric, Water, Sewer), Police Sergeants
Group 3: Finance Director, Planning & Zoning Director

The Village will provide employees in Groups 1, 2, and 3 with a Village-
owned cell phone at no cost to the employee. These employees may
alternatively choose to use their personal cell phone for Village business
and receive a monthly reimbursement, according to the following
schedule:

* Group 1 — $60/month
* Group 2 — $45/month
* Group 3 — $25/month

Employees who opt for reimbursement must ensure their personal
devices remain accessible and functional for Village-related
communication during work hours and in accordance with Village

expectations.

508 Use of Two-Way Radios

The Village maintains a radio system for communications between the
dl(sipatch center in the Police Department and _emplog_ees carrying portable
radios and employees in vehicles equipped with mobile radios. The
system’s primary function is to maintain police
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communications and police matters always have first priority. Public
Works, Parks & Recreation, and other employees have use of the system
also, and should use the non-repeater frequency whenever possible.
Employees will be instructed by supervision as to proper radio use. The
Police Department will also provide guidelines for radio use.

509 Computer and E-Mail Usage

Computers, computer files, the E-mail system, the Internet, and software
furnished to employees are the property of the Village and are intended for
business use only and are not to be used for personal reasons. Employees
should not access a file, install or copy any software, or retrieve any stored
communication without authorization. Employees who use a computer and
are logged into a Village operating system during normal work hours must
log out of the system at the end of every work day.

The Village strives to maintain a workplace free of harassment and sensitive
to the diversity of its employees. Therefore, the Village prohibits the use of
computers and the E-mail and internet system in ways that would violate the
Village’s anti-harassment and discrimination policies. For example, the
display or transmission of sexually explicit images, messages, and cartoons is
not allowed, even from a privately-owned device if the employee displays or
transmits such content while on duty (including breaks). Other such misuse
includes, but is not limited to, ethnic slurs, racial comments, off-color jokes,
or anything that may be construed as harassment or showing disrespect for
others based upon protected classifications.

Use of personal websites, social media platforms, or video streaming services
(like YouTube) during work hours for non-business purposes is prohibited

The Village 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
Village does not have the right to reproduce such software for use on more
than one computer.

Employees may only use software on the Village's area network or on
multiple machines according to the software license agreement. The
Village prohibits the illegal duplication of software and its related
documentation.

510 Workplace Monitoring and Privacy



As employees of a political subdivision, Village employees should understand
that most of the documents used, created and/or stored in the work
environment, including audio tapes, video tapes, E-mail and documents stored
in files, desks and computers, are public records. Employees shall not use any
of this equipment or storage for personal records. Supervisors, employees and
other users of the equipment or storage can and may access such records.
Employees shall not send, receive or store personal messages or records in or
on Village equipment or storage devices.

Workplace monitoring of communications may be conducted by the Village
to ensure that required policies and procedures are being followed, issues or
assignments are being handled in an efficient and timely manner, and citizens
are being properly served.



511 Employee Social Networking/Social Media / On-Line
Expressions

This policy addresses Personal-Web-sites,Web-logs{blogs),-andemployee use of all
forms of online interaction, including social networking or social media (i.e.,

Facebook LinkedIn and similar sites) activities (collect1vely “on-line sﬂes—)—a#—ef
W , M ur—cultureplatforms. The
Vlllage respects the rlght of ernployees to use these mediums during their
personal time. However, there are times when personal expression on on-line
sites-thatis-abeut-or-directed-toward;platforms that relates to the Village as an entity,
and its employees or residents, may have a negative effect on the workplace.

With this in mind, the following activities-are-prohibited-on-on-line-sites, regardless-of
when-orwhere-they-eceurguidelines should be followed when engaging online :

e Personal social media account names should not be tied to the Village or
create a likelihood of confusion about the source. This will help clarify
that the individual who maintains such an account is not speaking
officially on behalf of the Village or in his or her capacity as a public
employee or elected official.

o Employees are—prohibited—from—utilizingshould avoid using on-line
sitesplatforms to make comments about,—erdirected—toward,—histher— CO-
workers that arecan be construed as defamatory, and/er-would violate the
Village’s sexualEEO or harassment,-equal-employment-opportunity,-workplace
policies, would constitute bullying;-and/erwerkplace or violencepelicies, or
any other policy setferth-in this Policy Manual or conduct prohibited by
law.

«o [femployees identify themselves as employees of the Village, employees
must make it clear to the-readers that the views expressed are the
employee’s alone and that they do not necessarily-reflect the views of the
Village. Unless expressly authorized, employees aremay not to speak on
behalf of the Village.

e  Employees who use social media on behalf of the Village should be
honest, straightforward, and respectful. If they choose to comment on
Village issues on personal pages, they are personally responsible for what
they post and for any consequences arising therefrom. That includes
defamatory statements made on social media.

e If an employee makes a mistake on a social media platform, corrections
should be upfront and as timely as possible. Social media creates a
permanent record of mistakes, so attempting to disguise a mistake may
make things worse, and may run afoul of public records laws. Please
consult the Village Manager or Law Director.




»o On-line activities must not be perermed-onconducted during work time
and/or on Village equipment during non-work time, unless a Village
employee’s responsibilities include work on social media.

Village employees should bear in mind that the Ohio Public Records
Law and other laws may cover the content of social media accounts.

The Village reserves the right to restrict or remove any content on its
online platforms that are inconsistent with its online terms of use.

This policy willis not to be construed erapplied-in-a-mannerthatimproperly
interferesas interfering with employees’ rights under Section 7 of the

National Labor Relations Act.

Employees who violate this policy will be subject to serieus-disciplinary
measures, up to and including termination.

512 Tobacco

In keeping with the Village of Yellow Springs’ intent to provide a safe and
healthy work environment, smoking and other forms of tobacco use in the
workplace is discouraged. Nonsmoking areas are clearly designated where
smoking is expressly prohibited, and employees are asked to respect these
designations. In situations where the preferences of smokers and
nonsmokers are in direct conflict, the preferences of nonsmokers will
prevail.

The John Bryan Community Center is a smoke free facility and smoking is
prohibited everywhere in the building. This policy applies equally to all
employees, customers, and visitors. All Village vehicles and equipment are
also designated as no smoking areas.

Employees are not permitted to use tobacco products during their working
hours except during approved break periods. Supervisors may make
exceptions, and employees will be notified of applicable exceptions.



The Village will assist employees who wish to quit smoking or other forms
of tobacco use by facilitating access to recommended smoking or tobacco
use cessation programs and materials.

513 Business Travel Expenses

Effective Date: 01/20/2022

The Village of Yellow Springs will reimburse employees for allowable
expenses incurred while traveling out of the Village on official Village
business. All business travel must be approved in advance by the appropriate
department head, and employees whose travel plans have been approved are
responsible for making their own travel arrangements.

Allowable Transportation Expenses

Employees are-encouraged-toshall use a Village-owned vehicle if available for
travel. Should a Village-owned vehicle not be available, an employee may use
their own personal vehicle. Reimbursement for travel by privately owned
vehicle is authorized not to exceed the rate based on prevailing IRS
regulations. Mileage is only payable to one of two or more employees
traveling on the same trip in the same vehicle. Rental of a vehicle is not
reimbursable without prior approval (including Uber or Lyft, bus or taxi fare)
but employees are to use the most economical means available in seeking
transportation. For air fare, flight expenses are only reimbursable when the
cost of such flight is less than the cost of automobile mileage, or where travel
time is of significance in scheduling.

When an employee is to travel by air, payment or reimbursement is
authorized at the lowest available rate. Airline reservations should be made
as early as possible to take advantage of any potential discounted rates. Any
frequent flyer credits earned by Village employees for travel on Village
business cannot be used for personal travel. These credits must be applied
towards future Village travel.

Reimbursement can be claimed for ferry, bridge, highway, and tunnel
tolls. Reimbursement can be claimed for parking as well. Receipts are to
be provided.

Meals
Employees are expected to limit meal expenses to a reasonable amount. The




regulations-with-receiptsrequired-rates. Per diem will only be provided for meals
not otherwise included in the cost of registration, hotel accommodations, or

other pre-paid arrangements.

If meals are provided by a hotel, conference, or event, employees will not be
reimbursed for meals.

The Village Manager has discretion in approving meal reimbursements.
Employees must attach a full itinerary or conference schedule for the trip,
clearly indicating which meals were provided.

Per the Village’s Sales Tax Reimbursement Policy, the Village may

reimburse sales tax up to a maximum of $500. Employees are encouraged to
use the Department of Taxation Sales Tax Exemption Certificate whenever
possible. It is the employee’s responsibility to obtain the certificate from the
Finance Director prior to departure for Ohio businesses.

Non-reimbursable expenses are alcoholic beverages, entertainment,
laundering/dry-cleaning, room service charges and expenses of spouses or
other non-employees traveling with the employee, or any allowable expense
if the employee fails to provide a receipt.

s1Transportation
Employees may be reimbursed for car rental, taxi fares, or other personal

transportation costs at the supervisor's discretion, depending on the nature of
the travel and availability of other transportation options. Any such
reimbursements require prior supervisor approval.
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Employees who are involved in an accident or injury while traveling on
business must promptly report the incident to their immediate supervisor.

Accompaniment and Personal Travel With prior approval, employees on
business travel may be accompanied by a family member or friend, when the
presence of a companion will not interfere with successful completion of
business objectives. Additional expenses incurred as a result of the presence
of'a companion are at the expense of the employee.

Generally, employees are also permitted to combine personal travel with
business travel, as long as time away from work is approved. Additional
expenses arising from such non-business travel are the responsibility of the
employee.

Post-Travel Reporting

When travel is completed, employees shall submit completed travel expense
reports to the supervisor within 30 days or December 31, whichever comes first.
In no event will reimbursements for one year be reimbursed with funds from
the following year. Reports should be accompanied by supporting receipts
for all individual business expenses, including conference information and
any agendas outlining events, dates, times, locations and any meals included.
This includes expenses charged to a Village VISA purchase card and
purchases paid for by employees. Travel Expense Forms are available on the
Shared Drive SharePoint.

When an employee is attending a conference which is within 60 miles of the
Village, overnight accommodations will not be provided without advance
written authorization of the supervisor.

Employees should contact their supervisor for guidance and assistance on
procedures related to travel arrangements, travel advances, expense reports,
reimbursement for specific expenses, or any other business travel issues.

514 Remote work policy

The Village supports remote work, also known as “telework™ or “work from
home” as a model for employees to the extent it may improve work/life
balance and increase productivity, and promote efficiency and savings. Any
employee may be directed or permitted to work from a designated alternative
work location due to circumstances such as inclement weather, quarantine,
disability accommodations, and operational needs. All employees must adhere
to the policies regarding use of technology and protection of data while
teleworking. Teleworking is a management option and not an employee right



that an employee can expect or demand. Remote work does not affect any
employee’s basic terms and conditions of employment. Not every position is
suited for teleworking, nor is every employee, so the Village Manager may
choose to limit teleworking to employees in certain classifications, certain
positions, or certain circumstances. Even if teleworking full-time is not an
option, the Village may consider whether certain classifications or positions
could telework part of the time, allowing an employee to reduce the number
of hours in the office.

Occasional remote work, necessary to perform Village functions, is distinct
from telework on a regufar basis. 1igemote work may be an option for an
employee who is absent from the workplace but can still perform job
functions from an alternative location. gu ervisors shall make a
recommendation to the Village Manager E)r every position in the
organizational chart as to whether the duties of any positions may be
performed via remote work. Such

52
Lleeiiee e D000



recommendations shall include considerations of job functions, cost
effectiveness, scheduling, and the ability to monitor the employee. For
example, the supervisor may take into account the employee’s most recent
performance evaluation, any history of poor information security practices
or an employee’s active disciplinary record. For jobs that regularly access or
input sensitive data or personally identifiable information, the Village shall
minimize any information security risks before determining that telework is
not an option.

Any employee who chooses to work remotely is responsible for
performance of all regular job duties, unless modified by the supervisor or
in a written telework agreement and for communicating to their supervisor
any circumstances that prevent the teleworker from being able to work
remotely (e.g. power or Internet outage at the remote work location). The
supervisor shall establish a plan with the employee to address such
unexpected

contingencies. The teleworker is also responsible for regular
communication with coworkers and/or other individuals as necessary to
complete job duties.

HR shall ensure that any employee performing remote work has access to
information regarding setting up an ergonomic workstation at home or
another location. Remote work locations should be reasonably quiet, free of
distractions or any noises inconsistent with an office environment, and
provide for privacy to prevent inadvertent disclosure of sensitive information
(if applicable). HR shall also notify the Village’s Information Technology
provider of the remote work arrangements and ensure that the employee
understands the need to follow protocols for information security.

If additional equipment and supplies are required, other than those that an
employee normally maintains such as a laptop or other computer, the Village
Manager may approve equipment, supplies and software as necessary, but the
Village is under no obligation to reimburse a remote worker for any out of
pocket expenses for supplies if the employee does not go through normal
Village channels to request needed supplies or procure them from the Village
offices.



Remote workers are solely responsible for the cost of maintenance, repair
and operation of any personal equipment not provided by the Village,
including furniture.

Remote workers shall also comply with applicable record retention schedules
and the Village public records policy. Remote workers agree that regardless
of whether a device is personal or Village-issued (e.g., laptop, smartphone,
tablet), any records stored on a mobile device shall be considered records in
transit and shall never be stored permanently on a personal mobile device.

Remote work may permit an employee to coordinate dependent care if the
employee is a permanent primary caregiver for any individual during the
employee’s scheduled work hours. While the Village prefers alternative
supervision or care outside of the remote work location, any such
arrangement shall be disclosed to the Village by the employee prior to the
initiation of remote work, and the Village Manager may approve only if an
employee is able to complete assigned duties while also caring for a
dependent (e.g. a sick child must stay home from school).



Remote work is covered by the State of Ohio workers’ compensation laws
for injuries occurring in the course of and arising out of the performance of
the employee’s official job duties. However, the remote worker shall be
responsible for the employee’s own damages, non-compensable injuries, and
for any third party’s damages, and injuries resulting from the employee’s
failure to comply with all safety and health rules and regulations and any
violation of the Village’s teleworking policy or applicable Ohio law.

Remote workers are responsible for the security and protection of any IT
equipment and resources provided to them as well as ensuring such resources
are only used by the remote worker (not other members of the household or
anyone at other remote work locations).

The Village’s IT provider shall periodically check any devices, software, or
other Village assets to validate that up-to-date operating system software and
security software are in use for antivirus, firewall, and other protection and
that no unauthorized access has occurred; or that any authorized personal
device is also operating securely.

The Village may prohibit employees with access to sensitive data or other
concerns from participating in remote work if the risk outweighs the benefit
to the Village. Remote workers shall immediately report any lost, stolen or
potentially compromised IT equipment, compromised accounts, and/or
Village data directly to the Village Manager.

While removable media and devices are extensively used for storing and
transporting data, some of the characteristics that make them convenient can
also introduce security risks to the Village infrastructure. Therefore, any use of
“removable media” including but not limited to optical disks (DVD, CD),
memory cards or flash drives should only be approved after the employee
separately executes acknowledgement of receiving the most up-to-date version
of the Removable Media Best Practice Checklist maintained by the Village
Manager, published by the Ohio Public Entities Pool.

EMPLOYEE CONDUCT

601 Employer / Employee Expectations

Effective Date: 01/20/2022

To ensure orderly operations and provide the best possible work
environment, the Village of Yellow Springs expects Employees to follow
rules of conduct and work rules that will protect the interests and safety of
all employees, the organization and the general public.



602 Substance-Free Workplace

Effective Date: 01/20/2022

General Overview.

All employees are covered-by-eursubject to the Village’s Substance-Free
Workplace Program. The Village of Yellow Springs recognizes the adverse
effect that employee use or abuse of druﬁs, narcotics and or alcoholic
beverages can have on the workplace. The safety and health of the

employee, cewerkersco-workers, visitors and persons served by the employee
are threatened by those who are
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et me s 00D



impaired by substances of abuse. Absenteeism, lack of productivity and an
increased risk of deficient services can result from substance abuse. The
Village of Yellow Springs and employee may face liability from lawsuits
filed by members of the public for wrongful acts committed (or omitted)
while the employee is impaired. The financial well-being, the strength and
the ability of the Village to service its community is diminished by
substance abuse among its employees.

All employees are responsible for their conduct, even where misconduct
may be related directly or indirectly to chemical abuse and or dependency

and-therefore, chemically. Chemically dependent and / or abusive- employees
abusing controlled substances are encouraged to get help before it causes

ofbecomes a problem at work.

The Village of Yellow Springs prohibits the urlawiulmanufacture,
distribution, dispensing, possession or use of any controlled substance
(érugs)or alcohol on the Village of Yellow Springs properties at any time and
while participating in any Village-sponsored activity or function excluding the
lawfuluseof . For purposes of this policy, the term “controlled substances-i.e-,

preseribed-medieations)”” includes:

» Illegal drugs

*  Marijuana, regardless of whether it is legal under state law

e The use of medications prescribed for others, or used in a manner
not consistent with the prescribed use. Prescription medications
must be kept in the prescription container (by statute) to avoid
misunderstandings.




* The use of over-the-counter medications in a way other than as
directed by the manufacturer or a medical provider, or that may
cause effects which impair the employee’s ability to safely
perform the essential functions of their job (e.g., drowsiness,
reduced response time, etc.).

Neln addition, no employee shall operate any vehicle or any equipment
owned, rented or leased by the Vlllage of Yellow Sprmgs while mpalred or
under the 1nﬂuence of a eer :

ssReporting Convictions.




Employees convicted of violating any federal, state or local criminal drug
statute where the violation occurred on Village of Yellow Springs premises
and / or during work hours, including traffic offenses, must report the
conviction to the Village Manager within five (5) working days of the
conviction. Such convictions will result in the employee’s immediate
termination, or a requirement that the employee satisfactorily participate in
tand successfully complete)- rehabilitation as recommended by the EAP.

Testing.

Testing will be triggered in the following instances:

Post-offer/pre-employment testing.

When supervisors or other credible evidence indicates there is reason

to suspect an employee is impaired or under the influence of drugs or

alcohol.

3. When an employee has been involved in a work-related incident that
resulted in property damage or personal injury.

4. When an employee is subject to federal testing requirements in
connection with licensure, such as CDL drivers.

5. When employees are the subject of a last-chance agreement, in

which random testing over the course of a year may be made a

condition of the agreement.

N [—

Refusal to submit to drug testing, including attempts to alter a specimen,
will result in a Group III Offense action by the Village of Yellow Springs.

Positive drug or alcohol testing results shall result in mandatory referral to
the EAP for rehabilitation with subsequent monitoring of return-to-work
agreements in lieu of discipline.

Getting Help

Any employee whose personal life is adversely affected by drug or alcohol
dependency or substance abuse is encouraged to contact the Village
Manager in confidence. Every effort will be made to assist an employee who
seeks out help or who voluntarily participates in the Village’s Employee
Assistance Program or similar program. However, employees who first
violate this policy against substance abuse and then seek voluntary
assistance will not avoid corrective action, up to and including termination.
Employees with questions on this policy or issues related to drug or alcohol
use in the workplace should consult with the Village Manager without fear

of reprisal.




For employees seeking treatment, whether voluntarily or by reason of
mandatory rehabilitation in lieu of discipline, the regular Empleyeecmployee
benefits,- otherwise available to the employee shall apply. Any available
employee leave (sick leave, personal leave, vacation leave), accident
disability policy benefits, and health insurance benefits are available to
Employeesemployees seeking rehabilitation in accordance with the terms of
the applicable policy. The Village Manager shall develop ary-procedures in
compliance with this policy. The terms of this policy shall be followed
unless superseded by any mandated state or federal laws.

Mandatory treatment in licu of discipline shall be offered only once to each
Village of Yellow Springs employee and voluntary treatment, whether
through the EAP or other source, is encouraged and has no impact on the
availability of rehabilitations as an option to discipline.

Education and Assistance.

Educational programs will be provided from time to time to help emplovyees
understand the negative effects of substance abuse.

Alcoholism and drug dependencies can often be treated successfully with an
individual’s commitment. The Village will support employees who seek to
overcome an addition to alcohol or drugs or who struggle with related

problems.

The Village’s Employee Assistance Program (EAP) is a voluntary option to
help employees deal with work or personal issues. In cases of substance
abuse, management may be notified by the EAP that an employee is
medically restricted or that an employee has failed to comply with a
mandated treatment program.

Consequences of Violating this Policy.

Violation of this policy may result in testing to confirm the presence or
absence of Controlled Substances, and may result in discipline, up to and
including termination. Depending on the circumstances, criminal or civil
legal action may also follow.










605 Fitness for Duty

Effective Date: 01/20/2022

The Village’s Fitness for Duty Policy is a multi-faceted approach to
achieving a healthy, safe drug-free workplace through training of
employees. Along with the Employee Assistance Program (EAP),
education on the importance of proper physical and mental conditioning
as well as the dangers of substance abuse will be emphasized.

All post-offer, pre-placement physical examinations provided by the
Village will include a complete evaluation including drug testing.






If a supervisor believes that an employee is not fit to perform his/her duties,
the employee may be sent home, relieved of certain duties, assigned to
different duties, requested to take a medical examination, or asked for an
explanation.

An employee may be required to have a physical or mental examination
when mandated by state or federal law, following observation by the
supervisor that the employee’s fitness may be impaired, or when the
employee fails to meet measured performance criteria. The EAP provided
by the Village is available to any employee at any time to assist in physical
or mental treatment.

606 Grievance ProcedureEmplovee Concerns and Complaint Resolution

It is the Village’s policy to prov1de an effectlve and acceptable means for its
employees to bring m - N h A
beingaddress any concerns, comments, or questlons regarding their work
environment, job duties, or treatment. If any employee has a concern of
issue, the first step is to brlng it to the attention of %Hage—sa-per—ws{eﬂ—and#eif

supervisor. If the supervisor is unable to resolve the issue, the supervisor or
the employee or both may take the issue to their department head and then
to the Village Manager if necessary. If the Village Manager is the subject of
a complaint, the employee may bring the grievance to the attention of the
Village Solicitor and the Village Solicitor, or his or her designee, shall assist
in resolving the issue. The Village is committed to maintaining a respectful
and open environment and encourages employees to share any issues or
suggestions for improvement.







607.Sexual and Other Forms of Harassment

The Village is committed to providing a workplace free from this unlawful
conduct, and maintains a policy that strictly prohibits inappropriate behavior,
including harassment of any type.







Sexual harassment is a form of sex discrimination and-meansthat includes
unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature when:

1. Submission to that conduct is made either explicitly or implicitly a
term or condition of employment;

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

3. The conduct has the purpose or effect of substantially interfering with
an individual’s work performance or creating an intimidating, hostile,
or offensive working environment.

Examples of sexual harassment include, but are not limited to, the following,
when such acts or behavior come within one of the above definitions:

1. Either explicitly or implicitly conditioning any term of employment
(e.g., continued employment, wages, evaluation, advancement,
assigned duties or shifts) on the provision of sexual favors;

2. Touchmg or grabblng a-sexualany part of an employee S body,

4.3.Displaying or transmitting sexually suggestive pictures, objects,
cartoons, or posters to another;

5.4. Writing or continuing to write sexually suggestive notes or letters to
another;

5. Telling sexual jokes or using sexually vulgar or explicit language in the
presence of another;

6. Comments about a person’s body in a sexually offensive manner

7. Harassing acts or behavior directed against a person on the basis of kis
erherthelr sex or sexual orientation or eender identity; and

8. Off-duty conduct whiehthat falls within the above definition and affects
the work environment.

beheve thev have experlenced or observed harassment or dlscrlmmatlon on
the basis of sex or gender, or any other factor listed in the Equal Opportunity
policy MUST immediately report the conduct to his/-hersupervisori the-employee




‘ is-not-comfortable-reporting-to-hishertheir SUPETViSor, orthe-supervisoris-the-subject-of the
complaint-the-employee may-complain-to-his~-hertheir department head, the Village
Manager, or the Village Manager’s Human Resource Officer. Employees are
also encouraged, if comfortable in doing so, to tell the offender to stop the
unwelcome conduct. Reporting the situation will cause prompt action on the
part of the supervisor or other person to whom the report is made.
61
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¥ il ot  osei ; :
Inthe-eventWhen the Village receives a complaint of sexual or other harassment,

or otherwise has reason to believe that se*ualrharassment smay be occurring, it

allegatlons and determme what, 1f any, action is needed to remedy the
complained-of conduct. Every supervisor is responsible for promptly
responding to,orreperting;escalating every complaint or suspected acts of sexual
harassment%aper—wsersshal#eperb to the Vlllage Manager Eauur&byasupeweepte

If the allegation of sexual harassment is found to be erediblesubstantiated, the
Village will take appropriateprompt remedial action, which may include

corrective action, up to and including termination. The Village will inform the
complainant and the accused person of the results-of the investigation-and what actions
will be-takenas to whether the complaint was substantiated, and of any efforts to
ensure that the-harassmentinappropriate conduct will cease and that no-retaliation-will
ecewr. Any employee, or supervisor, who has been found bythe employerto-have
harassed-another-employee-willto have engaged in inappropriate conduct in violation
of this policy may be subject to disciplinary action, up to and including

termination.

harassmentwﬂegalandw#n%&telemtedThe Vrllage does not tolerate any
retaliation toward any employee who has made a complaint or participated as a

witness in the investigation. Retaliation includes, but is not limited to
ostracizing the person, pressuring the person to drop or not support the
complalnt adversely alterlng that person ] dutres or work enV1ronment etc. In

nderth m P h Any concern
about retallatlon should be promptlv reported to one’s supervisor, or to the

department head or Village Manager, or the Village Manager’s Human
Resource Officer.-




608 Workplace Bullying



The Village of Yellow Springs considers workplace bullying unacceptable and
will not tolerate it under any circumstances.

Workplace bullying isincludes behavior that harms, intimidates, offends,

degrades or humiliates an employee pessibly-in-frontof other employeesorin-frontof the
public-that the Village-serves. Workplace bullying may cause the-less-of trainedcan lead to
losing valuable and talented employees, reducereducing productivity and
morale, and ereatecreating safety and other risks.

The Village strongly-believesallAll employees should be able to work in an
environment free from bullying. Ary-employee Employees who feelsfeel that he-or

sheisthey have been the subject of or observed bullying should promptly report
this to his/mertheir supervisor, department head, or the Village Manager or
his/her Human Resource Officer. Any reports of workplace bullying will be
treated seriously and investigated promptly;cenfidentially-{to-the-extent possible)-and

impartially-There-will be-no-retaliation and fairly. Retaliation against any employee
making a good faith report of workplace bullying or participating in an
investigation of such a report will not be tolerated, and should also be reported.

Appropriate disciplinary action, up to and including termination, will be taken
against anyone who has engaged in bullying another employee.

609 Workplace Violence
Effective Date: 01/20/2022

The Vlllage of Yellow Sprmgs does not tolerate welenee—w%hm—tts—weﬂeplaee—ett

Mpmmmworkplace VlOlenceeenduet Workplace Vlolence 1ncludes acts
or threats of violence, including conduct that is sufficiently severe cffensive or
intimidating-to-alter the-employmentconditions-orOr can create a hostile, abusive or
intimidating work environment for one or more ofitsemployees. Examples
include, but are not limited, to the following:

A- AlithreatsA. Threats or acts of violence occurring on work premises,
regardless of the relationship between the Village and the partiesthose
involved in the incident.

B. AlthreatsB.  Threats or acts of violence occurring off the work

premises-during-the-employee’s-work time-oranytime, involving someone who is
acting in the capacity of a representative of the Village.



G- AltthreatsC. Threats or acts of violence occurring off the work
premises involving an employee of the Village, if the threats or acts
affect or interfere with the legitimate interests of the Village.

D- AnyactsD. Acts or threats resulting in the conviction of an
employee under any criminal code provision relating to violence or
threats of violence which adversely affect the legitimate interests and
goals of the Village.

Specific examples of conduct- which may be considered threats or acts of
violence- include but are not limited to:



1. Physical-assault-of an-individual-(hittingHitting, shoving, kicking, or otherwise
making unwelcome physical contact).

2. 2. Threatening harm to individuals, their family, friends, associates,
or property.

3 3. Verbal assault for the purposes of intimidation and/or coercion.

4. 4. The intentional destruction or threat of destruction of Village or
personal property.

5 3. Callous or intentional disregard for the physical safety or well-

being of others;

o- Possession0. Display of any weapon or the brandishing-of any
object that could reasonably be percelved asa weapon including ﬁrearms
or explosives{poli pd-oth h ;

so as to intimidate or cause fear in others and

+ 7 Any other conduct that a reasonable person would perceive as
constituting violence, intimidation, or a threat of violence.

All instances of workplace violence, including weapenweapons possession,
shall be reported immediately to one’s supervisor or the Vitage
ManagerVIHage Human Resource Ofﬁcer Supervisors shall berequired-to-take

mmed mmentstake any intermediary
steps to 1mmed1ately ehmrnate threats and shall promptly consult with the
Village Administrator about the proper course of action, including but not
limited also consulting with the Chief of Police as to whether charges should
be brought. Any known concealed weapon possession or potentially violent
situations shall be reported immediately to the police department by the
supervisor.

Supervisors may require an evaluation of the offending employee by the
Village’s Employee Assistance Program (EAP) along with either coaching or
progressive discipline depending upon the severity of the offense.



610 Return of Property
Effective Date:  01/20/2022

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

611 Safety / Security Inspections
Effective Date:  01/20/2022

Desks, lockers, and other storage devices may be provided for the convenience
of employees, but remain the sole property of the Village. Accordingly, they,
as well as any articles found within them, can be inspected by any agent or
representative of the Village at any time, either with or without prior notice.



612 Solicitation
Effective Date:  01/20/2022

In an effort to assure a productive and harmonious work environment, persons
not employed by the Village of Yellow Springs may not solicit or distribute
literature in the workplace at any time for any purpose.

The Village recognizes that employees may have interests in events and
organizations outside the workplace. However, employees may not solicit or
distribute literature concerning these activities during working time. (Working
time does not include lunch periods, work breaks, or any other periods in
which employees are not on duty.)

Examples of impermissible forms of solicitation include:

1. The collection of money, goods, or gifts for religious,
political, or social groups;

2. The sale of goods, services, or subscriptions outside the
scope of official organization business

In addition, the posting of written solicitations on employee bulletin boards is
restricted. These bulletin boards display important information, and employees
should consult them frequently for:

1. Employee announcements

2. Internal memoranda

3. Job openings

4. Organization announcements

EMPLOYEE DISCIPLINARY ACTION

701 Disciplinary Procedures
Effective Date:  01/20/2022

From time to time, problems may arise that relate to unacceptable work
performance, unacceptable attitude or language, or behavior that disrupts
productivity or offends community sensibilities and may require corrective
action on the part of supervisors. The disciplinary action taken will depend



upon the seriousness of the offense, and the willingness of the employee to
make amends and correct the problematic behavior.

Employees shall be advised by their supervisor(s) of expected satisfactory
job behavior, the types of conduct determined by the Village to be
unacceptable and the penalties for such unacceptable behavior. Disciplinary
action shall usually be progressive; however, depending on the severity of the
offense, may proceed immediately to termination of employment.

ok
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Discipline shall be applied uniformly and consistently. An employee’s
immediate supervisor shall be responsible for the initiation of disciplinary
action.

The Village of Yellow Springs’ own best interest lies in ensuring fair treatment
of all employees and in making certain that disciplinary actions are prompt,
uniform and impartial. The major purpose of any disciplinary action is to
correct the problem, prevent recurrence and prepare the employee for
satisfactory service in the future.

The Village Manager may place an employee on administrative leave with pay. but only
in circumstances where the health or safety of an employee or of any person or
property entrusted to the employee’s care could be adversely affected. The
length of the leave shall not exceed the length of the situation for which the
leave is granted. For example, in a disciplinary situation such leave might
extend until the Village Manager completes the predisciplinary process,
investigates the alleged infraction, and takes action or decides not to do so.
Compensation for administrative leave shall be equal to the employee’s base

rate of pay.

702 Progressive Discipline
Effective Date:  01/20/2022

Subject to exceptions for unusual circumstances, including the severity of the
offense, the Village will typically follow an established system of progressive
discipline when correcting unsatisfactory job behavior. The Village of Yellow
Springs has adopted a discipline policy as a guide for the uniform
administration of discipline. It is not to be construed as a delegation of or a
limitation on the statutory rights of the Village of Yellow Springs as set forth
in the Ohio Revised Code or the home rule rights of the Village pursuant to the
Village Charter.

703 Unacceptable Behaviors
Effective Date: 01/20/2022

Incompetency, inefficiency, dishonesty, drunkenness, offenses of moral
turpitude as defined by Ohio law, insubordination, discourteous
treatment of the public, neglect of duty, absence without leave, and any
other failure of good behavior or any other acts of misfeasance,
malfeasance, or nonfeasance in office shall be cause for disciplinary
action.

704 Progressive Discipline Steps
Effective Date:  01/20/2022



There are four steps to the progressive discipline process. These steps are
usually taken in order, but the Village of Yellow Springs reserves the right to
sklp any step dependmg on the seriousness of the offense tﬁmepe4han4wenty—few

The levels of progressive d1501p11ne are:

1. Verbal Warning (Instruction and Cautioning) (May-be-issued
by supervisor-or-above)

2.  Written Reprimand (May-be-issued-by-supervisororabove)
3. Suspension, Demotion (enly-by-Village Manager)

4. Termination (enly-by Village-Manager)
el e D0DD



705 Cause for Discipline
Whenever the Village of Yellow Springs determines that an employee may

be disciplined for cause which may result in a suspension, reduction or
| termination, a pre-disciplinary

conference will be scheduled to give the employee an opportunity to offer an
explanation of the alleged misconduct.

706 Pre-Disciplinary Conference

A pre-disciplinary conference will be conducted by aHearing-Officer-See-Section
e04the Village Manager.

707 Pre-Disciplinary Conference Procedures
o ctive Dato: 01/20/2022

1. 4-The following procedure will be followed in conducting a pre-
disciplinary conference: Not less than twenty-four (24) hours
prior to the scheduled starting time of the conference, the Village
Manager or designee will provide to the employee a written
outline of the charges which may be the basis for disciplinary

action. The employee must choose to:

A. Appear at the conference to present an oral or written
statement in his defense;

B. Appear at the conference and have a chosen
representative present an oral or written statement in
defense of the employee;

C. Elect to waive, in writing, the opportunity to have a pre-
disciplinary conference.

| 2. 2-At the pre-disciplinary conference, the Hearing Officer Village Manager will
ask the employee or his representative to respond to the allegation of
misconduct which was outlined to the employee. Failure-torespond-or-torespond

conference-
The 3-Attheconference-the-employee may present to the Village Manager
any testimony, witnesses, or documents which explain whether or not
the alleged misconduct occurred. The employee may be represented by
any person he chooses. The employee shall provide a list of witnesses to
| the Hearing-OfficerVillage Manager as far in advance as possible, but not
later than four (4) hours prior to the pre-disciplinary conference. It is the




employee’s responsibility to notify witnesses that their attendance is
desired.

3. Within five (5) calendar days of the pre-disciplinary conference,

the Village Manager will determine what discipline, if any, is
appropriate. The Village Manager will prepare written findings
as to whether the alleged misconduct did or did not occur, as well
as appropriate discipline.

Effectivefanuary2022




708 Offense Categories
Effective Date:  01/20/2022

There are three (3) basic groups of offenses for which disciplinary action may
be taken. This discipline policy provides general guidelines for specific offenses,
however, the examples of specific offenses given in any grouping are not all inclusive,
and serve merely as a non-binding guide.

Group I Offenses:

In general, Group I Offenses may be defined as those infractions which are of a relatively
minor nature and which cause only a minimal disruption to productivity,
efficiency and/or morale. Group I Offenses, if left undisciplined by proper
authority, will usually cause only a temporary impact against the organization
unless such acts are compounded over time.

Group II Offenses: Eventsoraction-by-an-employee
Group 11 Offenses may be deﬁned as those 1nfract10ns Wthh are of amore serious nature

miehewerkplaeethan the Groun I Offenses and Wthh in turn cause a more serious

and longer lasting disruption to the organization in terms of decreased
organizational productivity, efficiency and/or morale. Group II Offenses, if left
undisciplined by proper authority, can cause a more serious and longer lasting
impact against the organization than the Group I Offenses.

Group III Offenses: Eventoractionby-anemployeeGroup II1 Offenses may be defined
as those 1nfract10ns which are ofa Very serlous andor poss1bly a crlmlnal nature that-if aot

werkplaeeand/or Whlch cause a crrtrcal drsruptlon to the organization in terms of
decreased productivity, efficiency and/or morale. Group III Offenses, if left
undisciplined by proper authority, may have a long lasting and serious adverse impact
on the organization.

709 Group I Offenses
Effective Date:  01/20/2022

| First Offense Instruction and GautieningVerbal Reprimand
Second Offense Written Reprimand
| Third Offense One (1) to three (3) day suspension
without pay
Fourth Offense Five (5) to fifteen (15) day suspension

without pay



Fifth Offense Termination
710 Examples of Group I Offenses
Effective Date:  01/20/2022

Examples of Group I offenses include, but are not limited to the following:

B- Failure-to-“reportoffworkforanyl  Unauthorized absence from work (e.g.,

ardmess) (neglect of dutyJ fallure of good behav1orJ , or nonfeasance )

D- Leaving-the2. Disregarding job erduties, neglect of work-area, reading
for pleasure during theregular working hours witheut-autherizatien-(neglect

of duty-, failure of good behavior., or nonfeasance).
68
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Neglectorcarelessnessin-signing3. Failure to properly and completely

clock/sign in or out (inefficiency-, neglect of duty-/, or failure of good
behavior-/renfeasances)).

Failure to properly “report off”” work for any absence or failure to timely

notify the proper party of absence (neglect of duty, failure of good
behavior, or nonfeasance).

Unauthorized-absencefromworkd. Leaving a  post of continuous
operations prior to being relieved by employee of incoming shift
(neglect of duty /or failure of good behavior:).

6. Creating or contributing to unsanitary or unsafe conditions or
poor housekeeping (inefficiency-, neglect of duty-, or failure of good
behavior:)

Failure to observe official safety rules or common safety practices

(inefficiency, neglect of duty, failure of good behavior, or nonfeasance).

Failure to report accidents, injuries, or equipment damage (inefficiency,

neglect of duty, failure of good behavior, or nonfeasance).

Discourteous treatment of the public (discourteous treatment of public

10.

or failure of good behavior).

Inattention to the needs of the public (discourteous treatment of public

or failure of good behavior).

11. Distracting the attention of ether,—unnecessarilyothers,
unnecessary shouting, demenstratinguse of profane or other inappropriate
language, misuse of two-way radios, or otherwise causing
disruptiondisruptions on the job (inefficiency-, neglect of duty-, or failure
of good behavior:).

12. Malicious mischief, horseplay, wrestling, or other undesirable
or potentially harmful conduct (inefficiency, immoral conduct, inchuding

use—of profane—orabusive language(inefficiency/-discourteous treatment of
public/, or failure of good behavior:).




15.

Fhreateningintimidatingcoercingorinterfering-with13. Interfering  with the
work performance of subordinates-er/other employees or causing other
disruptions of the workplace (inefficiency-., neglect of duty-, or failure
of good behavior:).

14. Failure to cooperate with other employees as+required-by-job-duties
(inefficiency—, neglect of duty—/ failure of good behavior— or
nonfeasance:).

Neglect of or careless failure to observe employer rules, regulations,

policies, and procedures (inefficiency, neglect of duty, failure of good
behavior, or nonfeasance).

(failure of good behavior /or nonfeasance:).

17. Use or possession of another employee’s working equipment or
property without autherizatienapproval (dishonesty /or failure of good
behavior:).

nonfeasance.)
i 18. Unauthorized use of the

employer’s telephone for other than business purposes (inefficiency-,
neglect of duty-, failure of good behavior-, or nonfeasance:).

19. Obligating the Village-of Yellow-Springsemployer for any minor
expense, service, or performance without preperprior authorization
(dishonesty-, neglect of duty, failure of good behavior-, or misfeasance

Failure-toreport-aceident-injury20.  Neglect of or careless failure to care for
employer property or equipment damage-(inefficiency- neglect of duty

/, failure of good behavior+, or nonfeasance:).




23.

Unsatisfactory-workor21. Inefficiency (e.g., lack of application or effort
on the job, unsatisfactory performance, failure to maintain required
standard-of performance standards, etc.) (inefficiency-, neglect of duty-,
failure of good behavior+, or nonfeasance:).

Neglect of or careless failure to prepare required reports or
documents (inefficiency-4, neglect of duty- failure of good behavior/
malfeasance-, or nonfeasance).

Failure of a supervisor to administer discipline as provided herein or to

24.

otherwise enforce the rules, regulations, policies, and procedures of the
employer (inefficiency, neglect of duty, failure of good behavior, or

nonfeasance).

Failure to commence duties at the beginning of the work shift, or leaving

25.

work prior to the end of the work shift (inefficiency, neglect of duty, or
failure of good behavior).

Leaving the job or work area during the regular working hours without

26.

authorization (neglect of duty, failure of good behavior, or nonfeasance).

Making preparations to leave work without specific prior authorization

27.

before the lunch period, any official break period, or specified quitting
time (neglect of duty, failure of good behavior, or nonfeasance).

Establishing a pattern use of sick leave or other misuse or abuse of sick

leave (neglect of duty, malfeasance, failure of good behavior).

711 Group II Offenses

Effective Date:  01/20/2022

First Offense Instruction and one (1) to three (3) day suspension
without pay

Second Offense Five (5) to fifteen (15) day suspension without
pay
Torminat

Third Offense Termination

712 Examples of Group II Offenses

Effective Date:

01/20/2022

Examples of Group II offenses include, but are not limited to the following:



Sleeping-during-working-hours-(inefficiency-~Failure to report off work (neglect

of duty4 fallure of good behav10r4 or nonfeasance ).

2. Leaving the job or work area during regular work hours without
authonzatlon (neglect of duty, nonfeasance or fallure of good behaV10r)

G-

D
(dﬁhenesty—/—absence from work (e.g., unauthorized leave without pay)
(neglect of duty+, nonfeasance or failure of good behavior/malfeasance.)).

4. Discourteous treatment of the public (discourteous treatment of public
or failure of good behavior).

E. g A v A

Conduct violating morality or common decency ( 1n1n10ral
conduct neglect of duty4 fallure of good behav10r4 or malfeasance ).

6. Disregarding job duties and neglecting work by sleeping, reading for
pleasure, playing cards, viewing T.V.. etc. when there are work duties to
be completed (inefficiency, neglect of duty, failure of good behavior, or
nonfeasance).

7. Reporting to work or working while unfit for duty (incompetence or
failure of good behavior). This may be a Group III Offense for CDL
holders.

G- 8. Failure to report for overtime work, without geed-reasenproper
excuse, after being scheduled to work accerding—to—overtime—pelicy
(inefficiency—/, neglect of duty—/ failure of good behavior—, or
nonfeasance:).

H- 9.  Willful failure te makerefusal to clock/sign in or out when required

reperts-(inefficiency-/, neglect of duty-/, failure of good behavior-/, or
nonfeasance:).

10. Performing private work on emplover time (inefficiency, neglect of
duty, failure of good behavior, or misfeasance).

el e DODD




11. Neglect or careless failure to observe official safety rules, or common
safety practices (inefficiency, neglect of duty, failure of good behavior,
or nonfeasance).

12. Threatening, intimidating, or coercing subordinates, other employees, or
general public (inefficiency, neglect of duty, or failure of good

behavior).

13. Use of abusive or offensive language or gestures toward subordinates,
other employees, residents or the general public (immoral conduct,
insubordination, failure of good behavior, or malfeasance).

4 14. The making or publishing of false, vicious andor malicious
statements concerning other employees, supervisersresidents, the Village-of
¥eHew—SpHﬂgs mployer1 or its operatlons and#er—we#aﬂen—ef—the—Empleyee

bw@#exems&eﬁ%eeﬂemlngh%&undepme%ékepgmeequem(dlshonesty
1, failure of good behavior/, or malfeasance:).

15. Solicitation or distribution on employer property in violation of the
solicitation and distribution policy (inefficiency, neglect of duty, failure
of good behavior, or misfeasance).

16. Willful disregard of the employer’s rules, regulations, policies, and
procedures (inefficiency, neglect of duty, failure of good behavior,
misfeasance, malfeasance, or nonfeasance).

17. Negligent failure to obey a reasonable order of a supervisor or failure to
carry out work assignments, including verbal instructions (inefficienc
neglect of duty, failure of good behavior, or misfeasance).

18. Neglect or carelessness in the use of employer property or equipment
(inefficiency, neglect of duty, failure of good behavior, or nonfeasance).

19. Obligating the emplovyer for a major expense, service, or performance
without prior authorization (dishonesty. neglect of duty, failure of good
behavior, or misfeasance).

20. Unauthorized use of employer property or equipment, including the
unauthorized reproduction of this manual or the employee handbook
(inefficiency, neglect of duty, failure of good behavior, or misfeasance).

21. Negligent failure to report accidents, injuries, or equipment damage
(inefficiency, neglect of duty, failure of good behavior, or nonfeasance).

22. A traffic violation or accident while driving an employer vehicle which
evidences recklessness by the employee (inefficiency, neglect of duty,
failure of good behavior, or misfeasance).




25.

23. Refusmg to provide test1mony when—aeetdenfes—a#e—bemg

court, during a pubhc hearlng ( SPBR SERB etc.) or any other ofﬁ01a1

hearing, investigation, or proceeding involving the employer
(insubordination-, failure of good behavior-, or nonfeasance-).

Givingfalse24.  Refusing to provide testimony during—a—complaint—or
grievaneeor information concerning any investigation erhearing{dishonesty
/(insubordination, failure of good behavior—/—malfeasance., or

nonfeasance).

Possession or storage of alcoholic beverages on the employer’s premises

(neglect of duty, drunkenness, failure of good behavior, or malfeasance).

26. Unauthorized posting—or—removal—of netices—or—signs—from—bulletin
beardspresence on the employer’s property (failure of good behavior /for

mlsfeasance+malieasanee9)_

Willtul-disregard-of departmentrules . Habitual neglect of timely
completion of required reports or documents (inefficiency-, neglect of
duty—/, failure of good behavior—/—misfeasance—/—malfeasance, Or
nonfeasance.).

Willful failure to timely complete required reports and documents

(inefficiency, neglect of duty, failure of good behavior, or nonfeasance).

erel+nanees29 Unauthorlzed posting or removal of notlces or

documents on or from bulletin boards (failure of good behavior—/
malfeasance-, misfeasance).

713 Group III Offenses

Effective Date:

01/20/2022

Up to and including termination

714 Examples of Group III Offenses

Effective Date:

01/20/2022

Examples of offenses include, but are not limited to the following:

A-Wanton or willful neglect in the performance of assigned duties, or in the care, use, or
custody of any Village of Yellow Springscity property or equipment{inefficiency-/-neglect-of
o ﬁ . o ﬁ :






Abuse or deliberate destruction in any manner of Village—of Yellow
Springscity property, tools-er, equipment, or the property of employees
(inefficiency-, neglect of duty-, failure of good behavior-, misfeasance
4, or malfeasance:).

2. Signing/clocking or altering etheremployees-another employee’s
time sheets/time cards, time-sheets-or unauthorized altering of own time
eard—or—sheet/time card, or having one’s time sheet/time card
signed/clocked or altered by another (dishonesty—, failure of good

behav10r4 or malfeasance )

Unauthorized absence from work jeopardizing the health and safety of

other employees or citizens of Shelby and/or interfering with necessary
city operations (neglect of duty, failure of good behavior, nonfeasance).

E4. F als1fy1ng ertestimony when accidents are being investigated, falsifying
or assisting in falsifying or destroying any Village—ef Yellow-Springs—receords
(dishonesty /failure of good behavior / misfeasance / malfeasance.)

E

city records, including work performance reports; or giving Giving-false
information or withholding pertinent information called for in any
investigation—or—any—Village—ofYellow—Springs—+ecordmaking application for
employment (dishonesty— failure of good behavior—/—misfeasance—,
malfeasance., or neglect of duty).

5. Making false claims or misrepresentations in an attempt to

obtain any Village-of-Yellow-Springs-benefit (dishonesty- failure of good
behavior+/, neglect of duty, or malfeasance:).

6. Gambling during working hours (inefficiency-., neglect of duty
/, failure of good behavior+/ misfeasance, or malfeasance:).

7. Stealing or similar conduct, including destroying, damaging-er,
concealing, or converting any property of the Village—ofYellow
Springsemployer or of other employees,-errendering-such-property-unusable
for—Village—purpeses— (dishonesty—/, failure of good behavior— or
malfeasance:).

8. The wunlawful manufacture, distribution, dispensation,

possession, or use of centrolled—substances—or—the—sale—ofalcohol or a
controlled substance which takes place in whole or in part in the Village
of Yellow-Springs-workplace and-orviclation-of the-reportingregulations-under

the Drug-Free-Werkplace-Act-or-applicable Ohie-laws-(drunkenness—/-criminal,
immoral conduct—, neglect of duty, failure of good behavior—, or

malfeasance.).




L Fighting-taunting;9. Abusing, fighting, or attempting te-injureinjury
to _other employees or persons; threatening, physically abusing, or
intimidating other employees, supervisorscitizens, or persons
(discourteous treatment of the public-/eriminal-conduet/, neglect of duty,
failure of good behavior+, or malfeasance:).

M. 10. Carrying or possession of firearms, explosives, or weapons on

Village-Property-in-a-mannercontrary-to-lawcity property at any time (failure
of good behavior /criminal-conduct/or malfeasance/-ronfeasances)).

N- Violating-quarantine-or-isolation-protocols-aftera-diagnesisof | 1. Knowingly
concealing a communicable sereus—disease, such as TB, which

endangersmay endanger other employees erthepublie-(neglect of duty-/,
failure of good behavior/nenfeasance/, misfeasance, or malfeasance:).
72

12. Misuse, removal, or destruction of city records or information without
prior authorization or misusing, removing, destroying or revealing
documents or information of a confidential nature or revealing such
information without prior and appropriate authorization (dishonesty,
neglect of duty, failure of good behavior, or malfeasance).

el e D0DD




Instigation1 3. Instigating, leading, or participating in any

16.

walawfulillegal walkout, strike, sit—dewn—er—stand—insitdown, stand-in,
sympathy strike, call-in, slow-down, refusal to return to work at the
scheduled time for the scheduled shift, or other concerted curtailment,
restriction, or interference with work in or about the VillageofYellow
rights-underthe- NLRA-or Ohio-equivalentemployer’s premises in violation of
R.C. Chapter 4117 (neglect of duty-/ failure of good behavior-/, or

misfeasance/malfeasances)).

14. Dishonesty or any dishonest action. Some examples of what is
meant by “dishonesty” or “dishonest action” are: theft, pilfering,
opening desks assigned to other employees without authorization, theft
and pilfering through lunch boxes, tool kits, or other property of the city
or other employees without authorization; inserting slugs in vending
machines without paying the proper charge therein; making false er
misleading—statements to secure an excused absence or to justify an
absence or tardiness; making or causing to be made- inaccurate or false
reports concerning any absence from work; incurring an unauthorized
debt on behalf of the city. The foregoing are examples only, and do not
limit the terms “dishonestydishonest” or “dishonest action.” (dishonesty
for malfeasance).

15. Insubordination by refusing to perform assigned work or to
comply with written or verbal instruction of the superviserssupervisor
(insubordination—/, neglect of duty—4 failure of good behavior—, or
nonfeasance:).

Providing false testimony, statements, or information in any official

17.

emplovyer, court or administrative investigation, hearing, or proceeding

(dishonesty, failure of good behavior, malfeasance, or neglect of duty).

Driving a motor vehicle on duty or employer business without a valid,

18.

applicable operator’s license (dishonesty, failure of good behavior,
malfeasance, or neglect of duty).

Failure to promptly report a traffic violation, traffic related violation, or

chargeable accident (dishonesty. failure of good behavior, malfeasance,
or neglect of duty).




19. Willful failure to comply with/enforce safety practices and procedures
resulting in a safety hazard to self, co-workers, and/or the general public
(inefficiency, neglect of duty, failure of good behavior, or nonfeasance).

20. Being convicted of a “felony” within the meaning of R.C. 124.34, even
if prior discipline has been issued for the underlying conduct.

21. Engaging in off-duty employment activities which the employer has
determined to be an interest or time conflict (inefficiency, neglect of
duty, failure of good behavior, or misfeasance).

22. Refusal, without legitimate reason, to work during emergency situations
or conditions (insubordination, neglect of duty, failure of good behavior,
or nonfeasance).

T Knowingly-orintentionally-givingfalse-ormisleading23. Willfully withholding
information en-awerk-relatedrepertwhich threatens the safety and security
of the employer, its operations, or employees (dishonesty-/, failure of

good behavior-, misfeasance, or malfeasance-).

24. Willfully demeaning, verbally abusing, and/or humiliating a citizen,
employee, or other person (discourteous treatment of the public, neglect

of duty. failure of good behavior, or malfeasance).

25. Committing an act of discrimination, sexual harassment, or engaging in
conduct giving insult or offense on the basis of race, color, sex, age,
religion, national origin, or disability (immoral conduct, neglect of duty,
failure of good behavior, or malfeasance).

EffectiveJanuary2022




26.

Engaging in unauthorized political activity as provided in the

27.

political activity section of this manual (failure of good behavior,

malfeasance).

’ . . _
Willful neglect or intentional misuse, abuse, or destruction of the

28.

property, equipment, or tools of the employer or another employee
(inefficiency, neglect of duty, failure of good behavior, misfeasance,
or malfeasance).

Soliciting or accepting a gift. gratuity, bribe, or reward for the

29.

private use of the employee, or otherwise using one’s position,
identification, name, photograph, or title for personal gain, or
otherwise violating the employer’s code of conduct or Ohio’s ethics
laws for public employees (inefficiency, neglect of duty, failure of
good behavior, misfeasance, or malfeasance).

Failure to obtain, maintain, and/or report the loss of required

31.

licenses, certifications, or other qualifications of an employee’s
position (dishonesty, failure of good behavior, malfeasance, or
neglect of duty).

Conviction of any violation of law which may adversely affect the

32.

public’s trust in the employee’s ability to perform the duties of the
employee’s position (dishonesty, failure of good behavior, or

malfeasance).

Intentional misuse of emplover or other public funds (dishonesty,

neglect of duty, failure of good behavior, or malfeasance).

ACKNOWLEDGMENT OF RECEIPT

I have received and read this Employee Manual carefully, and [

agree to adhere to all rules, policies and responsibilities herein set forth. I

understand it is my responsibility to seek clarification of any rule, policy, or

benefit described in this policy and procedure manual which I do not

understand. I have entered my employment relationship with the Village of

Yellow Springs, Ohio, voluntarily and acknowledge that there is no

specified length of employment. I acknowledge that no oral or written




statements or representations regarding my employment can alter the
foregoing. I also acknowledge that no Department Head or employee has the
authority to enter into an employment agreement — express or implied —
providing for some other term of employment, unless done in writing and
signed by the Village Manager or President of Council and me.

I understand that policies contained in this Employee Manual are
intended to comply with local, state, and federal laws, and changes in these
laws that affect or modify a policy shall take precedence over that policy.
This Employee Manual may be periodically updated to reflect these changes
and those resulting from revisions made by the Village.

The Manual or any other written or verbal communication by the
Village is not intended as and does not create a contract or guarantee of
employment. Unless otherwise stated in a written contract of employment
signed by the Village Manager or Council President and me, I understand
that I may terminate my employment at any time, and that the Village may
do so for any of the reasons enumerated in this Manual or permitted by law.

802 Employee Incentive PregramName (printed)

ettectiveEmployee Signature Date:o01/20/2022
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Recommendation:

The Village of Yellow Springs

LEGISLATIVE MEMO

First Reading of Ordinance 2026-06

First Reading of Ordinance 2026-06 Amending Chapter 252.06 “Personnel
Policy Manual” of the Codified Ordinances of the Village of Yellow Springs,
Ohio

Johnnie Burns, Village Manager; Elyse Giardullo, Assistant Village Manager

Village Administration has completed a comprehensive review and redline of the
Village’s Personnel Policy Manual (PPM). The purpose of this review was to clarify
existing policies, ensure alignment with current administrative practices, improve
recruitment and retention efforts, and update provisions where appropriate. The
proposed amendments include a range of administrative, procedural, and policy
updates intended to modernize the PPM and ensure consistency across
departments. The redline version reflects collaborative input and review from the
Village Manager, Assistant Village Manager, Village Solicitor, HR Director, Finance
Director, and Chief of Police. This item represents the first reading of the ordinance.

Village Employees: The fully redlined Personnel Policy Manual, along with a
supporting memorandum outlining all significant changes, was shared with staff for
review. Employees were invited to provide feedback and attend open office hours
to discuss the proposed updates. Feedback received was limited and did not
indicate significant concerns with the proposed revisions. The feedback provided
was spread across various policy areas rather than focused on any single
provision, suggesting no widespread concern with a particular change. The current
version reflects the updates identified through the administrative review process,
along with consideration of staff input.

While many updates are administrative, several changes may have financial
implications, including paid parental leave, increased vacation accrual, and
potential cellular phone reimbursements. These may be partially offset by
anticipated savings from medical insurance opt-out incentives and reduced leave
payout obligations. Certain provisions are proposed to take effect January 1, 2027,
to avoid impacts to the current year budget. Overall, the fiscal impact will depend
on the extent to which employees utilize the updated benefits; however, the Village
anticipates a minimal net impact to the budget. Any remaining impacts will be
managed within existing appropriations or addressed through future budget
planning.

Exhibit A: Ordinance 2026-06 (Redlined Personnel Policy Manual Updates)

First Reading; no action required at this time. Any substantive changes made
following this reading would require an additional first reading of the ordinance.



Yellow
’ Sprin gs Our Mission is to enhance the dignity and quality of life for seniors in

:g;* Senior Yellow Springs and Miami Township and to foster interaction among
enter them with the total community.
April 7, 2026
Village of Yellow Springs
100 Dayton Street
Yellow Springs, OH 45387

To Manager Burns and Council Trustees,

Thank you for including support of Yellow Springs Senior Citizens, Inc. “YSSC” in the Village
budget for 2026. As presented during the Council meetings last fall, YSSC supports the good of
the entire community in ways that no other organization could easily replace. I am enclosing
with this letter a list of our services, activities and linkages that help people of all ages make
connections, get support to navigate challenges and have access to services that support their
needs.

In 1959, as YSSC was being initiated, YS Village Council provided our first facility, the former
Opera House. That building was demolished the following year, but the Village continued to
provide funding to pay rent elsewhere in town until we were able to purchase 227 Xenia
Avenue in 1978 thanks to generous support of donors. For nearly 50 years, the building has
provided a home for Senior Center programs and classes, while serving the broader community
by hosting weekend markets, community meetings, lectures and more. The building has
undergone numerous expansions and renovations to better serve the community, including the
addition of the Great Room in 1994, but Senior Center programs outgrew the current location
over 20 years ago.

At just 3,700 square feet, the current building is inadequate to effectively serve the community’s
growing senior population. The layout of the building creates logistical challenges and with
only two classrooms, the space limits program offerings. Additionally, anyone with a mobility
device must use the outdoor ramp to transition between levels of the building, including to the
restroom. Limited handicapped parking reduces access for many of our members.

The Yellow Springs Senior Center has a contract to purchase the former lumberyard at 108 Cliff
Street. The location is along the bike path and will include a [arge deck for outdoor recreation
activities. The 10,000 square foot building will be repurposed into a new Senior Center.
Additionally, the potential exists to add an upper level, providing space for future expansion or
to allow community partners to co-locate. Making use of this vacant building will also revitalize
a segment of the central business district while expanding YSSC’s capacity to serve the
community.

227 Xenia Avenue Yellow Springs OH 45387 | p937-767-5751 | WWW.y5$eniors.org




YSSC requests that the Village of Yellow Springs provide financial support for the purchase of
108 CIiff St as the next home of YSSC. The designated amount of $32,000 from the Village
would help us get close to the Phase I goal of $850,000 which will cover the purchase of the lot,
schematic design phase and consultant fees. There are incentives in our purchase contract to
close the sale as quickly as possible. As we progress through the design phase the final project
budget will be developed. There will be future opportunities for naming rights and giving levels
to be recognized, as yet to be identified. This grant from the Village would be considered as a
part of such a giving level in the final project.

This project will support the Village’s goal of creating a welcoming community, particularly as
the Center is a place where all are welcome. YSSC’s services and programs help to support
those with physical, financial, or other struggles. We look forward to being in a location that
strengthens our affiliation with the Village and allows us to increase opportunities for residents.

Sincerely, /

/)

/A Yy /
(bl Tl

Caroline Mullin
Executive Director, Yellow Springs Senior Citizens, Inc.
cmullin@ysseniors.org

227 Xenia Avenue Yellow Springs OH 45387 | p937-767-5751 | www.ysseniors.org




Yellow Springs Senior Citizens, Inc. Supports the Village and Miami Township
1. Free transportation for medical heeds, personal appointments and some programs
2. Recreational activities for all ages, almost all are free

a. Continuing education with classes and evening programs
3. Cooling /Warming shelter
4. Socialization
a. Loneliness and social isolation have also been shown to increase the risk for premature
death by 26% and 29% respectively.
b. Number of visits to YSSC in first 6 months of 2025: 7,605
5. Wellness
a. Vaccine clinic for COVID and Flu
b. Speakers on health topics
c. Exercise programs
6. Nutrition
a. Potlucks; Free weekly lunch; Access to Who’s Hungry transportation
7. Welcoming new community members
a. Attractive location o be retired
b. Frequent requests from visitors about housing options
¢. Recommend and frequent local eateries and establishments
d. Hub for community resources and information
e. Promote local Arts programs and individual artists
8. Shuttle service / group outings
9. Support of police and fire departments, Village services
a. Education on scam prevention, use of technology / phones / computers
b. Linkage to emergency contacts when necessary
c. Review and update Flour & Sugar list annually
10. Help residents qualify for financial assistance / SNAP / YS Equity / Housing / HEAP
11. Employing 18 people, 85% tive in 45387
12. Homemaker services to 60+ individuals in town
13. Handyman services for those who can’t afford to pay
14. Respect and advocacy for elders in the community
a. 40% of population is over 60 —double the county, state, national average
b. Number of members: 685
15. Age-Friendly Community certification and ongoing linkage and representation
16. Livable Equitable Age Friendly Process
17. Linkage to GCCOA / Senior Services Levy funds
18. Volunteer activities — 176 volunteers during 2024
a. IncludesYS Schools community services, intergenerational activities
19. Provide two apartment rental units for local employees
20. Great Room free rental for non-profit groups
21. Free loaned supplies: Computer tablets, trikes, durable medical eguipment
22. Medicare consultation: Free, unbiased, saving thousands of dollars annually
23. Tom’s Grocery store shopping / local stores delivery service and local errands
24. Notable public events including Flash Moh, Art on the Lawn, Earth Day
25. No age restrictions, except for Bingo
26. Partner with Antioch College and other local businesses
27. Solicit, survey, advocate and document ongoing community needs
28. Publish and distribute community content (social media, newsletters, Ripples literary journal)
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Yellow Springs Senior Citizens, Inc. Supports the Village and Miami Township

1.
2,

10.
T2
12.
13.
14.

15.
16.
17.
18.

18,
20.
21,
22,
23.
24.
25.
26.
27.
28.

Free transportation for medical needs, personal appointments and some programs
Recreational activities for all ages, almost all are free
a. Continuing education with classes and evening programs
Cooling / Warming shelter
Socialization
a. Loneliness and social isolation have also been shown to increase the risk for premature
death by 26% and 29% respectively.
b. Number of visits to YSSC in first 6 months of 2025: 7,605
Wellness
a. Vaccine clinic for COVID and Flu
b. Speakers on health topics
c. Exercise programs
Nutrition
a. Potlucks; Free weekly lunch; Access to Who'’s Hungry transportation
Welcoming new community members
a. Attractive location to be retired
b. Frequent requests from visitors about housing options
c. Recommend and frequent local eateries and establishments
d. Hub for community resources and information
e. Promote local Arts programs and individual artists
Shuttle service / group outings
Support of police and fire departments, Village services
a. Education on scam prevention, use of technology / phones / computers
b. Linkage to emergency contacts when necessary
c. Review and update Flour & Sugar list annually
Help residents qualify for financial assistance / SNAP / YS Equity / Housing / HEAP
Employing 18 people, 85% live in 45387
Homemaker services to 60+ individuals in town
Handyman services for those who can't afford to pay
Respect and advocacy for elders in the community
a. 40% of population is over 60 — double the county, state, national average
b. Number of members: 685
Age-Friendly Community certification and ongoing linkage and representation
Livable Equitable Age Friendly Process
Linkage to GCCOA / Senior Services Levy funds
Volunteer activities — 176 volunteers during 2024
a. Includes YS Schools community services, intergenerational activities
Provide two apartment rental units for local employees
Great Room free rental for non-profit groups
Free loaned supplies: Computer tablets, trikes, durable medical equipment
Medicare consultation: Free, unbiased, saving thousands of dollars annually
Tom’s Grocery store shopping / local stores delivery service and local errands
Notable public events including Flash Mob, Art on the Lawn, Earth Day
No age restrictions, except for Bingo
Partner with Antioch College and other local businesses
Solicit, survey, advocate and document ongoing community needs
Publish and distribute community content (social media, newsletters, Ripples literary journal)
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Miami Valley Age-Friendly Network
Summary of Economic Benefits of Over 50 Population

Compiled by A. Biondo, Del Mar Encore Fellow, The Dayton Foundation

Source
NOTE: The information provided is not original work by The Dayton Foundation or Miami Valley Regional
Planning Commission, but rather a digest version of work done by American Association of Retired People

(AARP) and their sources.

Age-Friendly Communities are beneficial in many ways to older adults and those who aspire to be
older adults someday. Communities are Age-Friendly because they make themselves more “livable”
for all ages through opportunities for Transportation, Socialization, Housing, Civic Engagement and
more.

Yes, but what is the ROI? The Return On Investment of time and resources?
The answer is sometimes less obvious. This summary intends to bring to light some of the
Economic Benefit to communities by becoming Age-Friendly.

The premise of being an Age-Friendly Community is to have citizens remain in the community as they
age, or to move there as they age.

“As people live longer and healthier lives, they are contributing to communities and fueling
economic growth well past the traditional retirement age.” (Age Friendly Rhode Island, January 30, 2020)

Evidence compiled by AARP shows that when older adults reside in a community, they can have a
significant economic benefit. Following is a bricf summary of the highlights of research done by
AARP and others illustrating this economic benefit.

The Over 50 Segment Is Growing
o There are four generations aged over 50 in the USA.
o The millennials will be there in 5 years, 2030.
o Gen Z hits age 50 in 25 years, 2050.
o About 35% of the US population is over 50, or about 117.4 million people. This is projected
to grow to 132.3 million by 2030.

Economic Might and Contribution
“If you ask where the money is—in America, 70% of disposable income is held by people 60 and
over.” (Michael W. Hodin, CEO of Global Coalition on Aging)

Of each $1.00 spent, 56 cents is from those over 50.

“Consumer spending contributes nearly 70% of GDP, and the 50-plus population is driving a
disproportionately high share of this expenditure.”
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The 35% of the population over 50 contributes $8.3 Trillion to the US GDP, as of 2018. Projected
to reach $12.6 Trillion in five years.

Direct spending by people age 50 and older amounted to $7.6 Trillion of the total of $13.5 Trillion
2018 GDP.

“Each and every business stands to gain from tapping into the 50-plus market opportunity.”
Taxes
“The 50-plus population has an outsized impact on GDP, jobs and wages and salaries, which in turn

drives the tax revenue of federal, state and local governments.”

Older adults contribute to tax revenues both directly (paid by individuals) and indirectly (result of all
their economic activities).

“The growing reliance of...governments on the 50-plus taxpayer—both directly...and indirectly—
provides a factual counter-narrative to the presumption that aging economies pose a risk to public
finances. In reality, this outlook suggests entirely the opposite.”

Direct income tax revenue from this cohort is forecast to increase by an annual average of 4.7% in
2020-2050.

Work Force
In 2018, people age 50 and older supported 88.6 million jobs in the U.S. By 2050 that number is
projected to be 102.8 million jobs.

Over 5.1 million people over 50 work in education.
Some 40% of people over age 65 want to work into their 70’s.

In a 2017 survey of 1802 corporate employers...72% agreed that many of their employees intended
to work past 05.

The Transamerica Center for Retirement Studies shows that just 39% of employers accommodate
flexible work schedules and arrangements.

Societal Contributions from Older Adults

The 50-plus cohort plays a central role in supporting families and communities, whether it is
through volunteering, caregiving or contributing charitable donations.

The AARP Longevity Economy outlook found that people aged 50-plus contributed $745 Billion
worth of unpaid activities such as volunteering and caregiving.

In addition, people aged 50-plus made $97 Billion in charitable contributions in 2018. They spent
$135 Billion on educational services, including for their children and grandchildren.
Summary Conclusion of Potential Economic Benefits
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To restate, the expected and natural question from community leaders may be, “Why should our
community (city, township, county) put time and resources into becoming Age-Friendly?”

The answer lies in the sheer size of the older population, that is only getting larger, and, the volume
of economic contributions made by that segment of the population. The “pie” is huge. Perhaps,
community leaders want to ask a follow up question, “Why would we not want a slice of that huge pie?”

The potential, beneficial economic impact of being Age-Friendly—to attracting and keeping older
adult residents—seems to be obvious from the information summarized in this paper. By taking
conscientious, purposeful steps to make a community age-friendly, for all ages, a community should
expect long-term financial and economic returns on their investment to become Age-Friendly.

Not Yet an Age-Friendly Community? Steps to Become Age-Friendly

It is not hard. A few simple steps with support from the top of the municipal organization, and a
community is well on its way. Following are the simple steps to getting started, and to
implementing Age-Friendly improvements:

1. Register with AARP https://www.aarp.org/livable-communities/network-age-friendly-
communities/info-2014/sample-letters.htm|
a. Fill out online application: providing community details, policies, programs and
services, interest in joining the network, etc.
b. Provide a letter of commitment signed by the community's highest elected leader.
c. Pass a resolution to reflect council, board or commission support necessary to
pursue the work

2. Organize a Core Team/Steering Committee and Stakeholder Group
a. You will need community support to establish and implement goals over the next
3-5 years. It's especially useful to consider engaging early on to establish your
core team/steering committee and stakeholders
b. Involve older people
c. Assess current age-friendliness of the community

3. Conduct a community needs assessment
a. Implement a stand-alone age-friendly survey, or
b. Incorporate into existing community survey or planning effort (Comprehensive or
Strategic Plan), or
c. Hold public listening sessions or focus groups

Create an Action Plan- Year 2
Implement Action Plan- Years 3-5
“Rinse” and Repeat!

o0 A

For more information--
« Age-Friendly Network Training Videos: https://www.aarp.org/livable-
communities/network-age-friendly-communities/age-friendly-training-videos/
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Sources

AARP “The Longevity Economy Outlook”

AARP “The Economic Impact of Age Discrimination”

Charles Wallace, “How companies are adapting to aging populations around the world with new products, new
personnel policies and new marketing tactics.”

Age Friendly Rhode Island, January 30, 2020

AARP Citations:

Accius, Jean, and Joo Yeoun Suh. The Longevity Economy® Outlook: How People Ages 50 and Older Are Fueling Economic Growth, Stinnlating
Jobs, and Creating Opportunities for All. Washington, DC: AARP Thought Leadership, December
2019. https://doi.org/10.26419/int.00042.001

Accius, Jean, and Joo Yeoun Suh. The Economic Impact of Age Discrimination: How Discrintinating Against Older Workers Could Cost the U.S.
Economy $850 Billion. Washington, DC: AARP Thought Leadership, January 2020. https://dot.org/10.26419/int.00042.003

Accius, Jean, and Joo Yeoun Suh. The Economic Inpact of Supporting Working Family Caregivers. Washington, DC: AARP Thought
Leadership, March 2021. https://dot.org/10.26419/int.00042.006

Accius, Jean and Exwin Tan. Our Collective Future: The Economsic Impact of Unegual Life Expectancy. Washington, DC: AARP Thought
Leadership, February 2022. https://doi.org/10.26419/int.00042.008

Accius, Jean, Justin Ladner, and Staci Alexander. The Global Longevity Econony® Outlook: Pegple Age 50 and Older are Making Unprecedented
FEconamic Contributions and Creating Opportunity for Every Generation. Washington, DC: AARP Thought Leadership, November
2022. https://dotorg/10.26419/int.00052.001
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Sponsorship of Major Projects or Initiatives - Request Form

Deadline: Monday, September 22, 2025 at 5:00 PM

IMPORTANT: Requests of this type must be sponsored by a Council Member, and only the sponsoring
Council Member may submit this form.

Date: September 19, 2025

Council Member Sponsor Name: Brian Housh

Applicant / Organization Name: YS Senior Citizens, Inc.

Organization Contact Person: Cgroline Mullin
Email: cmullin@ysseniors.org
Phone: 937.767.5751

Project / Initiative Title: Segnjor Services & Support

Project Description (Include target population, timeline, location, tools, expertise, etc.):

Yellow Springs Senior Citizens, Inc, initiated in 1959 from a Village Council charge,
has ever since been an integral part of the community. Services provided to hundreds
of individuals each month (about 40% of 45387 are 60+) help maintain health, improve
access to benefits, increase social ties and provide meaningful engagement. Our
Mission is to enhance the dignity and quality of life for seniors in Yellow Springs and
Miami Township and to foster interaction among them with the total community.

Alignment with Village Goals & Values (Which Village goal or value does this project help fulfill?
Please identify objectives and expected outcomes):

Community inclusiveness is at the heart of YSSC and we are a welcoming place for all
people. Free classes, rides,meals, recreation and most services provide that anyone is
eligible to participate. All walks of life are comfortable and accepted without judgment.
Free membership is provided as needed. YSSC's help links the community to service
and fiscal assistance programs, providing help that maintains independence or helps
through life's transitions, often addressing affordability challenges. YS Village supports
recreation specifically for youth, but is not supporting similar recreation for seniors.

Collaboration (Are there additional organizations or individuals involved? If yes, provide details):

YSSC has working partnerships with the Village and Township (particularly emergency
services), dozens of non-profit agencies, Antioch College and provides volunteer
opportunities for people of all ages (176 volunteers provided 5500 hours of service in
2024). There were over 16,000 visits to YSSC in 2024. YSSC has been integral in the
process of becoming an Age Friendly Community and the ongoing work to maintain
the credentials, funding and progress because of that linkage. Potential shared use of
our Transit van, future building and wider access to supportive services will benefit
anyone in the community. YSSC is a reason many people move to the community.



Support Requested:
Financial Sponsorship - Amount requested: $ 60,000

O In-Kind Support - Describe needs:

Sustainability & Funding (What funds will be required to sustain this project? How will ongoing
support be achieved?):

The Village was the key supporter of YSSC for the first third (over 20 years) of our
agency. Since 1982 there has been little to no support from the Village. $60,000 from
the Village would help YSSC recover from running a deficit since 2022, using our
reserves to meet operating expenses. Higher expenses include costs to operate
vehicles, new technology for remote programming, increased professional fees
(audit, consultants) higher staffing costs (aiming for competitive wages and sufficient
hours to match the growing demand and population needing our services).

Other Funding Sources (Detail other funding sources supporting this project, if any):

For annual operating expenses, YSSC relies on the generosity of the community and
grants (36%), County Senior Services Levy funding (26%), apartment rental (4%),
dues (3%) and income from homemaker services (28%). Dividends from
endowments, when available, supplement our income (3%). YSSC is the only senior
center in Greene County without some form of civic funding (not including Senior
Services Levy funds which are provided to all Greene County communities in
proportion to the population). $60K would be about 7% of our 2026 budget.

Submission Instructions

Please submit your form to Judy Kintner, Clerk of Council, but no later than Monday, September 22,
2025 at 5PM. Email: judy.kintner@yellowsprings.gov




