TOWN OF BLACKSBUR G

PER SONNEL

RULES AND REGULATIONS




Each year the Personnel Rules and Regulations are revised to reflect any
changes made to the existing Rules. The 2017/2018 changes have been made, incorporated
into this document, and approved by the Town Council. This edition of the Personnel Rules
and Regulations takes the place of any and all previous Rules and Regulations. In cases
of conflicting language between this edition of the Personnel Rules and any previously
issued edition, the language of this document shall apply.




Section 1:
1.1
1.2
1.3

Section 2:
2.1
2.2
2.3
2.4
2.5
2.6
2.7
2.8

Section 3:
3.1
3.2
3.3
3.4
3.5

3.6

3.7

3.8

3.9

3.10
3.11
3.12
3.13
3.14
3.15
3.16
3.17
3.18
3.19
3.20
3.21
3.22

Section 4:
4.1
4.2
4.3
4.4

Table of Contents

Organization Page
Establishment of RUIES ........coocviiiiiiee ettt 1
Dissemination Of RUIES.........coccuviiiiiiiie e 1
Organization of Human Resources FUNCLION.........coeevieieiiiiee e, 1

Recruitment and Selection

Equal Employment Opportunity Statement.........ccccovveeeieeecciiiecee e, 3
RV Lot o Uof 1= 3
Standards for EMploymMent ........ccuveiieiiiieiiiieee e 3
FAY o] o] [ o1 4 o] TP PSP 4
Medical EXamiNatioNn.......ccccciccciiiiieec e 4
Drivers' LICENSES/RECOIAS ...ooeeeeeeeieeeee ettt eeeee e e e e e s e eeeaeeeeessesesaeeereeeseas 4
APPOINEMENT L. ee et et e aeeaeaeeeeaees 5
Probationary PEriod .......eeei ittt eee e e e e e eeeanrreeeeeeeean 5

Classification and Pay

The Position Classification Plan........cccoccveiiviiiiiiniien e 7
Maintenance of the PIan ........ocuieeciriiiicee s 7
Adjustments to the Plan........c.eee i 7
Classification of NEW POSITIONS ........veeeiiiiiiiiiiiiieee et 7
Classifications That Are Exempt from the Provisions

of the Fair Labor Standards ACt........ccceveeecieeniiee e 8
B =N 2 1V 2 - o I USRS 10
Allocation of Class t0 Grade ........cccueeiieiiieiiiiiie i 11
SEArtiNG SAIAIY ... e e e e e e eanes 11
Performance Pay INCrEASES.........uecccuiieeeciieee ettt ettt eette e et e e re e e e e aaeeeeas 12
ENd-0f-Probation BONUS........coocuiiiiiiiiiiiniecsiecsiee ettt s 12
ACting APPOINTMENTS .ciiiiiiiiiiie e e e e e e e s 13
OVEItIME PaY .o 14
CoMPENSALONY TIME e 15
(07 B T Yol (- YT 16
[0 o R0 | 2 PR 16
SNOW Py ittt e e e et e e e e e e e e e 17
[ (o] 1o = LY o2 1 USSP 17
Additional CompPeNnSatioN.........eiiiiciiiee et 18
TerMINATION Pay .uuiiiiiiccciiiceiee et e e e et e e e e e e e e e aaa s 19
Pay Authorizations and Change NOtICES ........cceeiieecciirieeee e, 19
Preparation of Payroll ...t 19
The Wage EMPIoyee Plan..........ooiieii ittt et 20
Benefits

Group Medical INSUFANCE .....uviiiciieeecciiee ettt e e 21
Group Dental INSUFANCE ....uvvevee ettt e ettt e e e e crrre e e e e e e anraes 21
GrouUpP ViSION COVEIAGE....uuuuuvrrirririeiririrrrrrereeerereererereeeeerrererereeererrrerereeeeerereeeens 22

Continued Health/Dental Benefits Under Consolidated
Omnibus Reconciliation Act (COBRA)......ccccuueiieiiiie ettt 22



4.5

4.6

4.7

4.8

4.9

4.10
4.11
4.12
4.13
4.14
4.15
4.16
4.17
4.18
4.19
4.20
4.21
4.22

Section 5:
5.1
5.2
5.3
5.4
5.5
5.6
5.7
5.8
5.9
5.10
5.11
5.12

Section 6:
6.1
6.2
6.3
6.4
6.5
6.6
6.7
6.8
6.9
6.10
6.11
6.12
6.13
6.14

GroUP Life INSUIANCE ..eciiii ittt et e e e e e eetrree e e e e eseaabaeeeeeeeeennes 23

Optional Group Life INSUFANCE ....ccceeeecceiiiieeee ettt evaree e 23
Group Short-Term Disability INSUrANCe......cccooviciiiiieiee e 23
Group Long-Term Disability INSUraNCe.......cccouveeieciiieiiiee e 23
U AT =T 0 g T=T o A o P o TR 24
Deferred Compensation Plan..........ceeeioeeciiiiieeec e 24
Retiree Health Insurance BENefits ......ccccvvceeriiiiiir e 24
Training and Educational Development........cccoccveeeeciiee e, 29
Workers” COmMPENSAtiON .....cciiciiieiiiiiie ettt e e e saaee e 30
[ (o] 1o F= V£ SSUR 32
Holiday Gift CertifiCate......ccuiiiiciiie e e e 32
Uniforms/Clothing AllOWaNCE.........c.eeeivieiiee ettt e 32
TOOI AlIOWANCE....ciiieeiiiie ettt ettt e s e e e sbae e e ssnbaeeesnaeeees 33
EMPIOYEE SErvice AWArdS .....ccccuiiiieieeeeccciiiieee e e e e e e e e etrre e e e e e e e enrraree s 33
Employee Wellness Program & APPLAUSE ..........cooocviieeeeieeeciieeee e 33
Employee AsSiStance Programi......cccccueeeeciieeeeiiieeeeiieeeesitee e cveee e iveeeesneeas 34
SICK LEAVE BANK ....uuiiieieeeeeeeiiiieee e e e ettt e e e e eceibre e e e e eeeeaarraeeeeeeesnbnbaeeeeeeesnnnes 34
Roth Individual Retirement ACCOUNTS .....ccccvveiiriiiieiiiiee e 36

Leaves of Absence

ANNUAT LEAVE..ceiii ittt ettt e e e e eaab e e e e e e eenabbereeaeeean 37
Yo QT YT 38
Flexible Leave Plan ... 40
AdMINISTFrativVe LEAVE ....ooeeeeeeeeeeeeeeeeee e reees 42
EXEMPE LAV i 43
(0081 gl W= 1V TRt 43
Y=Y o A =Y 1Y TSR 43
Family/MediCal LEAVE ........ccvieeveeeeeeeeeeetee ettt ettt et et 44
FUNEIAI LEAVE ..uvvveiie ettt et e e e e eeabae e e e e e e easaaaeees 46
Leave-WIthOUL-Pay .......cooiciiiiiiiie ettt e s 46
[T Yl 2 =Yool e [ 47
Leave to Participate in Children’s School Activities, Volunteer

At Schools, or to Perform Community SErvice .......ccccevecveeeiicieeeciiiee e, 47

Employment Policies

Open COMMUNICATIONS ....uuuiiiiiiiiiiiiiiiiiiiiie et eeeeeeeeeeeerererereseseees 49
ProMOtIONS.cccceeceeeeeeeeee e ——— 49
LI 101 (= ST 50
20=To [U ot o] TN T o T oo ol ISR 50
Notice Of RESIGNAtION ......uuviiiiiieieeeee e e e e 51
EXIt SESSION.cciieieeeee e —— 51
Performance Evaluation...........cc.ueieiiiiii i 51
LV o [ 5 1o T USRSt 52
Use of Personal Car for TOWN BUSINESS.....cc.ueieiiiieeiiiiiee e eciee e esveee e 53
Operation of Town-Owned Motor Vehicles and Motorized Equipment ....... 53
Outside EMPIOYMENT ..cocoieeeee e e e e e 55
PErsoNal APPEATANCE ....cceccuvreeeeiieeeeciieeeeciteeeere e e e stre e e s satreeesasreesesaeeesansaeeas 56
NEPOTISIM i 56

Computer Records and Electronic Mail ...........ccccoiviieeieiiciiiiieeee e, 56



6.15
6.16
6.17
6.18
6.19
6.20

Section 7:
7.1
7.2

7.3
7.4
7.5
7.6

Section 8:
8.1
8.2
8.3
8.4
8.5
8.6
8.7
8.8
8.9
8.10
8.11

Section 9:
9.1
9.2
9.3

Section 10:
10.1
10.2

Section 11:
11.1
11.2
11.3
11.4
11.5
11.6

Section 12:
12.1
12.2

[T =10 o =Y 0} A AV Z=T 1o 1 1] TR 70

EMPIOYEE Parking ...cccceeiiiieieeeeeeteee ettt et 70
o] o T Lololo T U LY - SRR 70
Restrictions on Certain Political Activities By Town Employees..................... 71
Social Media & PUblic SPEECH ....cvviiieeeee e 71
Arrest, Charge & Conviction Reporting Policy ........cccoveeeeeiiecciiiieeee e, 72

Discipline

1T o] o] [T o F= YV Yot 4 o) o SR 75
Pretermination Notice and Hearing for Non-Probationary

o0 0T o [ 1T T SRR 78
Y U] o 1=] ¢ 1] 1o ] o 3PP PPPPPPPPPPPP 79
GriEeVaNCE PrOCEAUIE ....oiiiiieiiie ettt ste e sttt sbe e sbe e e bae e 79
Police Officers’ Procedural GUarantees ........ccceccvveeeecieeeesiieee e 86
Alternative Dispute Resolution for Wage Employees.......ccceccvvvveeeeeeicnnnnenn. 95

Safety Program

o [To ] =1 =T o1 ) TR 99
Safety COMMITEEE ....viiieiiiee e e e 99
WOrking CONAITIONS ....uviiiieiiieiiiiiieee e e et e e e e e e e sabrrae e e e 99
Safety EQUIPMENT......ooo e et e e e 100
YA Yoloi e [T oYl 2=T o o] [ o= SR 101
Use Of Safety BEIES ...ccuuviieeeeeeeeeeee et 101
Review Of Drivers’ RECOIAS .....ccovviiiiiiiieiiiieeesiiee et e s see e e 102
Reporting ReqQUIreMENTS ...ccoiiiiiiiii e 102
Acceptable Driving Record POlICY .......ccoccvieeiiiiiee et 102
Defensive DriviNg COUMSE .....uuiiiiiiiiiiiieeiiieeeriteeeesrree e ssreeessrreeessreeeeeenses 103
Evaluating Employee Safety......cccuviiiiieie e 103

Equal Employment Opportunity Program

o [ To ] =1 (=T o1 o | RSP 105
Dissemination Of POICY .....ccuueiiiiiiieiiiiec e 106
Recruitment, Selections, and Promotions .......cccccceveveiiiiiiiie, 106
Ethics

(070 Yo 11 ot (RS SRRR 109
Gifts AN GratUities ..uvveeeeiieeciiiieeee e e e e e e e e e 109

Workplace Harassment

POlicy STatEMENT ... 111
Definition of Workplace Harassment and Sexual Harassment...................... 111
RESPONSIDIIILIES ..uvveeiiiiiii et ree e e 113
RePOrting ProCEAUIES ......ueeviiiieiiiiiee ettt e et e e e e e earaae s 114
Duty to Investigate and Take Corrective ACtion ........ccccveeeeeiveccciiieeee e 114
POLICY REVIEW ...eeeiiieeceee ettt ettt e e et e et e e e atae e e s atee e e eaneeas 115

Drug Free Workplace
o] [TV A =1 =] o V=T o} SRR 119

RESPONSIDIILIES ©eveeeeieiieieeec e e 119



12.3

Section 13:
13.1
13.2
13.3
13.4
13.5
13.6

Section 14:
14.1

Appendix 1

Yol =TT o1 o ¥ =S PPPP PP P PP PPPPPPPPPPPPPPPPPRt 120

Workplace Violence

POliCy STAatEMENT ... 125
Yo U] oo e B VA To] [=T o Tl TSRSt 125
L] 1oV o] o U UUTRR 125
PreVeNTiON. .. ————————————— 125
EMErgency ProCeAUIES .....uuiiii ittt e et e e e e e e e e e e eveaae s 125
DUty t0 INVESTIZate . ciiiiiiiii i 126

Environmental Management
ENVironmMental POLICY .....uuueeeeiiieiieeee ettt e 127

2017/18 PAY Plan ...cecuieeeieeeeeeeceeetee ettt ettt et e 128



