COUNCIL FOR THE VILLAGE OF YELLOW SPRINGS
REGULAR COUNCIL MEETING
AGENDA

In Council Chambers @6:00 P.M. Monday, April 20, 2026

Anyone can observe the meeting live via cable Channel 5, (Community Access Yellow Springs) or on YouTube. ZOOM participation will be offered only for virtual meetings. Please contact the Council Clerk
at 937-767-9126 or clerk@yellowsprings.gov for any questions regarding the Council meeting.

CALL TO ORDER
ROLL CALL

ANNOUNCEMENTS
Tim Dawson, Executive Director Regional Planning & Coordinating Commission of Greene County re: Available Services

CONSENT AGENDA
1. Minutes of April 6, 2026 Regular Meeting
2. Credit Card Report for March, 2026

REVIEW OF AGENDA

l. PETITIONS/COMMUNICATIONS (6:10)
The Clerk will receive and file:

Barbara Mann re: Handicap Parking
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May 18:

June 1:

June 15:

Emergency Reading of Ordinance 2026-07 Approving a Second Quarter Supplemental Appropriation and Declaring an Emergency
Reading of Resolution 2026-20 Authorizing the Village Manager to Enter into an Agreement with XXX for 2026 Utility Line Clearance (Section 4) of
the Village

Request for Approval to Apply for ODNR Nature Works Grant

Reading of Resolution 2026-21 Approving Update of Housing Goals

Parking Expansion Discussion

Economic Development Discussion
5pm Work Session: Information Session with Craig Kleinhenz of AMP re: Power Contracts and PJM Capacity Charges

Discussion of Village Mediation Program Coordinator Job Description

6pm Regular Session

Residential Sidewalk Discussion

Discussion of Fewer Meetings During Summer

Executive Session re: Clerk and VM Pre-Evaluation Check-In

Set Joint Meeting with Township and School Board (School Board availability?)

Well Ordinance-?

*Future Agenda items are noted for planning purposes only and are subject to change.

EXECUTIVE SESSION

ADJOURNMENT
The next regular meeting of the Council for the Village of Yellow Springs will be held at 6:00 p.m. on Monday, May 4, 2026.

The Village of Yellow Springs is committed to providing reasonable accommodations for people with disabilities. Any person requiring a disability accommodation should
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Council for the Village of Yellow Springs
Regular Session Minutes

In Council Chambers @ 5 P.M. Monday, April 6, 2026

CALL TO ORDER
President of Council Gavin DeVore Leonadlled the meeting to order at 5:02 pm.

ROLL CALL

Present were Council President Gavin DeVore Lesyr@ouncil Vice President Angie Hsu and Council
members Senay Semere and Stephanie Pearce. SélingdBlankenship, Finance Director Michelle Robinson
and Tiffany Hiser of Shared Resources were also preBeatVillage Manager was not present. Brown arrived at
5:03pm.

EXECUTIVE SESSION

At 5:02, Hsu MOVED TO ENTER EXECUTIVE SESSN under Ohio Revised Code Section 121.22
(G)(1): To consider the appointment, employment, disthidéipline, promotion, demotion, or compensation of
a public employee and Ohio Revised Code Section 123)22(to consider the purchase of property for public
purposes. Semere SECONDED, and the MOTION PASSED 4-0 ON AROLL CALL VOTE.

Brown entered the session at 5:03.

Present in the session were Solicitor BlankenshipRBbBinson and Tiffany Hiser of Shared Resources.
Robinson and Hiser left the session at 5:30, and Johnnie Burns entered session.

At 6:01, Brown MOVED and Hsu SECONDED a MOTION TO EXIT EXECUTIVE SESSION. The
MOITON PASSED 5-0 ON AVOICE VOTE.

MOTION TO ENTER REGULAR SESSION

At 6:05 Hsu MOVED and Pearce SECONDED a MOTION TO ENTER REGULAR SESSION. The
MOTION PASSED 5-0 ON AVOICE VOTE.
ANNOUNCEMENTS

Pearce noted attendance at the Greene County@aattil, urging other Council members to attend in
the future.

Council received advice regarding attendance at a vidaget that evening. They informally decided
that only Pearce and Semere wouldratte® avoid Sunshine Law concerns.

Burns announced Spring Clean Wpek the first week of May.
Brown announced an America 250 event for April.11
Brown announced that the Corry Street garden lottery is now open.

CONSENT AGENDA
1. Minutes of March 16, 2026 Regular Meeting

Brown MOVED and Hsu SECONDED a MOTION TO APPROVE THE CONSENT AGENDA ITEM.
The MOTION PASSED 5-0 ON AVOICE VOTE.

REVIEW OF AGENDA
There were no changes made.



PETITIONS/COMMUNICATIONS
The Clerk will receive and file:

Gavin DeVore Leonard re: Final Antioch Grant Support Letter
Marcia Wallgren re: Vernay Property

Hsu reviewed communications.

CITIZEN CONCERNS
Mitzie Miller spoke in supparof revisiting parking options.

Laura Curliss read a memo urging Council to reqaegttland delineation study. She stated that there is
funding available for this. She opined that housing should be directed to land with existing infrastructure.

Carrie Stogler noted a gravel hazard on the Villagdtall courts and asked if these could be cleared
periodically.

Jacob Schmidt asked for Council support to addresy safaterns on the road south of YS High School.
This land is in the Township, so is in the purvievihe county, but Schmidt is working to get alignment on
addressing these concerns.

Sarah Strong offered information relatedviater flow into and out of the Glass Farm.
Sam Eckenrode read an excerpt from The Sneetches.
Ben Miller suggested the closure of Short Street for viewing of the World Cup.

Judith Hempfling requested that residential sidksveemain the responsibility of the Village and asked
that Council gather a number of data points.

Heather Stewart complained that she is not receafngxplanation as to why the Village “seems to be
opposed to food truck rallies”.

DeVore Leonard commented that as part s€assion around economic development, Council will
discuss food trucks and pop-up businesses. He responilidtetpadvising checking in with Village staff if
requesting a street closure.

PUBLIC HEARINGS/LEGISLATION (6:20)

Reading of Resolution 2026-18pproving a One Year Extension to The Windsor Group, LLC for the
Final Development Plan for a Proposed PUD for B@5t North College Street. Brown MOVED and Hsu
SECONDED a MOTION to APPROVE.

Blankenship explained that the zogicode allows for one-twelve-mdnéxtension for submission of the
final development plan if granted by Council.

Eric Alfieri, The Windsor Group, stated that it is Mdindsor Group’s intention to delay the final plan
any longer than needed, which, he opineaol)id likely be fewer than twelve months.

Alfieri commented that his intention is to provide staith ample time to review the final plan and work
with Windsor should there be any need for adjustment prior to bringing the plan to Planning Commission. He
noted that progress on the final plan had been phbtthpending approval of a CRA, which was approved by
Council in mid-December.



Semere asked whether there were finansgles affecting completion of the final plan.
Pearce asked for an explanatioriathe need for an extension.

Alfieri responded to Pearce, stating that prior to gimgawith their engineers, consultants and designers,
they wanted to know that a CRA would be in place.

Responding to a follow-up from Pearce, Alfieri statieak from Windsor’s perspective, the development
would not have been possible without the tax abatgnhence the delay as they waited on a decision from
Council regarding a CRA.

Hsu asked whether less than one year approval was permitted.

The Clerk commented that normally whatever timequewas requested was what was considered and
approved.

Burns stated that the process is normal, thang§pvieadows, Cascades an@fG[Cottages developments
all received extensions. He added tivadl Windsor submitted on time, thél&ge, which is currently seeking a
Planning and Zoning Administrator, would have haddntract out the review work, which would have been
costly.

DeVore Leonard asked that amydates be provided to Council.

DeVore Leonard CALLED THE VOTE and the MOON PASSED 4-1 with Pearce voting against.

Reading of Resolution 2026-1Approving a One Year Extension to The Windsor Group, LLC for the
Final Development Plan for a Proposed PUD for E&6t South College Street. Brown MOVED and Hsu
SECONDED a MOTION to APPROVE.

Alfieri confirmed that the same information just praeil for the 275 East North College PUD is accurate
for the 150 East South College PUD.

DeVore Leonard CALLED THE VOTE and the MOON PASSED 4-1 with Pearce voting against.

Reading of Resolution 2026-18wuthorizing the Village Manager to Ear into an Agreement for the Sale
of Village Owned Renewable Energy Credits and thelase of Green E-Certified RECs. Brown MOVED and
Hsu SECONDED a MOTION to APPROVE.

Burns explained that this would be the Villagiisgd sale of RECs with funds used to make
improvements to the Village electric utility and to irope sustainable practices. Burns commented that sale
price as well as cost to purchase the Green e-RE@ffsti the sale are constantly moving targets.

Semere asked whether there is any urgency to approval of the sale.
Burns stated that there has been a $26,000 reductsateiprice between his request to bring the issue to
Council and tonight’s meeting, opining that a dexisshould be made rapidi@nce Council approval is

obtained, he said, he can lock in the price.

Burns advised that proceeds from thésar’'s sale would go to supporting creation of a center circuit, the
purpose of which is to stabilize the village grid.

Responding to a question from Hsu, Burns confirmatl2020 was the first year the Village sold RECs,
and that it was viewed at the time as a way to contectrit utility costs by offsetting the cost of capital projects.



DeVore Leonard and Hsu both ackrdedged that the issue is complex and should be viewed critically.

Hsu commented that she would like to have moteces to consult regarding the ethics of REC sale and
the specifics around different types of RECs. The system is flawed, she said.

Brown stated that this is an issue that can be studied by EC.
Hsu received confirmation that the neale of RECs would be in 2029.

Responding to a question from Pearce, Burns said thkg athproceeds are directed to the center circuit
for this sale, in the future at least 15% wbhe directed to specific renewable initiatives.

Burns responded to a question from Hsu, who asksdthere is benefit to purchase of the Green e-
RECs. He said that while this does not benefiMilage beyond maintaining Greanunicipality status, local
companies and village schools aréedib receive a status deduction because of the Village’s status.

Hsu asked about abstaining from a vote.

Blankenship explained that aside from not havingrif@mation needed to make a decision, abstaining
from a vote is not legally recognized.

DeVore Leonard CALLED THE VOTE, and the MOTION PASSED 5-0 on a ROLL CALL VOTE.

SPECIAL REPORTS
There were no Special Reports.

MANAGER’S REPORT
Burns noted that Giardullo wilie sitting in for him on April 28, since he will be out of town.

OLD BUSINESS
There was no Old Business.

NEW BUSINESS
DeVore Leonard explained that the overall topiwlist matters to place on upcoming agendas, and that
Council should consider whatfarmation is needed and whemplace the topic on the agenda.

Parking Expansion Proposals.DeVore Leonard stated that the issue was raised during the Short Street
conversation, asking how walkability and density fagity the conversation, along with cost and accessibility.

Hsu asked that staff provide information differetitig between residential and business district parking
so that these can be separately addressed if appropriate.

Semere commented that the parkisglie seems to come up regularly.

Pearce stated that Mills Lawn should be consultdd #ir opinion on the possibility of parking around
the school’s property.

Economic DevelopmentSemere opined that the Village needfotik into its partners in economic
development and that he is starting that process withbraes of YSDC. He commented further that there is no
ED plan on file with YSDCand getting that plan in place is a key step forward.

DeVore Leonard asked that a chart identifying key giaytheir role as documented and role in practice
be produced. Following the chart, he said, Councilkhidentify whether there are gaps in expectation.



DeVore Leonard responded to a question from Bratating that Council should identify their view of
stakeholders’ roles and speak with those @stittb determine whether there is alignment.

DeVore Leonard acknowledged that staff’s role withBDC has shifted over the years and that this is
one area that should be clarified.

Status of Residential SidewalksPearce asked for information as to what the Village spends on
residential sidewalks annually.

DeVore Leonard asked Burns to weigh in on thetgguiestion and any information regarding staff time
vis a vis sidewalk maintenance.

Burns asked that both Parking and EaaiwDevelopment be moved to Ma,&ince he will be out of
town on April 20

Burns noted that sidewalk work has been funde@®@6, and that discussion of a change in status is
relevant to the 2027 budget. rRhis reason, he said, the matter shoulddresidered and a decision made prior to
the 2027 budget process, but is not immediately urgent.

The sidewalk discussion was accordingly moved to Mdy 18

Strategic Plan Scope of Service®eVore Leonardeferenced his provided memo, asking whether
anyone had additions to tpeoposed scope or appetiteatdd this to the budget.

Council expressed general approval for the propesede and for bringing a supplemental once a
general cost is determined.

FUTURE AGENDA ITEMS

April 20: Announcements: RPCC Director
Reading of Resolution 2026-XXApproving a One-Time Grant to the Yellow Springs Senior
Center
Board and Commission Goals
First Reading of Ordinance 2026-0&mending Chapter 252.06 “Personnel Policy Manoél”
the Codified Ordinances of the Village of Yellow Springs, Ohio
Well Ordinance-?

May 4: 5pm: Executive Session
Second Reading and Public Hearing of Ordinance 2026-@nending Chapter 252.06
“Personnel Policy Manual” of the Codified Ondinces of the Village of Yellow Springs, Ohio
Reading of Resolution 2026-XXAuthorizing the Village Manager to Enter into an Agreement
with XXX for 2026 Utility Line Clearance (Section 4) of the Village
Parking Expansion Discussion
Economic Development Discussion

May 18: 5pm Work Session: Information Session Withig Kleinhenz of AMP re: Power Contracts and
PJM Capacity Charges
Residential Sidewalk Discussion
6pm Regular Session

ADJOURNMENT

At 7:46pm Semere MOVED and Brown SECONDED a MOTION TO ADJOURN. The MOTION
PASSED 5-0 ON A VOICE VOTE.

Signed:




Gavin DeVore Leonard, Council President

Attest:
Judy Kintner, Council Clerk




Date
3/4/2026
3/4/2026
3/5/2026
3/5/2026
3/6/2026
3/9/2026

3/12/2026
3/12/2026
3/12/2026
3/12/2026
3/16/2026
3/16/2026
3/19/2026
3/23/2026
3/23/2026
3/24/2026
3/24/2026
3/24/2026
3/24/2026
3/26/2026
3/26/2026

3/26/2026 CREDIT

3/26/2026
3/27/2026
3/30/2026
3/30/2026
3/30/2026

Transaction

DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT
DEBIT

DEBIT
DEBIT
DEBIT
DEBIT
DEBIT

Name

SAMS CLUB.COM 800-966-6546 AR
METAL SUPERMARKETS DAY DAYTON OH
MEIJER STORE #241  HUBER HEIGHTS OH
PAYPAL *PRESTIGEPAP 402-935-7733 CA
EB *OHIO EPA ENVIRONME 801-413-7200 CA
LOWES #02603* XENIA OH

APA OHIO 330-8146295 OH

THE UPS STORE 3844 937-7549999 OH
HARBOR FREIGHT TOOLS30 SPRINGFIELD OH
MENARDS 3369 FAIRBORN OH
BENTINO'S OF YELLOW SP 937-7672500 OH
KROGER 838 FAIRBORN OH
SPO*BILL'SDONUTSHOP CENTERVILLE OH
LABORLAWCENTER LLC 800-745-9970 CA
DLX FOR SMALLBUSINESS 800-865-1913 MN
FRGN TRANS FEE-NOTEHOUSE LO
AATRIX SOFTWARE LLC 701-746-6814 GA
VISTAPRINT 866-207-4955 MA
NOTEHOUSE LONDON GB

AATRIX SOFTWARE LLC 701-746-6814 GA
AATRIX SOFTWARE LLC 701-746-6814 GA
ICMA ONLINE 2029623542 DC

OHIO RURAL WATER ASSOC 750-455-3911 OH
VISTAPRINT 866-207-4955 MA
MENARDS 3369 FAIRBORN OH
PAYPAL *PRESTIGEPAP 402-935-7733 CA
MENARDS 3369 FAIRBORN OH

Memo

Amount
24445006062200205 768130 WATER FOR ELECTRIC AND WATER GUYS/ADMINISTRATION
2401339606200056808632D]VING BOARD/STREETS DEPT.
2444500606320018RH92FO0OD/POLICE DEPT.

240276260630671568678GE5 APPA SAFETY AWARD PLAQUE/ELECTRIC DEPT.

2403629606471288385F80d0 OEPA TRAINING CLASS/WATER DEPT.

24692166065100021$235%2 SUMP PUMP LINE AND ELECTRIC CORDS/WATER DEPT.
241215760700000691GBER00 APA OHIO MEMBERSHIP DUES/PLANNING AND ZONING DEPT.

240009760704002009888%0) SHIPPING METERS TO ITRON/ELECTRIC DEPT.

24231686071677081B01835VELDING CART/STREETS DEPT.
2413746607010029%246088;DRILL BITS/STREETS DEPT.

246952360749000103992243; FOOD FOR CREW/ELECTRIC DEPT.
244457160743007218233W1,SNACKS/POLICE DEPT.
24137466077501103324886;,COMMUNITY OUTREACH/POLICE DEPT.

246921660791026326288&B OHIO LAW LABOR POSTERS/ADMIN.

24692166081104326892882 DEPOSIT SLIPS/UTILITY OFFICE

74208476083100003$8985F;RANSACTION FEE/NOTEHOUSE/POLICE DEPT.
24493986083203883H28629;1099 E-FILE/FINANCE DEPT.

24036296082712075$373187 BUSINES CARDS FOR SPARKS, STEWART AND MEDITIATION/ADMIN.

74208476083100003288358;NOTEHOUSE YEARLY PLAN/POLICE DEPT.
2449398608520446619399;1099 CORRECTION/FINANCE DEPT.
2449398608520446618339;1099 CORRECTION/FINANCE DEPT.
74027626084067349%335260 REFUND FROM ICMA/JB
2480197608469273$3426969; OH RURAL WATER CONFERENCE/WATER DEPT.
240362960857125798@656428 EMPLOYEE RECOGNITION CARDS/ADMIN.

24137466087100448198585;NO TRESSPASS SIGN FOR WELL AND WATER PL/ELECTRIC DEPT.

2402762608606 7439%B372.55; PLAQUES FOR RELIABILTY/ELECTRIC DEPT.
24137466087100448%99499 ;SUMP PUMP FOR DIAMONDS/STREETS DEPT.
$3,983.01
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THIRD FRIDAYS MAY - OCTOBER « 5PM-3PM « DOWNTOWN YELLOW SPRINGS
WHEREARTIST. EXPEREGES. D NAGIATION TAKE CENTER STAGE




YELLOW SPRINGS CHAMBER OF COMMERCE

FOR IMMEDIATE RELEASE

YS Art Stroll Returns to Downtown Yellow Springs for 2026 Season
An immersive monthly celebration of art, music, and community spirit

Yellow Springs, Ohio 6 The Yellow Springs Chamber of Commerce is pleased to announce the return of the
YS Art Stroll, a signature downtown experience celebrating creativity, culture, and community.

Held every third Friday from May through October, 5:00 P®00 PM;the Art Stroll invites residents and
visitors to experience the artistic energy that defines Yellow Springs as a premier cultural destination.
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friends and heading downtown for an esy, breezy, affordable way to have fun. We are fortunate to live in a
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Throughout the event, downtown businesses activate their spaces in creative ways: bookstores may feature
live musicians or in-house artists, boutiques may showcase local potters and demonstrations, and music
venues can incorporate live visual art alongsidperformances. Each location contributes to a connected,
immersive experience beyond everyday operations.

“0U «U XeUceX:++U \Ui6\ 2foihid Bxipgriepd thaf Briddsirew energy to familiar spaces,
offering community members and visitors something engaging and memorable each month while
strengthening the connection between art, business, and@:11j2 e...a U\l TU, ++ UUIi f:jXx'6auU(,6éje
Director of the Yellow Springs Chamber of Commerce.

Blending creativity, commerce, and culture, the Art Stroll highlights the artistic identity of Yellow Springs
while supporting local businesses and contributing to downtown vitality through experiential engagement.

The YS Art Stroll: Where art, creativity, and community come alive after 5 PM.

For details or to register a downtown business, visit:
yellowspringsohio.org/art-stroll

Media Contact

, ++ UUI f:jX'6

Yellow SpringsChamber of Commerce
Email: press@yschamber.org

(937) 7672686

Hith

YS Chamber of Commerce www.yschamber.org Enterprising Ideas + Meaningful Suppor



Judy Kintner, Clerk of Council

From: Sent on Behalf of Village of Yellow Springs, Ohio <no-reply@egovnotices.com>
Sent: Sunday, April 5, 2026 8:09 PM

To: Judy Kintner, Clerk of Council

Subject: Contact Village Council Submitted - Receipt #2026-ACBJTO0

Sun, Apr 05, 2026 20:

Village of Yellow Springs, Ohio
Contact Village Council Submitted - Receipt #2026-ACBJTO

To:Judy Kintner <judy.kintner@yellowsprings.gov>
From:Webmaster <village-no-reply@vil.yellowsprings.oh.us>
Date: Sun, Apr 05, 2026 20:06

Subject: Contact Village Council Submitted - Receipt #2026-ACBJTO

A citizen submitted the following information for one wrore item(s) for which you are on the notification
list. The information sent to the citizen is as follows.

Confirmation
Thank you, your message has been received.
Council Clerk's Office

clerk@yso.com
937-767-9126

Contact Village Council

Full Name:Jacob Schmidt
Email:schmidt.jake@gmail.com
Address:3881 E Enon Rd
MessageVillage Council Membergye are reaching out to inte your support for a
neighborhood effort focused on improving safety along E Enon Rd (south of the high school).
We are organizing a petition to the Greeneuty Commissioners asking them to evaluate
overall safety conditions on this section oE&Bon Rd and to implement appropriate traffic-
calming measures where warranted. The goal is to encourage a thoughtful review and
practical steps that can help reduce risk angbiove safety for residestand motorists alike.
Recent traffic monitoring, conducted over twopseate two-week periods, recorded nearly
25,000 vehicles on this stretch of road, wapproximately 35% exceeding the posted speed
limit. While this data is only one part of thecpire, it helps reinforce the need for a closer
look at current conditions. Exaptes of cost-sensitive traffic-calming measures that could be
1



considered include enhanced signage, spesatiback signs, pavement markings, targeted
enforcement, or other low-cost designahges intended to encourage safer driving
behavior. The intent is not to prescribe specgadutions, but to ensure that practical and
effective options are evaluated. The strengththis effort comes from the community.
Broad support from neighbors and surroundirggidents will help demonstrate that
improving safety on this road is a sharedbpity, and it can encourage county officials to
take meaningful action. If you agree that tissan important step toward making our road
safer, we would greatly appred¢eayou providing us or submitting a letter of support that we
may take along to the next engagement with Greene County officials. Thank you for your
time and for helping advota for a safer community.

Include in upcoming packetXes

To stay up to date you can view the status of this itesme.



Judy Kintner, Clerk of Council

From: Laura Skidmore <laura@skidmores.us>

Sent: Sunday, April 5, 2026 8:13 PM

To: Judy Kintner, Clerk of Council; Gavin DeVore Lenard, Council President; Carmen Brown, Council;
Angie Hsu, Council Vice President; Stephaie Pearce, Council; Senay Semere, Council

Subject: RE: Parking expansion

Some people who received this message tofien get email from laura@skidmores.lusarn why this is important

Hello,

| have comments regarding proposed parking expaim, and I'm not sure I'll be able to attend
tomorrow's council meeting to share them in person.

First, | want to point out that parkig spaces were added on the east side of Walnut Street on each side of
Short Street when Short Street was closed. These spaces have not been removed and are still in use on a
daily basis. A while ago | submitted a request thrggh the YS Connect app for them to be removed,

because they impede visibility fodrivers and pedestrians at the crgswalks, especially during school

pick up and drop off times. It's a safety issue, bugo far nothing has been done to remove these spaces.

Second, Ohio Revised Code 4511.68 pralbits parking within 20 feet ofa crosswalk at an intersection. |
believe multiple parking spaces on Short Street curmly violate this law, and it also seems to be an
issue in some of the proposed parking expansion.

Third, Yellow Springs ordinancé52.14includes restrictions on parking onthe east side of Walnut Street,
specifically "Parking shall be prohibited on the east side dfValnut Street from the south curb line of
Short Street south 124 feet." | beéive multiple parking spaces currentlyviolate this village code, and |
believe it would also be an issue in some of the proposed parking expansion.

Thank you.

Laura Skidmore



Village of

Yellow Springs

1170 D C}E-+ JHES Z %}ES &} }uv ]o
u EC E Z %0 E ] 0 : UPpe3 §} @Kd E}
d}S o Z EP - i i o]
Z EP « » V! ( ii
WE vS§ P }( Z EP 00 60
d}S o /v ] vSe ii i¢
d}s o /v ] v§ ( ii
WE vS P }(/v] 1K 0!
d}s o Z EP (
dE ((] f
EJu’ i
W E - — ;
- r—r - r ¢+ ;- ;¢ ;@ ‘@ ;- ;£ ;" [ |
W Cu
dE ((] 1 ¢ iThX 60Md.
W EI]vP ioi X fuion
t JvF 1iX 1iX
00 fUidG
% Ve * % 5}
s] SJu- }( ~16X ~d0h;
/v 1P v§ |
AU %o %o} ES &PV ~0iX ~i0iX
EuP > A v(} ~ 6 X ~idX
Z]lo ™ ( 8C .
N oo]vP Z }E
N8 oS
/v 1P v§
0}Z}o dE Su vsS r ~iXAie ~iXiie ~0Xii
}oo § ~0diX
~i16X ~710f.
D Z |8} s 6o fUbO«
'v E 0 &uv i Alod Xii ¥ oo r iU6io
D }Ju%pus @ i1 X 61X
dKd > Z s oo fUBO

KTi



0 DRW&E&RXWWDIQQ) -DQ W W

© HQARO/. 3WRIUP RQ-DQ W EXWARXGQWBDG \WH P DUFK GXH R IQFOP HQAZ HDIWHU
WO D\ R &RXWRQWH  \K R - DQXDU

W6 HQRUS HOMU/ XQFK RQ) UCD, -DQ W

YHE  / HDGY%DAN+ MRY \RXY IRUKH UWWR WH P RQX

YHE  13+&: IEHURUH3DQHO MRXWIRQ

YHE ) IWWDP 6 HWIRQ DW WDIARZ Q 7DYHD

YHE  * UHWGWH QHZ ' IHRRUR! ) UHQGV & DUH DV RXQEDURQ

0DUK : HEAQ
0DUK ) LWANBHDCR I1LEH + RXWY GXH R WH %6DFN + MR 7RXWY
ODUK : HEAQ

0DUK : HEAQ

ODUK  6SR\HDVKH 8 QUIUDQ & KXUFK

ODUFK : HEAQ

0DUK  * GBI+ HBIQL DWUH 5 HVHYH %HHUS HBDVH 3 DWW

ODWFK  * RYHUP HOAB UVHQEMRQDW D\ VR ' MFRYHY / HDQQ) & HOMU

$SUO : HEAQ

$SUD : HEAQ

$SUO $ 3URFOP DIRQZ DV GHIYHHG DQG SUIRFDIP HGIRU: <62 ' D\

$SUO $ 3 URFDP DURQZ DV GHIYHUHG DQG SURFOIP HGIRU' DYIG3HWY 6U WKW 9dLIKGD\
&HBEWRYQ' D



Mayor's Court Report on 2026 YSPD Charges

/Iv] vS8e o0o]P]l o (}&E D C}E[* }HE
. .. | Percentage of
z"W [+ d}3| Incidents lgﬂgsgttssilr:?g( Eligible Reasons Not Sent to
Incidents sent to MC Incidents not Mayor's Court
MC
sent to MC

Jan. 13 11 0 0% N/A

Feb. 12 11 0 0% N/A

Mar. 11 8 0 0% N/A

Apr.

May

Jun.

Jul.

Aug.

Sept.

Oct.

Nov.

Dec.

Total 36 30 0 0.000%

/Iv] vSe /v o]P] o (}E D ClE[e IUES v Z e}ve tZC /v
zAwW [- g| neidents | Lives outofarea o Jailed! violent . . ORC Sex
Incidents Inellglblg to be occurrgd _ou.t of YS ovi felony Juvenile Child support requirement/ offense
heard in MC Jurisdiction enhancement

Jan. 13 2 0 1 0 0 0 1 0
Feb. 12 1 0 0 0 0 0 1 0
Mar. 11 3 0 0 1 0 0 2 0
Apr.
May
Jun.
Jul.
Aug.
Sept.
Oct.
Nov.
Dec.
Total 36 6 0 1 1 0 0 4 0




VILLAGE OF YELLOW SPRINGS, OHIO
ORDINANCE 2026-06

REPEALING AND REPLACING SECT ION 252.06 “PERSONNEL POLICY
MANUAL” OF THE CODI FIED ORDINANCES OF THE VILLAGE OF
YELLOW SPRINGS, OHIO AND APPROVING REVISED PERSONNEL

POLICY MANUAL

WHEREAS, at the recommendation of the Villalynager and Village department
heads, the Village’s Personri®olicy Manual requirechibrough 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’Bersonnel Policy Manual rests with
Village Council per Section 82 of the Village Charter; and,

WHEREAS, the Village Solicitorecommends revision of Section 252.06 of the
Village’s Codified Ordinances to eliminatestheed to revise the codified ordinances
whenever the Personnel Poligdanual is updated; and,

WHEREAS, Village Council accepts the recommendations of staff and the Village
Solicitor to approve the reseed Personnel Policy Manualdarevise 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 PolMgnual” of the Codified Ordinances
of the Village of Yellow Springs, Ohio be repealed.

Section 2.A new Section 252.06 entitled “PersonRelicy Manual” of the Codified
Ordinances of the Village ofellow Springs, Ohio be enacted to read as follows with
new language underlined ahdlded and deleted language -a-strikethrough.

ho by

In accordance with Section 82 of th&/illage Charter, Council has approved a
Personnel Policy Manual, along with updéed versions from time to time.
Revisions to the Personnel Policy Manual are to be approved by Council by
ordinance, with the most current verson hereby incorporated by reference

25780575v1



in its entirety. The most current versia of the Personnel Policy Manual will
be made available for review in theffice of the Clerk of Council.

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

Gavin Devore Leonard, Esident of Council
Passed:

Attest:
Judy Kintner, Clerk of Council

ROLL CALL:
Gavin DeVore Leonard Angie Hsu____ Carmen Brown____

Senay Semere____ Stephanie Pearce

25780575v1



Exhibit A to Ordinance 2026-06

VILLAGE OF YELLOW
SPRINGS
PERSONNEL POLICY
MANUAL

January2022ApH- 2026

Effective January 2022
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SECTION I: INTRODUCTION

020 ntreduction-to-this—PUrpose of the PersonnePolicy Manual
This Employee Personnel Policigsnual has been prepared to
provide quidelines for employeeruct at the Village of Yellow

Springs.

This Policy Manual explains what thellge expects of employees and what
they may expect from the Village a®ll as information about many of the
benefits of working here. More comedetails about Bured benefits are
provided in certain benigfplan documents, insurance booklets and contracts
with benefit providers.

This Policy Manual contains informatiopglicies, rules and regulations that
apply to you but is not exhaustive, akartapplicable policies, either written
Or unwritteng.e—Police Department General-Ordersymay exist including
employment regulationgparoved by Council undereStion 81 of the Village
Charter. Section 82 of the Village Chargpecifies that amendments to this
Personnel Policy Manual must be apped by an ordinance of Village
Council. Therefore, the Village of Ylew Springs retains the right to add
new policies, change policies or cancel policies at any time. When changes
to this manual are magdevery attempt will benade by staff to give
advance notice. Understand the cotgenf this Policy Manual are not
intended to and do not form a contragither expressed amplied, nor is
this manual intended farovide any certai benefit. It is for information
purposes only. The Village'interpretation oény of the poties in this
manual is final ad binding. This version ahe Policy Manual supersedes
all prior versions oiits effective date







Overview of the Village of Yellow Springs

Yellow Springs, established in 1804 agslynamic community that seamlessly
combines rural charm witthodern convenienceso@veniently situated near
major highways and Wright-Pattersorr &iorce Base, the Village boasts a
lively downtown, a range of local seces, and a rich cultural arts scene.
Surrounded by picturesque parks and napueserves, Yellow Springs offers
abundant outdoor recreational opportustiincluding access to the Little
Miami Scenic Trail. With a strongpmmitment to innovation, sustainability,
and inclusivity, the Village is guided by a forward-thinking administration
dedicated to fostering sponsible growth and dering exceptinal service.

020 Introduction to this Policy Manual

Organizational Structure
Theorganizational structure of théllage of Yellow Springsericdically-adopts

' i provides a visual representation of how our




departments and staff are organiZEde high-level organizational chart
shows the relationships between diffenaies within the Village, helping to
clarify how the organization isrsictured to serve the community.

SECTION 2: EMPLOYMENT — GENERAL POLICIES

101 Nature of Employment

With the exception of elected affals (Council Memberand the Mayor)
and those directly appointed by thé@ierk of Council, Treasurer,
Solicitorclerkof couris), the Village Manager appoints and removes all
Vlllage employees based upon ment and f|tnM

cause. Slmllarly, the Vlllage IS fredao termlnate the employment
relationship at any time, consistent wikie terms of the manual, for reasons
not contrary to law. The provisions thfis manual have been developed to

prowde clear gwdellneﬁegardlng emponmermuageLeememse*peetaum

te@euneﬂ#eeapptevakThe final authority for changes in this manual rests with
Council.

102 Employee Relations

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

Our experience has shown that wieenployees deal openly and directly
with supervisors, the work enviroremt can be excellent, communications
can be clear and attitudes can beitpas The Village of Yellow Springs
desires to demonstrate its comméint to employees by responding

effectively to employee concerns.

Section 83 of the Village Chartegstricts Council Members from
interfering directlywith Village emploges who are under the
supervision of the Village Manager. 1f you have a

3
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concern about contact from an electéttal related toyour employment or
job duties, advise your superersor the Village Manager.

103 Equal Employment Oppatunity and ADA Compliance

Effective Datepi/20/2022 /2023
The Village of Yellow Springs is argaal opportunity employer. In order to
provide equal employment and advancenogportunities to all individuals,
mployment decisions will be based onrmeualifications and abilities.
he Village does not discriminate in playment opportunities or practices
n the basis of race, color, ghn, national origin, ancestry, age,
handicap/disability, sexagregnancysexual orientation, gender identity,
genetic information, or vetan or military statusthe Village will make
reasonable accommodations for qualified individuals with disclosed disabilities unless doing
so would result in an undue burden.All employment practes, including, but not
limited to, hiring, promotion, transfediscipline, separation, layoff,
compensation, training, and termenditions, and privileges of
employment, are administered wotlt regard to these protected
classifications.

The Village of Yellow Springs isommitted to complying fully with
the Americans with DisabiliteAct of 1990 as amended (ADA)
ensuring equal opportunity in emplognt for qualified persons with
disabilities.The Village will make reasonable accommodations for
gualified individuals with disclogkdisabilities unless doing so would
result in an undudiardship burderlf you need an accommodation,
askplease see the Village Manaljer

Any employee who believes they have been discriminated against or
subjected to harassment, or haserved discrimination in the
workplace are required to bring tleaessues 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 amst any individual who files a

charge of discrimination or p&ipates in an investigation.







104 Ethics and Conflicts of Interest

Village of Yellow Springs employeeseapublic servants subject to Ohio
ethics laws as well as Village clerand ordinances. Village employees
owe a duty to the Village of Yello8prings and its citizens to earn the
continued trust and confidence of the public.

As an organization, the Village &fkellow Springs will comply with all
local, state and federal laws and regigins. All employees are expected
to conduct the business of the Village in accordancewitkier, spiritand
intentof-all relevant laws and not do anythithat is illegh dishonest or
unethical.

Conduct that is illegal or may bring discrettitthe Village will not be tolerated. In
recognition of this responsibility and atcordance with Ohio Revised Code
Chapter 102 and section 2921.42, no employee shall;

1. Usetheir position with the Village for pgonal 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 affaiof the Village without proper
legal authorization.

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




4. Accept from any persoriirm, or corporan known to be doing
business with the Village, any material or service for the private use
or benefit of the employee.

5. Engage in or accept private employment or render services for private
interests when such employmentservice 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 employee, or for one) (flear thereafter, represent another
person before a public agency amy matter in which the employee
personally participated as an employee.

7. Receive or agree to receiwutside compensation for services
rendered in a matter before any offior 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 othese
position or authority to secure apprbwéa public contract in which
the employee, a member of tkenployee’s family, or a business
associate has an interest.

If you are not sure if an action ishétal or proper, you should discuss the
matter openly with yowuperviser-department head or Village Manager.

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

All employees hired after éheffective 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 Vaige employee at every level to comply
with our policy of ethics and condu&mployees who ignore or do not
comply with this standard off@ts and conduct may be subject to
disciplinary action, up to and inclundy termination of employment.

105 Nepotism
Effective Date: 01/20/2022

Thepurpose-of this-section-is to-prohibitln_accordance with state ethics laws,
Village employeesommisusingmay not misuse or abusieeir positions for




their own personal benefit eekerefithat of their family members or
business associatesd io-minimize-and-aveid-serious. Further, they must at all
times avoidconflictsandpreblemswithOf interest and situations that could be
viewed as showinfavoritismardor adversely affectingmployee morale.
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Any-Village employeeisemployees arprohibited from authorizing or
influencing the hiring oemployment of a family member. A “family
member” includes the following relags and individuals, regardless of
where they reside: 1) spouseor domestic partner with whom the
employee shares a househdychildren, including fostechildren (whether
dependent or not); 3) siblys; 4) parents; 5) grandeats; 6) grandchildren;
7) step-children; 8) sp-parent(s); 9) cousidQ) niece; 11) nephew; 12)
aunt; 13) uncle and 14) in-laws. Isalincludes any other person related by
blood or marriage livingn the same househglghd-any domestic-partrer/ce-
habitanti-a-relationshipwith-the-employee.

Besides prohibitions-in-hiring-Village employees arelsoprohibited from
participating inmatersof their family member’serms ofemployment

including: 1) changes in compensatmmbenefits; 2) evaluations; and 3)
actions involving discipline, promains, layoffs and termination. Even if
employees are related and none oféhesues occur because the employees
are in different departments, the Village may identifynalcontrolsissues

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

If a family-memberfamilial relationship (as definedave) is established after
employment, the |nd|V|duaIs concerned m@amdlsclosethls to thelr
superwsor will decide whe resign : d iR Ay

Although the Village ofYellow Springs does rigrohibit employing
relatives of current employeesscurentemployeesthat are not prohibited by
ethics lawsthe Village Managewill monitor these guations when the
employees are in the sameadepartmentin case of actual or potential
problemsin the chain of repoythe Village Manager wilkke quick-action-This

canincludeconsiderreassignment oif necessary, termination of
employmenterof one or both of the people involvedu are inaclose

106 Public RecordsPolicy and Compliance



Village Codified Ordinance Chapter 2&0ntains the entire public records
policy and fees as approved bylage Council. For audit compliance
purposes, the sections are repeated Ingrenay 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 depiated as the primary office of
responsibility for the processing quests for publicecords from the
Village. All requests for public inspgon of public records received by any
officer or employee of the Village shalé referred to the Clerk of Council
for processing, except that:

Effective January 2022



(1) Records created thugh the normal operation of the Department of
Public Safety shall be processed tigh the Department of Public Safety,
including, but not limited to accidentperts, investigativeeports, internal
and external correspondence and pgheesonnel record&kelease and/or
inspection of such records shall be in accordance with the procedures set
forth in the Departmendf Public Safety.

(2) Records created thugh the normal operatiasf the Planning and

Zoning
Department shall be processed thitotigat Department, including but not
limited to maps, aerial photographyi,ilding inspections, internal and
external correspondencaglations 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 recordsafitbe as described in Section
210.02.

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

1. The Planning and Zoning Depax¢nt shall, however, make
every effort to produce the record(sj fespection within two working days
of the date the request is received.

2. If the record(s) cannot begmuced for inspection and/or
release within two working daythe Planning and Zoning Department
will inform the requestor of the specific reasons for the delay and establish
a specific time when the recorji{gill 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 maydsempt from disclosure by law
shall be referred to the Village Sator. Whenever possible the Village
Solicitor shall render a written opimpwithin two working days, as to
whether the record s[) mde inspected or releakeand provide a copy of
said opinion to the Planning and ZongiDepartment and the requestor. The

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

(3) Records creatkethrough the normal operation of the
Mayor's Court shall be procesktirough the Clerk of Court.
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1. The Clerk of Court shall, hosver, make every effort to
produce the record(s) for inspection vinttwo working days of the date
the request is received.

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

C. Prepayment shall be requiredaitivance for all records requests
including records to be faxed and mdil&aid prepayment shall include the
costs of mailing supplies, postagaldang distance fax charges. Large
and/or extraordinary requests may reguxtra time for the preparing of
such records.

(b) No form is needed to requesetrelease or inspection of public
records.

Effective-January-2022



(c) Such records shall be availabibe inspection and/or release Monday
through Friday, 10:00 a.m. to 4:00 p.Rublic records shall be made
available for inspectionral/or release promptly flowing the receipt of any
such request. The length of time nexagy 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, haever, make every effort to
product the record($dr inspection within two wiking days of the date
the request is received.

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

(d) Request for records that are subjecdhe Health Insurance Portability
Accountability Act (HIPAA) privacy rgulations 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 maydaeempt from disclosure by law
shall be referred to the Village Sotmr. Whenever possible, within two
working days of the receipt of sucéferral, the Village Solicitor shall
render a written opinion as to whetliee record(s) may be inspected or
released and provide a copy of saminion to the Clerk of Council and the
requestor. The Village Solicitor is authorized to file, on behalf of the
Village, any legal action necessarypmtect the Village's interest
regarding the release of docents not authorized by law.

(f) Council shall approve a fee schéltor the reproduction of records.
The Clerk of Council, Clerk of @urts, Police Department, Village
Administration and the Planning a@dning Department shall determine
the cost of media types or records contained on the fee schedule on a
case-by-case basis.

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

(2) Prepayment will be required for large and/or burdensome
requests, as well as for records tddeed or mailedSaid prepayment
shall include the costs of mailingmalies, postage and long distance fax
charges.

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

107 Immigration Law Compliance



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

In compliance with the ImmigratioReform and Control Act of 1986, each
new employee shall complete the Eoyhent Eligibility Verification Form
I-9 and present documentation tdaddish identity and employment
eligibility. Former employees who arehieed after 3 years of absence must
complete a new -9 form.

Effective January 2022



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

108 Outside Employment

Employment with the Vilhge takes priority oveany outside employment.
Any Village employee, othheghan police department employees, may hold a
job with another organizatn as long as he oralsatisfactorily performs
his or her job responsilties with the Village(See Police Department
General-OrdersPolicieg. All employees willbe judged by the same
performance standards and will §igbject to the Mlage’s scheduling
demands, regardless of agwisting outside work guirements. Exceptions
to Village policies and performaa standards will ndie made for
employees due to circumstan@esated by outside employment.
Specifically, outside work doest excuse pogob performance,
absenteeism, tardiness,leaving early, etc.

If the Village determines that an phayee’s outside work interferes with
performance or the ability to meet tteguirements of th¥illage as they
are modified from time to time, tremployee may be asked to adjust or
terminate the outde employment.




Additionally, employeesgre prohibited from engaging in outside
employment or businesslagionships with contraots or vendors who have
been hired by the Village. This includasy direct or indiect involvement in
work that creates a conflict of interedisrupts the employee’s ability to fully
commit to their duties with the Viltge, or raises concerns about the
impartiality of the employee’s rol&mployees must avoid any outside
employment or contractual relationshtpat could present a real or perceived
conflict of interest with their rg@nsibilities as a Village employee.
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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, @hdd labor standals requirements
for both employers and employees codeog the Act. As a federal law, it
preempts state wage and hoaquirements, unless the state guidelines are
more beneficial to the employee.

The FLSA specifies that non-exempt@oyees must be jhat least the
current federal minimum wage rdta the first 40 hours worked in a
workweek (seven consecutive 24-h@eriods) and must receive an
overtime rate of at leatitne and one-half their galar rate of pay for all
hours worked over 40 in a workweek

The following employment categoriase described so that employees
understand their employmestiatus and eligibilityor certain benefits.

Non-Exempt Employees Employees who are nekpressly exempt from
the federal Fair Labor Standards Act, which governs the payment of
minimum wage and overtime to mashployees will be paid at the
overtime rate of time and one-h&dr hours worked over 40 hours in a
workweek, if they have obtained supisor direction or preapproval to
work overtime. **Police Departmemivertime is calculated in accordance
with the specific process set forth in Sec#®® of this manual.

Exempt Employees Employees who are expressly exempted from the
FLSA requirements to pay minimuwwvage and overtime include those
designated based on their job dutissexecutive, administrative, and
professional, as well as select infatmon technology personnel. They are
paid a salary and no ovene 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 manualhe exceptionof
employees listed in #1 above.

In addition to the above categ@jeach employee will belong to
at least one other ggloyment 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 regylacheduled to work the Village’s
full-time schedule. Generally theyeaeligible for the Village of Yellow
Springs’ benefit package, subjectie terms, conditions and limitation of
each benefit programAll new and rehired gaular full-time employees
are Probationary Employees and worka probationary basis for a
minimum of 12 months after thaiate of hire. Employees who are
promoted or transferred withingh/illage of Yellow Springs must
complete an additional secomdgrobationary period dfvelve months
with each reassignmeto a new position.
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201.2 Regular Pa-time Employee

Effective-Date-01/20/2022

Regular part-time employees are those who are not assigned to a
temporarysrprobationary-Status and wheray-be,en-are regularly scheduled
to work less than the full-tim&ork schedule. Regular part-time
employees may be eligible for some benefits sponsored by the Village,
subject to the terms, conditions dmditations of each benefit program.
All new and rehired reqular patime employees are Probationary
Employees and work on a probationaasis for a minimum of 12 months
after their date of hire. Employee$iavare promoted or transferred within
the Village of Yellow Springs musbmplete an additional secondary
probationary period dfvelve months with each reassignment to a new

position.

201.3 As Needed Employee

As needed employees are those &h®not assigned to a temporary
probationary-Status and who work less tham thull-time schedule but do not
have regularly scheduled hours. Alj&ly mandated beefits (such as
pension and Worker's Compensation insurance) are provided to as needed
employees. Some other Village sponsidoenefits may also be available,
subject to the terms, conditions dmditations of each benefit program.

All new and rehired as needed emeg 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 oftwelve months with each reassignment to a new position.

201.4 Temporary Employee

Effective Date: 01/20/2022

Temporary employees are those whe laired as interim replacements, to
temporarily supplement the work forde,assist in the completion of a
specific project, or as interns. Empiment assignments in this category
are of a limited duration. Employmielpeyond any initially stated period
does not in any way imply a changeemployment status. Temporary
employees retain that status unlasd until notified of a change. All
legally mandated benefits (suchmension and Worker's Compensation



insurance) are provided to tempoy employees. Some other Village
sponsored benefits may also be awddasubject to the terms, conditions
and limitations of each benefit programll new and rehired temporary
employees are Probationary Employaad work on a probationary basis
for a minimum of 12 months after tiheiate of hire. Employees who are
promoted or transferred withingh/illage of Yellow Springs must
complete an additional secomdarobationary period ofwelve months
with each reassignmeto a new position.

202 Access to Personnel Files
The Village of Yellow Springs maintasra personnel file for each employee
and these files are the property of the Village-personnet-file-includes such




Under Ohio’s Public Records Law, public employee personnel files are
public records open to inspection bymoyees as well as members of the
pUb”C. pies-a ilable-upon-reguestprovided-the-cost-of copies-ispaid in

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

Effective January-2022



The Village is obligated to keep acate personnel records. As soon as
there is a change to your mailing aefel, telephone number, marital status,
dependents’ information, educatidbmacomplishments, beneficiaries of
your benefit plans, change of taxemption and dependents, emergency
contact |nfo etc please COﬂt&@t—Pay@J—GleHeMmﬁy-&he%ﬂman

eenseqaenees—ﬁeweu—e#yeemdependentsrvour supervisor, WhO WI|| assist you in
obtaining the appropriate fortn update your information.

205 Probationary Period

This policy applies with respect to regular full-time, regular part-
time, as needed and temporggsitions. The probationary period is
intended to give new employeashired employees, and newly
transferred or promoted employdle opportunity to demonstrate their
ability to achieve a satisfactoryiel of performance and to determine
whether the new position meets thexpectations. The Village of
Yellow Springs uses this period évaluate employee capabilities, work
habits and overall performance.

During the probationary period,givationary employees can be
discharged at any time, without cauand without a pre-disciplinary

hearing.

All new and rehired employees waook a probationary basis for a minimum
of 12 months after their date ofr@i Employees whare promoted or
transferred within the Village of Yello@prings must complete an additional
secondary probationary periodssf months with each reassignment to a new
position. Any significant absence walitomatically exted a probationary
period by the length of the absenceoliition periods may be extended for a
particular employee or position, withihe Village Manager’s discretion.

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



Upon satisfactory completion ofélprobationary period, employees
enter the “regular” emplyment classification.

During the probationary period, employeas eligible for those benefits
that are required by lavand 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: EMPLOY MENT — BENEFITS

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




Village employees are provided adg@irange of benefits. A complete
list of benefits for Village employeas maintained in the Village's
Administration office. Questions garding benefits or eligibility
should be directed to édlHuman Resource Officer

302 Life Insurance

The Village shall, for regular fistime employees, provide and pay

premiums on group life insuraneethe-principal-sum-offifty-thousand
($50,000)peremployeSuch life insurance shall be for employees only
and not for dependents of employeed ahall include an accidental death
and dismemberment schedfart-time-employees-may-purchase life
htpene oo noioinepie B cm s see b cnpecnne Ble o i ]
premivm-payment-via-payrol-deductionidibility for life insurance shall

be the same as eligibility for medical insurance coverage.

Group life insurance is provided for @li¢e employees. No extra payment in
lieu of subscription will benade if an employeé&or whatever reason, does
not subscribe. Also available to aligghle employees is the opportunity to
enroll in a voluntary life insurece policy paid for by the employee.

303 Medical Insurance

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




Effective January 1, 2027f & part-timefull-time employee declines and
provides proof of other aqaate medical coveragedt extending to vision
and dental) the Villageaywill pay that employeenane-timeannuasubsidy
in an amount equal to 15 percentloé Village’s annual premium cost for
singleeligible coveragegounded to the nearest huadrdollars, to be paid
quarterlyat the end of each quartes-needed-part time-employees-are-not-eligible
ferEligible coverage is defined as thedicalplan that the employee would
otherwise qualify for if they hadnrolled in the Village's healihsurance
plan (e.qg., a family plan).

Eligible full-time Village employees sifl contribute to the cost of medical
insurance at a rate of 15% by meari payroll deduction. Employees may
not opt to cancel this coveragedave their contribution, unless the
employee can show satisfactory prookegtivalent coverage from another
source. Proof is to be submitted omcgear to the Human Resource Officer
payroll department. No extra paymentigu of subscription will be made if
an employee, for whatevezason, does not subscribe.

Effective January 2022



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

Swimming Pool Passes

All employees 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. Daythird 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)
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€ Winter Holiday (December 25)
€ Floating Holiday (employee’s choice) ¢ké: This day is calculated as a
personal day on the employee’s payroll check)

The following criteria are followe@hen administering holiday pay for
eligible employees:

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

Effective January-2022



1.2. Holiday pay will be calculated based on the employee’s

straight time pay rate timesemumber of howthe employee
would have normally worked on that day.

2.3. _Except for full-time employees tiie Police Department, full-time

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

3.4. As-needed employees who work on a holiday will receive their regular
straight time pay. Time worked oretiholiday will be counted as hours
worked during the week. If the groyee works more than 40 hours
(including holiday work), he or ghwill be paid ovdaime 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®lof each year for all holidays falling in that calendar

year.

o

6. Effective January 1, 2027 the abovegmmaph will be replaced with the
following: Reqgular 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 hourshaliday pay to be disbursed on or
about December®of each year for all holidays falling in that calendar

year.

4.

5.7. If a holiday 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 wilbe counted as hours worked for
| the purpesedpurposeof determining whether overtime pay is owed.

305 Vvacation305VacationLeave



The Village of Yellow Springs wilgrant vacation time off with pay to
full-time and part-time employeds provide oppotnities for rest,
relaxation and personal pursuits.

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

Length of Service Bi-weekly accrual rate
Days per Year

Less thanmveten (s10) years of service 3.08 4.61hours per pay 10
15days

Ten (16) complete years of service
Overten(10)years, but less than 6.15 hours per pay 20
days
twenty (20) complete years of service
overtwenty Twenty (20) completeyearsbutiessthan— Of Service or more 7.69-6-46
hours per pay—2: 25days

The Village will accept prioservice credits for acgal calculation. Employees
will be required to prove vears of s&® with retirement statements or
previous employer certification.

twenty-one (21) complete years of service

Overtwenty-one (21) years, butless than—— 6.77 hoursperpay 22 days
twenty-two (22) complete years of service
18
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twenty-four-(24) complete years-of service

Overtwenty-fours (24) years—————————7.69-howrs perpay —25days
Overtime hours shall not be usedemhcomputing aemployee’s vacation
accrual. Probationary and regular parid employees accru@acation leave at
a rate proportionate to tleenployee’s part-time workchedule. For example, a
part-time employee who is scheduledvork an average of 24 hours per week,
will accrue vacation leave at the rate ®times the hours per pay listed above.

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

1.

Employees can request use of vamatime after it has been earned. The
Village Manager or Human Resource Officer is the only person
authorized to grant vacation leaveuests for department supervisors.
Employees should request advaapgroval from their supervisors
through the use of a leave requesin. Responses to vacation leave
requests will be made as soon as paesRequests will be reviewed and
granted or denied based on a nundfdactors, including Village
organizational needs amstaffing requirements.

Full-time and part-time employeesncase vacation time in quarter hour
increments.

Since the absence of employeesaets the organization, each day of
vacation requested shall requirdestst a day of notice for each day
requested: i.e., one day advanceasofor one day of vacation, five
days advance notice for five daylvacation. This notice requirement
may be lengthened by the supervisor in the case of scheduling
problemsA department head may waiveesthotice requirement at their
discretion based on operational needs.

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

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 ina@ss of one hundresixty (160)

hours, the Village Manager maympve an extension for taking

the excess vacation by six (6) months.

6. Upon termination of employmentcluding death, employees
will be paid for unused vacat time that has been earned
through the last day of work at fos her regular rate of pay at the
time. In the event of death, tMdlage may reque proof of a
fiduciary appointment for final payment.
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306 Sick Leave

Regular and probationary @hoyees regularly scheduled to work 24 hours or
more per week shall accrsik leave and be eligible to use such sick leave
accrual at a rate of foand six-tenths (4.6) houts sick leave for each
completed eighty (80) hours of servi€®r full-time employees, this equates to
15 eight-hour days peeewr; for part-time empl®es averaging 20 hours per
week, this equates to 1I&ur-hour days per yearemporary-employees-are-not

.-. aVaalaaVaYaVata ha fi aks v TaliaaVaValda a .A'.. Ne-gate-o re

Sick leave shall be used in ieonents of one-quier (0.25) houba-atastinfirst-
outbasis:

The following provisionseapplicasleapply to all Village employeesgarding
the-usage-of sickleave-aceruall

1. An employee may use sick leave with the approvakivfeir supervisor
for0N account oabsence due tow the followingspesified reasonsad-forno
otherreasons..

A. lliness or injury ofsuenthe employee.

cB. llinessinte0f @ member oémployee’s immediate family
requiring the-absence-from work-ofthat requireshe employeéo provide
care to the family membeThe employee’s “immediate family”
means the employee’s spouse, dtdh, parents, spouse’s parents
and any other person living the employee’s household, unless
such-provisienthis requiremenis specifically waived by the
employee’s supervisor and thelldge Manager. Extended periods
of sick leave shall be governed by the Family Medical Leave Act
under Section 317.

p-C. Scheduled appointmentstivmedical providers.



2. 2 eachemployeeEmployeesshall notifynis +kertheirimmediate supervisor
in case of absence from work as soon as the employee is aware of the
pending-absenceimpending need to use leave tiifseheduled doctor
appointment the following dayor example). In cases where the
absence isnexpectedunforeseeableghe employee shall provide notice as
soon as possible and at least 30utes prior to the employee’s
scheduled starting time and in no ckger than the regular starting time
of the workday.
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3. 3.Sick leave from anothéphio public employer may be
carried over upon receipt obufirmation of balance from
the previous employer fdull-time employees only.
Unused sick leaveatowed tocanaccumulatéroll over)
without limit for each employee.

4. 4 Except for disciplinary suspensions and absences of one day
or less, employees enveleavesof 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.

or upone-upen-separation from Village seise with proper notice
and in good standing, grloyees may elect:

(1) -ayteTo receive payment fame-fourth-of-accrued but unused
sick leave athisorher25% of the employee’regular rate of
pay at the time ofetirement oseparation (any payment for
sick time renders all sicleéve hours lost for all purposes,
including future transfer of gk leave to another Ohio state
agency employer); or

(2) 2yt To transfer all accrued buinused sick leave te=
newanotherOhio state-agencypublic employer, in accordance
with Ohio laws governing sudhansfers of sick leave time.

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

Payment will extinguish all acged but unused sick leave. For
example, if the employee had 1,0@8urs of accrued but unused sick
leave at the time of retirement ggparation, he or she would receive
payment for no more than 250@urs of sick leave time&nd all
remaining hours would berfeited and not @ible for transfer.




6. 7-Upon the death of a current eropée, the Village will pay to
that employee’s estatesourthone-fourthof the employee’s
accrued but unused sick leavehetor her regular rate of pa of
last day of workPayment will extinguish all accrued but unused
sick leave.

7. &The VI||agehas4he—thHe—veHW—the—repeFPeﬁhe—a&endmg—ph¥s+eran
concerning the illness-of any-employeemay request verification of
medical documentation reqardinegetheed for use of sick time,

and to requireecan employee to bewminedevaluatedy a
physician appointed by the Villageseterinelf there is any

reason to questicthe nature and extent of illness. A physician’s
certificatemayalso be required in the following instances:

A. Absence due to illness of employee in excessetifiree
consecutive days.

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

C. Absence occurring the day befareafter a weekend or holiday
or scheduled days off.

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

8. a-Any employee absent from wof&r one calendar week
or more due to illness, acciakeor injury, or off the active
working payroll of the Villagdor any reason for over four (4)
calendar Weeks may be reqwre@&m{—a—sta%emem—ﬁrem—ms—/—he#

ee#%g%empleyeesprowde medlcal documentatlon of fltness for

duty.
21

Effective January-2022



306.1 Transfer of Accumulated Sick Leave

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

306.2 Sick Leave Donation

Village employees are at times sulbggtto a serious injury or illness
affecting themselves or immedidtemily members which depletes all
available paid leave provided by the Village: sSick-Leave Denation-Policy
allews-Village employeessmay voluntarily contribute sick leave hours to a
sick leave donation bank for employeesieed of assistance who have
depleted all paid leave:ocedures for implementation-of the Sick Leave Donation
Pellocchollbo dovelosed oo Villoee Dlopocors

306.3 Parental Leave

The Village offers Parental Leavegsapport employees in balancing their
professional responsibilities with the impat life event of welcoming a child
into their family. This leave applies bwth the birth of a child as well as the
adoption of a child.

Parental Leave is available to all emyses who give bintor adopt a child.
Eligible employees may take upftmur weeks R0 business days) of paid leave
for parental purposes. The leave cartdbk@n consecutively or intermittently,
depending on the employee’saas and manager approval.

After thefour-week period of paid leave, enogkes may choose to utilize any
accrued sick time or vacation time to extéineir leave. This decision is at the
employee's discretion and must be camimated to their manager for proper

documentation and approval.




Employees should notify their supervissr early as possible regarding their
expected leave dates, ideally 30 dmyadvance. Documentation, such as a
birth certificate or adoptiopaperwork, may be requestedconfirm eligibility
for leave.

307 Personal Leave

The Village provides a paid persohedive benefit per calendar year to
probationary, regular full-time and gpdime employees for periods of
temporary absence due to persoeabkons (example:dal appointments).
For probationary and full-time employedsis is equal to 32 hours of paid
personal leave per calendar yearn. part-time employees, the number of
hours of paid personal leaper year is proportionate their scheduled work
hours (e.g., an employee workingarerage of 24 hours per week will
receive 19.25 hours of paid peral leave pecalendar year)If a
probationary employee separates fritv@ Village for any reason during the
probationary period, personal leavél wot be paid out upon separation.

Paid personal leave can be used inimum increments of one-quarter hour.
Personal leave must be approveddnemce of its usagby the employee S
department headiowever on : ve-abser , ,

Personal leave must be used by thearttle calendar year in which it is
received. It may not be carrieder to the next calendar year.
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308 Bereavement Leave

Each probationary, regular full-timad part-time employee will be granted
up towreefive (5) days (or shifts, as applidal of paid beeavement leave

in the event of death oféhemployee’s spouse, childrem parents The
employee will be granted up to three (3) days (or shifts, as applicable) for
the death of any of tHellowing family membersbrother sisterssistes
grandparents, grandchildren or spouséidren, parents, brothers, sisters,
grandparents or grandchlldren ohet persons living in the employee S
householdc : , , " "

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 reqular 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 staior scheduled hours of work is
eligible for jury duty leave of abseasubject to the following conditions:

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



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

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

4. While on approved jury duty leavihie employee shall continue to
accrue seniority and shall automaligaeturn to his or her former
position upon expiration dhe jury duty leave.

310 Time Off to Vote

The Village of Yellow Springs encourag employees to fulfill their civic
responsibilities by participating inexdtions. Generally, employees are able
to find time to vote either before after their regular work schedule. If
employees are unable to vote in agcéibn during their non-working hours,
the Village will grant up t@ee-heursoneand one halfl.5) hourof paid time
off to vete-0n the day of the election to vofkhis time off may only be used
on Election DayEmployees should request tiro# to vote from their
supervisor at least two working dagysor to ElectionDay. Advance notice
is required so that necessary tinfeaan be scheduled at the beginning or
the end of the work shift, whichewvprovides the leastisruption to the
normal work schedule.
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311 Workers’ Compersation Insurance

Effective Date: 01/20/2022

All Village employees areovered under the benefiprovided by Ohio’s
Bureau of Workers’ Compensation, wh provides both medical payments
and lost time payents to employeesho incur qualifyng on- the-job
injuries. The determination of validaims and eligibiliy for benefits is

made by the Bureau ®¥orkers’ Compensation and/or the Industrial
Commission of Ohio. If yoare injured in the coge and scope of your
employment, you mat immediately report the injury to your supervisor (or,
if unavailable, the Village Maager), as welds the HRo#icerrepresentative

If a doctor certiles that you must miss woldlecause of a work related
injury, notify yoursupervisor immediately. You must have a written release
from your doctor to return to work. Please seethe SAFETY sectionin

this Manual for more information regarding on the job injuries.

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

The Village does not withhold Socia¢&urity tax. All Village employees
are required to be a part of and cdnite to the relevant State of Ohio
public pension plan.

If you retire or become disabled, ymay receive a pension from the Ohio
Public Employee Retirement Systét@PERS”) 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 liefieom Social Security based on
your own work from non-Village employent, or the work of your spouse,
your government pension may affeat damount of the Social Security

benefit you receive.

nderfederallaw,-there




learA-mere:

The Village contributes toward yotedicare account in matching
amounts equal to and in additiontbe deductions on your paycheck for
your contribution to this federalsurance program. Medicare is
applicable for employedsred after April 1, 1986.
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313 EducationalassistanceReimbursement

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

Any educational program or course caosnust align with the employee’s
current job responsibilities or camreprogression wiih the Village.

Regular full-time employees are@uraged to participate in the
educational assistance program faitlown self development and to
increasene-efficiency and excellence performance of the job. The
educational assistance prograhall entail the following:

Regular full-time empyees, after completingkmonths-of employmenta
probationary periocare eligible to participate the educational assistance

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

1. In addition to each calendar yeaa'ssistance, an employee may also
use any unused portion of tmemediately preceding year’s
assistance or may borrow against the immediately succeeding year’'s
assistance, provided that both nmt occur simultaeously in the
same calendar year.

2. To maintain eligibility for edudsonal assistance, employees must
remain on the active payroll for at least 12 months after the date of
reimbursement and be performitingir job satisdictorily through
completion of each course. If the eyze fails to complete a course
or does not receive a passing graa®; money paid for tuition fees,
books and supplies, must be reingad to the Village. Evidence of
satisfactory completion of course®py of certificate ograde report)
must be received by the Village Meger or Human Resource Officer
within thirty (30) days after condgtion of the course. If the employee
fails to submit the certification or report within 30 days of the
completion of the course, the aont of the payment will be



considered only a loan ancetemployee Village through payroll
deduction.

. Employees must discuss theirfgpation in the educational
assistance program with their supeoviprior to enrolling in a course.
Final approval of course eligility for the program rests with the
Village Manager or the Human Resource Officer.

. While educational assistance is aitated to enhance the employee’s
performance and / or professiomdlilities, the Village cannot
guarantee that participation inrfoeal educationvill entitle the
employee to advancement (automatiotherwise), a different job
assignment, or pay increases.
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5. If an employee voluntarily separatiesm Village employment within
one year of the last educationasiatance payment, the amount of the
payment will be treated as a loan. Accordingly, the employee shall
repay up to 100 percent of the origireducational assistance payment
through authorized wage dedusti If the wage deduction is
insufficient to repay 100 percenttbfe original edoational assistance
payment, terms and conditionstbé additional repayment will be
negotiated with the Village Manager.

6. As a condition of participating ithe educational assistance benefit,
an employee will be required sign an agreement authorizing the
Village to deduct the amount ofiyareimbursement that the employee
may owe to the Village pursuantttas program from the employee’s
wages, and containing other terargl conditions of the program.

314 Uniforms

When uniforms are provided, thaye required for on-duty use only.
The Village supplies uniforms f@mployees under the following
conditions:

1. Where the employee is a full-tineenployee 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.

2. 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 maintemee of uniforms, as well as the expense of
same, will be the responsibility of the individual.

3-4. All employees shall rememberatwhen in uniform, the public
perceives you as “on duty” andetiefore your appearance and conduct
reflect upon the Village at all timed¥/hen in uniform the standards
within this manual applyo employee behavior.

315 Identification Cards
The Village will provide identificatin 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 rsiged upon expiration. Employees are
required to carry their idéification cards while on duty.

316 Attendance Bonus

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

least twelve (12) consecutive mondred who have a sideave balance of

at least four hundred elghty (480) hewand who have not used more than

twent?/-four (24) hours of sick leave the prior calendar year, shall be

eligible to convert sickeave to vacation leave at3 to 1 conversion rate. A

(rjnammlym of fifteen (15) days of sidkave may be converted to five (5)
ays o
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vacation leave per year. Conversiomsst be approved by the Village
Manager. Application for conversion mus 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

Under-this-poliey;-the- Village-willgrantAS described below, the Family and
Medical Leave Act (“FMLA") provideap to 12 weeks (or up to 26

weeks of military caregiver leave to care for a covered
servicememberService membewith a serious injury or iliness) during a

olllng 12 month perlod to eI|g|bIe employeesmw%maw

If you have any questions or concerns with this polieysusiplease

promptly contact your supervisor, the Village Manager or Human Resource
Officer. Forthese-employees who do not meet thigyibility requirements

of this policy,they may be eligible foother types of leavieaybe-available

B. & Eligibility

To qualify to takeamily-ormedicalleave-underthispelicyFMLA , 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 séygears,
unless certain exceptions appknd

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



C. Types of Leave Covered

To qualify as FMLA leave under thgolicy, the employee must be taking
leave for one of theeasons listed below:

1. The birth of a child and in der to care for that child.

2. The placement of a child fodaption or foster care and to
care for the newly placed child.

3. To care for a spouse, chitd parent with a serious

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

D. “Serious Health Condition” Defined

unable-to-perform-the functions-of the-employee'spesition-A Serious health condition is
defined as requiring

1. inpatient care at a hospital, Ipdce or residential medical care
facility, including any period afhcapacity or any subsequent
treatment in connection with suctpatient care oa condition that
requires continuing care by adigsed health care provideor «

2. any period of incapacity $ing more than thre@) consecutive
full calendar days that also involves
a. two (2) or more treatments by a h#hatare provider, the first

of which must occur within sevéii) days of the first day of
incapacity with both visits completed within 30 days,
b. illnesses of a chronic or long-term nature, resulting in

recurring or lengthy absences.

Generally, a chronic or long-terhealth condition that would

result in a period of thre@) consecutive days of incapacity with

the first visit to the health care provider within seyéndays of

the onset of the incapacity and a second visit within 30 days of the
incapacity would be consideradserious health condition. For
chronic conditions requiring pedic health care visits for

treatment, such visits must tagkace at least twice a year.

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

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

(a) Requires periodic visits fdoreatment by a health care
provider, or by a nurse or physin's assistant under direct
supervision of a hdth care provider;

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

(c) May cause episodic rathiian a continuing period of
incapacity (e.g., asthma,atietes, epilesy, etc.).




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

6. Any period of absence to receive multiple treatments
(including any period of recovetiherefrom) by a health care
provider or by a provider of healtare services under orders of,
or on referral by, a health careopider, either for restorative
surgery after an accident or othejury, or for a condition that
would likely result in a period of aapacity of more than three (3)
consecutive calendar days in titessence of medical intervention
or treatment, such as cancer (Tin¢therapy, radiation, etc.), severe
arthritis (physical therapykidney disease (dialysis).

Treatment for purposes of the abkaection includes (but is not
limited to) examinations to detemnne if a serious health condition
exists and evaluations of therdition. Treatment does not include
routine physical examinationsye examinations, or dental
examinations. A regimen of cantiing treatment includes, for
example, a course of prescrgotimedication (e.gan antibiotic)

or therapy requiring special equipnt to resolve or alleviate the
health condition (e.q., oxygen). Agienen of continuing treatment
that includes the taking of overeftounter medications such as
aspirin, antihistamines, or salves bed rest, drinking fluids,
exercise, and other similar activii¢hat can be initiated without a
visit to a health care provides, not, by itself, sufficient to
constitute a regimen of contiing treatment for purposes of
FMLA leave.

What is not covered by the FMLA? Conditions for which cosmetic
treatments are administered (suchmast treatments for acne or plastic
surgery) are not “serious healtbnglitions" unless inpatient hospital care
is required or unless complibans develop. Ordinarily, unless
complications arise, the commonadlu, earaches, upset stomach,
minor ulcers, headaches other thagmine, routine dental or orthodontia
problems, periodontal disease, etce, @xamples of conditions that do not
meet the definition o& serious health condith and do not qualify for
FMLA leave. Restorative dental plastic surgery after an injury or
removal of cancerous growths iserious health condition, provided all
the other conditions above are met.




Substance abuse may be a serious healtdition if theconditions of this
section are met. However, FMLA lemmay only be taken for treatment

for substance abuse by a health gaowider or by a provider of health

care services on referral by a healéine 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 your sick leave is not FNA-qualifying but otherwise meets
the Village's definition for sickdave, you may use your accrued sick
leave or other form of paidime off duringsick leave.

The Village will require an employee f@vicecompletea doctor’s
certification of the serious health conditiore within 15 days of the start
of the leave. Please contace tfillage Manager or HR fazertification

process-is-outlined-in-Section+of this-petieyforms

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

approvecabsenceaic aualifving
reasen. Thus, if an employee takes tlm’é imr a condltlon thaprogresses into
a serious health conitih and the employee requests FMLA leave as
provided under this policy, the Villageay designate all or some portion of
related leave taken as FMLA leaveihe extent that thearlier leave meets
the necessary qualifications. The Villag#l inform the employee that leave
is being designated as FMLA leave dhd amount of leave counted against
the employee’s leave entitlemt, 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 requesjualifying exigenc leaveorfamiliesof
membersto assist a family member who is a me he National Guard

or Reserves O aregularcompenentWho serves in a branaf the Armed
Forces when the covered military mieer is on covered active duty or
called to covered active duty.

An employee whose spouse, son, daughitgrarent either has been notified
of an impendingaicall-up or order to covered active military dutyr who is
already on covered active dutyay take up to 12 weeks of leave for reasons
related to or affected by the family mber’s call-up or serge. The qualifying
exigency must be one of the followirg: short-notice deployment, 2) military
events and activities, 3) child care awthool activities, 4jinancial and legal
arrangements, 5) counseling, 6) rasid recuperation, 7) post-deployment
activities and 8) additional activitiesaharise out of active duty, provided that
the employer and employee agreeluding agreement on timing and duration
of the leave.




“Covered active duty” means:
(a) (a)yin the case of a member ofegular component of the Armed

Forces, duty during the deploymaeritthe member with the Armed
Forces to a foreign country; and
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(b) yin the case of a member ofeserve component of the Armed
Forces, duty during the deploymenttioé member with the Armed Forces
to a foreign country under a call order to active duty under a provision

of law referred to inection10 U.S.C.101(a)(13)(B)ttitle 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 leavexcept 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 basedaualifying family member’s short
notice deployment leave (deploymevith 7 days or less notice) must
provide proof of the qualifying familpnember’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 basedajualifying family member’ssoxr
termshort-termRest and Recuperation leafrom a deployment (“R & R”)
must provide proof of thqualifying family member'sR & R” leave before
leave is granted. Requests under sleistion will not require additional
documentation and are not to exceed 5 days.

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

6. Military caregiver leave (alsknown as covered servicemember
leave) to care for an injured oll servicemember or veteran.

Aaln addition, aremployee whose son, daughtemgpa or next of kin is a
covered servicemember meake up to 26 weeks in a single 12-month period
to care for that servicemembeext of kin is defned 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 undergamedical treatment, recuperation, or
therapy, is otherwise in outpatient stgtor is otherwise on the temporary
disability retired list, for a serious injury or illness; or



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

The term “serious injury or illnesstieans
t(a) a+in the case of a member of thended Forces (including a member of

e National Guard or Reservesyaas-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 (oristed before the beginning of the
member’s active duty and was aggated by service in line of duty on
active duty in the Armed Forces) and that may render the member
medically unfit to perform the dutied the member’s office, grade, rank,
or rating; and

(b) @yin the case of a veteran who was a member of the Armed Forces
(including a member of hNational Guard or Resaes) at any time during
a period when the person was a covered servicemembeta qualifying
(as defined by the Secretary of Labojuig or illness that was incurred by
the member in line of duty on antiae duty in the Armed Forces (or
existed before the beginning thie member’s active duty and was
aggravated by service in line of duty active duty in the Armed Forces)
and that manifested itself beforeaiter the member became a veteran.

Employees requestings-type of FMLA leaveto care for a servicemembmust
provide certification of th family member or next-of-kin’s injury, recovery
or need for care. The certification pess is outlined in Section K of this
policy. Thisistheoniy-type of FMLA leavehatmay extendn-employee'sleave
entitlement beyond 12 weeksfOr Upto 26 weeksother typesof FMLA leaveare

included-with-this-type-of leave for-a-maximumalready taken for other FMLA
circumstances will be deducted from the taf26 weeks.

F. Requesting and Certifying FMLA Leave

All employees requesting FMLA leave must provide verbal or written notice of
the need for the leave to their supsov. 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 lesaith30 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 FMb#Aalifying. 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 gualifying leaves, so that accrued sick time or other time off
can be properly allocated.

The Village will require certification fothe employee’s or family member’s

serious health condition. The employee nustide 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 certificatn 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 certifidgon for employees needing to care for

a servicemember with a serious injury or iliness (including covered veterans), as
described above. This may include a copy of the military medical information,
orders for treatment, or other officlimed 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 siguaifitly, 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 necessitdtes 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 withadiequate 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 mutlyaselect the third doctor, and the

Village will pay for the opinion. This thikopinion 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 #n 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. AmountofG. Counting and UsingLeave

AsExcept as otherwise noted for leavesare for a servicemember, an
eligible employee can take to 12 weeks of FMLAeave due circumstances (1)
threugh-(5)-abeve-duringaaya 12-monthrolling period. The Village will measure
the 12-month period as a rolling 12-miomteriod measured backward from
the date an employeesslast usecany leave under this policy. Each time an
employee takes leave, the Villagdlveompute the amount of leave the
employee has taken under tpdicy in the last 12nonths and subtract it
from the 12 weeks of available leaagd the balance remaining is the
amount the employee dstidedableto take at that time.

"in-law) with-a-seri it husband-and-wife, theymay onIy take

a comblned total of 12 weeks of Im\rf 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 wifeyroaly take a comhbed total of 26
weeks of leave.

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

E. H. Employee Status and Beefits During Leave
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While an employee is on leave, tidlage will continue the employee's
health benefits during the leave peraidhe same level and under the same
conditions as if the employee had continued to work.

If the employee chooses not to rettmrwork for reasons other than a
continued serious healttondition of the employee dihe employee's family
member or a circumstance beyond éngployee's control, the Village will
require the employee to reimburse Willage the amount it paid for the
employee's health insuranceeprium during théeave period.

Under-current-Village-policy-the-employee-pays-a-portion-of- the-health-carep um-While

on paid leave, the Village will continue to make samgpayroll deductions
from any paid period of FMLAto collect the employee's share of the
premium.whileerDuring periods otinpaid leave, the employee must
continuealrangeto make this paymeniter in person or by mail.
Arrangements must be made before the leave bagitess the onset of the
leave was not foreseeable. The payment must be received by the Village on or
before the first (¥) day of each month. If the pagmt is more than 30 days
late, the employee's healthre 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 employee fails to return to wodkter the period oieave has expired,
other than due to a continuationtb& serious hdth condition or
circumstances beyond the employee’s control, the Village shall seek
reimbursement for the health insucarpremiums 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, anctittitled to accrue seniority and

employment benefits onlguring the paid leave period. Employment benefits
during unpaid leave do not continuesitcrue, except as otherwise specified

in applicable beefits policies.

£ |. Employee Status After Leave

Employees on leave areguéred to report periodally (no less than once
every two weeks) on the employee’s gtaand intent to return to work.
Employees who timely return to wosdfter FMLA leave are entitled to
reinstatement to the same position @oaition with equivalent status, pay,
benefits and other emploent terms. However, aamployee’s rights with
respect to benefits aminployment are no greateatihhhad the employee not



taken leave. Thus, an employee wondd 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 thadicy will be notified if required

to provide a fitness for duty (FFR)earance from the health care provider
upon returning from leavéncluding intermittat leave under some
circumstances.

Obtaining or remaining on leaumder false pretenses may result in
discipline, up to and including imrd&te terminatiorof employment.

c. J. Use of Paid and Unpaid Leave

An employee who takes FMLA leave fany reason must exhaust all accrued
but unused paid leave while on FMLA leavesuantte-federal-Department of Laber
opinion-FMLA 2019-1-A issued-March-14,2019.BY law, Villageemployees may not “opt
out” of FMLA leave or askse employerto delay certification of FMLA leave
until after paid leave is exhausted.

Employees taking leave based upogirtlown or a qualifying family
member’s serious health condition arguieed to use paidme off prior to
using the balance of the FMLA leave on an unpaid b&bes.order of leave
us?Pe shall begin withdd leave until exhaustethllowed by personal leave
unti
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exhausted, and then vacation leawél exhausted. However, the employee
cannot use accrued sick leave in aityagion in which such leave could not
normally be used pursuant to the policiethis Manual. All paid leave used for

an FMLA qualifying reason will be chged 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’ compensatibanefits are paid (if the leave also
qualifies for FMLA protection) will belesignated as FMLA leave and will run
concurrently with- not in addition to -FMLA. If an employee is absenidue
to aworkers’ compensationaveinjury or illness the employee may be paid
workers’ compensation benefitstead of accrued sick leave.

H. K. _Intermittent Leave-ora Reduced Work Schedule.

Intermittent leave or a reduced workedule may be used wh it is medically
necessary and substantiat€de request for intermittent leave or reduced work
schedule should be made at the tihmeemployee requests FMLA leave and
should be accompanied by the Certificatélealthcare Provider. Intermittent
leave or a reduced work schedule may alsdaken for the birth, adoption, or
foster care placement of a child if aoceptable schedule can be agreed upon by
the employee and his/her respective Depant Head; however, final approval
rests solely with the Vidlge Manager and is final.

olov ma\-ta u 3V a on

When determining the amount of intattent FMLA leae available, the

Village uses the normal work schedule for the employee. Generally, employees
normally work 40 hours per week witlc@asional exceptions would be entitled

to up to 480 hours of FMLA leave. Enogkees who consistently work overtime

or who work less than 40 hours maywéan higher or lower, respectively,

average number of hours, which wouldrbeltiplied by 12 weeks to determine

the total available hours.

The Vilage-mayEmployees requesting the usdarmaermittent leave are asked to
make medical appointmerdstimes of day that adeast disruptive to the
Village’s responsibilities to the publiddepending on its business needs, the
Village reserves the right temporarily transfer aemployee to an available
alternative position with equivalent papd benefits if the alternative position
would better accommodate timtermittent or reduced kedule, in instances of
when leave for the employee or emplogdamily member is foreseeable and
for planned medical treatment, incing recovery from a serious health
condition or to care for a dt after birth, or placemerior adoption or foster
care.

K. Return to Work .




An employee on leave is expected to retio work as indicated by the ending
leave date on the approvalquest for FMLA leave form. If the employee needs
additional medically certifie leave, he/she must file a request for additional
leave with the Village Manager as soompassible and will be advised whether
he/she is eligible for additional tinoéf on a paid or unpaid basis. If the
employee is able to return from leagarlier than expected, the employee
should give the employer at leds (2) business days’ notice where
foreseeable. If the employee decides tmirate employment with the Village
during the leave, the employee mustifyahe Village Manager immediately.

Employees returning to work should souibtheir Fitness for Duty certificate
signed by their provider pnido but no later than thefirst 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 “keyployees,” an elible employee who
takes leave shall be entitlegon return from suckeave to be restored: 1) to the
position held by the employee whem leave commenced; or 2) to an
equivalent position witlequivalent pay, and oth&#rms and conditions of

employment.

For purposes of the FMLA, a “key empl@&/as an employe&ho is among the
highest paid 10% of all the employed§restoring a key person would cause
substantial and grievous econiermjury to the Village's operations, then the
key employee may not necesbabe entitled to jolrestoration. Key employees
whose positions may be subject to thisvision will be so notified at the
commencement of the leave.

Leave for birth, adoption or foster carka child must beéaken within one
year of the birth or placement of the chilebrmittentandior, may be taken on
an mtermlttent basis or as a requestré:ojuced schedulexve-isnotavailablefor

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

M. Employee Responsibilities.

Employees eligible for FMLA leave hagertain responsibiligs to the Village:

1. The employee must provide the Vilwith 30 days of advance notice
if the need for leave is foreseealde;as soon as practicable if the need
is unforeseeable, such as in theecaf a medicag@mergency requiring




surgery or hospitalization. If leaveusforeseeable, the need for leave
must be reported as soon as pcadile (generally, within two (2) days

of the occurrence that requires leave). The Village will provide
requesting employees with a packetrdbrmation that contains forms

to be completed by your medical provider(s). These forms should be
completed in a timely manner and meted 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 tmffeand the Village’s policy with
respect to using avable time off.
Employees must submit @#icates of Health Care Provider forms

within 15 days of the commencement of the leave and must submit
Recertification forms at least every 88@ys. In some instances, they may
be asked to provide forms every d&ys. Re-certification forms can be
obtained from your Department i Failure to timely submit
certification forms may result ileave rights being affected.
Employees should notify their Departnt Head as soon as possible

about their anticipated return-to-watlate. The Village may require a
second medical opinion about an emgle\s fitness to return to duty, at

its expense.










319318 Unpaid Leave of Absence

The Village may provide leave of absenwithout pay to éfjible employees.
Regular full-time and regat part-time employees are eligible to request
unpaid leave. Asoon as eligible employees bew® aware of the need for an
unpaid leave of absencegthmust request leave frotne department head by
submitting a lea® request fOI’theln con3|der|nq the request Wellage
Manageror HumanF : ROty A e

enWill take into accounthe operatlonal and orgaatlonal reeds of the
Village. Employees may have the optie@ihcontinuing their health insurance
while onan-unpaid leave of absenaeexcess of 30 days.suantto COBRA by
continuing to timely remit thir share of the premium

320 Military Leave

The Village complies with applicabt#ate and federal law concerning leaves
for military service. Regular full-tieand regular partmhe employees who
perform service (e.g., scheduled drillgiming or activation) in the uniformed
services (as defined by the Uniformr@ees Employment and Reemployment
Rights Act of 1994 (“USERRA”) or certaitypes of service in the National
Disaster Medical System are entitlechtmilitary leave of absence from their
Village employment positions, subjectttee limitations and restrictions set
forth in state and federal laws a¥dlage policy including Chapters 5903,
5906 and 5923 of the Ohio Revised Code.



Upon receiving an assignment foilitary service, employees should
promptly provide notice to their sup&uers prior to going on military duty,
unless precluded by military necessity. [ifayees are encouraged to provide
written notice, but oral notice is aqtable. Unless providing advance notice
is precluded by military ecessity, employees who fail to provide advance
notice will not be entitled to the re@yment rights and benefits provided by
USERRA.
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For up to one month (up &2 eight hour work daysr up to 176 hours) per
calendar year (January 1 through Daber 31), employees on leave under
this policy will receive their normdull pay (minus any offset for
compensation earned for military servic@pcumentation that verifies the
military training leave and copy of the employee's litary earning statement
must be provided to the Village. Themaining leave will be unpaid, however,
employees may use any available wmraor personal time to cover the
absence.

The Village will, at a minimum, maintaimealth insurance benefits for the
first 30 days of militarjeave as if the empleg was actively employed. If
the employee's military leaus for 31 or more days, the employee will have
the opportunity to continuleealth insurance coverage, similar to COBRA,
for himself/herself and his/her ellde dependents for a period up to 24
months. During this extended periodaointinuation coverage, the employee
will be responsible for the entire stoof military leave continuation
coverage, but cannot be required to payre than 102% of the full premium
for coverage.

Benefits such as vacation, sick andspaal paid time off or holiday pay will
be suspended during the leave anlll l@sume upon the service member's
return to active employment. Howeyéor the purposes of determining
amount of vacation, sick and persopald time off and other benefits, a
returning service member will be tted as though he/she was continuously
employed upon return tactive employment.

Employees on military service of leggn 31 days (e.g., two-week active

duty training assignments inactive duty traininglrills) are required to

return to work for the first regularlycheduled shift after the end of training,
allowing reasonable travel time, aad 8-hour rest period. Employees on
longer military leave must apply forinstatement in accordance with all
applicable state and federal laws in regards to notification of and time frame
in which they must return to wiorTemporary employees do not have
reinstatement rigs under USERRA.

Under certain circumstances, employeesetiggble to be reinstated to their
previous position unless the Village determines that the circumstances have
so changed as to make reemploymergossible or unreasonable. If on

military leave for 90 days or less, ebie employees may be reinstated to

their previous positiorif on military leave forover 90 days, eligible

employees may be reinstatedtheir previous position or a comparable one

of like seniority, status or pay.



The period an individual Isato make application feaeemployment or report
back to work after military leave Esed on time spent on military duty. For
military service of mor¢han 30 days but lessah 181 days, the employee
must submit an application for reemplogm within 14 daysf release from
service. For service of more than 1d88ys, an application for reemployment
must be submitted within 90 g of release from service.

321 Continuing Medical Coverage (COBRA)
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Under federal law, employees, thepouses and dependents have the
option to elect to continue groupdith 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 (goirfgom full-time to part-time
or long term leaves of absence.)
4.  Divorce or separation of the covdremployee from his / her spouse.
5. Loss of “dependent” status undeetterms of the gup health plan.
6. Total disability of the employee @ny covered spouse or dependent.

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




326 Years of Servicewards Recognition

The Village Manager Wilkstablish-a-Years of Service Awards Program-in-order to
recognize employee loyalty and longevity with the Village-ya manner
which is non-financial in nature.

SECTION 5: TIMEKEEPING AND PAYROLL

401 Workweek and Workday

A regular workweek for non-exempmployees, except pee officers and
clerk- dlspatchers shall consistraft more than forty (40) hoursseven

e-days{168-h g a : a-ten-hours Y OUr Work
schedule is set bv vour supervisor based on the needs of the VRegudlar
workweeks and workdays shall be in accordance with schedules established
or approved byke Village- Manageryour supervisarExceptions to the regular
workweek andverkdayworkdaymay occur, only with Village Manager
approval, in rare circumstances daeemergencies and/or unforeseen
increased workloadg\t times, you may be requireéd work more hours, or a
different schedule based on business demands.

402Timekeeping
: :




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

performing assigned duties. Time isadated to the neast quarter-hour.

All employees should accurately recdihe time they bgin and end their
work as well as the beggnnl_ng.and ending time of each meal period. They
should also record the beginning amtling time of any split shift or
departure from work for personal reas@vertime work must
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always be approved by the supeovibefore it is performed. For police
officers, overtime may be performed irsesa where it is necessary to complete
an arrest or paperwork needed immedlgtfor 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 recordsr recording time on
another employee’s time recondthout their knowledge or consent, is
considered fraud anaill result in disciplinary action

, up to and including terminatiolt.is the employee’s sponsibility to sign
h|s or her time records to certifyetlaccuracy of alime recorded. The
supervisor shall review and then initibe time record before submitting it
for payroll processing.

403 Paydays

Regular employees are paid biwketn every other Thursday. Each
paycheck statement will include earnirfigsall work perfemed through the
end of the previous payroll period.

In the event that a regularly schéztlipayday falls on a holiday, employees
will receive pay no later thahe first day of workesbeforeor afterthe
regularly scheduled payday. Whenevehange in the scheduling of paydays
IS necessitated by the occurrence of a holiday during the week in which a
payday occurs, employees will be notifiadadvance of such a change in the

payday.

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

Those employees who are working durihg change to daylight saving time
may work one hour less than a fulifsklue to clocks changing forward by
one hour during the shift; however, twdl still constitutean entire shift
without the employee usy any additional personal, vacation or
compensatory time.




Those employees who are working agrihe end of daight saving time
may work one hour more than a full ghdfie to clocks dmnging backward by
one hour during the shift; in this @athe additional hour shall be counted
toward the employee’s hours for thety period and may result in the
employee earning overtime.

404 Direct Deposit of Pay

Employees are required to have thgay directly deposited to their
financial institution account. On pday, instead of a check, a payroll
statement explaining how much you weegd and all the usual paycheck
details will be available on this statement. Employees may split direct
deposit disbursements into sepawmateounts at different financial
institutions but must authorize the \ége to do so in writing. Please secure
and complete a direct deposit authation form from Payroll to set up

your direct deposit or to change yalirect deposit account or financial
institution.
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407 Pay Deductions

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

The Village of Yellow Springs offengrograms and benefits beyond those
required by law. Deferred competisa, flexible medical accounts,
dependent adult and child expense accouatsnited Way deductions-are
examples of other eligible deductiofdigible employees may voluntarily
authorize deductions from theirymnecks to cover the costs of
participation in these programs.

408 Garnishments

Effective Date: 01/20/2022

A garnishment is a court order or govment agency demand which requires
the Village to withhold a certain amot of money from a paycheck and send
it to the specified person or agenéyages can be garnished to pay child
support, spousal support or alimony, taktdeoutstanding student loans, or
money owed as a result of a judgment in a civil lawsuit. If the Village
receives a garnishment order, thélage shall notify the employee of the
garnishment at once. The Villagelégally required to comply with
garnishment orders. To dispute thecamt of a garnishment, the employee
must contact the court or@gcy which issued the order.

409 Longevity Pay
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410-Overtime Compensation

When operating requirements or otheeds cannot be nh@uring regularly
scheduled work hours, employees willdieen the opportunity to volunteer
for overtime work assignments. In the evire Village is not able to meet its
operational requirements by those whaowxéer to work overtime, mandatory
overtime will be assigned. Overtime warlust receive prior authorization by
the supervisor. Overtime will be distrileat as equitably as is practical among
employees qualified to perform thegréred work. Part-time and as-needed
employees are normally not permittedatork overtime. In the event that
overtime is worked by these employei® conditions above and the rates
below will apply.

Overtime compensation is paid tbraon-exempt employees, in accordance
with federal and state laws, based on hours worked. For purposes of
calculating overtime, “hogrworked” shall include paid time off feiex,
vacation and personal leave

In accordance with the Fair Labor 8tiards Act, Regular Full-Time, Part-
Time, and As-Needed non-exempt employeesept for Police Department
employeeswho work (through a combination wfork and paid time off for
siek- vacation and personal leave) in essef 40 hours in a week will be paid
overtime at a rate of 4 times the employeet®gular hourly rate.

Police Department Overtime- The Fhabor Standards Act provides an
exemption to the ordinary overtimeypaequirements for employees engaged
in law enforcement. Those employeae to be paid overtime on a "work
period"” basis. A "work period" maye from 7 consecutive days to 28
consecutive days in length. For workipés of at least 7 but less than 28
days, overtime pay is required whitse number of hours worked exceeds the




number of hours that bears the saglationship to 171 hours as the number
of days in the work period bears28. In other words, for police officers,
overtime is not necessarily based dmae-and-a-half after 40 hours/week
standard, but is instead prorated cadonger work period, with the overtime
threshold calculated by (Days in Work Period / 28) x 171 hours. Law
enforcement personnel are required tgael overtime oly after working
more than that adjusted amount, tiw standard 40 hours per week. YSPD
utilizes a 14-day work period andysaovertime for hours worked over 80
hours in a work period.

Regular full-time employees mayeet compensatory time off at the
applicable overtime rat®r each overtime hour worked in lieu of payment for
overtime hours worked, up to a maximaecumulation of eighty (80) hours.
Accrued compensatory tinmeay be used by the enagiee for paid time off,
subject only to reasonable ada notice to the superV|smseLeteempensatepy

thpon termlnatlon accrued but unusmﬂnpensatoryme shaII be
paid at the employee’s then hourly réfenployees may alsequest a payout
of accrued compensatory time at dimye, subject to Finance Director
approval. All accrued compensatory timiél Wwe 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 ynaclude a set minimum number of paid
hours regardless of tlaetual hours worked.

411 Call-In Pay

Call-in pay applies only teegular full-tme non-exempt Village employees.
Call-in is defined as an occurrenceemhan employee is notified during his
or her off-duty hours of the need tonee to work. These provisions do not
apply to scheduled overtime, whichdefined as an occurrence when the
notification of the need to workdditional hours occurs during the
employee’s work hours.
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Employees who have completed the wddy 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) timeheir regular rate gfay. If the employee must
work more than two hours, all additidrieme worked will be paid at one-
and one half (1.5) times the employeedte of pay. A second or subsequent
call-in within two hours from the first M/be considered part of the first
occurrence. With the exceptiontbe Police Department, employees who
are called in to work on Sundays dmaidays shall be compensated at two
times their regular rate of pay fome actually worked with a two hour
minimum.

RegquiredSCheduled meetings, eventssanilar, such as a required
attendance for in-service training is not considered as “call-in” for
purposes of this policy, and is paidtia¢ employee’s regai rate of pay.
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SECTION 5: WORKING CONDITIONS

501 Work Schedules

Work schedules for employees vary throughout our organization.
Supervisors Wilkdvise employees of their-individuaisetwork schedulesased on
the needs of the Villag&taffing needs and operational demands may
necessitate variations in starting amdiieag times, as well as variations in
the total hours that may be scheduled each day and week.

All full-time employees are provideslith one meal period each workday.
Supervisors will schedule mealrpls to accommodate operating
requirements. Employees, withetlexception of police department
personnel, will be relieved of all activesponsibilities and restrictions
during meal periods and will not berapensated for that time. Normally,
lunechmealbreaks will be one-half (1/2)our or one (1) hour in length.
Employees aressponsible for finding coverader their duties if they need
to take time off during their shife.g., 15-minute breaks). Employees are
required to record the beginningdaend of each day’s meal periedpe
mannerspecifiedas directedy the supervisor.

Rest periods, or breaks, will behgduled in the morning and afternoon,
one break per four hours of work, foot more than 15 minutes, as may be
determined by the department head. Supervisors will advise employees of
the regular rest period schedule. Toéeent possible, st periods will be
provided in the middle of work periodSince this time isounted and paid
as time worked, employees must no@absent from their work stations
beyond the allotted rest period tintEBnployees who have recently given
birth may also request reasable time to nurse axpress breast milk for

up to a year after the birth and may rexjuen appropriate space that is free
from intrusion by other employeesasll as members of the public.
Lactation breaks, to thextent possible, should lmencurrent with any

other break period if the employeannot perform work duties while
nursing or expressing breast milk.

Any employee, including those who operaquipment or drive a truck in
their assignment, shall nbe required to work more than 12 consecutive
hoursand-employees shalEmployees mustomply with all ruleserregarding
commercial driver’s liceresswork hour restrictiongs-employee shal-net be
mitted-with he-exn men he-em upervi o and may not




work more than 16 consecutive hoursrerethan-16 hoursswithin a 24
hour periodwithout supervisor approval

502 Notification of Absence

Whenever an employee must beseatt from work, it is the sole
responsibility of the employee to notifys/her immediate supervisor prior to
the beginning of his/her shift. &remployee is required to notify the
supervisor by according to the prosestablished by their department’s
supervisor. Provisions governing absentes to sickness, approved leave of
absence, vacation leave, etc. aveered under the appraogte heading in
these policies. Any employee whoailssent without approved leave, who
fails to contact the immediate supervisegarding his / lreabsence, or who
fails to report for work at the scheddlgme shall be subject to disciplinary
measures. Any employee whaaissent from work for three

consecutive work days without authoridedve shall be considered to have
resigned from his / her
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employment with the Village. Howereghe department head, with the
approval of the Village Manager, may waive this provision under
extenuating circumstances.

503 Safety

Employees must immediately reparany unsafe condition to the
appropriate supervisor. To assist in providing saafe and healthy work
environment for employees, custosieand visitors, the Village has
established a workplace safety progrdimis program is a top priority for
the Village. The Village Manager has responsibility for implementing,
administering, monitoring, and evatirgy the safety program. Its success
depends on the alertness and peas commitment o&ll employees.

The Village provides information mployees about workplace safety
and health issues through regufaernal commuration channels

such as supervisor-employeeeatirgs, bulletin board postings,
memos, or other witen communications.

All employees and supendgss receive periodic wkplace safety training.
The training covers potential safetyd health hazards and safe work
practices and procedures to elimaat minimize hazards, in accordance
with the Public Employee Bk Reduction Act (PERRA).

Some of the best safety improvamé&eas come from employees. Those
with ideas, concerns, or suggestiémsimproved safety in the workplace
are encouraged to raise them vihikir supervisoror with another
supervisor, or bring them to theaeition of a member of the safety
committee. Reports and concerns abwotkplace safety issues may be
made anonymously if the employeesthwes, and all reports can be made
without fear of reprisal.

Each employee is expected to obseand obey safety rules and to exercise
caution in all work activities. Employe&go violate safetgtandards, who
cause hazardous or dangerous situati or who fail to report or, where
appropriate, remedy suchugations, may be subjett disciplinary action.

In the case of accidents that resulinjury, regardlessf how insignificant
the injury may appear, employees must immediately notify the Village
Manager or the appropra&asupervisor, as well as the Payroll Supervisor.
Such reports are necessary to ctymypth PERRA laws and initiate
workers' compensatidrenefits procedures.



The injured employee and orhertheir direct SUPervisoiire to-ebtain-aninitial
Injury-Report-Form-from-the-Payroll-SupervisorsMUSt obtain andompletea First
Report of Injury form, ensure it is signeahd sign the form and retuiinto
the Payroli-superviserdesignated internal Bureau of Workers” Compensation
(BWC) contacibefore the ed of the shiftferfollowing any injuryeceurs,
regardless of whether immediate medetntion is required. Supervisors
are responsible for providing a copy to Hagel-superiserdesignated internal
BWC contacitMMEDIATELY. The payelsupendserinternal BWC contact
will provide the injured employee with a Workers’ Compensation
Information Card to take to all mediappointments related to this injury.
The payrel-supendsedinternal BWC contacwill complete the First Report of
Injury Form¢=roy, obtain the injured employees’ signature and submit it to
the Ohio Bureau of Workers’ Corapsation. The determination of valid
clams and eligibility for benefits imade by the Bureau of Workers’
Compensation and/or the Industrial Commission of Ohio.

504 Driving Safety
44

All Village employees operating ¥age-Owned Vehiles (VOV) or
equipment, or operating a Privatédyvned Vehicle (POV) for authorized
Village business, must follow all trafflaws and use safe driving practices.
All drivers are required to comply thi all applicable motor vehicle and
traffic laws in the State of Ohio. Sdalts must be worn at all times, and
only Village business-related passengaesallowed in Village vehicles.
Vehicles should be inspected befose, with any unsafe conditions
reported immediately.

Effective-January-2022

Smoking and vaping are strictly prohauxkin all Village-owned vehicles
and equipment.
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When driving, ensure that all necassaquipment (e.q., lights, mirrors, and
wipers) is clean and functioning. Spd@&guipment, such as tractors or
cranes, may only be operated bypdoyees with proper training and
supervisor approval. Employees masgbid driving vehicles or equipment
in unsafe conditions and shouldver leave vehicles unsecured.

Any employee found to be &ult in a vehicle inident involving Village
property or while on Village busingsvill be required to undergo a
mandatory drug andlcohol screening.

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

If there is more than one person igehicle (e.q., truckr equipment cab),
a spotter must perform a walk-aroundpection to check for hazards
before the vehicle is moved or backed If the driver is alone, they must
perform a solo walk-around before bakup to ensure ehr visibility and
identify any hazards. Always cheakirrors and surroundings carefully.
Never back up into intersectionspsswalks, or other hazardous areas.

Secure loads properly angde safety equipment suah reflective cones or
triangles when parking on roadways. Alygdock vehicles when not in use.

505 Credit Card Usage Policy

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

personal use is strictly forbidden.

Receipts are to be submitted witli& hours, stamped with the proper
expense account number and bibarsupervisor’s signature
authorizing the transaction.

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



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

Rewards Programs

Pointser+, rewards_or other incentiveeeceived from vendors asa

result of Village business shall bensidered the property of the Village.
These rewards must lisedsolely for thesuwre benefit of the Villagensiy
and treated like cashaeipts and expenditureSmployees should not
personally benefit from any rewds or points accumulated through
Village business transactions.

Credit Card Reward Redemption

Any credit card rewards @oints redeemed by deparimiéneads must be used
strictly for official Village businespurposes. Personal use of any redeemed
rewards is strity prohibited.

506 Use of Equipment

When using Village equipment, empém®s are expected to exercise care,
perform required maintenance, aotlow all operating instructions,
safety standards, and guidelines.

Employees are required to immeeigtnotify the supervisor if any
equipment, machines or tools appeabécdamaged, defective, or in need
of repair. Prompt reporting of damagedsfects, and the need for repairs
could prevent deterioration of equipnt and possible injy to employees
or others. The supervisor can ansary questions about an employee's
responsibility for maintenance and cafeequipment used on the job.

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

Village owned equipment shall not be used for personakusewespt
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507 Use of Telephones & Cell Phones

To ensure effective telephone conmmications, employees should always
greet callers and speak in a deous and professional manner. The
Village uses voice mail for most enggkes and an employee’s voice mail
number may be offered to a calleraasoption in the event that the
individual is not available, and tlwaller wants to get a message to the
employee immediately. If taking a ssage, please confirm information
received from the caller, and hangargy after the callehas done so. If
transferring a call, employees shoulgfiget the namef the caller and
inform the party to whom they ateinsferring the cathe name of the
caller.

While some personal calls are neces$amn time to time employees must
keep personal calls to a minimumamber as well as minimum duration.
Employees may want t@quest permissn from the supersor before
making personal calls in der to not disrupoperational need Supervisors
may use their discti®on to determine if an ephoyee is abuag time or
Village equipment for personal commaation; employeemay be subject
to disciplinary action.

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

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

breaks. When an employee must theer cell phone, wite driving, they
should keep conversations bria¥oid unnecessary calls, and no calls
should be made if driving is hazardolfst is necessaryor the employee
to read or write while taking the cathe employee must pull off the road.

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



and reach. Employees should beamind that cell phone calls can be
intercepted and should take proper precautions when discussing
confidential information. Howevecell phones provided by the Village
may be subject tpublic records requests for any records on the phone,
including the telephone nurer assigned, call logdigital location data,
text messages, photosgdenb and other records.

The Village requires the following enmlees 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 ManagePublic Works Director, Public
Works Department Heads (Electric, Water, Sewojice Sergeants
Group 3: Finance Director, Planning Zoning Director

The Village will provide employees i@roups 1, 2, and 3 with a Village-
owned cell phone at no cost teetemployee. These employees may
alternatively choose to use theirgenal cell phone for Village business
and receive a monthly reimbursent, according to the following
schedule:

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

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

expectations.
508 Use of Two-Way Radios

The Village maintains a radio systéar communications between the
dispatch center in the Police Départrhand emplo%ees carrym_&portable
radios and employees in v_ehlckm;.up{)ed with mobile radios. The

n

system’s primary function is to maintain police
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communications and police matter&ays have firspriority. Public
Works, Parks & Recreation, and otleenployees have use of the system
also, and should use the non-repe&tequency whenever possible.
Employees will be instructed by supeien as to proper radio use. The
Police Department will also pyvide guidelines for radio use.

509 Computer and E-Mail Usage

Computers, computer files, the E4treystem, the Internet, and software
furnished to employees are the propatthe Village and are intended for
business use only and are not taibed for personakasons. Employees
should not access a file, install or capy software, or retrieve any stored
communication without authorizatioBmployees who use a computer and
are logged into a Village operatingsssm during normal work hours must
log out of the system &te 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 construedhasassment or showing disrespect for
others based upon protected classifications.

Use of personal websites, social mgaaforms, 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 owrctipgright to this software or its

related documentation. Unless authoribgdhe software developer, the

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

Employees may only use softwaretbe Village's area network or on
multiple machines according toetlsoftware license agreement. The
Village prohibits the illegal dupli¢deon of software and its related
documentation.

510 Workplace Monitoring and Privacy



As employees of a political subdiws, Village employees should understand
that most of the documents useated and/or stored in the work
environment, including audio tapes, wd@pes, E-mailred documents stored
in files, desks and computers, are pubdicords. Employees shall not use any
of this equipment or storage for persorecords. Supervisors, employees and
other users of the equipment or storage can and may access such records.
Employees shall not send, receive oretoersonal messagesrecords in or

on Village equipment or storage devices.

Workplace monitoring of communicatie may be conducted by the Village
to ensure that required policies andgedures are beirfgllowed, issues or
assignments are being handled in Hiicient and timely manner, and citizens
are being properly served.
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511 Employee Social Networking/Social Media / On-Line
Expressions

This policy addressesersenal-Web-sites-Web-logs{blegs)-andemployee use of all
forms of online interaction, includingocial networking or social media (i.e.,

Facebook LinkedIn and similar sﬂen)tlwtles (colleuvely on-line sites?), all-of

; d e A—iA sitwreplatforms The
Vlllage respects the rlght of employe&s use these mediums during their
personal time. However, there are timvsen personal expression on on-line
sites-thatis-abeut-or-directed-toward;platforms that relates to théllage as an entity,
and itsemployeesor residentsmay have a negative effect on the workplace.
With this in mind, the followingaetivities-are-prohibited-on-on-line-sites+egardless—of
when-or-where-they-oceurguidelines should be followed when engaging oniine

€ Personal social media account nanmesugd not be tied tthe Village or
create a likelihood ofonfusion about the sourc€his will help clarify
that the individual who maintainsuch an account is not speaking
officially on behalf of the Villageor in his or her capacity as a public
employee or eldged official.

€€ Employees are—prohibited—from—utitizingshould avoid using on-line
sitesplatforms to make comments about directed—toward—histher— CO-
workers thatrecan be construed @efamatoryand/erwould violate the
Village’s sexual EEQ 0r harassmentqual-employment-oppertunity,-workplace

policies, would constitutbullying-and/erwerkpiace Or Violencepslicies, or
any other policyetferta-in this Policy Manuabr conduct prohibited by
law.

¢€ If employees identify themselvesasployees of the Village, employees
must make it clear tene-readers that the views expressed are the
employee’s alone and that they do natssasiy-reflect the views of the
Village. Unless expressly authorized, employeesiay not to speak on
behalf of the Village.

€ Employees who use social media lbehalf of the Village should be
honest, straightforward, and respattfif they choose to comment on
Village issues on personal pages, they are personally responsible for what
they post and for any consequenegsing therefrom. That includes
defamatory statements gd®on social media.

€ If an employee makes a mistake on ei@omedia platform, corrections
should be upfront and as timely asssible. Social media creates a
permanent record of mistakes, steatpting to disguise a mistake may
make things worse, and may rurowaf of public records laws. Please
consult the Village Manager or Law Director.




€€ On-line activities must not bgrermed-enconducted duringvork time
and/or on Village equipment during non-work timelless a Village
employee’s responsibilitieseiude work on social media

Village employees should bearrmnd that the Ohio Public Records
Law and other laws may cover the camtof social media accounts.

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

This policywitis notto be construedrapplied-in-a-manner that improperly
interferesas interferingwith employees’ rightsinder Section 7 of the
National Labor Relations Act.

Employees who violate tholicy will be subject taericus- 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 conflithe 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 usbdcco products during their working
hours except during approved brgadtiods. Supervisors may make
exceptions, and employees will betified of applicable exceptions.
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The Village will assist employees whash to quit smoking or other forms
of tobacco use by facilitating accassecommended smoking or tobacco
use cessation progranand materials.

513 Business Travel Expenses
Effective Date: 01/20/2022

The Village of Yellow Springs will reimburse employees for allowable
expenses incurred while traveling atfithe Village on official Village
business. All business travmust be approved advance by the appropriate
department head, and employees wticseel plans have been approved are
responsible for making theawn travel arrangements.

Allowable Transportation Expenses

Employeesyeencouraged-toshalluse a Village-owned vehicle if available for
travel. Should a Village-owned vehicle ri# available, an employee may use
their own personal vehicle. Reimbunsent for traveby privately owned
vehicle is authorized not to excete rate based on prevailing IRS
regulations. Mileage is only payaliteone of two or more employees
traveling on the same trip in the sawahicle. Rental of a vehicle is not
reimbursable without prior approval (imcing Uber or Lyft, bus or taxi fare)
but employees are to use the mosineenical means available in seeking
transportation. For air fare, flight expges are only reimbursable when the
cost of such flight is less than the coautomobile mileage, or where travel
time is of significance in scheduling.

When an employee is to travel Ay, payment or reimbursement is
authorized at the loweatailable rate. Airline reseations should be made
as early as possible to take advantaigeny potential discounted rates. Any
frequent flyer credits earned by Village employees for travel on Village
business cannot be used for persoraadet. These credits must be applied
towards future Village travel.

Reimbursement can be claimed 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 meapenses to a reasonable amount. The

Vlllage of Yellow Sprlngs WI”FHmbH{&&&&H&L%&P@LH%&I&WhH&@H@vem@hHFaveJ

regmaaenprowde a per dlem meal aIIowann:eaccordance Wlth Current IRS




regulations-with-receipts-required-rates. Per diem will only be provided for meals
not otherwise included in the costrefistration, hotehccommodations, or
other pre-paid arrangements.

If meals are provided by a hotel, conferermeevent, employees will not be
reimbursed for meals.

The Village Manager has discretionapproving meal reimbursements.
Employees must attach a full itineyasr conference schlele for the trip,
clearly indicating whichmeals were provided.

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

reimburse sales tax up to a maximah$500. Employees are encouraged to
use the Department of Taxation Salex Exemption Certificate whenever
possible. It is the empYyee’s responsibility to obin the certiftate from the
Finance Director prior to departure for Ohio businesses.

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

siTransportation
Employees may be reimbursed for car agrtaxi fares, or other personal

transportation costs at the supervisdiskretion, dependingn the nature of
the travel and availability of ber transportation options. Any such
reimbursements require prisupervisor approval.
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Employees who are involved in an aamt or injury while traveling on
business must promptly report the ohent to their immediate supervisor.

Accompaniment and Personal TraWith prior approval, employees on
business travel may be accompaniecligmily member or friend, when the
presence of a companion will not irfexe 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 pernditte combine personal travel with
business travel, as long as time avrayn work is approved. Additional
expenses arising from such non-businesgtrare the responsibility of the
employee.

Post-Travel Reporting

When travel is completed, employees shall submit completed travel expense
reports to the supervisaiithin 30 days or December 31, whichever comes first.

In no event will reimbursements for opear be reimbursed with funds from

the following year. Reports should be accompanied by supporting receipts

for all individual business expensés;luding 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. Hldxpense Forms are availableden
Shared-Drive SharePoint

When an employee is attending a coef@e which is within 60 miles of the
Village, overnight accommodations wilbt be provided without advance
written authorization of the supervisor.

Employees should contact their supsov for guidance and assistance on
procedures related to travel arrangeragtnavel advancegxpense reports,
reimbursement for specific expensesany other business travel issues.

514 Remote work policy

The Village supports remote work, alsaown as “telework” or “work from
home” as a model for employees te #xtent it may improve work/life
balance and increase prectivity, and promote effiency and savings. Any
employee may be directed or permittedviark from a designated alternative
work location due to circumstances sashinclement weather, quarantine,
disability accommodations, and operatiomaeds. All employees must adhere
to the policies regarding use of tecthogy and protection of data while
teleworking. Teleworking is a managent option and nan employee right



that an employee can expect or dachaRemote work does not affect any
employee’s basic terms andnditions of employmeniNot every position is
suited for teleworking, nor is every ptoyee, so the Village Manager may
choose to limit teleworking to employei@scertain classifications, certain
positions, or certain circumstances. Evieleleworking full-time is not an
option, the Village may consider whetluartain classifications or positions
could telework part of the time, allong an employee to reduce the number
of hours in the office.

Occasional remote work, necessary tdgren Village functions, is distinct
from telework on a regular basis. Ramavork may be an option for an
employee who is absent from thenkplace but can still perform job
functions from an alternativedation. Supervisors shall make a
recommendation to the Village Mager for every position in the
organizational chart as to whether the duties of any positions may be
performed via remote work. Such
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recommendations shall include cmiesations of job functions, cost
effectiveness, scheduginand the ability to monitor the employee. For
example, the supervisor may takéiaccount the employee’s most recent
performance evaluation, ahystory of poor informabn security practices

or an employee’s active disciplinary redoFor 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 wakkmotely is responsible for
performance of all regular job dutiesless modified by the supervisor or
in a written telework agreement ana tmmmunicating toheir supervisor
any circumstances that prevent thewsrker from being able to work
remotely (e.g. power or tarnet outage at the remote work location). The
supervisor shall establish a plan with the employee to address such
unexpected

contingencies. The teleworkeratso responslb for regular
communication with coworkers and/other individuals as necessary to
complete job duties.

HR shall ensure that any employssrforming remote work has access to
information regarding setting up angonomic workstation at home or
another location. Remote work locatistsuld be reasonably quiet, free of
distractions or any noises inconsigtevith an office environment, and
provide for privacy to preant inadvertent disclosure of sensitive information
(if applicable). HR shall also nayithe Village’s Information Technology
provider ofthe remote work arrangemeiaiisd ensure that the employee
understands the need to follow grools for information security.

If additional equipment and supplies aeguired, other than those that an
employee normally maintains such datop or other comger, the Village
Manager may approve equipmt, supplies and softwaas necessary, but the
Village is under no obligation to reimlae a remote worker for any out of
pocket expenses for supplies ietamployee does not go through normal
Village channels to request needeggies or procure them from the Village
offices.



Remote workers are solely responsiiolethe 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. Rete workers agree that regardless

of whether a device is personal\Giage-issued (ay., laptop, smartphone,
tablet), any records stored on a mobéice shall be considered records in
transit and shall never be stored pan@ntly on a personal mobile device.

Remote work may permit an employeectwrdinate dependent care if the
employee is a permanent primary caver for any indvidual during the
employee’s scheduled work hours. Whihe Village prefers alternative
supervision or care outside okthemote work location, any such
arrangement shall be disclosed to ikage by the employee prior to the
initiation of remote work, and the Nage Manager may approve only if an
employee is able to complete assigned duties while also caring for a
dependent (e.g. a sick chitaust stay home from school).
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Remote work is covered by the StafeOhio workers’ compensation laws
for injuries occurring in the course ahd arising out of the performance of
the employee’s official job duties. M@ver, the remote worker shall be
responsible for the employee’s own da@y@s, non-compenike injuries, and
for any third party’s damages, anqlires resulting from the employee’s
failure to comply with all safetyral health rules and regulations and any
violation of the Village’s teleworkig policy or applicable Ohio law.

Remote workers are responsible fog #ecurity and protection of any IT
equipment and resources prad@d to them as well ansuring such resources
are only used by the remote workeo{ other members of the household or
anyone at other removweork locations).

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

The Village may prohibit employeestivaccess to sensitive data or other
concerns from participating in remote rkaf the risk outveighs the benefit
to the Village. Remote workers shall irathately report any lost, stolen or
potentially compromised IT equipmigicompromised accounts, and/or
Village data directly to the Village Manager.

While removable media and devices axtensively usefibr storing and
transporting data, some of the chargsties that makéhem convenient can
also introduce security risks to the Vilamfrastructure. Therefore, any use of
“removable media” including but nottited to optical disks (DVD, CD),
memory cards or flash drives showldly be approved after the employee
separately executes acknowledgememeogiving 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 $pgs 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 aresvered-by-eursubject to the Village'Substance-Free
Workplace PrO?ram. The Village of ¥ew Sprln%s recodgnlzes the adverse
effect that employee use or abuselafgs, narcotics and or alcoholic
beverages can have on the workpladee safety and health of the

employeegewerkerscO-workers visitors and persons served by the employee
are threatened by those who are
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impaired by substances of abuse. Alteeism, lack oproductivity and an
increased risk of deficient servicesn result from substance abuse. The
Village of Yellow Springs and employee may face liability from lawsuits
filed by members of the public for mngful acts committed (or omitted)
while the employee is impaired. Thadincial well-beingthe strength and
the ability of the Village to seiwe its community is diminished by
substance abuse ang its employees.

All employees are responsible foethconduct, even where misconduct
may be related directly or indirectly chemical abuse and or dependency
and-thereforechemically. Chemicallydependent and / esusive- employees
abusing controlled substancre encouraged to get hdlpforeit causes

The Village of Yellow Springs prohibits theawiu-manufacture,
distribution, dispensing, possessioruse of any controlled substance
(érugsyor alcoholon the Village of Yellow Spngs properties at any time and
while participating in any Village-sponsored activity or functi@fding the
lawfuluse-of. FOr purposes of this policy, the tergohtrolled substances,

preseribed-medicationsy)” Includes:

* |llegal drugs

* Marijuana, regardless of whethieis legal under state law

» The use of medications prescrilfed others, or used in a manner
not consistent with the prescribade. Prescription medications
must be kept in the prescripticontainer (by state) to avoid
misunderstandings.




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

Neln addition, ncemployee shall operate any vehicle or any equipment
owned, rented or leased by tMEHage of Yellow Sprlngs whllemgalred or
under the mfluence ofa : nekincludin

ssReporting Convictions.




Employees convicted of violating anydferal, state or local criminal drug
statute where the violation occurred on Village of Yellow Springs premises
and / or during work hourgjcluding traffic offensesnust report the
conviction to the Village Manager withfive (5) working days of the
conviction. Such convictions Wresult in the employee’smediate

termination or a requirement that the erapee satisfactorily participate in
(and successfully completeehabilitation as recommended by the EAP.

Testing.

Testing will be triggered ithe following instances:

1. Post-offer/pre-employment testing.

2. When supervisors or other credi@eidence indicates there is reason
to suspect an employeeimpaired or under thefluence of drugs or
alcohol.

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

4. When an employee is subjectfemleral testing requirements in
connection with licensuresuch as CDL drivers.

5. When employees are the subject of a last-chance agreement, in
which random testing over the ceerof a year may be made a
condition of the agreement.

Refusal to submit to drug testingcinding attempts to alter a specimen,
will result in a Group Il Offense actidoy the Village of Yellow Springs.

Positive drug or alcohol testing resudtsall result in mandatory referral to
the EAP for rehabilitation with subgquent monitoring of return-to-work
agreements in lieof discipline.

Getting Help

Any employee whose persond¢ is adversely ad#cted by drug or alcohol
dependency or substance abuse ®eraged to contact the Village
Manager in confidence. Every effortlbe made to assist an employee who
seeks out help or who voluntarily participates in the Village’s Employee
Assistance Program or similar pragn. However, employees who first
violate this policy agaist substance abuse ahdnseek voluntary

assistance will not avoid correctivetiaa, up to and including termination.
Employees with questions dinis policy or issues fated to drug or alcohol
use in the workplace should consulthwthe Village Manager without fear

of reprisal.




For employees seeking treatmentgtter voluntarily or by reason of
mandatory rehabilitation in lieof discipline, the regulazmpleyecemployee
benefits otherwise available to the @hoyee shall apply. Any available
employee leave (sick leave, persdealve, vacation leave), accident
disability policy benefits, and healthsurance benefits are available to
Employeesemployeeseeking rehabilitation iaccordance with the terms of
the applicable policy. The Village Manager shall develggrocedures in
compliance with this policy. The terne$ this policy shall be followed
unless superseded by any maedastate or federal laws.

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

Education and Assistance.

Educational programs will bgrovided from time to time to help employees
understand the negative efts of substance abuse.

Alcoholism and drug dependencies canmfie treated successfully with an
individual's commitment. The Villageill support employees who seek to
overcome an addition to alcoholdnmugs or who struggle with related

problems.

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

Conseqguences of Vialting this Policy.

Violation of this policy may result itesting to confirm the presence or
absence of Controlled Substances] may result in discipline, up to and
including termination. Dgending on the circumsta@s, criminal or civil
legal action may also follow.
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605 Fitness for Duty
Effective Date: 01/20/2022

The Village’s Fitness for Duty Polyds a multi-faceted approach to
achieving a healthy, safe drug-fr@erkplace through training of
employees. Along with the Emplogé\ssistance 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 physicexaminations provided by the
Village will include a complete evaluation including drug testing.
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If a supervisor believes that an empeyis not fit to perfion his/her duties,
the employee may be sent home, redik of certain duties, assigned to
different duties, requested to takenadical examination, or asked for an
explanation.

An employee may be required to havehysical or mental examination
when mandated by stabe federal law, folloung observation by the
supervisor that the goioyee’s fitness may henpaired, or when the
employee fails to meet measured perfance criteriaThe EAP provided
by the Village is availableo any employee at any tinte assist in physical
or mental treatment.

606 Grievance Procedure Employee Concerns and Complaint Resolution

It is the Village’s pollcy to prowdan effectlve and acceptable meansdor
employees teria : : y

beingaddress any concerns, comments or questlons reqardlnq their work
enwronment job dutlemr treatment If any emplovee has a concern of

superwsorlf the supervisor is unable to réee the issue, the supervisor or
the employee or both may take the essutheir department head and then
to the Village Manager if necessarythg Village Manager is the subject of
a complaint, the employee may bring the grievance to the attention of the
Village Solicitor and the Village Solicitoar his or her designee, shall assist
in resolving the issud.he Village is committed to maintaining a respectful
and open environment and encourag@ployees to share any issues or
suggestions for improvement.
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s07-Sexual and Other Forms of Harassment

Effective Dater————/2023
The Village is committed to providing a workplace free from this unlawful

conduct, and maintains a policy thatctsi prohibits inappropriate behavior,
including harassment of any type.
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Sexual harassment is atfio of sex discriminatioBadmeansthat includes
unwelcome sexual advancesguests for sexual favorand other verbal or
physical conduct of a sexual nature when:

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

2. Submission to or rejectioof such conduct by an individual is used as
the basis for employment decisiaaffecting that individual; or

3. The conduct has the purpose or effgcsubstantiallyinterfering with
an individual’'s work performance greating an intimidating, hostile,
or offensive working environment.

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

1. Either explicitly or implicitly onditioning any term of employment
(e.g., continued employment, wagevaluation, advancement,
assigned duties or shifts) oretprovision of sexual favors;

2. Touchlng or grabblngse*ua@y part of an employee s body _

AniDispIaying or transmitting sexuﬁ suggestive pictures, objects,
cartoons, or posters to another;

5.4.Writing or continuing to write sexuslsuggestive notesr letters to
another;

5. Telling sexual jokes or using sexyallulgar or explid language in the
presence of another;

6. Comments about a person’s bodwisexually offensive manner

7. Harassing acts or behavior directghinst a person on the basisiof
erhertheir sex or sexual orientatiar gender identityand

8. Off-duty conductwrichthatfalls within the abovelefinition and affects
the work environment.

belleve thev have experlenced or obseriwa[assmerm dlscrlmlnatlon on
the basis of sex or gender, or any otfaetor listed in te Equal Opportunity

policy MUST immediately report the conduCtdeher supervisor i the employee




‘ is-not comfortable-reporting-to-his--herth€ir SUPErViSOrerthe supervisoristhe subject of the
complaint, the-employee may-complain-to-his~hertheir department head, the Village
Manager, or the Village Manager’'s rian Resource Officer. Employees are
also encouraged, if comfortable in dgiso, to tell the offender to stop the
unwelcome conduct. Reporting the sitoa will cause pompt action on the

part of the supervisor or otherrpen to whom the report is made.
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. I :
ntheevent\Whenthe Village receives a complaint of sexaabtherharassment,
or otherwise has reason to believe ﬂeatatharassmentmay beoccurrlng it

aIquatlons and determlne What |f any, action is needed to remedy the
complained-of conductEvery supervisor igzsponsible for promptly
respondingto,-or reperting;€Scalatingevery complaint or suspected acts of sexual

harassmensapemsepsshaltrepepp to the Vlllage ManageFaluFeJeyLa%upeNBeHe

If the allegation of sexual h@ssment is found to bedisiesubstantiatethe
Village will take appropriateprompt remedial action, which may include

corrective actionup to and including terminatioriThe Village will inform the
complainant and the accused persai resulisof the-investigation-and-what-actions
willbe-takenas to whether the complaint waisbstantiated, and of any effotts
ensure thahe harassmentinappropriate conduatill ceaseand that no-retaliation will
eceur. Any employee, or supervisor, who has been faynd employerto-have
harassed-anether-employee wilto have engaged in inagmmriate conduct in violation
of this policy maybe subject to disciplingiraction, up to and including

termination.

ha#assmenﬁs#legaLandM%LnetebeteleratedThe Vlllaqe does not tolerate any
retaliation toward any empleg who has made a complkaan participated as a

witness in the investigationRetaliation includedyut is not limited to
ostracizing the person, pressuring tferson to drop or not support the
complamt adversely aIterlng that pemés dutles or Work envwonment ete.

m Ato-h Any concern
about retallatlon should tmomptlv reported to one’superwsor or to the

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




608 Workplace Bullying
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The Village of Yellow Springs considers workplace bullying unacceptable and
will not tolerate it undeany circumstances.

Workplace bullyingsincludesbehavior that harms, intimidates, offends
degrades or humiliates an employeesis : e
public that the Villageserves. Workplace bU”yIngna%eause%heJeseeHFamedcan Iead to
losing valuableand talented employeesjucereducingproductivity and
morale andereatecreatingsafety and other risks.

The Village strongly believes-allAll employees should be able to work in an
environment free from bullyingwy-empioyee Employeeavhoseeisfeel thathe or
sheisthey have beethe subject obr observedullying should promptly report
this tonismertheir supervisor, department ltkar the Village Manager or
his/her Human Resource Officer.nAreports of workplace bullying will be
treated seriously and investigated promptlyidentially (to-the-extent possible)-and
impartially- There will be-no-retaliation and fairly. Retaliatioragainst any employee
making a good faith report of workplace bullying or participating in an
investigation of such a repoiitll not be toleated, and should also be reported

Appropriate disciplinary action, up teme@ including termination, will be taken
against anyone who has engaged iltying another employee.

609 Workplace Violence
Effective Date: 01/20/2022

The Vlllage of YeIIow Sprlngs does not t0|era%+4ee—m+hm—ns—wemplaee~e¥

ef—eppamerpanHFFWOI’kmace VIO|enceeneluet Workplace V|oIence mcludes acts
or threats of violencancluding conduct that iS:iciently-severeoffensive o
intimidating to-alter the employment conditions-orOI cancreate a hostile, abusive or
intimidating work environment for one or mares employees. Examples
include, but are not liméd, to the following:

A AlrthreatsA. Threatsor acts of violence occurring on work premises,
regardless of the relationghbetween the Village anehpastiesthose
involved in the incident.

B. AmtreatsB.  Threatsor acts of violence occurring oft-work

Premisesiuring the employee’s work time-or anytime, INVOIVING someone who is
acting in the capacity of apeesentative of the Village.



C. AhthreatsC. Threator acts of violence occurring afe-work
premises involving an employee of the Villagehe threats or acts
affector interfere withthe legitimate interests of the Village.

D-  AnyaetsD. Actsor threats redting in the conviction of an
employee under any criminal cogeovision relating to violence or
threats of violence which adverselyezt the legitimate interests and
goals of the Village.

Specific examples of conduawhich may be consided threats or acts of
violence include but are not limited to:

Effective January-2022



1. Physical-assault-of an-individuak-hittingHIitting, shoving, kicking, or otherwise
making unwelcome physical contact

2. 2. Threatening harm to individuakkeir family, friends, associates,
or property.

3 3. Verbal assault for the purposefsintimidation and/or coercion.

4. 4. The intentional destruicin or threat of deatction of Village or
personal property.

5. 5. Callous or intentional disregafdr the physical safety or well-
being of others;

o Possessionb. Displayof any weapon Ofie brandishing of any

object that could reasoriatbe percelved asa weapon |nclud|ng flrearms
or explosivesselice uthorize he Village Manager-a stion

so as to |nt|m|date or cause fear in otharﬂj

1+ 7. Any other conduct that a reasot@person would perceive as
constituting violence, intimidain, or a threat of violence.

All instances of workglce violence, includingeapenweapongossession,
shall be reported immediatelly one’s supervisor or theiage
ManagerVI”age S Human Resource Off|cerSuperV|sors shaik required to take
er-imn e vior-orcommentstake any intermediary
steps to |mmed|atelv eI|m|nate threatsd shaII promptl\fconsult with the
Village Administrator about the propeourse of action, including but not
limited also consulting with the Chief &folice as to whether charges should
be brought Any known concealed weapongsession or potentially violent
situations shall be reported immeeigtto the police department by the
supervisor.

Supervisors may require an evalaa of the offending employee by the
Village’'s Employee Assistance ProgrdBAP) along with either coaching or
progressive discipline depending upbe severity of the offense.



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

Employees are responsible for all progenhaterials, or written information
issued to them or in their possessiorantrol. All Village property must be
returned by employees on or beforerexpuested by the Village, their last day
of work. Where permitted by applicabdws, the Village may withhold from
the employee's check or final paychélok cost of any items that are not
returned when required. The Villagey also take all action deemed
appropriate to recover @rotect its property.

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

Desks, lockers, and other storage desimay be provided for the convenience
of employees, but remain the sole property of the Village. Accordingly, they,
as well as any articles found withiretin, can be inspected by any agent or
representative of the Village at any tinegher with or ithout prior notice.

Effective January 2022



612 Solicitation
Effective Date: 01/20/2022

In an effort to assure a productive dratmonious work environment, persons
not employed by the Village of Yello®prings may not solicit or distribute
literature in the workplace any time for any purpose.

The Village recognizes that employeray have interests in events and
organizations outside the workplace.w&ver, employees may not solicit or
distribute literature concerning theseiates during workirmg time. (Working
time does not include lunch periods, wdirleaks, or any other periods in
which employees are not on duty.)

Examples of impermissible forms of solicitation include:

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

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

In addition, the posting of written saliations on employee Hiatin boards is
restricted. These bulletin boards digpimportant information, and employees
should consult therfrequently 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 aithat relate to unacceptable work
performance, unacceptable attitude or language, or behavior that disrupts
productivity or offends community sahagities and mayrequire corrective
action on the part of supervisors. The disciplinary action taken will depend



upon the seriousness of the offensel the willingness othe employee to
make amends and correct the problematic behavior.

Employees shall be advised by theipsrvisor(s) of expected satisfactory
job behavior, the types of condutdtermined by the Village to be
unacceptable and the penalties for suchcceptable behavior. Disciplinary
action shalusuallybe progressive; however, deypkéng on the severity of the
offense, may proceed immediatelytésmination of employment.
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Discipline shall be appd uniformly and consistently. An employee’s
immediate supervisor shall be respaiesifor the initiation of disciplinary
action.

The Village of Yellow Springs’ own besttarest lies in ensuring fair treatment
of all employees and in making certéimat disciplinary actions are prompt,
uniform and impartial. The major paose of any disciplinary action is to
correct the problem, prevent recmce and prepare the employee for
satisfactory service in the future.

The Village Manager may place an employeadministrative 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 caoglld be adversely affected. The
length of the leave shall not exceed the length of the situation for which the
leave is granted. For example, indeciplinary situation such leave might
extend until the Village Manager coiefes the predisciplinary process,
investigates the alleged infraction, and takes action or decides not to do so.
Compensation for administrative leaveaibe equal to the employee’s base

rate of pay.

702 Progressive Discipline
Effective Date: 01/20/2022

Subject to exceptions for unusual circuamgtes, including theeverity of the
offense, the Village will typically follovan established system of progressive
discipline when correcting unsatisfactgop behavior. The Village of Yellow
Springs has adopted a discipline policy as a guide for the uniform
administration of discipline. It is ntd be construed as a delegation of or a
limitation on the statutory rights of théllage of Yellow Springs as set forth

in the Ohio Revised Code or the homkenights 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 progressliseipline process. These steps are
usually taken in order, but the Villagé Yellow Springs resees the right to
‘ Sklp any step dependlng on M|ousness of the offensfeaeremwemy-few

The Ievels of proglsswe d|SC|pI|ne are:

‘ 1. Verbal Warning (Instruction and Cautioning)y-be-issued
roumopiserarolousy

| 2. Written Reprimandviay be issued by supervisor or-above)

| 3. Suspension, DemotiaBaly by Vilage Manager)

<5

‘ 4. Terminationoaly by Vitage Manages)
Effective January 2022



705 Cause for Discipline
Effective Date: 01/20/2022

Whenever the Village of Yellow Sprin?_s determines that an employee may
be disciplined for cause which megsult in a suspension, reduction or
| termination, a pre-disciplinary

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

706 Pre-Disciplinary Conference

A pre-disciplinary conference will be conductedabygaring officer-See Section
soathe Village Manager

707 Pre-Disciplinary Conference Procedures
Effective Date: 01/20/2022

1. 1-The following procedure will béollowed in conducting a pre-
disciplinary conference: Not lefisan twenty-four (24) hours
prior to the scheduled starting timoéthe conference, the Village
Manager or designee will prale 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 conferencepoesent an oral or written
statement in his defense;

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

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

| 2.2 Atthe pre-disciplin%/_ conference, theearing-oticerVillage Managewill
ask the employee or his representatoveespond to the allegation of

misconduct which was outlined to the employeeure to respond-or to-respond
ORI ERE

Thes- Atthe conference the employee may presefut the Village Manager
any testimony, witnesses, or documents which explain whether or not
the alleged misconduct occurred. efédmployee may be represented by
any person he chooses. The employed ghovide a list of withesses to

| thewrearingofiicerVillage Manageias far in advancas possible, but not
later than four (4) hours prior to tipee-disciplinary conference. It is the




employee’s responsibilitio notify witnesses that their attendance is
desired.

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

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

B




708 Offense Categories
Effective Date: 01/20/2022

There are three (3) basic groups of nffes for which disciplinary action may

be takenThis 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 | Offenses:

In general, Group | Offenses may be definethase infractions which are of a relatively
minor nature and which cause only a minimal disruption to productivity,
efficiency and/or morale. Group | 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 Il Offenses: Events or action by-an-employee
Group |l Offenses may be defined as those infractions whiabf @arenore serious nature

inthe-workplace-than the Group | Offenses and whighturn, cause a more serious
and longer lasting disruption to the organization in terms of decreased
organizational productivity, efficiency amd/morale. Group Il Offenses, if left
undisciplined by proper authority, can cause a more serious and longer lasting
impact against the organization than the Group | Offenses.

Group lll Offenses: Eventoractionby-an-employeeGroup 1l Offenses may be defined
as those infractions which_améa very_seriousﬂdp_r pc_)ssiblygcriminal naturenatifrot

workplace-and/or which cause a critical disruption to the organization in terms of
decreased productivity, efficiency andfnorale. Group Il Offenses, if left
undisciplined by proper authority, may havi®rag lasting and serious adverse impact
on the organization.

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

First Offense Instruction andutieningVerbal Reprimand

Second Offense Written Reprimand

Third Offense One (1) to three (3) day suspension
without pay

Fourth Offense Five (5) tiifteen (15) day suspension

without pay



Fifth Offense Termination

710 Examples of Group | Offenses

Effective Date:

01/20/2022

Examples of Group | offenses includieit are not limited to the following:
A Discourteous treatment of the public.

B-

Failure-to-“reportofiworkforanyl  Unauthorize@bsencéom work (e.q.,
tardinessyneglect of duty, failure of good behavior or nonfeasancg
c- ailure-to-commence-duties-at-the-beginning-of the-work-period-orleaving

Leavingthe2. Disregardingob erduties, neglect oivorkarea, reading

for pleasureduringtheregular Working hourswitheut-autherization-(Neglect
of duty, failure of good behaviaror nonfeasange
68
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E Neglectorcarelessnessin-signing3. Failure to properly and completely
clock/signin or out (inefficiency, neglect of duty, or failure of good

behavior nenfeasance).

4. Failure to properly “report off” wilk for any absence or failure to timely
notify the proper party of absence (neglect of duty, failure of good
behavior, or nonfeasance).

G- Unauthorized-absencefromwerkS. Leaving a post of continuous
operations prior to being relieved by employee of incoming shift
(neglect of dutyor failure of good behavior

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

7. Failure to observe official safety rules or common safety practices

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

8. Failure to report accidents, injesi, or equipment damage (inefficiency,
neglect of duty, failure of good behavior, or nonfeasance).

9. Discourteous treatment of the puhliiscourteous treatment of public
or failure of good behavior).

10. Inattention to the needs of the public (discourteous treatment of public
or failure of good behavior).

k- 11. Distracting the attention of ether—unnecessarilyothers,
unnecessarghouting demenstratinguse of profane or other inappropriate
language, misuse of two-way radiosor otherwise causing
disruptiondisruptionson the job (inefficiency, neglect of duty, orfailure
of good behavioy.

3. 12. Malicious mischief, horseplay, wrestling, or other undesirable
or potentially harmful conduct (inefficiency, immo@nduct including

use—of profane—orabusive language (inefficieney/-discourteous treatment of
public/, or failure of good behavior




15.

Threatening—intimidatingcoercing—orinterfering with13. Interfering  with _the
work performance o$ubordinates-/other employeesr causing other
disruptions of the workplad@gnefficiency/, neglect of duty, or failure
of good behavioy.

14. Failure to cooperate with other employees:quired-by-jeb-duties
(inefficiency—, neglect of duty/, failure of good behavior, or
nonfeasancg

Neglect of or careless failure edvserve employer rules, regulations,

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

without authorization(dishenesty£-16. Excessive qarnlshments
(failure of good behavioor nonfeasancg

17.  Use or possession of another employee’s working equipment
property without autherizatierapproval (dishonestysor failure of good
behavior).

Failure-to-observe-department rules 18. Unauthorized use of the
employer’s telephone for other than business purp¢isefficiency,

neglect of duty, failure of good behavigr or nonfeasanck

19. Obligating thevilageof-Yellow-Springsemployer for any minor
expense, serviceor performance withoubreperprior authorization
(dishonesty, neglect of dutyfailure of good behavior or misfeasance

Imalfeasanced).

Failure-toreport-accident-injury20.  Neglect of or careless failure to care for
employer propertyr equipmentiamage-(inefficiency/, neglect of duty

/, failure of good behavior or nonfeasancg




* Unsatisfactorywerkor21. Inefficiency (e.q., lack of application or effort
on the job, unsatisfactory performandailure to maintain required
standard-of performancestandards, etc(jnefficiency/, neglect of duty,
failure of good behavior or nonfeasanck

Y- Unauthorized—use—of —telephone—for—other—than—business—purposes22.

Neglect of or careless failure to prepare required reports or
documentginefficiency/, neglect of duty, failure of good behaviar
malfeasance., Or nonfeasange

23. Failure of a supervisor to administer discipline as provided herein or to
otherwise enforce the rules, regulations, policies, and procedures of the
employer (inefficiency, neglect of duty, failure of good behavior, or
nonfeasance).

24. Failure to commence duties at the beiig of the work shift, or leaving
work prior to the end of the work shift (inefficiency, neglect of duty, or
failure of good behavior).

25. Leaving the job or work area during the regular working hours without
authorization (neglect of duty, faikelof good behavior, or nonfeasance).

26. Making preparations to leave work without specific prior authorization
before the lunch period, any official break period, or specified quitting
time (neglect of duty, failure afood behavior, or nonfeasance).

27. Establishing a pattern use of sick leave or other misuse or abuse of sick
leave (neglect of duty, malfeasa failure of good behavior).

711 Group Il 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 (15pay suspension without
pay
o
Third Offense Termination

712 Examples of Group Il Offenses

Effective Date:

Examples of

01/20/2022
Group Il offenses includryt are not limitedo the following:



Sleeping during werking heurs (inefficiency/ Failure to report off workrieglect

of dut_y41 failure of goo_d behavig_rgr nonfe_asanc)g

BT .

2. Leaving the job or work area during regular work hours without
authorlzatlon (neqlect of dutv, ncmfsance or fallure of qood behawor)

G d e a

B 3. Unauthorizeduse of \illageof Yellow Springs-propertyorequipment
(dishenesty/-absence from work (e.q., unauthorized leave without pay)
(neglect of duty, nonfeasance dailure of good behavioralteasance.)).

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

E

Conduct violating morality or common decency (imaoral
conduct,neglect of duty, failure of good behavior or malfeasance

failure of good behavior / nonfeasance.)

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, neglectdxty, failure of good behavior, or

nonfeasance).

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

G- 8.  Failure to report for overtime workvithout geed-reasenproper

excuse, after being scheduled to workecording—to—overtime—pelicy
(inefficiency—/, neglect of duty/ failure of good behavior, or
nonfeasancg

H- 9.  Willful failureto-makerefusal to clock/sign in or out wheequired

reports—(inefficiency, neglect of duty, failure of good behavior or
nonfeasancg

10. Performing private work on employer time (inefficiency, neglect of
duty, failure of good behavior, or misfeasance).
Erceloonnnp 0000




11.

Neglect or careless failure to oh&epfficial safety rules, or common

12.

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

Threatening, intimidating, or c@émg subordinates, other employees, or

13.

general public (inefficiency, negleadf duty, or failure of good

behavior).

Use of abusive or offensive langeaor gestures toward subordinates,

15.

other employees, residents owrtlyeneral public (immoral conduct,
insubordination, failure of godoehavior, or malfeasance).

14. The making or publishing of false, viciousdor malicious
statements concerningheremployeessupenisersresidentsthevilageof
¥eHewépHngs mgloyer or ItS Operatlonandmr—weiauen—ef—the—lémpleyee

M@%@e@#@mmmm@mwm(mshonesw
4, failure of good behavior or malfeasanci

Solicitation or distribution on employer property in violation of the

16.

solicitation and distribution policy (inefficiency, neglect of duty, failure
of good behavior, or misfeasance).

Willful disregard of the employer’sules, requlations, policies, and

17.

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

Negligent failure to obey a reasonatméer of a supervisor or failure to

18.

carry out work assignments, includiugrbal instructions (inefficiency,
neglect of duty, failure of good behavior, or misfeasance).

Neglect or carelessness in the use of employer property or equipment

19.

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

Obligating the employer for a major expense, service, or performance

20.

without prior authorization (dishonestyeglect of duty, failure of good
behavior, or misfeasance).

Unauthorized use of employer property or equipment, including the

21.

unauthorized reproduction of this manual or the employee handbook
(inefficiency, neglect of duty, failure of good behavior, or misfeasance).

Negligent failure taeport accidents, injurier equipment damage

22.

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

A traffic violation or accident whildriving an employer vehicle which

evidences recklessness by the empldymsefficiency, neglect of duty,
failure of good behavior, or misfeasance).




25.

23. Refusmg to prowde testlmonwhen—aeemq{s—are—beng

court durlnq a publlc hearlnq (SPBR SERB etc) or any other official
hearing, investigation, or @ceeding involving the employer
(insubordination, failure of good behavier or nonfeasanck

Giving-false24.  Refusing to provideestimony during—a—complaint—or

grievanceOr information concerning aripvestigationsrhearing{dishonesty
/insubordination, failure of good behavior/—maleasance., Or

nonfeasandge

Possession or storage of alcohbégerages on the employer’s premises

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

26.  Unauthorizedpesting—or—remeval—of notices—or—signs—from—bulletin
beardspresence on the employer’s prop€failure of good behaviopr

misfeasancemalfeasance.)).
N Distributing-or-posting-wri

Willful-disregard-of department rules2 7. Habitual neglect of timely
completion of required reports or docume(inefficiency/, neglect of

duty—, failure of good behavior—misieasance—/—malicasance, OF
nonfeasanc)a

ef—geed—behavier—/—mal«feasanee.—)
Willful failure to timely comple required reports and documents

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

GFdJHaHeesZg Unauthorized posting or removal of notices or
documents on or from bulletin board¢failure of good behavior
malfeasance:, Misfeasange

713 Group Il Offenses

Effective Date:

01/20/2022

Up to and including termination

714 Examples of Group Il Offenses

Effective Date:

01/20/2022

Examples of offenses include, kare not limited to the following:

A-Wanton or willful neglect in the performance of assigned duties the care, user
custody of anyillageof Yellow-SpringsCity property or eqUIpmemhemgenew—negleePef
duty-Haure-of-good-behavior--misfeasance/malfeasancer)



Effective Januarny-2022



B. Abuse or deliberate destruction in any mannerviofge of Yellow
SpringsCity property, toolsy, equipment, or the property of employees
(inefficiency/, neglect of duty, failure of good behavier misfeasance
/, or malfeasancg

c. 2. Signingclocking or alteringetheremployees-another employee’s
time sheetsime cardsjimesheets-0r unauthorized altering of own time
card—or—sheefttime card, or having one's time sheet/time card
signed/clocked or altered by anoth@lishonesty, failure of good

behavior, or malfeasancg

3. Unauthorized absence from workpardizing the health and safety of
other employees or citizens of Shelby and/or interfering with necessary
city operations (neglect of dutfgilure of good behavior, nonfeasance).

e—4. Falsifyingertestimony when accidents are being investigated, falsifying
or assisting In falsifying or destroying amyjiageof Yellow Springs—records
fishonosb b niloe el coec bolrders Linlelonenmen Lonliere sy

F city records, including work performance reports; or giviingg-false
information or withholding pertent information called for irneay
investigation—or—any—Village—of Yellow Springs—+ecordmaking _application for

employment (dishonesty, failure of good behavior-misfeasance—,
malfeasanceor neglect of dufy

G- 5. Making false claims or_misrepresentations in an attempt to

obtain anyvillage-of-Yellow-Springs-benefit (dishonesty failure of good
behavior, neglect of duty, omalfeasanci

H- 6. Gambling during working hours (inefficieneyneglect of duty
/, failure of good behavior misfeasance, analfeasancg

k 7. Stealing or similar conduct, including destroying, damaging
concealing or converting any property of thevilage of Yellow
springsemployeror of other employeesr-rendering-such-property-unusable

for—Village—purpeses— (dishonestyy, failure of good behavior, or
malfeasancg

h R 8. The unlawful manufacture, distribution, dispensation,

possessionor use Ofecentrolled—substances—or—the—sale—ofalcohol or a
controlled substance which takes place in whole or in part inithe
of-Yellow-Springs-Workplaceand-orviolation-of the-reportingregulations-under

the-Drug-Free-Workplace-Act-orapplicable Ohiotaws-(drunkennesscriminal,
immoral conduct/, neglect of duty failure of good behavier, or
malfeasancg




