TOWN OF ABINGDON, VIRGINIA

PERSONNEL HANDBOOK
REVISED DECEMBER 1, 2015



TABLE OF CONTENTS
1. (g 1 @Yo 16 e 1 [o] o 1S
l. General Information

Il. Organizational Vison, Mission and Values

[1. Ethics
V. Employment Relationship
V. Employment at Will
VI. Overal Administrative Responsbilities
VII. DepartmentHeadResponghilities
VIII. Policy Maintenance
2. EMPlOyMENt ... e

. Equd Opportunity Employment Policy
. Town of AbingdonDiversity Plan

1. Crimind Convictions

V. Merit Prindples and Selection
V. Recruitment
VI. New Employee Orientation
VII. Position Categories
VIII. Employment of Special Categories of Individuals
IX. Driving Policy
X. Safety
XI. Reporting Employee Accidents and Incidents
XIl. Initial Employment Period
XII. Scheduling of Work
XIV. Separation from Employment
XV. Reinstate ment
XVI. Personnd Files
XVII. Release of Information
3. BeNEf LS. .. e

l. Right to Make Changes
. Medical and Dental Coverage
. Group Life Insurance

V. Optiond Group Life Insurance

2



Retirement

VI. Deferred Compensation

VII. Employee Assistance Program

VI . Workersb Compensation Insurance

IX. Return to Work Program

X. Sick Bank

XI. Short Term Disability

XII. Credit Union

XI11I. Take Home Vehicle

XIV. Travel

XV. Equipment Idling and Vehicldolicy
XVI. Coomes Recreational Center

XVII. Service Award

XVIII. Full-Time LeaveBenefits

XIX. Funeal Leave

XX. Holiday Leave

XXI. Other Absences with Pay

XXII. Military Leave

XXI11I. Work-Related Injury Leave

XXIV. Administrative Leave with Pay

XXV. Famiy and Medical Leave

Workforce DevEOPMENT .........couiieie e 45
l. Workforce Development

. Employee Recogniti on

Employee Respongbilities ..o 46
l. Code of Conduct

Il Work Rules

1. Suspeded Theft and Frawdulent Transactions
V. Secondary Employment

V. Working Hours, Punctudity, and Attendance
VI. Discipline

VII. Grievance

VIII. Drug and Alcohol Testing

3



XI.
XII.
XII.
XIV.
XV.
XVI.
XVII.

XV 111,

XI1X.
XX.
XXI.
XXII.

XX,

XXIV.

Dress Code

Harassment

Workplace Bullying

Workplace Violence

Information Technology Security
Communication Electronc and Telephone
Computer- Internet Usage

Social Media Policy

Public Speech

Town Issued Cell Phone;dad, Tablet, Laptop Policy
Personal Property

Parking

Tobacco Products

Inclement Weather

Police Officers' Procedural Guarantees
News Media/FOIA/Information

6. (@00 0] 0119 15 11 [0 o

Pay Actions
Pay Process

Garnishment

7. Per for mance ManagemMEnt ... s ssssssssssssssssssssnees

VII.
VIII.
IX.

XI.
XI1.

Objedives of Performarce Management
Assessing Performance
Completing the Performarce Review

Employee Evaluation Summary Form
Application for Employment
Background Check Release Form
Conditional Job Offer to Applicant
Incident Report Brm
Employee Assistance Program
Employee Travel Expense Report
Application for Family, Medical or Military Leave
Drug and/or Alcohol Screening Authorization
Grievance Form A
Information Technology Security Policies
Municipal Cell Phone and/orpad/Laptop, Computer Policy

4



1. Introduction

l. Gener al Infor mation

A. Thisdocument contains the primary employment policiesand proceduresthat provide guidance to
effectively manage human resourcesvithin the Town of Abingdon While no set of written policies can include
every possible situation, thesepolicies,when used asawhade, provide overall guidance for reasonable, consistent,
decision-making.

B. All employeesof the Town of Abingdonthose persons who work for the Townin return for financial
compensation, except elected officials and independent contractors, are governed by this common set of
employment policies. The Town Manager may make exceptions to tlse policies in specialor unusual
situations when, in his/heropinion, an exception would be in the best interest of the Town Policy. Exceptions
are documented and maintained in the Human Resourcddepartment.

The policiesare intended to provide effective guidance and sufficient flexibilitg allow independent
judgment, while ensuring accountabilityto the public and consigent, equitable, decision-making. No member
of the Town administration, other than the Town Manager, has the auhority to modify any of the terms or
provisions of these iIEmployment Policiesand Procedures.o
. Organizational Vison, Misson and Values

Town Council's visionfor the community includesthe organizational vision, iWorking together, we will
be a progressiveommunity shaped by new ideas and solutions, a skilled and innovates workforce and citizen
leadershipall distinguished by responsibleand traditional values, involvement new techndogy and quality
citizen services.0 Inherait in Town Council& vision, the mission of the employeesf the Town of Abingdonisto
deliver sevicesto Town residents, workers and visitorsin an efficient, effectiveand equitable manner and to
build a stronger community

Thecorevalues that guide the organizations actionsand decision-making are the following:

A. Respect i appreciatingthe mixture of similarities and differences in beliefs and behavior

of employees and citizens.

B. Honesty T tellingthe truth, refrainingfrom cheating and stealingand avoiding conflicts

of interest.
C. Customer Focusi demondrating acommitment to internal and external customer
service
D. Personal Responsibilityi taking ownership and accepting the consequeoices n e 6 s
actions.
E. Integrity 7 consistently applying these core values even when daing difficult

or unpopular



II. Ethics

The Town expects employees to hold themselves and their coworkers to the higheststémdalds.
Employees are expected to act and make decisions based onspudtie principlesand the organizational
values to achieve positive results.

Public service pnciples include, and are not limited to:

A. Build trust though honesty and transparency.
B. Seek no personal gain.
C. Treat everyone fairly.

D. Build the community through good stewardship.

Keeping in mind that how results are achieved is as litapbas the results themselvesployees are
expected to consider an ethical perspective and to seek adviguatahcewhenever there is any doubt about
whether actions or decisions are appropriate. Such adwideguidance is available from many sm#
including Supervisos, Department heaj theHuman Resources Director, tA®wn Attorney andbr Town
Manager.

V. Employment Relationship

The Town believes that all employees, regardless of role, position, status or salary, makeak
contributon in achieving thdownd s mi s sTiovenis .committesl to providing a safepn-discriminatory
and alcohol and drug free workplace where employees can woskpportive relationships and interact
responsibly with colleagues and citizens. Managerseargloyees are partners in ensuring thatrésdentof
Abingdonreceive appropriate services.

V. Employment at Will

Virginia is an fempl oyment TBotvn oivAbingdondosnbtaaveea a n
contract of employment. Neither these pelsc nor any other document constitutes express or implied
employment contract or any right to continued employment. These pareest intended to and do not imply
or create a vesting or a contract entitliigwn employeeso any specific benefitsr policiesof the Town. The
contents of this manual atidle Townof Ab i n ¢ @adiae$ and procedures may be changed at any time.

VI. Overall Administrative Responsibilities

The Director of Human Resourcaball normally develop policy recommendatipasd theprocedures
necessary for implementation of poli@nd shall serve as a source of expertisthenntent and application of
theTowndb s Empl oyment Pol i ci es . applyto theaasne situatioh, errwberecenfliotsr
appear teexist, theTown Manager and/oDirector of Human Resourcese authorized to make a determination
as to the intent andpplication of policy. TheTown Manager has final authority for the approval and

administrationof employment policies and procedures.
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VII. Department Head Responsibilities
Department head and other designated management officials are held to higher responsibilities ¢
leadership standards due to their respective departmental rankings. Accordingly, department head and c
designatedmanagement officials shall perform the following specific personnel management functions
including but not limited to:
A. Develop organizational structures and staffing levels based on serviceamekdssource
availability.
B. Establish and communicate womrkxpectations, develop operating procedunesnage
performance and maintain an effective work environment.
C. Issue departmental rules and operating procedures necessary for the efficieffeetnd
functioning of the department; however, such rules aperaiing procedureshall not
conflict with any portion of these Employment Policies and musideedinated in advance
with the Human Resource Department
D. Schedule activities within their departments including hours of work, rest and penicils,
time o prepare for work and clearp time.
E. Select applicants forecommended®mployment and assign duties and responsibilities to
employeesvithin their management area.
F. Recommengromotion, demotion, reassignment, discipline, termination and p#nsonnel
relatedrecommendatioffor their departments.
G. Make salaryecommendationas outlined in the Employment Policies.
H. Identify training and development needs and provide fehejob training (OJT).
I. Ensure that financial and procurement policies are folloaygatopriately, includingnaking
the best use of fiscal resources, consultants and approved contracts.
J. Department headmay delegate, wholly or in part, the personnel managefuentions

listed above, with final approval provided by the Town Manager.

VIII . Policy Maintenance

Employment policies and procedures are issued and maintained by the Director of Riesoances.
Policies shall take effect on the dateTafwn Council and/ofTown Manager approvags appropriate, and shall
supersede all previousligsued policies. When changes geevious policies and procedures are approved,
information regarding changes will be communicatedhe workforce. The Human Resourbepartment will

fully implement allprovisions of the policies in a timely and reasomeabhlnner.



2. Employment

. Equal Opportunity Employment Policy

The Town of Abingdonis an Equal Opportunity Employer (EOE) and is fully committed to the
principles of equal employment opportunity. The Town maintains and promaes equal opportunity for all
employeesand applicants for employment, in accordancevith relevant state and federal laws. The Town will
nat discriminate on the basis of race, color, religion, sex national origin, age, physicabr mental disability
unrelated to the ability to perform the es®ntial functions of the position. The Town of Abingdonwill make all
decisions regarding recruitment, hiring, promaions, reassignments, training and other terms and conditions of
employment without unlawful discrimination.

A. All employees ofthe Town of Abingdon are supervised, land are responsible,tthe Town
Managerand his/her designe@and will adhere to all directives issued by the Town Manager as well as all
ordinances and resolutions enacted and adopted by the Town Council. Haivewadrain of command flows
from the immediatesuperviso(s) of employee, talepartment heathen toDirector of Human Resourcethen
to Town Manageand his/her designee

B. Town of Abingdonwill nat tolerate any form of discrimination, including sexual or racial
harassment, of its employeesAllegations of discrimination will be thoroughly investigated and disciplinary or
correctiveaction taken as warranted. Reprisals against employeesvho file comgdaints of discrimination are
prohibited; however, such protection does nat condone unfounded or vindictive accusations of others. TheTown
protects the legitimate interests of all parties concerned in a dispute involving allegations of discrimination.
(Refer to Chapter 5, Employee Responsibilities for more infor mation).

C. Reporting Guidelines.  Individuals, who feel they have been subjected to discrimination

including sexual harassment, are strongly encouraged to respond by using any or all of the following

procedures:

1 Information and advice about discrimination may be obtained by contacting the Director of
Human Resources the Town Clerk Every precaution will be taken to ensure confidentiality at
this informal, information gathering stage.

2. Town employeesare strongy encouraged to follow the chan of command toreport any

incident of discrimination to his/herimmediate supervisor appropriate department hegabr the
Director of Human ResourcesSupervisos, appropriatelepartment heabr other officials in
conjunction with assistance froBirector of Human Resourcesvill immediately address any

act of discrimination of which they become aware.



3. Town employees may use mediation or the formal Grievance Procedure if, after reporting ar
allegation of harassment and following the appropriatenablacommand, the issue could not be
resolved.

4. Additional information regarding discrimination, including sexual harassment definitions and
reporting responsibilitiesan be found in Chaper 5, iEmployee Responsibilities.o

. Town of Abingdon Diversty Plan

The Town of Abingdois goal isto hire and retain a workforcethat is representative of the Community
and reflective of the relevant available labor poab a€hieve this goal, the Town is committed to the following
actions designed to attractyerse, qualified applicarnts

A. TheTown shall use non-discriminatay, equitable process to fill alpositions.All personswishing
to apply for avacant position, adwertisedto the public, will havethe opportunity to do so.

B. Recruitment adwertising may include a varietyof formats and targeted resources such as print,
the Internet, other media and firms specializingn minority recruitment to attract a diversepool of qualified
applicantsfor all vacancies.

C. All recruiting announcements will contain the following statement: fiThe Town of Abingdonis
an Equal Employment Opportunity Employer.o

D. Recruitment and selection training for hiring officials will be held periodically and will include
interview techniques cultural avareness human relations, and objective hiring practices.

E. External Communication:

1 The Towns job vacancy announcements may &eailable on the Towns welbsite and
interested organizationsare encouragedto check it regularly.

2. The Human ResourceDepartment will communicate with representative educational
ingitutions, including vocationakchools, for purposes of recruitment.

F. The Town's Diversity Plan is to hire without regard to differences and to develop valuable
dimensions within each employee so that when combined, theseeddés form a mixture of talent and skills
unique to the group. In order to use everyone's talents to achieve business goals, the Town will embrace
recognize all differences to include but will be not limited to race, ethnicity, gender, age, phygsicakntal
abilities, religious beliefs, political beliefs and other ideologies. Each individual will be respected for the skill
and talents they can provide to a collective team.

G. Assignment and Responsibilities for the Diversity Plan:

1 General Responsibility: All employees are expected to contribute to maintaining a
respectful workplace. Theactions of every employee are important to achi€ersity Plan

goals.



2. Supervisoy Personnel: Supervisoy personnel are responsibldor supporting a respectful
and non-discriminatary environment. Management decisiongncluding those regarding hiring,
promaion, working conditions, job assignments, training programs and opportunities for
serving on committees and panels shall be based on job-related factors. Supervisoy
personnel are the primary sourceof information for employees under their direct supervision
concerningthe EOE Policy and Diversity Plan.

I11.  Criminal Convictions

Criminal charges and convictions may pose detrimental effects epumued employment. Being
convicted of a crime, depending upon the severity and circumstances involved in the given situation, can img
an employee's status and may lead to discipline up to and including termination.

On-Duty Charges: Any employee ch@ed with any kind of unlawful activity while on duty shall
notify his/her Department headnd the Town Manager within twentyur (24) hours after the charges are
placed/arrest is made.

Off-Duty Charges: Any employee charged under a federal or stateitstaff committing any kind of
felony, driving under the influence or a misdemeanor involving moral turpitude (acts which include lying
cheating or stealing), shall notify his/H@epartment headnd the Town Manager within five (5) business days
after thecharges are placed/arrest is made.

Non-exclusive elements of the Town will consider in evaluating charges and/or convictions and the
effect, if any, on his/'her employment include the nature and severity of the charges and/or convictior
including thér relationship to the employee's position and responsibilities and the potential impact upon tr
Town's operations and liabilities.

V. Merit Principles and Selection

A. A merit system is a system by which selections, appointments and promaions in public service are
based on qualifications and competence rather than political favoritism, seniority or other non-job related
factors. The Town supports the principles of a merit system for selection and performance evaluation to
recognizeand reward job-related factors.

B. Initial selectionto classified positionsand promaion to higher level positionshall be basedupon open
competition among qualified applicants. Employees are encouraged to apply for positions in which they are
interested and qualified Town employees will be given serious consideration for vacanciesbased upon

gualificationsnecessary for the position sought.
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V. Recr uitment

A. The Director of Human Resourceshall develop and maintain effective recruitment processes
that attracia candidate representative of the community and possessing the education, skills and abilibeseet
the current and future needs of the Town.

B. Requisitions. Newly established, or vacatedoositions shall normally be auhorized for filing
through arequisition process initiated by the department with the vacant position. A request to fill the position
including approgpriate justification regarding the operational need for the position, salary information and other
pertinent data shall be compgeted and forwarded to the Town Manager for approval. Upon approval, the
requisition is forwardedto Human Resources to begin the recruitment process.

C. Filling of Vacancies. Vacant positions may be filled by recruitment from inside and/or outside
sources, as appropriate, in coordination with the selectingDepartment headr designee. Vacanciesnay alsobe
advertised with the local employment commission, newspapemnd electronic media, other government
agenciesjournals, private recruiting firms, collegesprofessional and civiorganizations, churches and other
sources. The Town supports cross training, job rotation and promaion from within and may confine
competition for vacant positionsto members of the Town workforce or a specifidepartment if determined to be
in the bestinterests of the Town.

D. Advertisements:  Vacancylistings and/or pogings shall be developedand used to attract
applicants for most Town positions. Normally, vacancies shall be adwertisedfor a minimum of five (5) busines
days and applicationswill be acceted only when a position is posed. However, high turnover positions may
remain continuously under recruitment in order to maintain pools of qualified candidates and to quickly fill
such positions as vacancies ocur. In addition, the Director of Human Resourcasiay accept applications for
employment at any time in anticipation of future needs. Such applicationsmay be includedin future competitive
processs.

E. Application Process: The Director of Human Resourceshall providethe methods and means by
which interested partiesand current employeesmay apply for positions under recruitment. Typicallgpplication
for Town employment requires comgetion of computer-based employment application forms which allow
applicants an opportunity to accurately reflect ther education, training, and previouswork experienceAlternate
employment gpplication forms may be accepted when it is in the best interest of the Town The Director of
Human Resourcesndividual departments, or outside firms, agencies or consultants, as approved by the
Director of Human Resourcamay administer the process.

F. Examinations. The application process may include examinations such as alcohd and drug
testing, skill testing, written examinations, personal interviews, assesment centers, physical agility testing,

11



medical physical and/or psychological assessmeast deermined appropriate and lawful, where such
examinations would relate to specific roles.

1 Every person taking a rated or scored examination is entitled to ingpect his/herown rating or
soore and examination materials; however sucmaterials shall not be made availableto the
general public. Ingpections shall normally be permitted during regular business hours in the
Director of Human Resages in the presenceof appropriate staff.

2. Every person engagedin a rated or scored examination may request correction by providing
documentation to the Director of Human Resourcebkat the examination has been incorrectly
rated or sared. Examination materials shall be maintained for a period of two (2) years.

G. Background Checks. In the interest of public welfare and safety, ghlositions such as those in
public safety, positionsthat include working with children, those responsibldor handling money and others,
require that applicants successfullycomgete background checksincluding, but not limited to, personal
referance checks, criminal history and child abuse registry to ensure that the applicant past cnduct is
compatible with the nature and requirements of the position under consideration. An applicant for a position
that requires driving a vehicleshall provide a copy of his/herofficial Department of Motor Vehicles (DMV)
record or shall auhorize the Town to obtain a copy of the DMV remrd. The applicabledepartment, in
conjunction with the Director of Human Resourceshall determine the positions and specific checks that
will be utilized. In all casesappropriate state and federal laws shall be fol lowed.

H. Qualifications:  Qualifications are the education experience, competencies, skills, abilities
knowledge and other attributes determined most likely to predict successfujob performancein a position or
group of positionswith similar requirements and levels of responsibilitiegcceptable background information
and drivingreoord, when required, areincludedin the attributes necessary to meet minimum qualifications.

I.  Screening of Applicants: A screening process shall determine those candidates who meet the
gualificationsfor the position(s) to be filled. Such screeningsnay include, but are not limitedto, areview of
submitted applications, resumes education and experience credentials, referencegreliminary interviewsand
other relevant information. Town of Abingdonemployment records will be reviewed as a part of the screening
process when an applicant is a current or former employee of the Town. Screening may be competed by
Director of Human ResourceBepartment hedd) or outside public or private agencigsas deemed approfriate
by the Director of Human Resources

J. Peiodic Medical Examinations. Some positionswith the Town, such as public safety employees,
require periodic physical examinationsor medical tests as a condition of employment. In positionswhere regular
physical examinationsare required, the Town is responsible for the costof the exam and any test or procedure

related to the basic physical exam. Problenms or conditions which need medical treatment, and any additional
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medical exams needed as a result of the basic physical exam, are the responsibility of the employee. Questions
regarding responsibility for such medical cods shall be directed to the Director of Human Resourcedsefore
additional trestment or testingis performed.
V1. New Employee Orientation

When a conditional offer of employment is given to an applicdrd orboarding process will be
scheduled by th®irector of Human Resourcesldeally, this onboarding process should be completed
before the first day of employment. Employ@gentations may be held for new employees or during times
when policies have been changeAll appropriate payroll and benefit paperwork needs to be completed
before the first day of employment.
VII. Podtion Categories

A. All Town positionsfall into one of the following two categories:

1 Full-Time 1 those positions approved by Town Council and confirmed individually in the
annual budget, basal on an on-going full-time service need. Employees work a continuing
schedule asit applies to thar department regular work hours, normally 2080 hours annually.

The positions are included in the Towns pay plan and assigned to a pay grade and range
Employeesare ligible to recave all Town benefits.

2. Part-Time 1 those positions approvedindividually in the annual budget basedon an on-going
service need or structure shall not exceed 28 hours in a work weslbject to state and/or
federal mandates and/or regulatiogarttime positions will not be eligible to receive Town
benefits.

VIIl. Employment of Special Categories of Individuals
A. Nepotism:

1 To maintain the highest level of trust and support from the community, to avoid situations
that might result in unfair or preferential treatment of employees and/or the public, and to
awoid any appearance of conflict of interest, the Town limits the employment and work
assignment of employees regardless of category, that are related to each other or to current
Town Council members.

2. Members of the same family are eligible for employment with the Town; however, such
employment may not result in a Public Official or an employee directly or indirectly
supervising amember of his/herimmediate family.

3. In the event that a relative, as defined herein, is deemed to possess qualifications, experier
andexpertise superior to other applicants within the full candidate pool for that position, the

Town Manager may make a determination with regard to an official job offer. This policy
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applies to all categories of fuiime and partime employment and sHahot apply to
temporary and/or seasonal positions which can be filled at the discretion of the

Manager.

3. Ddfinitions:

a

Town Council members are those individuals serving a current term of office as a part of
the Town el ectedgoverningbody.

Public Offi cials areindividualselectedor appointed to a position.

Employees are individuals hired through competitive processs to serve the Town of
Abingdon

For the purpose of this policy, immediate family is defined as a spouse parent, spouses
parent, child, brother, sister, grandparent, grandchild, brother or sister-in-law, legal
guardian and equivalent steprelations, as well as non-related individuals residing in the
same household.

Indirect supervision includes but is nat limited to, being in a position to affect the terms
and conditions of anothers employment, including making decisions about work

assignments, compensation, grievances advancemenr performance evaluation.

4. Guiddlines;

a.

No Public Official, or employee, of the Town of Abingdonmay directly or indirectly
supervise or otherwise have acess control or influence over work activities or salary
decisions for immediate family members.

Employees may nat be hired, promaed, demated or transferredto a work assignment that
createsa situation in conflict with this policy.

With respect to indirect supervision, employees in positions senior to thar immediate family
members are responsible for reagnizing situations in which employment interactions may be
in violation of this policy and must recusethemselves from any involvement, or decision-
making, pertaining to their family member.

When the relationship between employees changes such asthrough marriage, adoption or
living arangements, creating a situation that violates this policy, employees must natify
their Supervisorimmediately and must be in comgdiancewith the policy within three (3)
months.

In certain dSituations, such as public safety emergencyesponse or weather related

emergencies, employedbat do not normally fall within the Supervisoy chain of
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command, including family membersnay work together and/or supervise one
another for the duration of the emergency

B. Employment of Non-US Citizens. Non-US citizens possesing requisite documentation to
legally work in the United States legally shall be considered for selection, promaion and all other personnel
actionson the same basis and under the same processs as US Citizens.

C. Employment of Virginia Retirement System (VRS) Retirement BenefitA retired individual
reciving a VRS retirement benefitnay nat be employed in any full-time position unless he or she agrees to
suspend the VRS benefit payments for the duration of the employment.

D. Age Requirements. Persons under the ageof 16 shall nat be employedin full-time or part-time
positions. Theemployment of persons under the age of 18 shall conform to Virginia labor laws governing the
employment of minors. Sworn Public Safety employees hading full-time positions must be at least 18 years of
agebut no morethan 70 years of age.

IX.  Driving Policy

Effective service to the citizens and efficient use of Town resources requires safe, accide
free, operation of the mota vehicles used to perform official duties while adhering to all applicable Ve,
statutes and ordinances pursuant to Code of Virginia, 846.2eq This policy establishes the guidelines and
procedures which govern vehicle operations, including driving and accident record review, as well as the
disciplinary and rehabilitative measures that may be implemented. Thes guidelines rely on a three-pronged
philosophy of acceptable drivinghistory, drivers training and on-going acountabil ity for individual actions.The
Towns core value of personal responsibility, taking ownership and accepting the consequences of individual
actions, isthe central component of these guidelines. The Director of Human Resources conjunction with the
Legal Department, will ensure that all state and local requirements relevant to requests for information and
offi cial drivingrecordsare followed including appropriate security of all forms, recrds and documentation.

A. All newly hired employees that drive Town vehiclesmust satisfactorilycomgete a Director of
Human Resourcesponsored Defensive Driving course as scheduled by the Defensive Driving Instructors
within ninety ©0) daysof hire. Current employeesthat drive Town vehicles must maintain an acceptable
Driving Rerd and attend a Town sponsored Defensive Driving coursein accordanceavith the plan established
by the Virginia Municipal League, which requires training to be held annually

B. Driving Record reviews for current employeesnclude annual review, for causereview, periodic
review and when an employee appliesfor or seeks promaion to a position that requiresdrivinga Town vehicle.
A minimally acceptable drivingrecord for a current employee includesthe following components:

1 -4 or fewer demerit points
2. No DWI/DUI convictionswithin the lastthree (3) years
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3. At leastthree (3) years of continuously valid licensing
4. An overall pattern of safevehicle operation and driving habits
C. The following conditions are unaccgtable and normally prevent an employee from operaing a
Town vehicle until his’her driving record improvesto a minimally acceptable level, or he/shemeetsother specific
requirements established by the Director of Human Resources

1 -5 or more demerit points

2. DWI1/DUI convictionwithin the lastthree (3) years

3. A license suspended due to driving violations or aaidents, unles the employee has
competed three (3) full years with no subsequent moving violations, atfault accidents or
penalties. A license suspended due to administrative penalties is a concern but would naot
typically disqualify an employee unless there is evidence of him or her having knowingy
driven with a suspendedlicense.

D. Consequences:

1 In the situation where a current employeds Driving Record is minimally acceptable, but
indicates that one additional violation of any kind will placehim or her in the unaccetable
category, the employee will be ndtified and required to satisfactorily comgdete a DMV
certifiedDriver Safety and Awareness Courseg alsoknown as the Driver Improvement course.
The Director of Human Resourcasill deliver the Driver Safety and Awareness Course
on aregular basis or an employee magtend a certified course offered elsewheren the
Town. In either case, the employee is responsifae any costincurred to take the course.
Attendance at a Driver Safety and Awareness course offeredby theDirector of Human Resources
isnormally consideredregular working time. Failure to compete a certifiedcourse, within the
time period designated in the natice of requirement, may result in driving restrictions and/or
disciplinary action.

2. An employee charged with an on or off-duty DWI/DUI is required to inform his/her
Supervisorof such charge and is normally prohibited from driving a Town vehicle until a
decision regarding the charge is rendered by the Courts. Assignment to a non-driving
position, if available, is at the discretion of departmental management. If a non-driving
position is nat available, the employee may be required to take appropriate leave or be placed
on administrative leave without pay pending the outcome of court proceedings. An employee
chargedwith on or off-duty DWI/DUI is also subject to the fiDrug and Alcohd Testingo

provisions of the Towns Employment Policiesand Procedures.
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An employee who drives or is found to have knowingly driven a Town vehicle with a
suspended or revokeddriver(s license is subject to appropriate disciplinary action. In addition,
the employee may be subject to quarterly Driving Record review for a period of one (1) year.
Disciplinary action, up to and including termination from employment with the Town, may
be initiated when an employee has an unaccetable driving record, and/or loses his/her
driving privileges via revocation or suspensiomisciplinary action may be taken if an
employee engages in misconduct or demonstrates poor performance relative to operating a
Town vehicle as determined by his/herSupervisor

Action taken in acwordance with the Towns disciplinary policies may be in addition to
driving prohibitions implemented by the provisions of this Driving Policy.

In unusual situations, Department headand the Director of Human Resourcemay
consder an employeds performance and overall employment history prior to the
implementation of driving restrictions. In some cases due to significant liability concerns,
driving restrictionsmay be implemented regardless of court actions.

If, based upon agreement betweenthe Director of Human Resourcesand relevant
Department headin employee may be dowed to continue driving Town vehicles After an
empbyee is convicted of ®UI, he or she must succesfully comgdete the Virginia Alcohd
Safety Action Program (VASAP) when mandated by theDivision of Motor Vehicles (DMV)
obtain a restricted license through the DMV enablingim/her to
drive to work comgdete a course of action determined appropiate to have license
reinstatedauthorize DMV record checksat |east quarterly and have no subsequent recordable

citationsor aacidents.

The Director of Human Resourcesoordinates and communicates a Safety Program for all employees

beginning with New Hire Orientation and continuing throughout employment The goal of the Safety

Program is to protect the safety and health of Town employees assist in preventing accidents and injuries

increase efficiency of operations, and save money for the taxpayers of the Town. Each Town employee isfully

responsible for implementing the provisions of the Safety Program as it pertains to operations under his/her

Personal Protective EquipmerPersonal Protgive Equipment (PPE) is any device or material

worn to protect a worker from exposure or contact with any harmful substance or force. Examples include |

are not limited tphardhats, goggles, face shields, safety glasses;tstzkboots/shoes, glovesar plugs and
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sunscreen. PPE's should be used in conjunction with administrative controls to provide for employee safety
the workplace.

Department headandSupervisos are responsible for determining appropriate hazard controls for each
work applicdion. EachDepartment headnd/orSupervisolis responsible for issuing proper safety equipment
to employees and shall follow the Occupational Safety and Health Administration's (OSHA) guidelines ar
standards to includ29 CFR 1910.132; 29 CRF 1910.132) CRF 1910.135; 29 CRF 1910.136; 29 CFR
1910.138;and29 CRF 1910.335

If any Department headr Supervisordetermines that training is needed on how to properly wear
PPE's, they must contact their department's appointed Safety Team Member to schednte trEach
department's Safety Team Member will confer with Bheector of Human Resourceghen training is needed
for employees.

If a particular PPE is required on the job and is not worn and an accidensoenforcement of the
policy mayoccur inthe form of disciplinary action for failure to wear the appropriate PB&pervisos will
document any interactions such as coaching or reminding employees about proper PPE use along with o
safety issues related to the work/job. Documenting thesetttons demonstrates management's commitment
to safety and can help reduce liabilities if legal issues arise.

XI. Reporting Employee Accidents and Incidents

Employeesinvolved in an on-the-job aacident or incident which resultsin an injury or potential injury,
no matter how dight, must report the accident to their Supervisorimmediately. The Supervisormust compete
the Employee IncidentAccident Report form in writing. Failure to report any such injury may result in the loss
of Workersi Compensation benefits.

In the event of an accident causing serious injury the emplayeeworkersshould immediately call
911

Jobinjuries will be handled in accordance with Workers' Compensation laws pursuant to Virginia Code
Title 65.2. An employee who isjured while on the job must notify the Nurse on caBat-243-0898within
forty-eight (48) hours to be eligible for coverage provided under the Workers' Compensation Act. As part of o
Drug and Alcohol Free Work Placan employee may also be requirem gubmit to testing as a result of an
injury on the job. A panel of physicians will be provided, and must be used initially should an employee
injured on the job. If a specialist is needed, the panel physician will arrange for an appoiftayenénicould
be denied if an employee fails to follow this procedure.

Town employees who are involved in a motor vehicle accident must contact 911 immediately to
report the accident. All motor vehicle accidents occurring on private property or publicvagyls are to be

investigated by the local police department or Virginia State Poliégmployees involved in an on-the-job
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accident or incident which resultsin an injury or potential injury, no matter how dight, must report the accident

to their Supervier immediately. Said employee involved in said accident/incidentiasded a citationwill be
required to submit to alcohtdsting, either breath and/or saliva, at the scene of said accident/incident and wil
be required to submit to drug testing withimrty-two (32) hours. Said employee will be suspended until the
results of said alcohol and drug testing are returned t®iteetor of Human Resourcesd discussed with
employee's department head, Supervisor and Town Manager. Employee will redréqucomplete a
defensive driving course within three months of returning to said employment.

In the event that the employée not chargedwith a moving violation, employee will be required to
submit to drug testing within thirtiwvo hours. Said enpyee will be suspended until the results of said alcohol
and drug testing are returned to eector of Human Resourcesd discussed with employee's department
head, Supervisor and Town Manager. Employee will be required to complete a defensigecduvse within
three months of returning to said employment.

TheDirector of Human Resourcesll assist in the investigation of all accidents/incidents in an effort to
prevent a similar situation from occurring in the future. A review of the aatfidcident will be reviewed by
a committee comprised of the department head or Superidgector of Human Resourcemd the Police
Chief.

XIl.  Initial Employment Period

A. The Town of Abingdonuses an initial employment period as an integral part of the employment
process, for employees hading full-time and part-time positions to determine the suitabil ity of an employee for
his/lher position. The initial employment period shall be used to asses new employees) work performance,
interpersonal behavor and conduct and to allow suffi cient time for an employee to adjustto his’her position and
work environment.

B. Length of Initial Employment Period: Theinitial employment period shall be six (6) months from
the date of hire or date that an employee attains afull-time position.

C. Extension of Initial Employment Period: Six (6)months isnormally suffi cient time to evaluate the
suitability of the employment relationship but, in rare instances,an extension of the initial employment period
may be warranted. Department headmay, with specific, job-related justification, extend the initial employment
period for an additional period not to exceedsix (6) monthsfor a total of twelve (12) month&xtensions of the
initial employment period shall be in writing and shall be included in the official personne file located in the
Human Resource Department. The extension must be discussd with the Human Resource Department and
communicated to the employee prior to the end of the original initial employment period. The employee shall be
notifiedin writing of the specific reasonsfor such extension aswell asthe specific performance results necessary

to enaure on-going employment. An example of an appropriate justification for an extension of the initial
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employment period is when a new employee has experienced an injury or illness and is unable to work for an
extended period of time. In such a situation, an extension of the initial employment period equal to the length of

the absence from work, up to sx (6) months, may be neaded to adequately observe and evaludieemployeds
performance Public Safety employeestitending the Police Academy will start probation period the first work
day following graduation from Academy.

D. Disciplinary Actions during Initial Employment Period: Employees who have not competed
their initial employment period may be subject to disciplinary action as outlined in Chaper 5, AiEmployee
Responsibilitieso as determined to be appropriate by the Supervisorand/or Department headEmployees
disciplinedand/or separatedfrom employment during the initial employment period have no appeal or grievance
right againstsuch disciplinary action(s).

XI1l. Scheduling of Wor k

A. Typical Work Schedule: Town employeesi work schedule follows the official business hours of
Monday through Friday from 8:30 am. to 5:00 p.m., with a one-half to onehour lunch period, unless covered
by a Supervisorapprovedalternative work schedule. A regular work day is a day in which work is performed
acordingto the assigned work schedule or approved|eave must be taken.

B. Alternative Work Schedules:

1 Individual departments and work groups may set alternate work schedules as needed, to
effective services.

C. Lunch periods: In mog situations, employeesare expected to take a meal break during the course of
the assigned work time. Employeesshallconsult their Supervisorregarding scheduling meal breaks or requestsfor
alternate schedules.

D. Traveltime

1 Travel from home to the workplaceis nat considered work or paid time. However, once an
employee reports to work, recuiredtravel from one location to anather during the duty period
isconsideredwork and shall be counted as paid time.

2. Thetime neededto travel to destinations outside of the normal work location, or to and from
out of town or state destinations in excess of the usual travel from home to the workplace,
requiredto conduct Town businessis normally considered paid time and shall be includedin
hours workedfor overtime purposes. Examples of Town businessrequiring such travelinclude

training events, conferences or meetingsin other localities or similar situations.
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XIV. Separation from Employment/Retirement

A. Resignation isa separation from employmentnitiated by an employee. Employeeswho leave their
position due to resignation shall normally provide at least two weeks written natice to their Department head
Supervisos shall document verbal resignationsin writing.

1. In the event that an employee is within his/herinitial employment period, the two week
naticeis encouragedbut nat required.

2. Once a resignation is submitted by the employee either verbally or in writing, it may not be
withdrawn unlessthe Department heaar designee agrees to such awithdrawal.

B. Retirement isa seoaration from employmenthat may beinitiated by an eigible employee, asin the
caseof voluntary retirement, or by management, asin the case of mandatary retirement because of agein sworn
public safety positions.In either situation, VRS rulesapply.

C. Separation Without Prgudiceshall be usedto separate an employee who isunable to report to work
due to circumstances beyond his/her control such as Reduction in Force; an incapacitating medical condition
that is not or cannat be resolved; the loss of a required license; circumstances causing conflict with Town
policies such as nepotism incarceration; or similar situation. Employees shall normally be given seven (7)
calendar daysadvance written natice of the separation without prejudice.

D. Separationsdue to disciplinary action are describedin Chapter 5, iEmployee Responsibilities.o

E. An empoyee may be separatedat any time during the Initial Employment Period if he or she fails
to perform at an accetable level, fails to demonstrate acaeptable dependability, conduct or suitability for the
position and/or needs of the Town.

F. If an employee wishesto use annual, and/or compensatay leave time prior to separation, department
procedures for requesting and granting leave time must be followed. An employee who has unused annual leave,
adjusted hours and/or compensatay time in excess of two-weeks shall normally be paid for suchunused paid
time off in a lump sum payment ($5,000 initial limit) at the time of separation rather than remamnthg o
payroll until all such time off is exhaustedSefe Chapter 3Benefits, XVIII Full Time Leave Benefits)

G. Workload, staffing shortages and other circumstances may prevent paid leave being granted to the
employee in which case the employee shall be paid for all accumulated annual leave, compensatay time and
adjusted hours at the time of separation, as appropriate.

H. Prior to, or a the time of separation, the employee must return all Town owned materials and
equipment to the Supervisor The employee must alsomake arrangements and provide a forwarding address to
receive the final paycheck and statement of annual earnings (Form W-2). The Director of Human Resourcesay

contact the separating employee to discuss benefit options and schedulean exit interview.
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I. EXxit Interview: An exit interview is a meeting between a separating employee and the Director of
Human ResourcesThe interview is encouraged in all voluntary separations including retirements, and is
normally held no later than two weeks after the employeds last day of service. During the exit interview, the
employee may complete an exit interview forndjscuss his/herreason(s) for leaving and learn about the status of
benefits, reingatement privileges and retirement, if applicable. Theexit interview isnat intended asa counseling
or grievance sesion. Theinformation gained from the employee on subjects such as pay, benefits, training and
working conditions provides important feedback that may contribute to improved job satisfaction for Town
personnel.

XV. Reinstatement

An employee who voluntarily leaves Town employment in good ganding may be reinstated, if re-

employed within one year from the date of separatbiheDepartment heasl dscretion and approval of the

Town Manaer.

XVI. Personnd Files

A. Personnel files contain written material about an employeds employment. Written information
relatedto employment is considereda personnel file regardles of where the recordsmight be physically located.
Official personnel files for each Town employee are maintained in the Payroll andHuman Resourc©ffices
only. Individual departments may also maintain files relevant to departmental employees as long as those
files are in a locked, secure locatiddmployees Supervisos, and Department hedd) may identify materials
to beincludedin the personnel files subject to management approval.

B. Documents that are a part of the personnel file include, but are nat limited to, job specification,
grade or pay range assignment, employment application/resumes employee pay and benefit information,
performance evaluations, disciplinary actions, counseling documentation, supervisoé job-related notes
employment agreements, commendations and education materials.

C. All medical information, such as Family Medical Leave certifications, ADA materialsincluding
requests for acommodations, results of physicals or drug/alcohol testing, is maintained in files maintained
separately from personnel files.

D. In acordance with the Government Data Collections and Dissemination Practices Act, every
employee has the right to review his/herpersonnel file(s). In addition, employees may challenge, correct and/or
include a written statement to provide information related to any document in the personnel file(s). All
employees will notifyDirector of Human Resourcés make any changes. For example, employees can change
their address, phone number, marital status, number of dependents, and beneficiary information as nee

throughout the year.
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1. Requestsfor review may be made to Human Resources through avariety of meanssuch ase-mail,
memo andtelephane or in person.

Thefile will be made available as soon asreasonably possible.

Copies of materialswithin the file will be providedat the employeds request.

Thefile may not be removedfrom the office.

A staff member from Human Resources the Department headr the Supervisorshall be present

a bk~ DN

during the review.

XVIl. Reease of Infor mation

A.

TheDirector of Human Resourcedseats information provided by employees as confidential. ALL

request$or employment information or employment verificatiorshall be forwardedto the Director of Human

Resourcedor appropriate response in ac@rdance with relevant laws and regulations.

B.

The Director of Human Resourcesay release specifically requested information to employees or

former employees other Town departments and local, state and federal agencies in order to allow those

departments and agencies to perform thdar necessary duties asfollows:

1.

Information Requested by Employees: Current and former employees of the Town have the right to
review any information in their personnel files. An employee or designee may review the contents of
his/heroffi cial personnel file by visitingthe Director of Human Resourcetiring normal office hours.
Proof of identity must be providedbefore the personnel file may be reviewed.

Information Requested by Town Departments. Routine information such as dates of employment,
job title and salary history shall be given to represntatives of Town departments, if the department has
avalid need for the information and the information is concerning an employee of that department.
Information requested by another Town department shall not normally be provided unless the
requesting department has a valid need for the information, such as when an employee from ancther
department isbeinginterviewedfor a position.

Information Requested by Individuals outsidethe Town: Requests for information concerning Town
employees are often received from federal agencies credit bureaus, individual employers and others.

Thefollowing information isgivenin responseto such requests:

a Verification of name.

b. Verification of employment.

C. Presenemployeesi verification that the person isemployedby the Town and the
jobtitle.

d. Former employeesi verification of dates of employment and the job title, not

including the reason for separation.
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e Salaries of employees who earn in excess of $10,000 annually are a matter of
public record and must be released upon request.

f. Additional information may be released upon preentation of avalid subpoenaor
court order.

Any requests from an outside agency must be accompanied by an original, signed, notarized release «
information form before angmployee information can be released to the outside agency. No representative ¢
the outside agency may medath current employeesr arrive on any Town property without authorization of
the Director of Human Resources the Town Attorney.

3. Benefits

An array of Town provided benefits combined with direct salary or wages establish a total compensation
packagethat supports the Towns goalsof attracting, rewarding and retaining employees who are representative
of the community and fully able to deliver services at acceptable levels. The benefits areoutlined within this
chaper.

I. Right to Make Changes

From time to time, conditions or circumstances may require that the Town make changes additions, or
deletionsto its benefits program for both active employees and retirees, as the Town determines are appropriate.
Thispolicy does nat grant employees or retirees vested benefits. In other words employees and retirees are not
guaranteed current or future benefits, unlessrequiredby federal or state law.

1. Medical and Dental Cover age

A. Eligibility: Group medical and dental coverage is currently available for all full time employees and
their digible dependents. Enrollment takes placeat new hire on-boardingand coverage typically beginsthe 1st
day of the month following the date of full-time hire and thereafter during Open Enrollment periods.
Employees may make changes in their coverage during open enrollment periods and when a life qualifying
event occursthat allows changes such asmarriage, divorce and birth or adoption of achild.

B. Cost of Coverage: The Town currently pays the full costfor the employeds coverage (singe
coverage). Employees who dect to cover their eligible dependents are responsible for a portionof the costof the
dependentsi coverage. Payment for dependent coverage must be made through payroll deductions and is
autamatically proces®d on a pre-tax basis unless, the employee submits a written waiver to the Director of

Human Resources
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Il . Group Lifelnsurance

A. All full time employees are eligible for the Towns basic group life insurance plan. The life
insurance plan is administered by the Virginia Retirement System (VRS) and underwritten by a provider
selectedby VRS.

B. Coveragefor death due to natural causes istwo times the annual base salary, rounded up to the
nearest thousand dollars. The accidental death benefit is four times the annual salary. The Town currently pays
100% of the cost for the basic group lifeinsurance plan.

M. Optional Group Life Insurance

A. All full-time employees are eligible to purchase optional group term lifeinsurance for themselves
their spouseand their children.

B. Theemployee isresponsible for 100% of the costof the optional lifeinsurance.

C. Employees may purchase coverage in amounts of 1, 2, 3, or 4 timestheir annual salary. The
amount of coverage available to spouses and children depends upon the amount of coverage selected by the
employee.

V. Retir ement

A. All full-time employees are enrolled in the Virginia Retirement System (VRS) based upon the
date of hire. An employee hired between the firstand fifteenth of the month, beginscoverage on the firstof the
month of hire. An employee hired after the fifteenth of the month begins coverage the first of the following
month.

B. VRS is a gtate retirement system and all rules and regulations regarding contributions and
retirement benefits are made by the State legislature. The Town, as a member employer, must comgdy with all
regulationsas set forth by the legislature.

C. An employee may request a refund from VRS, or a portion of retirement contributions, upon
termination from employment in accordance with VRS regulations.

D. Retirement benefits are based on three factors: years of service; the plan an employze i
enrolledin (Plan I, Plan Il or Hybrid); and the age at the time of retiremebetails concerning the

Virginia Retirement System are covered in the Handbook for VRS Members, available at www.varetire.org

E. The Town resrves the right to participate in ancther retirement system should it deem
appropriate.
F. All employees should be aware that it takes VRS three (3) months to process a retireme

application. Therefore, when considering retirement, all employees are encouraged to schedumtznesbp
with the Director of Human Resourcess soon as possible. There are several forms, tax considerations

payroll and other issues that must be resolved before an employee can retire. For example, many emplo
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depending on their age file for satisecurity as well. Each employee considering retirement must consider
continuing health insurance, life insurance, and also how they will handle tax withholding on their retiremel
income. Another consideration is annual and sick leave balances, iPé&gse schedule an appointment with
the Director of Human Resourcés develop a plan.

To get an estimate of your retirement benefits an employee can fill ouf&RS60 and mail it to
VRS or call 1888-827-3847. Forms can be found at www.varetire.org

It is also important to inform youBupervisoras soon as possible once you have decided to retire.
Retirement is considered a voluntary action similar to a resignabepartment headwill need time to plan
and schedule the work as the employee ttians from employment to retirement.

Retirees will receive the following in recognition of their years of dedication: a retirement clock, &

framed Town seal, $200 worth of gift cards, andepartmentaluncheon organized by thBirector of Human

Resoures
VI. Deferred Compensation
A. The Deferred Compensation Program is an individual income investment plan auhorized by

Section 457 of the Internal Revenue Code, which can be usedas a sipplement to retirement plansand Social
Security

B. Eligibility:

1 Employeeshadding fulltime positionsare eligible to participate in the Deferred Compensation
Program effective with the date of hire.

4. Employees €eligible for a distribution from International TowrYCounty Management
Asscaciation (ICMA-RC) dueto their ageand retirement status are not eligible to contribute to
the deferred compensation program as an active employee.

C. Asapart of an overall benefits program, the Human Resource Department coordinates the Deferred
Compensation Program. TheProgram isdirectly administered by the International Towr/County Management
Asscaciation Retirement Corporation (ICMA-RC), which is specifically organized to promade voluntary
retirement plans for local government employees. Participant contributions are deducted on a pre-tax basis.
Program participants have numerous investment choices from which to choose. All contributions remain with
ICMA-RC until the funds are withdrawn in acwrdance with ICMA-RC guidelines upon separation from
employment, retirement or death.

D. Program Guidelines:

1 Individual voluntary contributions to the employeds Deferred Compensation account shall be
made by the employee through payroll deductions. Contributions must be at least $5.00 per

pay period and may nat exceed the maximum allowed by law.
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2. Initial enrollment and changes in deductions shall be submitted to the Human Resource

Department. A signedauthorization form isrequiredprior to actual deductionsor changes.

3. ICM A-RC Responsibilities:

a The ICM A-RC will assign an acount manager to the Town of Abingdonwho shall be
acesible and periodically meet with employees.

b. ICMA -RC will provide general information and individual account information directly to
employeses.

The Director of Human Resourcesoordinates with the ICMA-RC acount manager and provides
routine information to participants about Deferred Compensation.

VIl. Employee Assstance Program

A. The Town currently contracts with Highlands Community Services ("HCS'lpcated in
Abingdon to providean Employee AssistanceProgram (EAP) for its employees and their families.

B. Services:

1 Individual: The EAP is a serviceto help resolve personal problems that may be
interfering with work performance or home life. Examplesinclude marital and family conflict,
drug and alcohd abusefinancial, emational, career and employment concerns, and parenting
iSsues.

2. Groups: HCS may work with workgroups directly, or provide intervention strategies as
needed, to addressissues contributing to poor working relationships or an ineffective work
environment.

C. The staff of HCS is bound by contract with the Town and professional standards to keep all
information, including visits, conversations, and employee information strictly confidential to the extent allowed
by law. HCSwill not acknowledge that an employee has contacted them, unlessthe employee provides written
consent to do so or the employee was referred by the Town. When an employee is referred by management,
HCS only advises the Town of the contact and whether or nat the employee participates.

D. Procedures:

1 Employees or members of their families may self-refer and contact HCS directly. HCS can be
contacted at (276251650 Supervisos may encourage employees to contact HCS or they
may make a Superviery Referral to HCS, as describedbelow, if he or she believes that poor
performanceor inappropriate behavior isthe result of personal problems.

2. Employees who test positively for drugs or alcohd under the Towns Drug Free Workplace

Program may be referredto and requiredto meet with HCS.
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3. Supervisos shall follow the procedures outlined below when making a Supervisoy Referral:
Contact the Director of Human Resourcée discuss the referral.

Compete the referral form and share with the employee in afaceto-face meseting.

If the employeeacaeptsthe referral, call HCS to set up an initial appointment.

Qo T

Provide paid time off for the employee to attend the initial appointment with an HCS staff
member. If subsequent appointments are needed, appropriate accruedleave shall be used.

e Employees referred to HCS are expected to cooperate with recommendations and
treatment plans.Failure to do sowill result in appropriate management action asemployees
shall be held acmuntable for the behavior identified as the reasons for the supervisoy
referral.

f. If the employee refuses to meet with HCS, the Supervisorshall document such refusal and
includeit in the employees offi cial personnel file.

VIl . Worker's Compensation |nsur ance

A. Virginia Municipal Leagueprovides Workersi Compensation benefits as mandated by law to alll
employees. Theprogram provides compensation and medical paymentsin the event that an employee is unable
to work due to awork-relatedillness or injury.

B. If an employee has an accident that arises out of and in the course of employment, the employee
must report the aacident to his/her Supervisoimmediately. Failureto report the accident promptly may result in loss
of compensation and payment of medical expenses.

C. The Virginia Workersi Compensation Act is administered by the Virginia Workersy
Compensation Commission. The Town compieswith all rules and regulationsas set forth by the Commission
regarding the handling of Workersi Compensation claims.

D. The following claim procedure must be strictly followed; otherwise it could result in the
employee payingthe costof his’/her medical treatment.

An injuredemployee must do the following:

1 Immediately report all accidents or occupational illnesss to his/herSupervisor
2. Comgete an accident/incidentreport for each and every occupational incident. (See Form in
Appendix)

Select aphysicianfrom the Towns fiPanel of Physician slist.
Call Virginia Municipal League, tolfree at 8772340898,24 hours a day/ 365 days a year.
Please identify your member number as 095 for the Town of Abingdon, Virginia.

NOTE: If the employee doesnat use a physicianfrom the Towns panel, the employee isfinancially responsible

for any incurred medical expenses.
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F. Employer Responsibilities:
1. The Human Resource Department, working with VML, oversee Workersi Compensation in
comgiancewith the Workersi Compensation Act of Virginia
2. When a work-related injury or illnes also qualifies as a serious health condition under the
Family Medical Leave Act (FMLA), absences will be designated as Family Medical Leave
concurrent with Workersi Compensation.
IX. Return to Wor k Program
The Town is committed to providing a safe workplaceand returning employees to productive work, as
soon as possible, in the event of a work-related injury. The Director of Human Resourceshall establish and
maintain areturn to work program that focuses on an injured employeds abilitiesrather than disabilities. If an
employee sustainsawork-related injury and he or sheisnot ableto immediately return to regular duties,modified
or transitional work will be identified as soon as possible. Human Resources and the relevant department will
work together to providetemporary modifiedwork if possible.

X. Sick Bank Program:

Effective 01/01/2016 the sick bank program will be discontinued. The Town of Abingdon will utilize the Short
Term Disability Program outlined below for any employees who need to take leave for atshartliness @
disability.

XI. Short Term Disability Program:

1. The town will provide a Short Term Disability program for its employees. The Short Term Disability program
will consist of weekly benefits for up to 125 days (total) within the same fiscal year.
2. Eligibility:
a. Oneyear waiting period for nemwork related claims
b. First day benefit for workelated claims
c. MUST provide physicians certification outlining short term disability/iliness

Days of Income Replacement: NoiWork Related Disability

Note: The Town of Abingon will not pay short term disability benefits caused by, contributed by or resulting from a
participantdéds commi ssion of a felony/ misdemeanor, nort
employee is incarcerated.

Months of continuous Workdays at 100% Workdays at 80% Workdays at 60%
Service with Town of | Income Replacement | Income Replacement | Income Replacement
Abingdon
0-12 0 0 0
1359 0 0 125
60-119 25 25 75
120179 25 50 50
180 or more 25 75 25
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Days of Income Replacement: \Wrk-Related Disability

Months of continuous Workdays at 100% Workdays at 80% Workdays at 60%
Service with Town of | Income Replacement | Income Replacement | Income Replacement
Abingdon
Less than 60 0 0 125
61-119 85 25 15
120 or more 85 40 0
3. Taxesando#ar deductions will be automatically withhel

employee. This will prevent the employee from having to come in monthly to pay for any health insurance,
optional life and/or any other deductions that are witadwn f r om t he empl oyeeds

4. The employee must complete the Short Term Disability application (page XX) and turn in (with supporting
physicianbs certification) to their supervisor.

5. The Short Term Disability program will be administered by the Towautjit a committee comprised of the
empl oyeeds Department head, Director of Human
The decision of the committee is final.

6. Itis the responsibility of the employee to notify their supervisor of any ehangpndition. If any information
requested by the Town is not provided by the employee, the Town reserves the right to cease the payment of
benefits to the employee.

7. The employee must have exhausted all annual, sick and compensatory benefits befioigefapf@hort Term

ch

Res

Disability.

8 An employee with a Workero6s Compensation claim pe
benefits.

9. Short term disability benefits end when the employee returns to work.

10. Short Term Disability will run concurrdy (at the same time) as FMLA (Family Medical Leave Act) for
empl oyee related illness upon certification from

11. Pregnancy Up to six weeks of pogiartum income replacement following a normal delivery <8eCtion.
(Must be a fultime employee with the Town for a minimum of 1 year)*See table of benefits above.
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Town of Abingdon
Short Term Disability

Application
Employee Name: SS#:
Date of Birth: Department:

Reason for absence:

Employee Signature/Date
Supervisor Sigrature/Date
Town Manager Signature/Date

Shortterm disability is equivalent to a maximum 25 weeks (125 business days) in any one fiscal year. The
employee will be paid according to the guidelines listed in the table outlined in the Short Term diggioilicy.
The employee understands that FMLA wil/ run concu
personal illness.

(See full policy on pag@9 of the Town of Abingdon employee handbook.)

To be completed by Physician

Nature of short-term illness or disability:

Return to work date:

I hereby certify that the above named employee of the Town of Abingdon is totally unable to work due to the short
term illness or disability indicated above.

Physiciands
Signature/Date

Print Name:

Address:
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XIll.  Credit Union
The Town currently has three (3) credit unions to choose from:
Virginia Credit Union;
United Southeast Federal Credit Union; and
Eastman Credit Union
Each credit union offers various financial products to employBesie of the credit unions serving the
Town receives any operational funding from the Town. The relationship with each creditsumésed solely
on providing employees with more options for their financial needs. Altifa# employees and their
immediate family members are eligible to become members of any of the credit unions. All employees mi
direct any questions about the credit unions tdinector of Human Resources
XII'.  Take Home Vehicles

1. In general, there is no ab®lute need for any Town employee to take a Town-owned vehicle
home every evening. The decision to allow a Town employee to take apublic vehicle home
shall be basedon a determination that allowingor requiring the vehicle to be taken home will
be demongrably beneficial to the delivery of services to the citizens through enhanced
productivity or costsavings. The Town Manager shall havethe final auhority to determine if
an employee may take aTown-owned vehicle home on aregular basis.

2. The objective of the take home vehicle policy is to ensure that public property, specifically
vehicles is used properly in the public interest and nat to the personal advantage of Town
employeses.

3. Employees are nat auhorized to take home Townowned vehicles except under the following
circumstances:

a The employee is on twenty-four (24) hour call for emergency response where rapd or
immediate responsetime isrequired.

b. The employee is on stand-by and drives a vehicle specially ecuipped to fulfill a
departmental mission.

C. A deermination has been made, and approved by the Town Manager, that allowing or
requiring avehicle to be taken home will be beneficial to the delivery of services to the
citizensof Abingdonthrough enhanced productivity or costsavings.

d. On acase by case basis, with Department headpproval, to facilitate attendance at work
functionsat locationsand/or times where it would be more convenient or more productive,
to attend while proceeding to or from home without having to obtain a Town-owned
vehicle from a central location (e.g., evening meetings, travel out of town, job site
ingoections). Such approval shall end when the specific reason for taking the vehicle home
has passd.

e As stipulatedin an agreement, pre-approved by the Town Manager.
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f. With the approval of the Town Manager, employees previously allowed to take vehicles
home prior to the implementation of this policy.

4. Theuse of atake home vehicle is subject to the following conditions:

a There shall be no personal use of Town-owned vehicles unles such use is incidental and
minimal, such as travel to or from lunch on the way to or from work, or during lunch
break, if the errand requires only a minor deviation of one mile or less from the normal
route traveled.

b. Individuals allowed to take home a Town-owned vehicle shall reside within the Town of
Abingdonunless there is a clear demongration of the value of allowing the vehicle to be
taken out of the Town and such useisapprovedby the Town Manager.

C. T hereshall bean annual review of take home vehicles justified for emergency responseto
include the number of times the vehicle was actually used for emergency response after
being taken home.

d. An employee utilizing a take home vehicle shall be taxed acording to prescribed IRS rules
and regulations for any compensatay benefits received from the use of a Town-owned
vehicle. Any employee who does not elect to take a vehicle home or use it for any
personal use will not receive a 1099

e Unde no circumstances shall a spouse dependent or any other person not employed by the
Town be permitted to operate a take home vehicle. If a Town vehicle is involved in an
accident, please contact thgrector of Human Resourcesnd the Abingdon Police
Department. If a spouse or othergmr not employed by the Town is in the vehicle when
an accident occurs, that person will not be covered by the Town's insurance.

f. Unless waived by the Town Manager, every take home vehicle shall have decals markings
and other identification as prescribedfor Towrnowned vehicles.

X1V. Travel
Mileage Reimbursement

Mileage reimbursement rates are the current reimbursement rates set for the by the Internal Revenue Service.

https:// www.irs.gov/TaxProfessionals/StandariflileageRates

Overnight Lodging

All requests for overnight lodging must be approved by the Town Manager, Assistant Town Manger, or Department
Head prior to registering for a conference or training. Lodging, expemedinited to the actual cost of the room; first
consideration is given to the hotel hosting the event. Lodging will not be approved for events less than two hours trave
time between the Town and the event site for single day events.

Meal Expenditures

Itemized receipts are required for all reimbursement of meal expenses and shall not exceed the per diem meal
allowance: Daily and Partial Day Per Diem would simplify this using Department of Accounts Meals and Incidental Trax
Expenses (M&IE) which iaded off of the US General Services Administration rates.

http://www.doa.virginia.gov/Admin Services/ CAPP/CAPP Topics/2@835.pdf#page=19
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http://www.gsa.gov/portal/content/101518

http://www.gsa.gov/portal/cateqory/100120

The weighted average for the State of Virginia rounded would be $6fuppelay of travel and $46.50 per partial day
(First and last day of travel)

M $10.00 Breakfast
1 $15.00 Lunch
1 $25.00 Dinner

If meal(s) cost is included with any convention, conference, training or seminar fees, then a meal expense for that
meal(9 will not be reimbursed.

Receipts

Upon completion of travel, employees shall submit their itemized receipts with an expense report within five days.

Conference and Travel Expenses:

It is the understanding of each employee that travel expenses relatedwm DBusiness will be covered by the Town.
Any expense related to a spougaest(s), while travelling with a Town employee, will be the respibility of the Town
employee

*Exception:At times a conference requires the registration of a spouse/guebetpaid for with one credit card. The
Town employee can use the Town issued credit card to register the conference participants with the understanding tha
the cost of the spouse/gue&) must be reimbursed to the Town withfive businesslays.

Disallowed Expenses

9 Lost or stolen articles

Alcoholic beverages

Damage to personal vehicles, clothing or other items
Services to gain entry to a locked vehicle

Movies charged to hotel bills

All expenses related to personal negligence of the traveler such aqfiees) to change flights or excess
baggage fees

Entertainment expenses

Travel insurance

Towing charges

Non-conference expenses for family, spouses and/or guests

=A =4 =4 =4 =4

= =4 =4 =4

The above list is NOT all inclusive. Travelers should use prudent judgment and remembktitinat| expense
accounts are open to the public.

Social Media Posting

It is highly recommended that Town employees avoid posting pictures to any social media site while they are traveling
for the Town of Abingdon.

Accidents
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Employees involved in an adent while traveling on business must promptly report the incident to his/her immediate
& dzLJIS NIDA & 2 NIp LT LISNER2YIf Ay2daNASE NB Ay@d2f 3SR (KS
2y | | 8172430808 amsoon as possibledrplain the nature of the injuries.

A drug test may be required in any situation, depending on the circumstances of the accident. A drug test will be
required immediately (same day) following the accident if the Town employee is found to be at fab# gcident.

If the employee is being treated for injuries, the drug test must be performed by the medical facility providing the
treatment.

Automobile Repairs

tKS ¢26y Aa y20 NBalLRyaroftS FT2N I yeé | dzi BWeowded vBhicS LI A |
needs repairs while the employee is on Town business, the employee must immediately contact their supervisor prior t
having repairs made. The supervisor will advise the best course of action for that situation.

If the employee has ted unsuccessfully to reach their department head or supervisor and must make a decision, it is
recommended that the employee either:

1) Leave the disabled vehicle in a secure location and contact someone to pick you up and return you to Abingdor
or
2) Procure aental vehicle for return trip to Abingdon
XV.  Equipment Idling and Vehicle Policy

With the exception of police vehicles, all Town departments shall refrain from allowing vehicles to idle
in one location for a period of time exceeding five (5) minutds.the event that the driver of the vehicle is
leaving the vehicle, he/she shall turn off the ignition until such time as he/she returns. This policy aims
reduce the impact of vehicle emissions by encouraging the application of sustainable ptmeiphesular use.

Practicing antidling activities will reduce air pollution, promote energy conservation, reduce noise
pollution, and will reduce wear and service needs of vehicles and equifBo@etvisos in each department
will enforce this policy ad counsel employees who do not follow the policy.

Further, eachDepartment headvithin the structure of the Town government shall monitor and
discourage use of vehicles to job sites which serve to transport single individtrdsaome except upon rare
instances. As an alternativBgpartment head shall encourage the planning and arranging of vehicular
transportation to take full advantage of ride/share, comprehensive and efficient planning of meetings and us
audio/video conferencing whenever possind practical.

XVI. Coomes Recreation Center Membership

The Town, in its sincere interest in the well being and actual health and wellness of its employee

extendsfree membership for the Coomes Recreation Center to its full and part time emptoye&s/ee's

spouse and dependent children living in the home of the employee. The Town staff invites and encourage:
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employees to use this benefit towards improving and maintaining personal fithness and Teafthretirees
shall have a lifetime memibship to the Coomes Recreation Center.
XVIIl. Service Award Program:

This program recognizes employees based on five year service incséondns/her dedicated service
to the Town of Abingdon. Employees currently receive a plaque from the Town Mategmibing the
number of years of service and a lapel pin with the years of service. This Service Award is presented at
beginning of the Town Council meeting for the month that the employee service award would have be
completed. This program wible continuing with different awards presented based on the years of service a

additional items become available.

XVIIl. Full Time Leave Benefits

A. Annual Leave Annual leave is paid time off from work for vacation, recreation or other personal purposes.
a. If an employee is hired before the"iday of the month, he or she will receive both annual and sick leave
allotments for that month. If an employee is hired after tffedd§ of the month, no accrual will be
given for that month.

Years (Months) of Sewice Days Earned Each Year Maximum # of Days that Can
Be Accumulated
0-4 Years (6569 Months) 12 24 (192 Hours)
5-9 Years (66119 Months) 15 30 (240 Hours)
10-14 Years (12179 Months) 18 36 (288 Hours)
1519 Years (18239 Months) 21 42 (336 Hours)
20+ Years (240 + Months) 24 48 (384 Hours)

1. Maximum Accrual: Total years of service for futime annual leave accrual purposes shall be computed from
the date of appointment or conversion to afintle position. All employees are encouraged to thk
accrued vacation time each year. However, if an employee does not take their vacation time, it will roll over to
the next fiscal year. When vacation time is rolled over, it will be capped at the maximum hours allowed.
Vacation hours will no longerroll over into the sick leave banklf an employee has accrued maximum vacation
time, they will not be able to accrue any additional vacation hours.

Example: John has 20 years of service. John can accrue a maximum number of 384 hours. John does not
takk any vacation in 2015 and has 384 hours at the
John will not be able to accrue any more vacation hours because he has the maximum accrued hours in his
vacation bank. Once John starts using hiacation hours, he will continue to accrue vacation time again, but
cannot exceed his maximum 384 hours.

2. Effect of ReassignmentPromotion, demotion, transfers or reassignment does not affect the amount of
accumulated annual leave.

3. Separation of Employmeat: Upon separation from employment, afuli me e mpl oyee (or th
in case of the employeebds death) wild.l receive pay
payment of $5,000 for total accrued time (annual/sick) will be maittethe balance to be paid out in keeping
with normal pay periods until total amount accrued is fulfilled. Accrual of annual/sick time is discontinued upon
separation of employment.
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4. Scheduling: Annual leave is normally scheduled in advance with thecsap of the Supervisor. Employees
must comply with established departmental procedures regarding scheduling of annual leave such as completir
appropriate leave request forms.

a. Annual |l eave may be applied for (Sapemisproln Request
Department head. Time off should be requested as far in advance as possible to ensure adequate cove
by the department.

b. All approved leave requests must be forwarded to Payroll after Supervisor/Department head approval.

5. Approval: Approval of annual leave is at the discretion of the Supervisor and may be denied in situations
necessary to keep an operation or shift adequately staffed or when an employee has been absent from work fo
significant periods of time for other reasons. Employaayg be called back to work from approved annual leave
for valid reasons such as an emergency.

B.SickLeave:Si ck | eave is paid time off that is normally
below:

T Empl oyeeds i nceatpilnessdripjurt o wor k du
1T Empl oyeeds medical and dental appointments
T Il ness or injury of an employeebs dependent f ami

For the purposes of sick |l eave usage, paed,spesedent f a
child/stepchild or person for whom the employee has been appointed legal guardian.

1. Maximum Accrual: Total years of service for futime sick leave accrual purposes shall be computed from the
date of appointment or conversion to a-futhe position. Sick leave accrual shall be at a rate of 8 hours (1 day)
per month or 96 hours (12 days) per year. The maximum number of hours that can be accrued by any employe
1,000* (with the exception of grandfathered employees)

2. *Grandfathered Employees:A grandfathered employee is an employee who has accrued 1,000 or more sick
hours by 12/31/15. These employees will not lose any sick time, but will not accrue anymore unless they fall
below the 1,000 hour sick leave maximum.

3. Effect of Reassignment Promotion, demotion, transfers or reassignment does not affect the amount of
accumulated sick leave.

4. Separation of Employment Employees who separate employment with the Town of Abingdon via voluntary
quit or retirement shall be paid at a rate of twdivg percent (25%) of the value of their sick leave based upon
the balance (up to 1,000 hours*) at the time of separation. If an employee is terminated from the Town of
Abingdon, he/she will forfeit payment of any accrued sick leave.

5. Payment of Sick LeaveBalance: Upon separation from employment, afuli me e mpl oyee (or
estate in case of the employeebs death) wil!.l rece
payment of $5,000 for total accrued time (annual/sick) will beenwith the balance to be paid out in keeping
with normal pay periods until total amount accrued is fulfilled. Accrual of annual/sick time is discontinued upon
separation of employment.

6. Scheduling: Sick leave should be scheduled in advance whenpossible( i . e. : doctords ap
employees must comply with the established departmental procedures of notifying the supervisor prior to the st
of the workday.

a. All approved leave requests must be forwarded to Payroll after Supervisor/Damantad approval.

7. Medical Certification: The Town may, at its discretion, require medical certification for any sick leave taken
including medical certification indicating that t
dependent familynember. Acceptable evidence of iliness, injury or incapacity of the employee or family
member is determined by the Department head.
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8. Abuse of Sick LeaveWhen there is reason to believe that an employee is abusing sick leave privileges, such as
pattern d use that indicates an employee is not actually incapacitated, management action including requiring
certification and/or disciplinary action may be taken. Examples of patterns that may indicate sick leave abuse

include consistently using sick leavetsii s accrued, consistently reques
Mondayés, consistently requesting sick | eave the
C. Leave without Pay: Occasionally, for various reasons, an employee may need to temporarily

be eleased from the duties bis/heremployment with the Town. All leave without pay requests must be
approved prior to the leave being takand must be approved by the Town Manager. Whenever any employee
goes on Leave without Pay status, arrangemenss beumade for the employee to pay for any deductions that
would normally come out of their paycheck.

If an employee fails to report to work promptly at the expiration of the approved leave, gegidadwn
will assume the employee has resigned if no aitriias been madwith his/herdepartment after three (3)
consecutive days.

XIX. Funeral Leave

Funeral leave is leave with pay granted to employees holding full-time positions upon the death of a
member of an employeds immediate family for the purpose of attending services handling the affairs of the
deceaseal or similar needs. For funeral leave, immediate family is defined asthe employees spouse, parent, spouses
parents, child, brother, sister, grandparent, grandchild, brother or sister in law, son or daughter in law, guardian,
and equivalent step-relations.

A. Upon request, the Department headhall grant funeral leave for a period not to exceed three
consecutive working days, or five consecutive working daysin the event that the deceased residedin the same
househadd as the employee. In the event of multiple deathsin the employeds immediate family, each death will
be treated separately and funeral leave will be granted acmrdingly.

B. If more than the allotted number of daysleave isrequired, or if leave isdesiredfor adeath other than
the immediate family, time off may be granted at the discretion of the employeds Supervisorand chargedto
other approfriate paid leave.

XX. Hoaliday Leave

TheTown of Abingdon observese following paid hdidays:

New Year's Day (Januarylst)
Lee Jackson Day (Friday before Martin Luther King Day)
Martin Luther King Day (3rd Monday in January)
President's Day (3rd Monday in February)
Memorial Day (last Monday in May)
Independence Day (July 4th)

Labor Day (frst Monday in September)
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Columbus Day (2nd Monday in October)
Veteran's Day (November 11th)

Thanksgiving Day (4th Thursday in November)
Day after Thanksgiving

Christmas Eve (December 24th)

Christmas Day (December 25th)

(Note: Additional holidays mabe approved by the Commonwealth of Virginia and observed
by Town employees with Council and Town Manager approval)

A. When the actual hdiday falls on a Saturday, the Friday before the actual day shall be observed as
the hadiday; when the actual hdiday falls on a Sunday, the Monday after the actual day shall be observed asthe
holiday. Occasionally, Christmas and Christmas Eve will fall such that the observation will nat follow the normal
pattern, in which case the appropriate two-day observation will be determined and publicizedin advance. In
addition to the alove hdidays, Town Council may declareother daysto be designated as Town hadidays.

B. Employees who work in operations which must be continuously maintained, regardles of
hdidays, shall usethe actual calendar hdiday, ingead of the observed hdiday for employees that are requiredto
work on the actual hdiday. For example, when Deaember 25 (Christmas Day) falls on a Sunday, Monday,
Deember 26 is the observed hdiday for most employees. In this situation, December 25 isthe actual calendar
hdiday and would be usedasthe hadiday for designated personnel.

C. When an employee isrequiredto work on a hdiday, Holiday Leave accrues at a rate of one hour
for each hour actually worked, during the regular work shift, up to 8 hours per hdiday. At the department(s
discretion, an employee may be paid for these hours at the time they are earned, at their normal straight time
rate, or the hours may be usedto take time off on another day. Shouldan employeechooseto take another day
off in place of the holidayvorked;it must be takn within the same month earned, within thirty (30) calendar
days.

D. All employees will observe these holidays, except those employees on continuous operation (.
hours) In the event that any 24 hour employee is scheduled to work on a holiday during a normal 40 hour wc
week, the employee will be paid an additional eight (8) hours at the employee's regular rate of pay. If t
holiday worked is in addition to a normd&D hour work week, the employee will receive time and-twaié
compensation.

XX1. Other Absences with Pay

A. Court Service/Jury Duty An employee who isrequiredto perform jury duty or issubpoenaedto

appear in court outside of hig/her regular duties except for the reasonsincludedin item No. 2, shall be granted

suffi cient paid time off to perform such duties. When an employee is summoned to serve as ajuror, subpoenaed
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asawitnessor party in relation to the performanceof his/her job or isinvolved asawitnessto acrime, such time
will qualify asficourt serviceo

1 Court Service Procedures:

a An employeewho isrequired to beabsent from work becausehe or she has been summoned as
ajuror or subpoenaed asawitnessmust provide his/her Supevisor with a copy of the summons
or subpoenaassoon asit isreceived.

b. Upon returning to work after any absence for jury duty, the employee must provide the
Supervisowith a certificate from the clerk of court that verifies the service.

2. Absences Due to Other Court Appearances. Employees must charge albsences due to court
appearances that are outside of the areas outlined akove, or due to an employeds personal
businessinvolving court appearances to approfriate paid leave (i.e., annual leave, personal leave,
PTO compensatay time or adjusted hours). Some examples of situations which do nat qualify as
paid court service leave are:

a. Child support cases

b. Divorceproceedings

c. Autonobile accidentswhich occur off the job

d. Civil court summonsfor non job relatedcivil action

e. Employee chargedwith violatingthe law unrelatedto their job

NOTE: Department heaglin conjunction with the Director of Human Resourcewill

determine the applicabil ity of court service leave.
XXIl.  Military Leave

Military Leaveisan employeds approvedabsencefrom work due to the performance of military duty on
a commissioned or non-commissioned status on a voluntary or involuntary basis in a uniformed service,
including active duty, active duty for training, initial active duty for training, inactive duty training, full-time
National Guard duty, funeral honas duty by National Guard or resrve members, or for an examination to
determine a personts fitnessfor any of the above forms of duty.

A. Employess shall natify their Supervisorimmediately, in writing, when they learn of an upcoming
need for military leave, and shall provide a copy of the official military orders as scon as possible. The
Supervisorshould in turn notifithe Director of HumarResourcesind the appropriateepartment head

B. TheSupervisomor department heashould then inform thBirector of Human Resources

C. In acmrdance with state law, there shall be no loss of regular pay during military leaves of absence,
except that paid leaves of alsencefor federally funded military duty, to include training duty, shall nat exceed
fifteen (15) work daysper federal fiscal year (October 11 September 30) and except that no officers or employees

shall receive paid leave for more than fifteen (15) work daysper federally fundedtour of active military duty.
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D. For the purposesof paid military leave, afiworkdayo isdefinedas 1/260 of the total working hours an
employeewould be scheduled to work during an entire federal fiscal year (which totals to eight (8) hourdyor full-
time employees 15 fiworkdays @quals120 hours per year. Weekends areincludedto the extent that they are part
of an employeeds regularly scheduled work time. Whenever possible, employees shall try to schedule their
military leave at timesthat havethe leastimpact on the departments service delivery needs.

E. Employees may take alditional types of appropriate paid leave when paid Military Leave is
exhausted.

1 An employee whose alsence does not exceed five (5) years and is released from service under

honaable conditions is eligible for reemployment rights and employment benefits as described
under the fiUniformed Services Employment and Reemployment Rights Act of 1994.0
XXII1. Wor k-Related Injury Leave

Such tme off without loss of pay or charge to leave shall end at the close of business on th
seventh (7th) calendar day. The absence may be covered by Workers' Compeiighagoemployee is
unable to work after seven (7) calendar dagRefer to Workers' @mpensation policies for more
information)

XX1V . Administr ative L eave with Pay

At the discretion of the Town Manageran employee may be granted paid time off for a variety of
purposes such as employee reaognition or reward. In addition, the Town Manageray approve pending the
results of official investigations, pending disciplinary action or other circumstances where the Department head
determines that the employeds absencefrom work isin the bestinterest of the Town.

XXV. Family and Medical Leave

In acordance with the provisions of the Family and Medical Leave Act (FLMA), asamended, eligible
employeesare entitled to take up to twelve (12) weeks of job-protected leave during any twelve (12) month period
for specified family and medical reasons The enployee, Supervisofs) and Director of Human Resourceshall
engagein interactivediscussions about the needfor FMLA, to coordinate alsences and related matters.

A. Covered Family and Medical Reasons:

1 Thebirth of the employeds child or the placement of a child with the employee for adoption
or foder care.

2. To care for an immediate family member (spouse child or parent) with a serious health
condition.
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3. To take medical leave when the employee is unable to work because of a serious health
condition.

4. Because of any qualifying exigency as defined below and in applicable Federal regulations
arisingout of the fact that the employeés spouse son, daughter or parent is a covered military
member on active duty in the National Guard or Reserves in support of a contingency
operation.

5. To carefor amilitary family member injuredin the line of duty.

B. If the employee has accruedpaid leave, the employee must exhaustall appropriate paid leave first,
aspart of the leave requiredby the FMLA.

C. Serious Health Condition: An illness,injury, impairment or physical or mental condition that
involved either an overnight stay in amedical care facility or continuing treatment by a health care provide for a
condition that either prevents an employee from performing the functions of the employeds job or prevents an
employeds qualified family menber from participating in school or other daily activities.

D. Employee Eligibility for FMLA:

1 The employee hasworked for a least twelve (12) months for the Town. If the employee wason
the payroll for part of a week, the Town will count the entire week. The Town considers 52
weeks to be equal to twelve (12) months.

2. The employee has worked for the Town at least 1250 hours over the previous twelve (12)
months beforethe leave would begin, nat including paid or unpaid leave.

3. When both spouses are employedby the Town, they arejointly entitled to a combinedtotal of
twelve (12) work weeks of family leave for the birth or placement with the employee of a child
for adoption or foger care, and to care for a parent who has a serioushealth condition.

E Calculation of Leave: Higible employees can use up to twelve (12) weeks of the FMLA leave
described above during any twelve (12) month period. The Town will use a rolling twelve (12) month period
measured backward from the date an employee usesFLMA leave. Each time an employee usesleave, the Town
computes the amount of leave the employee has taken under this palicy, subtractsit from the twelve (12) weeks,
and the balance remaining is the amount the employee is entitled to take at that time. For example, if an
employee has taken five (5) weeks of leave in the pasttwelve (12) months, he or she could only take an additional
seven (7) weeks under this policy.

F. Maintenance of Benefits:

1 Employees on unpaid leave, which is designated as FMLA leave, will continue to receive, if
eligible, health, and life insurance benefits up to the maximum twelve (12) work weeks
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allowed. These benefits will continue on the same basis as an active employee during this
twelve (12) week period.

T he employee must make arrangements to pay applicable health cogsfor dependents. Thoseon
unpaid leave must alsomake arrangements to continue other deductions, such as optional life
insurance premiums.

If the employee informs the Town that he/she does nat intend to return to work at the end of
the leave period, the employeés rights to any health care benefits will be only to the extent
provided for by the then current health care plan, if any, provided by the Town for its
employeses.

If the employee chooses nat to return to work for reasons other than a continued serious
health condition, the Town will require the employee to reimburse the Town the amount the
Town contributed towards the employee health insuranceduring the leave period.

Annual and sick leave will nat accrueduring the Family Medical Leave AciTheuse of family
or medical leave will nat be considered a break in service for vesting or benefits program

purposes.

Job Restoration:
An employee who usesfamily or medical leave under this policy will be restoredto the same
job or ajob with equivalent status, pay, benefitsand other employment terms.
Departments will comunicate with théirector of Human Resourcgsior to any employee
going out on Family Medical Leave Act he Director of Human Resourcesll send out the
appropriate notifications of Family Medical Leave Act to employees.
Departments will maintain appropriate information, including the dates that each employee
has taken FMLA leave; the number of hours of FMLA leave taken by each employee and
records of any disputes between the employer and any employee over the designation of leave
asFMLA leave. To track FMLA leave hours, Payroll will use the appropriate hoursi codes
when processing payroll to havethe leave designatedas FMLA leave.

Employee Responsihilities:
While on FMLA leave, employees are requiredto keeptheir Supervisorinformed regarding
their status and their intent to return to work.
Employees arerequiredto give at leasttwo (2) businesdaysnaticeif their anticipated date of
return to work changes.
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3. Employees may be required to provide a Fitness for Duty certification from their medical
professional prior to their return to work. Notice of this requirement will be given with the
Designation Notice.

4, Policies regarding Maintenance of Benefits, Job Restoration, Use of Paid and Unpaid Leave,

and Intermittent Leaveand ReducedWork Schedulesarethe sameas FMLA leave.

4. Workforce Development

I. Workforce Development
A. The Town supports on-going employee development with the goal of providing learning
opportunities that change behavior, enable employees to meet the Town'scurrent and future need, and
improve employee job satisfaction. The Human Resource Department develops and/or presents a variety of
training opportunities that enhance employee development.
Thefollowing operating principles are usedas primary guidancein developing and maintaining training
and workforce development programs:
B. TheWorkforce Development Program for the Town of Abingdon
1 Establishes and relies on a partnership for responsible, relevant learning between the
employee his/her Supervisoy and management.
2. Relies on participatay program development utilizing the skills and competencies of all
employees to develop curricula, workshops, and classes.
3. Closes gaps between employee skill level and the employeds ability to effectively deliver
Services.
Supports attainment of employeesiindividual goals.
Identifiesthe return on investment for employees and the organization.

Integrates learning experiences with day-to-day job responsibilities.

N o g M

Presents avariety of integrated, developmental learning opportunities for all employees.

I. Employee Recognition

A. Through meaningful employee recognition programs the Town acknowledges individual
behaviors that support the organization vision, mission and values. Formal and informal employee reagnition
is one of the most effective ways to reinforcethe Towns customer service value, support its service objectives,

and retain top performers.
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B. A variety of employee remgnition programs such as outstanding customer service awards,
awards for generating tangible cost savings, length of service awards or similar awards program shall be

developed, implemented and maintained by Town management.

5. Employee Responsibilities
l. Code of Conduct

Effedive savice to the citizens relies upon empoyees and maregement working
together. Individud respongbility is critical to maintaining an effedive partnership. The
following information outlines the guiddines for employee behavior and the procedures for
addressing problems that might arise These guiddines support the Townis core vaue of
persand respongbility, i.e., taking ownership and accepting the conseguences of individud
actions.

A. The Town, through Town Council, requires that employees follow a code of conduct reflecting
the highest ethical standards and promaing public confidencein Town government.

B. This code of conduwct is established for all employees The code shall be operative in all
ingances covered by its provisions except when supersededby an applicable statutory or charter provision and
statutory or charter action is mandatay, or when the application of a statutory or charter provision is
discretionary, but determined to be more appropriate or desirable.

C. Theeffective operation of democratic government requires that public offi cials and employees be
independent, impartial, and responsible to the people;that government decisions and policies aremade through
the proper channels of the governmental structure;that public office not be usedfor personal gain; and that the
public have confidencein the integrity of its government. Thepurpose of this code isto establish gandards of
ethical conduct for employees by setting forth those acts or actionsthat are incompatible with the best interests
of the Town.

D. Responsibilitiesof Public Office: Municipal employees are agents of the citizens and are
entrusted to pursue the public good at all times. As such, they are bound to uphdd the Congitution of the
Commonwealth of Virginiaand to carry out impartially the laws of the nation, state and municipality and foser
respect for all government. They are bound to observe, in their official acts, the highest ethical standards and to
dischargefaithfully the duties of their office regardles of personal considerations, recognizing that the public
interest must be their primary concern.

E. Dedicated Service: All Town of Abingdonemployees are expectedto be loyal to the objectives
expresed by the electorate through the Town Council. Employees shall adhere to the rules of work and

performance established as the standard for their positions. Employees shall not exceed their auhority, breach
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the law or ask others to do so, and shall work in full cooperation with other employees, unless prohibited from

sodoing by law or by offi cially recognizedconfidentiality concerns.

F Fair and Equal Treatment:

1 No employee shall grant any special consideration, treatment, or advantage to any citizen
beyond that which isavailable to every other citizen.

2. No employee shall use or permit the use of Town-owned vehicles equipment, materials, or
property for personal convenience or profit, except when such services are available to the
public generally or are provided as municipal policy for the use of such employee in the
condvct of offi cial business.

G. Conflict of Interest: As providedin Title 2.2 of the Code of Virginia (The Virginia Conflict of
Interests Act), no employee shall engage in any private financial or other interest which might impact the
performanceof his/her official duties. Employees are alsobound by the additional guidanceoutlined below:

1 Incompatible Employment: No employee shall engage in, or accept, other employment or
render services for private interests, when such employment or service isincompatible with the
proper discharge of his/her official duties or would impair his’her independent judgment or
action in the performance of higher official duties. With management® approval, employees
may engagein other employment that does nat interfere with or present a conflict of interest
with Town employment.

2. Disclosure of Confidential Information: No employee shall, without proper auhorization,
disclose confidential information concerning the property, government, or affairs of the Town,
which would advance the financial or other special interest of him/her self or others.

3. Gifts and Favors: No employee shall accept any gift or favor, whether in the form of service,
loan, thing, or promise from any person, firm, or corporation, intended to, or which may,
influencehim/her in the dischargeof his’her duties.

4. Representing Private Interests before Town Agenciesor Courts:. No employee shall represent
his/her own or any other private interest before any agency of the Town, unless he/she isdoing
soasamember of acivic organzation or isspeakingon an issueof general publicinterest.

H. Political Activity:

1 Town employees may participate in political activities while they are off duty, out of uniform
and not on the premisesof their employment with the Town.

2. For the purpose of this palicy, the term fipolitical activities dncludes but isnat limitedto:
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fvVoting; registering to vote; soliciting votesor endorsements on behalf of a political candidate
or political campaign; expressing opinions, privately or publicly, on political subjects and
candidates; displaying a political picture, sign, sticker, badge or button; participating in the
activities of, or contributing financially to, a political party, candidate or campaign or an
organization that supports a political candidate or campaign; attending or participating in a
political convention, caucus rally or other political gathering; initiating, circulatingor signing
a political petition; engaging in fundraising activities for any political party, candidate or
campaign; acting asarecorder, watcher, challenger or similar officer at the pollson behalf of a
political party, candidate or campaign; or becoming a political candidate.o (VA State Code
Title 15.2-1512.2)

The components of this section are designed to promade public trust and confidence in Town
government by ensuring that it is free of the actual or apparent influence of partisan politics
and that employment and advancement in the Town are based upon meritorious performance
rather than political service or affiliation. In addition, it protects every employeds right to vote
and to keepthis right free from interference, solicitation or dictation by any fellow employee
Supervisor or officer.

Every employee is encouragedto vote in every appropriate election. Moreover, except during
working hours or when officially representing the Town of Abingdon any municipal employee
is free to express his/heropinion as to candidates or issues and to meet with candidates for
office.

Employees may be candidates for political office but must resign, or shall be released, from
employment with the Town upon successful election to political office within the Town of
Abingdonor other political office if the responsibilities of that office will interfere with the
employees abil ity to perform the duties of his/her position with the Town.

Unde no circumstances shall an employee engagein political activities while performing the
official duties of his’lher Town position, use any Town property or equipment to engagein
political activity or to appear as a candidate while dres®d in Town uniforms or clothing that
identifiesthe individual as a Town employee. This prohibition shall nat apply to an employee
registeringto voteor voting.

No employee shall use the prestige of his/her position on behalf of any political organzation
or party. For purposes of this Code of Conduct, a fpolitical organizationo shall be defined as
fiany group, formal or informal, which endorses candidates for elective office at any level of

governmentd national, state or local.0
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10.

No employee shall use his’her official auhority to coerce or attempt to coerce a subordinate
employee to pay, lend or contribute anything of value to a political party, candidate or
campaign, or to discriminate against any employee or applicant for employment based upon
political affiliationsor political activities.

Employeesare prohibited from discriminating in the provison of Town services or
responding to requestsfor services on the basisof the political affiliationsor political activities
of the person or organization for which such services are provided or requested.
Employeesare prohibited from suggesting or implying that the Town has officially
endorseda political party, candidate or campaign.

Consequences of Violation: Violation of any section of this policy may constitute a cause for

disciplinary action up t@and includingdismissal
Il. Work Rul es

To ensure orderly operations and provide the best possible work environment, the Town expects
employees to follow rules of conduct that will protect the interests and safety of all employees.

It is not possible to list all the forms of behavioattlare considered unacceptable in the workplace. The
following are examples of infractions of rules of conduct that may result in disciplinary action, up to an
including termination of employment:

apop

S3ITARTTS @o

Theft or inappropriate removal or possession of property;

Falsification of timekeeping record;

Working under the influence of alcohol or illegal drugs;

Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the wonkpiidee,
on duty, or while operating employewned vehicles or eqoinent.

Fighting or threatening violence in the workplace;

Boi sterous or disruptive activity and #dAhor
Negligence or improper conduct leading to damage of emplmysed or customer  owned
property;

Insubordination or other disresyifil conduct;

Violation of safety, traffic (state statutes or local ordinance) or health rules;

Smoking on Town property, in Town buildings or automobiles;

Sexual or other unlawful or unwelcome harassment;

Engaging in sexual relations;

Sleeping on job;

Unauthorized pssession of dangerous materials in the workplackiding but not limited

to, exposives or firearms;

SE~"v-avTO

Excessive absenteeism or any absence without notice;

Unauthorized absence from work station during the workday;

Unauthorized use of telBpnes, mail system, or other emplepsvned equipment;
Unauthorized disclosure of business "secrets" or confidential information;
Violation of personnel policies;

Unsatisfactory performance or conduct;

Places the reputation and trustworthiness of the Tiowlioubt in any way;
Creates a hostile work environment by any means; and
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W. Engaging in or being charged with and/or convicted of any criminal activity. Criminal

charges may pose detrimental effects upon employment status. The naturelwdripes, the

potential impact upon the Town as employer and the apparent likelihodtat the employee did,

in fact, commit the act are typical elements that factor into theultimate employment determination.
I1l1. Suspected Theft and Fraudulent Transactions

A. Fraud is an act which is characterizedby deceit, concealment, or violation of trust perpetrated to
obtain money, property or services to awoid payment or loss of services or to secure personal or busines
advantage or other benefit. The Town Manager typidly investigates suspicions aignificant theft and/or
fraudulent transactionswhen there isno clear evidence of wrongdoing or the person responsible for it.

B. An employee who has knowledgeof an occurrenceof work-related fraud, or has reason to suspect
that afraudulent action has occurredat work, shall natify his/herDepartment headr the Town Manageras
soon as possible and shall not discuss the allegedfraud with others. Upon receipt of an allegation, the Town
Managerwill natify appropriate auhorities, develop an action plan and coordinate all investigative processes

C. Confidentiality iscritically important in handling fraud allegations. All participants shall keep the
details and results of the investigation, aswell asthe identities of involved employees, confidential to the extent
permitted by law. Information will only be shared on a needto know basis. Theallegedfraud and investigation
shall not be discused with the media, other than through the Town Manager'sOffice or other designated
media contact. If the investigation concludes that the allegations of fraudulent activity by an employee are
founded, the employee will be subject to disciplinary action and/or legal action.

D. Retaliation againstindividuals reporting suspectedfraud or for cooperating, giving testimory, or
participating in any manner in an investigation, proceeding, or hearingisunaccgtableand will nat be tolerated.
However, such protection shall not condone unfounded or vindictive accusation of others.

V. Secondary Employment

A. To minimize the potential for conflict of interest, the Town discurages semndary employment.
An employee who wishes to engage in secondary employment shall discuss such employment with his/her
Supervisorand obtain approval from the Town Managerbefore acceting a position outside of Town
employment. Permission to engagein outside employment isat the discretion of the Town Manageysolongas
it doesnat involve a conflict of interest

B. In the event that previously approved outside employment interferes with the employeds
performance, attendance, timeliness or ability to work overtime or emergency hours, the employee may be
requiredto disocontinue it or resign from his/herTown position.

C. An employee hdding approved outside employment is normally restricted from working the
secondary employment on days he or she is on paid leave or Leave Without Pay due to the employeds own
illness or injury.
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D. Employeeswho have anather job at the time they begin working for the Town must natify their
Supervisorof such employment on the date of hire.

V. Working Hours, Punctuality, and Attendance

A. Each department determines the assigned shift and hours worked for the employees within the
department. Every employee is expectedto be on the job during all hours as assigned. Some type of praoperly
auhorized leave, hdiday or appropriate flex time must cover time away from duty during regularly scheduled
work hours. Cumulative, excessive albsences, even if absences have been approved individually, may lead to
employment action up to, and including, dismissal. If an employee must be absent, or late, he or she must natify
the Supervisolin advance of the scheduledworkingtime whenever possible. When requesting leave or reporting
an absence, the employee must make every effort available tpersonally contact the Supervisor Failure to
give proper natice of absence or provide a reason for alsence unacceptable to the Supervisorwill result in an
unauhorized absence.

B. Individual departments may have specific requirements regarding advance natice of an intended
absence or tardiness; employeesshall check with thar Supervisorif they have any questions regarding how
absence or tardinessis handled within their department. To the extent any provisionin this policy would cause
an exempt employee under the Fair Labor Standards Act to losetheir exempt status, such policy shall nat apply.
VI. Discipline

A. In most circumstances employees perform as expected and demondrate conduct that reflects
credit upon themselves their co-workers and the Town of Abingdon When employees fail to conduct
themselves in such a manner, it may becme necessary to formally intervene to correct the behavior or end the
employment rel ationship.

B. Employees hdding full-time and part-time positions who have comgeted their initial
employment period, are governedby this policy. This policy provides guidance for effective problem resolution
and, as such, it may be appliedto employees within the initial employment period and those hading temporary
positions, at the discretion of the Department head

C. Theoverall objective of this policy isto develop and implement solutionsto problens as quickly
and effectively as possible, sothat attention isfocusedon providing quality service to the citizensand creating a
positive work environment for all.

D. Expectations: TheTown expects and anticipates that employees will be personally responsible for
their behavior but recognizes that, on occasion, it may be necessary to take action to correct ingppropriate
behavior. Maintaining effective working relationships requiresall employeesto be awareof and abide by the Code
of Conduct, Town Policiesand departmental rulesand regulations.As far as possible, the Town seks to remedy

underlying causes of problemsthrough such meansas counseling, mediation and training.
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E. TheTown distinguishes between mismnduct and unsatisfactory performance (with the exception
of acts of gross nedigence) by defining unsatisfactory performance as the inability to meet performance
expectationsdue to lack of skills, training, education or other similar circumstances. Unsatisfactory performance
is typically addres®d through the Towns performance management guide which identifies the specific
actions required when an employee demondrates overall unsaisfactory performance. Misoconduct is generally
defined as intentional and/or willful disregard for the Townis standards of conduct and/or departmental rules.
Employee misaonduct istypically addres®dthrough a progressive disciplinesystem

F Pre-Disciplinary Actions. It isthe Towns intent to resolve problems as quickly and effectively as
possible. Therefore, prior to implementing disciplinary action, informal verbal natices and discussions such as
counseling and performance guidance sessions may be used to inform an employee that a problem exists a
discuss expected corrective actions.

G. Alternative Actions: In addition to the traditional disciplinary process outlined below,
alternative strategies such as individual corrective action plans, discipline without punishment, peer mentoril
mediation, conflict resolution, negotiated separation agreements or demotions may be used -ty-aasase
basis when the alternate stratepests er ves t he Townds i nterest and i
least negative and most cost effective way. The Human Resource Department is familiar with a variety
alternative actions and is available to provide advice and guidance.

H. Progressive Discipline: In general, the Town follows a progressive discipline approach
establishing a set of guidelines rather than fixed disciplinary requirements. Progressive discipline encoura
employees to become more productive emdonformwith behavior to Town expectations and standards. In
most cases, an employee will have the opportunity to correct problems before more serious disciplinary acti
are necessary. The level of disciplinary action is dependent upon the unacceptable behavime and
circumstances surrounding the behavior. Accordingly, it is not necessary that a progression of disciplin
actions, from less stringent to more stringent, be followed. The Town reserves the right to administ
disciplinary action appropriate to the laefor and will take into account the overall situation before decisions
are made.

l. Disciplinary Actions: The following actions describe the disciplinary system established as ¢
means to address employee miscond8aopervisos anddepartment headmay e these guidelines or may
elect to use the alternate strategies as listed above as appropriate. The Human Resource Department
provide assistance tupervisos, managers and employees in developing approaches to problems which firs
and foremostseve t he Townédés interest and also meet the

1. Warning: A formal conference betweerSapervisoror manager and an employee to discuss

an incident of misconduct and the corrective action expected. The manager shall docume
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the waning in writing, provide a copy to the employee and maintain the documentation
within the department.

2. Reprimand: A letter or other written notice fromSapervisoror manager to an employee
identifying uncorrected misconduct. Such letters are useldioavior or violations deemed
serious by aSupervisoror where a warning has not helped to change the unacceptable
behavior. A copy of such reprimand shall
file maintained by the Human Resource Department

3. Suspension: Formal action by a Department heathat places an employee in non-pay, non-duty
status for a specific length of time, expressal in working days. Suspersions from duty and pay
for employees exempt from the Fair Labor Standards Act (FLSA) typically must be in full
workweek increments. Suspension seriously impacts departmental productivity and the
employeds pay and shall only be imposed when a les®r penalty is nat appropriate or has not
helpedto correct the unacceptable behavior and when dismissal istoo stringent.

4. Dismissal: An action taken by a Department heatb separate an employeé&rom employment
for cause, as a last resort, when serious misconduct remains uncorrected or when initial
misoonduct issosignificant that the employment rel ationship must end.

J Resignation while charges are pending to dismiss. An employeewho wishes to resign from
his/her position during the dismissal process may request to do so by submitting a letter of resignation to the
Department head’he Department headnay accet the resignation, or choose nat to accept the resignation, and
proceed with the dismissal. If aresignation isaccetedin lieu of dismissal, appropriate documentation to that
effect shall be included in the employeds official personnel file. The Department headnay elect to include
additional information at his/herdiscretion.

K. Separations due to misanduct during the initial employment period: In the case of dismissals
which take placeduring the employeds initial employment period, progressive disciplineisnaot required. In these
cases the department heashall issuea letter natifying the employee of the separation and givingthe reason(s)
for the action.

L. Establishing the Penalty: Thefollowing information contains guidelinesthat assista Supervisor
and/or Department heath setting a penalty. Disciplinary action is at the discretion of the Supervisorand/or
Department heaahd failureto follow these guidelines does nat invalidatethe action taken. An effective process
for determining a disciplinary penalty includesthe following:

1 Collect the relevant facts.

2. Consider the nature, seriousness and consequences of the problem or infraction.
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M.

Examine issues such as mitigating circumstances and the possibility of genuine
misunderstanding on the employeds part.

Consider the employegs past employment record, including length of service and
performancelevels.

Discussthe situation with Human Resources.

Situations which show a need for more serious actions may include behavior that jeopardizes the

employees safety or the safety of others, previous offenses including the nature and recentness and the impact

of mismonduwct, gross nedigence and/or disruptive behavior on both productivity and employee morale.

Cumul ative unrelated offenses may alsoindicate a need for more seriouscorrective action.

N.

O

Supervisos may consider avariety of factorsprior to initiating disciplinary action:

Has the employee been provided with adequate training, clear performance expectationsand
clear information asto the standards of conduct, guidelinesand departmental rules?

Arethe standards of employee conduct and rulesbeing applied fairly and consistently? Have other
employees, demondrating similar behavior or violating similar rules, been treated
consistently?

Have written remrds been maintained of previous counseling or reprimands? Has the

employee been ableto tell his/herside of the situation?

Procadures. Authority to initiate the disciplinary actions of warning and reprimands shall

normally be delegated to first line Supervisos, subject to review and approval by the established chain of

command within a department, including the Department headlhe more serious actions of suspension or

dismissal, shall be coordinated and signed by the Department heaednd require natification of and endorsement

by the Town Manager® Office and the Human Resource Department prior to issuance. The Human Resource

Department will consult with the Town Attorney Office regarding such actionson an as needed basis.

1

Incidents sometime oaur which are of such a dangerous or serious nature that immediate
corrective action must be taken. Such cases generally involve real or potential hazards to life
and/or property or significant disruption of the Towns mission. In these cases an employee
may be immediately suspendedfrom duty for the purpose of removingthe employee from the
work area. The Supervisommust advise the department heaodf the situation as soon as possible
after the incident takes place.Except in cases of significant safety violations, the employeds
alsence is charged to administrative leave with pay until such time as an investigation is
competedand the employee isnatified of any action to be taken by management as a result of
the incident, such as a fitness for duty exam, disciplinary action or further investigation.
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Where inappropriate behavior or actionsare believedto beillegal, the department heashould

natify the appropriate law enforcement agency and the Town Attorney.

In all cases misaonduct shall be carefully documented and written actions shall clearly

articulate the situation giving rise to the disciplinary action. At a minimum, the written

disciplinary actions must state the specific action being taken, such as written reprimand,

suspension or dismissal, and contain the following information:
What the employee did: Establish a proper factual foundationClearly state the specific
conduct deemed unaccetable, describingthe conduct in comgete and explicit terms using
plain language.Include dates names places events, witnessesetc.
How the behavior violatedan expectation or rule: Include the rule, expectation or standard
relating to the behavior. It may be necessary to trandate the problem into a reagnized
expectation, especially when the unaccetable conduct is nat tied directly to written
expectations, such as poor professional judgment, job carelesness or disruptive behavior.
Include referenceto previous ingances of unaccetablebehavior, if any.
What the impact of the employeés behavior was on the unit, division or department: Cite
the adwerse effect of the employeds conduct on departmental or Town operationsand other
persons, especially where negative public notariety occurs. Include effects such as real or
potential damageto Town praperty, real or potential harm to citizensor co-workers or real
or potential liabilities.
What the employee must to do to correct behavior:  Provide specific suggestions and/or
directives for the employee to correct the behavior. Outline directions on the proper
behavior, or level of condwct, expected to be followed in the future. Be clear and
unequivocal; include the effective timeline and the consequenceif the employee fails to
satisfactorily correct the behavior - what will happen if there is nat accetable
improvement? ldentify any assistance that the employee may receive such as additional
training.
What the employeds rights are concerning the action: Theemployee has aright to receive
acopy of any documents that could leadto an adverse action prior to it being placedin the
personnel file(s). Theemployee may respond in writing to the action and havethat response
included in the personnel file(s). Include that the written action will be placedin the
employees personnel file(s) and that the employee may grieve the disciplinary action, if
eligible, in acordance with the Town of AbingdonGrievance Procedure.
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Actions Requiredfor Suspension: Suspensionsshall be expresgdin working daysand shall place
the employee in non-pay, non-duty status. A faceto facemeeting between the employee and the
appropriate manager shall take placeand the employee shall receive written notice of the intent to
suspend, including the reasons for the proposed suspension in advance of the proposed
suspension. Employees shall be given an opportunity to respond either verbally or in writing to
show-cause why the action should nat be taken. The employeds response to the intended action
does nat conditute a grievance. The employee may be eligible to file a grievanceshould the
action take place.The employee shall receive aletter of final determination at least 24 hours prior
to the onset of the suspension.

Actions Required for Dismissal: A face to face meeting between the employee and the
Department headr designeg shall take place(except in rare indances when a meeting is nat
possible) and the employee shall receive written natice of the intent to dismiss, including the
reasons for the proposed dismissal, in advance of the proposed dismissal. In cases where the
Department headeels the employeds continued presence on the job during the natice period
represents a hazard to employeeor others, adwersely affects service delivery, morale or the image
of the Town, the employee may be suspended from duty and placedon administrative leave,
typically with pay, pending the proposed dismissal. Theemployee shall be given the opportunity
to respond either verbally or in writing to show causevhy the action should nat be taken. The
employees responseto the intended action does nat conditute a grievance. Theemployee may be
eligible to grieve should the action take place. The employee shall receive a letter of final
determination at least24 hours prior to the effective date of dismissal.

Exampe: A Department headompetesan investigation and determines the intent to dismissan
employee for mgor misconduct. About five days prior to the date of dismissal, the director, or
designee meets with the employee and provides the reasons for the intended dismissal. The
employee is given a reasonable amount of time, usually 1-3 days, to respond to the reasonsand
provide information as to why he or she should nat be dismissd. The director considers the
response and makes a final determination to dismissor take anather action in lieu of dismissal.
Thedirector doesnat haveto wait afull five daysif the employeés responseis mmgdetedwithin a
shorter timeframe. The director provides the employee a written determination at least 24 hours
prior to the actual dismissal.

Inappropriate Conduct: Behavior and conduct unaccetable for Town employees are listed. The
listisdivided into two sections, nether of which isall-inclusive nor in order of severity, but which

are intended as guidelinesto help Supervisos, managers and Department headadminister
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a

discipline in a fair and consistent manner. The specific circumstances of each case shall be

considered prior to determining appropriate action.

Examples of Less Serious Infractions. The following infractionsinclude, but are nat limited
to, examples of those typically addres®d through the use of the progressive disciplinary
systemor an alternative strategy.
I Rudeness in person or on the telephane, to the public or co-workers.
i. Carelessworkmanship or negigence of aminor nature.
iii.  Carelesuseof Town property resultingin possible or actual damage.
iv. Failure to observe safety practicesincluding failureto use safety equipment such aseye
protection devices or safety shoes.
V. Firstingances of tardiness or alsenteeism
Vi. Absencefrom the work station or department without permission.
vii.  Horseplay, prarks or non-work relatedactivities during working hours.
viii.  Inappropriate, obseneor abusive language.
iX. Inappropriate use of a Town ownedor leasedvehicle including conviction of aminor
movingviolation.
X. Delay or failureto carry out assignedwork or ingructionsin areasonable period of time.
Xi. Conduct havingan adwerse effect on the Towns interest or on the confidence of the public
in Town government that doesnot result in serious conseguences.
Xii.  Inappropriate use of electronic equipment or systens including the Intranet, Internet or e-
mail systens.
Examplesof More SeriousInfractions: Thefollowing infractionsinclude, but are nat limited

to, examplesof thosetypically so significant, disruptive or dangerousthat they may require
action outside of the progressive disciplinary system such asimmediate suspension or dismissal.

i. Insubordination or refusal to follow legitimate ingructions of a Supervisor

i. Gross nedigence.

ii. Unauhorized use of Town documents, recordsor confidential information.

iv. Secretive or surreptitious audio or videorearding of any other Town employee Supervisor
or manager without proper authorization from an employeds Supervisoror manager.

V. Making public statements or Internet pogingsthat interfere with the Towns abil ity to
provide effective and efficient servicesto the public.

Vi. Willful failureto fulfill the responsibilities of the job to an extent that it might or does
cause injury to person or subgantial damageto or lossof product, machinery, equipment,
facilities or other property or other harm.

vii.  Chronic or habitual absenteeian, being away from the workplace, or unexcusedtardiness.

viii. Maor violation or disregard of establishedsafety rules.

iX. Dishonesty, deliberate misrepresentation, falsification or conceal ment of amaterial fact in
connection with any offi cial document.

X. Theft, actual or attempted.

Xi. Threatenedor actual physical violence or verbal abuse.

Xii.  Useg possesion, or being under the influenceof alcohd or drugs, during work time except
medication prescribedby a doctor and taken in accordancewith his/herinstructions.

xiii. Disorderly or immoral conduct whileon Town premisesor on Town business.

xiv.  Sleepingon the job (exceptin the case of employees assignedto 24-hour shifts).
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XV. Off duty misaonduct of such maor import that the employee is unable to fulfill job
responsibilities or of such significancethat there isan adwerse effect upon the Town
operations

xvi.  Violation of the Town fiCode of Conduct.o

Xxvii. Sexual, racial, or any other form of harassment.

xviii. Criminal orillegal activity that adwersely affects the safeand effective operation of Town
business.

Xix. Useof Town property for personal benefit.

xX.  Violation of other mgor Town policies.

VII. Grievance Procedure

Policy Statement:The Town of Abingdon desires to resolve employee complaints and grievances in a fair an
equitable manner.If the department supervisor cannot rgsolemployee complaints, then the Employee has the
Grievance Procedure to use, to resolve the problem.

Employees whose grievance result from work situations deserve, and have the right to submit grievances
orderly resolution with complete freedom frodiscrimination, coercion, recrimination, restraint, or repris@he
resolution of grievances promotes more effective emplegasloyee relationships and is in the best mutual interests of
all affected parties.

Coverage: The provisions of this proced shall apply to all Town employees, and Department HeAts
excluded from this procedure are sworn police officers whose grievance procedure will be covered separately becau
falls underTitle 2.2, Chapter 3002 of the Code of Virginia.

Determiration of Grievability: The grievance procedure is not intended to limit or modify the existing rights of
the Town Management in any of the following areas: (a) directing the work of employees; (b) personnel selection; |
maintaining the efficiency of th€own operations; (d) relieving employees from duties of the Town in emergencies; and
(e) determining the methods, means, and personnel required to carry on Town operations.

Whenever a Department Head becomes aware that a grievance has been subwnitieg, ine/she shall forward
a copy of the grievance to the Town Manager along with a request that the Town Manager decide whether the matte
grievable. In addition, the grievant may request from the Town Manager a determination of grievabilgyl own
Manager shall decide, within five (5) working days of the request, whether the matter is griédvabp®y of the decision
shall be sent to the grievant and the Department Head.

The decision of the Town Manager concerning the issue of grievahdiyybe appealed to the Circuit Court for a
hearing on whether the matter qualifies for a grievance heafing.decision of the court is final and is not appealable.

Proceedings for review of the decision of the Town Manager on the issue of griewaialitype instituted by
filing a notice of appeal with the Town Manager within five (5) workdays after the date of the decision and by giving
copy of the filing to all partiesWithin five (5) workdays thereafter, the Town Manager shall transmit tClidnd of the
Circuit Court a copy of his/her decision, a copy of the notice of appeal, and the exhibits, with copies to the grievar
Within thirty (30) days of receipt by the Clerk of these records, the Court, sitting without a jury, shall hear therappea
the record transmitted by the Town Manager and any additional evidence as may be nethes@ourt may affirm the
decision of the Town Manager or may reverse or modify the deciioa.decision of the Court shall be rendered no later
than the fiteenth (18) day from the date of conclusion of the hearing.
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Definition of Grievance:A grievance shall be defined as a complaint or dispute of an employee relating to his/he
employment, including but not limited to: (a) disciplinary actions inclgdiismissals(i.e., those resulting from formal
discipline or unsatisfactory job performance), demotions, and suspensions; (b) the application or interpretation of -
personnel policies, procedures, rules and regulations, (c) acts of reprisal aslthef tdBizing the grievance procedure
or of participation in the grievance of another Town employee, and (d) complaints of discrimination on the basis of ra
color, creed, political affiliation, age, disability, national origin, or sex.

Nongrievablesubjects include:

(a) the establishment and revision of wages and salaries, position classifications, or general
benefits;

(b) any work activity accepted by the employee as a condition of employment or work
activity which may reasonably bexpected to be a part of the job content;

(© the contents of ordinances, or established personnel policies, procedures, rules, and
regulations;

(d) failure to promote except where the employee can show established promotional policies
or procedures were not followed or applied fairly;

(e) the methods, means, and personnel by which work activities are to be carried on;

) except where such action affects an employee who has been reinstated within the
previous six (6) months as esult of the final determination of a grievance, termination,

layoff, demotion, or suspension from duties because of lack of work, reduction in work

force, or job abolition;

(9) the hiring, promotion, transfer, assignment, and retention ofoy@gé within the Town
government; and

(h) the relief of employees from duties in emergenclesany grievance brought under the
exception above, the action of the Town shall be upheld upon a showing by the Town

that:

(2) there was a valid bugess reason for the action; and
2) the employee was notified of such reason in writing prior to the effective ddheof action.

Grievance Proceduresll grievable disputes, as defined in the preceding paragraphs, will be administered in the
specified manner and processed within the stated time limits.

The employee filing a complaint shall have, at every step of the procedure, the right to present witnesses
evidence to support his/her complaint with complete freedom from reprisal.

STEP 1: An employee who has a grievance shall discuss (orally) the problem with his/her immediate supervisol
The employee must present his/her initial grievance to his/her immediate supervisor within five (5) working days of tl
complaint occurrenceThe immediatesupervisor shall investigate and respond to the employee within three (3) working
days after the employeeds initial di scussion of the 1

STEP 2: If the response to step 1 is not acceptable to the grievant, the grievant may file fiwétlib) working
days from receipt of the i mmediate supervisorés resp
copy of the grievance forwarded to the respective Department Heawdwritten grievance must be filed on a completed
Grievance form (located in "Appendix A" of Personnel Handbook) and must specify the relief expected.

The Department Head shall meet face to face with the grievant within two (2) working days after he/she h:

received the determination of grievabilitpf the Town Manager
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A written reply by the Department Head shall be made to the grievant within three (3) working days following th
meeting.

STEP 3:I' f the Department Headds reply from step 2 i
writing, within three (3) working days from receipt of the reply, a meeting with the Town Manager for further
consideration of the grievanc@his faceto-face meeting shall be scheduled within five (5) working days from receipt of
this request.

The TownManager shall hear both sides of the dispute, shall investigate the cause for the dispute, and sf
provide a written reply to the grievant within ten (10) working days of the meeting.

The grievant may have a representative of his/her choice at tetnmelf the grievant is represented by legal
counsel, the Town Manager may also be represented by counsel.

STEP 4: If the reply from step 3 is not acceptable to the grievant, he/she may submit his/her grievance for
hearing before an impartial panélhe request for a panel hearing shall be made on the Panel Hearing Request Forr
found in Appendix A.Request for a panel hearing must be received by the Town Manager within five (5) working day:
after the receipt of the third step reply.

QD Selection ofGrievance PanelThe final step in the grievance procedure shall be a hearing before an impartial
three (3) member panel composed of one member appointed by the grievant and one member appointed by the T
Manager. Both such appointments shall be madé wii n t en (10) working days afte
request for a hearingThe third member of the panel shall be selected by the first two panel meniibexgs.shall
accomplish this selection within twenty (20) working days afterthe T™dann ager 6 s recei pt of t |
In the event that agreement cannot be reached as to a final panel member, the Chief Judge of the Judicial Circuit C
shall select the third panel member within thirty (30) working days after receiptofthowndés r equest f
In all cases, the third panel member shall be chairperson of the panel.

The following persons may not serve on the panel:

a. Persons involved in an earlier step of the particular grievance or with the complairdispute that
gave rise to the grievance;
b. Managers who are in a direct line of supervision of a grievant;
C. Persons residing in the same household as the grievant and the spouse, parent, didsicendents
of a child, sibling, niece, nephew, or first cousiragdarticipant in the grievance procedure and these
relatives of a participantds spouse; and
d. An attorney having direct involvement with the subject matter of the grievance nor a partner

associate, employee, or-employee of the attorney.

The panel hs the responsibility to interpret the application of appropriate Town policies and procedures in th
grievance caselt does not have the prerogative to formulate or to change Town policies or procedures.

(2) Conduct of HearingThe panel shall set the tinfier the hearing, which shall be held as soon as practicable but no
more than ten (10) working days after the panel has been selected, and shall notify the grievant in writing of the date
time of the hearing.The grievant may have present at the mgpea representative or legal counsel at his/her expense.
Copies of the grievance file shall be sent by the Town Manager or designee to the panel members.

The conduct of the hearing shall be as follows:
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A. The panel shall determine the propriety of att@cdaat the hearing of persons not having
a direct interest in the hearing record of the hearing shall be made.

B. At the beginning of the hearing, the panel may ask for statements clarifying the issues
involved.

C. Exhibits, when offered by the griant or the Town, may be received in evidence by the
panel, and when so received, shall be marked and made part of the record.

D. The grievant shall present his/her claim, proof and withesses who shall submit to

guestions or examination first, foled by the Town.The panel, at its discretion, may
vary this procedure but shall afford full and equal opportunity to all parties and witnesses
for presentation of any material or relevant proofs.

E. The parties shall produce any additional evideghegpanel may deem necessary for an
understanding and determination of the dispiitee panel shall be the judge of
relevancy and materiality of the evidence offer@dl.evidence shall be taken in the
presence of the panel and of the i

F. The majority decision of the panel shall be final and binding in all its determinations and
shall be consistent with provisions of law and written policies.

The panel chairman shall inquire specifically of all parties whether they have angr fprdofs to offer or
witnesses to be heardllpon receiving negative replies, the chairman shall declare the hearing closed.

The hearings may be reopened by the panel on its own motion or under application of a party for good cat
shown at any time befe the award is made.

3 Decisioni The decision of the panel shall be filed in writing by the Chairman with the Town Manager not later
than fifteen (15) full working days after the completion of the hearing and shall be final, binding and consistent wit
provisions of law and written policyThe question of whether the relief granted by a panel is consistent with written
policy shall be determined by the Town Manager within 15 working digysuch case, when the decision is not made by
the Town Managers, t s hal | be passed to the Commonwe JhetddriSien At
shall be made in the format attached to this poliElge panel chairman shall have the authority to extend this time limit
as deemed necessary.

Copies 6the decision shall be transmitted to the grievant and the grievant's supervisor.

Either the grievant or the Town Manager may petition the Circuit Court for anregigring implementation of the
panel decision.

Non-Compliance with ProcedurdRequirements:If, after the initial filing of a writtergrievance, either the
grievant or the Town fails to comply, without just cause, with all substantial procedural requirements of the grievan
procedure, a decision in favor of the other party on gugvable issue shall resulSuch a decision shall not occur
however, if the party not in compliance corrects the noncompliance within five (5) work days of receipt of a writtel
notification from the other party of the procedural violati®uch writtemotification by the grievant shall be made to the
Town Manager.

A decision in favor of the other party shall result if either the grievant or the Town fails to comply, without just

cause, with all substantial procedural requirements at the panel hearing

VIIl. Drug and Alcohol Testing
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The goal of the Town of Abingdonis to establish and maintain a safe and healthy workplacefor an
employee that isfreefrom drug and alcohd abuse and to protect the safety of its citizensby providing services
in asafemanner. Thispolicy establishes guidelinesand procedures for drug and alcohd screening of applicants
and employees aswell asdisciplinary actionsand rehabil itative measuresthat may be required.

A. Applicants: All job offers made are conditionddasedupon drug tests results and other
background information. THEown of Abingdonrequires drug/alcohd screeningas part of the required medical
examination for all applicantsthat are offeredemployment with the Town, rehiresincluding employees seking
transfer or promaion into the following positions:

1 Sworn Policepositions
2. Positionsrequiring aCommercial Driver®s License
4. Candidates for other safety sensitivpositionsthat are of a nature such that the potential risk

justifies screening.
The successful applicant being offereda covered position will provide a specimen for screening by
urinalysis for drugs and other appropriate tests for alcohd. Drug/alcohd screening will be
performed under standard medical procedures as determined by the Town, in consultation with its
third party laboratory vendorA positive test for drugs or alcohd shall be grounds for
disqualification from employment.
B. Employees:

1 Thedrug/alcohd screening tests conducted by the Town will include for-cause testing, testing of
persons applying for or seeking promation to covered positions within the Town, testing as a
part of some employeesh annual or periodic physical exams, in someingances random testing
and other testing necessary to compdy with Department of Trangportation regulations.
Selectedtesting (e.g., annual or periodic testing as part of a physical, random testing, etc., as
contrasted with for cause testing) shall include a consideration of the nature of the jobsand
the work-rel ated needs of the department.

2. Employees are expectedto report to work on time and in appropriate mental and physical
condition for work. In order to acomgdish the Towns goals and maintain employee
productivity, an employee must:

a Not have a deectable presence of illegal drugs in his/her system, have an alcohd
concentration of 0.02 (or greater) or the legal limit in Virginia, whichever is led® under
the influenceof, nar have his/herability to perform job duties impaired by alcohd or any
other drugs whether legal or illegal, while on duty or on call, while on Town property or

while off Town property in an official capacity, or at any time while operating a Town
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vehicle. Any employee who as aresult of testing is found to have a detectable presence of

illegal drugs or an alcohd concentration of 0.02 or greater in his/hersystem, regardliess of

when, where or how the subgance entered the employeds system, will be in violation of

this policy.

Should a drug test result in "dilutethen the Town has éhdiscretion to order a second test
promptly following the initial test. In the event that two consecutive drug test results
indicate "dilute" it will be considered a positive result and no further testing will occur at
the Town's expense.

b. Not use alcohd while on duty or report to work with the odor of alcohd on his/her breath
or person.

C. Not consume, use possesssell, buy, distribute, or offer to sell, to buy, or to distribute, or to
manufacture any illegal drugs or alcohd or any subgance that purports to be an illegal
subgtance, any time during the scheduledwork day, while on Town property, or while off
Town property in an offi cial capacity or at any time while operating a Town vehicle.

d. Submit to a drug or alcohd screening test when requested to do so by theDirector of
Human Resourcespursuant to the provisions of the Towns Drug/Alcohd Testing
Guidelines and/or Department of Trangportation regulationsas applicable. It shall be the
responsibility of theDepartment heatb contact e Director of Human Resourcegon
such reasonable cause.

e Provide, within twenty-four hours of request, a current valid prescription for any controlled
subgtanceor drug found to be in the employeds possesion or identifiedin a positive drug
screeninganalysis.

NOTE: Failure to provide the prescription shall give rise to a presumption that the enployee did
not legally possess or use the controlled substance or drug.
Reasonable Cause Testing:

1. The Town of Abingdonmay require a current employee to undergo a drug or alcohd screen if
there is reasonable cause to believe that the employee is under the influenceof drugs or alcohd
during work hours.

Circumstances which congtitute a basisfor reasonable cause may include, but are not limitedto:

a A pattern of abnamal or erratic behavior, including but nat limited to: hyperactivity
unexplainedmood or personality changes paranaa, hallucinations.

For these purposes, the Town's policy will follow that of the thady laboratory that performs testing for the Town. Dilute samples fail to canffficient bodily
compounds for readable test results. Dilute results can occur when water is added to a sample eitoeléntipre(ingesting) or postollection (wateringdown)
methods.
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b. Information which is providedby an individual who, in the judgment of the Department head
isareliable and crediblesource.

Work-related accidentsor personal injuriesthat may have been causedby human error.

Direct observation of drug or alcohd use.

e Presenceof the physical symptoms of drug or alcohd use including but not limitedto: glassy
or bloodshat eyes alcohd odor on breath, slurred speech, poor coordination and/or reflexes
onset of unusual perspiration or shakes unusual drowsiness or sluggishness.

Disregard or violations of established safety, security or other operating procedures.

oo

—

o. Excessive time away from the workplace, excessive alsenteeism or tardiness pattern.

h. Possesion of alcohd or illegal drugs; or the presence of alcohd, alcohd containers, illegal
drugs, or drug paraphernalia in an area subject to the employeds control.

i. Unexplainedinabil ity to think or reason at the employeds normal levels.

J- Fighting or combativeor assaultive behavior.

D. Random Testing:

1 In compdiancewith Department of Trangportation regulations, all Town employees whose job
duties require them to posses a valid Commercial Drivers License must submit to random
drug testing.

2. Other departments may also be included in a program of random drug/alcohol
testing.

E. Testing during Periodic Physical Examinations. An employee who competes a regularly
scheduled physical examination, as a part of his/herjob, will undergo a drug/alcohd test as a part of the
periodic physical.

F The failure of an employee to submit to a drug or alcohd screening test shall be considered
insubordination and shall subject the employee to immediate disciplinary action, up to, and including,
termination from employment. An employee who refuses to take adrug or alcohd screening test shall be
immediately placedon administrative leave with pay, pending disciplinary action. The results of a drug or
alcohd screening test shall not be used by the Town for any purpose other than to determine adherence to
municipal policy, readinessfor work, and approgriate discipline.

G. TheTown may search, at any time, without employee consent, all areasand property in which the
Town maintains either joint control with the employee or full control, including desks, containers, files lockers
and all Town vehicles.

H. Employees must, as a condition of employment, abide by the terms of this policy and report any
arrestor conviction under a criminal drug statute for violations occurringon or off Town premises. A report of
an amest or a conviction must be made to the Department headwvithin five (5) days after the amest or
conviction.

l. An employee who is subject to the guidelines of the AiDrug-Free Workplace Act of 19890 (the

Act), is alsosubject to additional requirements as follows: Within ten (10) days after learning of an employeds
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criminal conviction for illegal drug activity within the workplace, the Town will natify the granting agency of
such conviction, as required by the Act. Within thirty (30) days after learning of an employegs) criminal
convictionfor illegal drug activity within the workplace, the Town will take appropriate personnel action.
IX. DressCode
A. The Town of Abingdonis a public service organizatiorand expects all employeesto dres
appropriately for a business environment and in keeping with his/herwork assignment. Public image plays an
important role in developing and maintaining support for the Town. To maintain the confidence and respect
the citizens of Abingdoneach employee must exercise good judgment and professional deceiorg as
they choose wdaplace attire. This policy establishes a set of guidelines to be used across departmental lines.
B. The following guidelinesstablish the general expectationsregarding employee attire The
following list is nat intended to include every possiblescenario but presents guidelines for employee and

Supervisoy decisions:

1 Clothing, jewelry and accessoriesist not create a safety hazard for the employee or others
2. All clothing must bein good condition without hdes excessive wear or staining from useor
design.

3. Clothing may not display impliedor stated profanty.

>

Clothing may nat displayadvertisementsor logosfor alcohd, tobaccoproducts and/or illegal
or racial or sexual connotatians

Employees shall be clean, well groomed and demondrate acceptable personal hygiene.
Approfriate undergarments must be worn.

Employeesshall nat wear facial and/or tongue piercing(s).

© N o O

Excessive or offensive (profanity, nudity, illegal acts, racial/ethnic slurs) tattoosmust not be
visible.

9. Approfriate footwear must be worn.

C. Service Assignments: Employees working in service assignments such as sworn public safety
positions, public works, ingpections or other operational /field capacities may be issued workplace uniforms that
shall be worn while performing offi cial duties.

D. Administrative Assignments:

1. The Town supports "business casuatiress for Monday through Thursday for administrative
employees i.e., those employees workingin an office environment. Business castsahiform
of attire that is more traditionally and typically includes slacks and shirts or suits for men an
slacks/skirts with blouses and dresses or suits for wom8npervisos retain the right to

require more formal attire basedon the needs of the department or division.

64



2. The Town also supports ficasualo dress on Fridays or the last workday of a shortened
workweek Casual dresisaform of attire that ismore relaxed and normally associated with
leisure time

3. Management, including Supervisas, shall retain the right to consider unigue situations and
may approve alternate employee attire for a variety of reasons sich as accommodations for
medical conditions, religious practices inclement weather and Town and/or departmentally
sanctioned employe eventsor activities.

E. Consequences. Employees are expectedto abide by the guidelines of the dress code policy and
shall be held accountablefor decisions that do nat meet the guidelines. When an employeeés attire does not meet
expectations, the immediate Supervisorshall first discuss the matter with the employee to ensure that the
employee understands the policy and its application. If the employee refuses to changetheir attire and/or fails to
compy with the dress code, the Supervisormay initiate disciplinary action in acwrdance with the Town of
Abingdoris disciplinary policy.

X. Har assment

Harassment isverbal and/or physical conduct basedon sex, race, religion, disability, national origin, age
or any other class protected against discrimination by state and/or federal laws, when such conduct has the
purpose or effect of subgantially interfering with an individual & work performance or creating an intimidating,
hogile or offensive working environment.

A. Sexual Harassment is any unwelcome sexual advance, request for sexual favors and/or other
verbal or physical conduct of a sexual nature when:

1 Submission to such conduct ismade either explicitly or implicitly aterm or condition of an
individual & employment.

2. Submission to or rejection of such conduct upon an individual isusedas a basis for
employment decisions affecting such individual.

3. Such conduct hasa purpose or effect of subgantially interfering with an individual & work
performanceor creating an intimidating hogtile or offensive workingenvironment.

B. TheTown of Abingdonwill nat tolerate any form of harassment of its employees. Allegations of
harassment shall be thoroughly investigatedand disciplinary or corrective action taken as warranted. Reprisals
againstemployees who file comgaints of harassment are prohibited. However, such protection shall nat condone
unfounded or vindictive accusation of others. The Town shall make effortsto protect the legitimate interests of
all parties concerned in a dispute involving allegations of harassment. Employees who feel they have been
subjectedto harassment should respond by using any or all of the following procedures:

65



1 Individuals who experience harassment should make it clear to the offending person that such
behavior is offensive to them Should such behavior continue or reoccur, the offended
employee should bring the matter to the appropriate Supervisos attention or to the attention
of other appropriate offi cials.

2. Information and advice about harassment may be obtained by contacting the Human Resource
Department, the Town Attorney® office, for consultation and advice. Every precaution will be
taken to ensure confidentiality at this informal, information gathering stage.

3. Theemployee should report the incident to the Director of Human Resources the Town
Clerk whoshall take immediate action when they becomeawareof any act of harassment. An
employee may alsouse mediation or the formal Grievance Procedure to resolve comgaints of
harassment.

C. An employee who believes that he or she has been subjectedto harassment must promptly report
such incidents. However, Supervisos have an obligation to act upon any knowledge of harassment in the
workplaceand to take prompt, corrective action when necessary to maintain a placeof employment that is free
of harassing, abusive or disruptive conduct. In addressing harassment compaints, the rights of all partieswill be
protected.

Xl.  Workplace Bullying

Workplace bullying is repeated abuse behavior, actiongseatment that could potentially cause harm
to another individual or group of individuals. Examples of workplace bullying are, but not limited to, behavio
intended to threaten, humiliate, or intimidate another person; sabotage or other work intenfdremce
prevents work from being performed; and verbal abuse. Verbal abuse includes acts such-calingnue
any other form of verbal ridicule. No employee shall engage in any act or behavior which could potential
harm the weHlbeing of another eiddr physical or mentally. If any employee is found to have violated this
policy, he/she will be subject to disciplinary action, which may include terminate.

Xll.  Workplace Violence

TheTown of Abingdonis committed to maintaining a safe, healthy work environment where employees,
visitors and customers are freefrom the threat of workplace violence No employee shall engagein any act, on
Town property, while performing work-related duties or involving persons related to Town employment, that
threatens the safety of an employee visitor or customer, affects the health, life or well-being of an employee
visitor or customer or resultsin damageto Town or customer property. Such actions and incidents will nat be
tolerated under any circumstances. If such an incident occurs, anyone found to have violatedthis policy will be
subject to disciplinary action, which may include termination.
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TheTown of AbingdonWorkplaceViolence Policy appliesto all employees regardless of funding status

or category and to all volunteers, unpaid interns or others working under the supervision of the Town.
A. Guidelines:

1

4.

Organizational Responsibility: The Town will actively support the prevention of workplace
violencethrough the allocation of appropriate resources for assesment, training and intervention.
The Town takes acts or threats of workplace violence seriously and will promptly investigate and
act upon reports of acts or threats. While unfounded or vindictive accusations of workplace
violence will nat be tolerated, no one who reports a valid incident will be subject to reprisals or
retaliation. The Town will establish and maintain a core Threat Assesment Team comprised of
repreentatives of the Town Manager, Human Resources andPolice to work with and assist
departments as neededin evaluating and/or investigatingincidents of workplaceviolence.
Departmental Responsibility: Each Town Department shall work with Director of Human
Resourcesnd the Police Department to compete a site assesment and take appropriate action
to correct, to the extent possible based on available resources any physical problens that may
create potential safety hazards. Within sixty (60) days of receiving the final report of the
assesment, each Department shall develop a Departmental Safety Plan and submit it to the
Director of Human Resource$or approval. The Plan shall contain specific safety practices
and procedures that, when followed, reduce the threat of workplace violence. The Departmental
Safety Plan shall be distributed and communicated to each employee within the Department.
Managerial Responsibility:
Managers and Supervisos shall work in partnership with employees to maintain a safe,
effective working environment. Managers and Supervisos shall attend training on identifying
and defusingworkplaceconflicts.
Managers and Supervisos must intervene when they see behavior or actions in conflict with
this Policy regardless of the person engaging in such behavior. Where there is imminent
danger, managers and Superviers shall immediaely naify the police Managers and
Supervisos shall evaluate and investigate as needed if an incident of workplace violence is
reported, is suspected of occurring or has actually occurred. Managers and Supervisos shall
follow up with employeesto ensure that safety practices and procedures are consistently
followed.
Employee Responsibility: Employees are expected to treat other people and property with
respect. In most cases employees perform as expected and demondrate conduct that reflects

credit upon themselves their coworkers and the Town of Abingdon When employees fail to
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XIII.

conduwct themselves in such a manner, it may bemme necessary to intervene as a means of
correctingthe behavior or ending the employment relationship.
In the event of immediate threat or commission of a crime, employees shall immediately call the
Police Department. Employees are expectedto promptly report threats or incidents of workplace
violence to their Supervisoror other available Town official. When there isimminent danger to
personsor property, employees are encouragedto take reasonable action to safeguard persons or
property without putting themselves or othersin danger.
Prohibited Behavior: In keeping with this policy, the Town of Abingdonprohibits any employee
from engagingin actsof violence. Such actsinclude, but are nat limitedto:
Verbally or physically threatening, bullying,intimidating, coercing, harassingor assaultingan
employeeg visitor, customer or citizen.
Sexually harassingan employee visitor, customer or citizen.
Using, threatening to use or displaying a weapon of any kind, or any other object that isused
for the purpose of injury or intimidation, unlessrequiredby offi cial job duties such asapolice
officer.
Any actsthat damage, or attempt to damage, Town property or the property of an employee
visitor, customer or citizen.
Reporting and Investigating Procedures: Any employee who has been threatened, isavictimof a
violent act, witnesss any threats or violent acts, or learnsof threats or violent acts, shall report
such activity to his’/her Supervisorasidentifiedabove. In the event that violenceisimminent, the
employee shall call the policeimmediately. An employee may alsoreport an incident by calling
Human Resources. Supervisos, in coordination with the police, Human Resources and/or the
Threat Assesment Team, asneeded, shall promptly evaluate and investigateeach report.
Confidentiality: Information about an incident of workplace violence will be shared only with

those Supervisos or managerswith alegitimate needto know.

I nfor mation Technology Secur ity
ThelT Security Policiesestablish guidelinesfor the proper and acceptable use of all information systems

including e-mail by Town Employees elected offi cials, volunteers, interns, and other affiliates who may be

auhorized to use telephanes devices hardware, software, and/or network connections provided by the Town of

Abingdon All electronic messages created with, receved by, or stored within the telephane, hardware and

software systems administered by the Town of Abingdonare the property of the Town and, thereore, are nat

considered private. Employeesdo not havea personal privacy right in using the Towns e-mail system
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The Town of Abingdorreserves the right to restrict or remove acessor availability of electronic tools for
any employee that violates appropriate use and/or security policies and practices. Refer to the IT security
policies. Policiesncluded on the Information Techndogy intranet site for more information. (See Policy in
Appendix)

XIV. Communication - Electronic and Telephone

All electronic and telephonic communication systems and all communications and informatiol
transmitted by, receiekfrom, printed from, or stored in these systems are the property of the dravas
such are to be used solely for jaklated purposes. The Town retains the right to monitor all of its electronic
and communication systems at its discretiocluding Istening to and/or printing and reading all voice mail
and email messages stored in these systems. The use of any software and business equipment including, bt
limited to, facsimiles, telecopiers, computers, and copy machines for private purpigetygprohibited.

Employees using this equipment for personal purposes do so at bisfhesk. Further, employees are
not permitted to use a code, access a file, or retrieve any stored communication unless authorized to do s
unless he/she hasceived prior clearance from an authorized Town representative. All computer codes are tf
property of the Town. No employee may use a pass code that has not been issued to that employee or tt
unknown to the Town. Employees who violate this polieysubject to disciplinary action up, tnd including
dismissal.

To ensure that the use of electronic and telephonic communications systems and business equipme
consistent with the Townds | egi ti ma the Tolwrursay manisos i
the use of such equipment from time to time to determine if such use is busiaé=d.

The use of personal cell phones, including texting, is prohikitate operating & own vehicleduring
working hours except when authorized liie Department headr Supervisor During break and lunch time
personal cell phones may be used.

E-mail is an extension of the workplace and any abusive or inappropraigl evill result in
disciplinary action by the employer that could lead to teation. There will be no allowances for display or
transmission of any sexually explicit images, cartoons or messages-nfdesystem will not be used for any
communications containing any racial or ethnic slurs or epithets or anything that could dbeiezbras
harassing or offensive to others based on sex, age, race, national origin, sexual orientation, disability, colo
any other classifications protected by state or federal law. Any message emafiesgstem can be traced to
its author evenfter the message is deleted.

XV. Computer - Internet Usage
Internet access to global electronic information resources on the World Wide Web is provided by tt

Town to assist employees in obtaining woekated data and technology. The following guidelihase been
established to help ensure responsible and productive Internet usage.

Al | i nternet data that I's composed, transmit:t
systems is considered to be part of the official records of the Town asd¢lass subject to disclosure to law
enforcement or other third parties. Consequently, employees should always ensure that the business inform:

contained in Internet-mail messages and other transmissions is accurate, appropriate, ethical, and lawfu
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The equipment, services, and technology provided to access the Internet remain at all times the prop
of the Town. As such, the Town reserves the right to monitor Internet traffic, and retrieve and read any d:
composed, sent, or received throughthon!|l i ne connections and/ or store

Data that is composed, transmitted, accessed, or received via the internet must not contain content
could be considered discriminatory, offensive, obscene, threatening, harassimdatimp, or disruptive to any
employee or other person. Examples of unacceptable content may include, but are not limited to, sex
comments or images, racial slurs, gersj@ecific comments, or any other comments or images that could
reasonably offend asneone on the basis of race, age, sex, religious or political beliefs, national origin
disability, sexual orientation, or any other characteristic protected by law.

The unauthorized use, installation, copying, or distribution of copyrighted, trademarkpdtented
material on the Internet is expressly prohibited. As a general rule, if an employee did not create material, d
not own the rights to it, or has not obtained authorization for its use, then it should not be placed on the Interi
Employees @ also responsible for ensuring that the person sending any material over the Internet has
appropriate distribution rights.

Abuse of the Internet access provided by the Town in violation of law or Town policies will result in
disciplinary action up toand including termination of employment. Employees may also be held personally
liable for any violations of this policy. The following n@xhaustive list contains examples of previously stated
or additional actions and activities that are prohibiteti@m result in disciplinary action:

a. Sending or posting discriminatory, harassing, or threatening messages or images;

b Using the organization's time and resources for personal gain;

c Stealing, using, or disclosing someone else's code or password withauizatitn;

d Copying, pirating, or downloading software and electronic files without permission;

e. Sending or posting confidential material, trade secrets, or proprietary information outside
of the organization;

f Violating copyright law;

g. Failing to observeidensing agreements;

h. Engaging in unauthorized transactions that may incur a cost to the organization or initiate
unwanted Internet services and transmissions;

i. Sending or posting messages or material that could damage the organization's image or
reputdion;

J- Participating in the viewing or exchange of pornography or obscene materials;

k. Sending or posting messages that defame or slander other individuals;

l. Attempting to break into the computer system of another organization or person;

m. Refusing to cooperatgith a security investigation;

n. Sending or posting chain letters, solicitations, or advertisements not related to business
purpose®r activities;

0. Using the internet for political causes or activities, religious activities, or any sort of
gambling;

p. Jeopardizing the security of the organization's electronic communications systems;

g. Sending or posting messages that disparage another organization's products or services;
r. Passing off personal views as representing those of the organization;
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XVI.

S. Sending anonymousmail messages;
t. Engaging in any other illegal or unlawful activities.

Social Media Policy

POLICY

T

This policy provides guidance for employee use of social media, which should be broadly understood
for purposes of this policy to include blogs, wikisicro blogs, message boards, chat rooms, electronic
newsletters, online forums, social networking sites, and other sites and services that permit users to st
information with others in a simultaneous manner.

PROCEDURES

T
T

The following principles applyo professional use of social media on behalf of the Town of Abingdon

as well as personal use of social media when referencing the Town of Abingdon.

Empl oyees need to know and adhere to the Town
Handbook, and otheompany policies when using social media in reference to the Town of Abingdon.
Town employees shall not post on any social media application during working hours (with the
exception of breaks/lunch)

Employees should be aware of the effect their actionshaeg on their images, as well as the Town of
Abingdondés image(s). The information that emp
long time.

Employees should be aware that Town of Abingdon may observe content and information made
available ly employees through social media. Employees should use their best judgment in posting
material that is neither inappropriate nor harmful to the Town of Abingdon, its employees, or customer
Although not an exclusive list, some specific examples of prgilsiocial media conduct include

posting commentary, content, or images that are defamatory, pornographic, proprietary, harassing,
libelous, or that can create a hostile work environment.

Employees shall not publish post or release any information tbahsdered confidential or not public.

If there are questions about what is considered confidential, employees should check with the Human
Resources Department and/or supervisor.

Social media networks, blogs and other types of online content sometimestigg@ness and media
attention or legal questions. Employees should refer these inquiries to the Town of Abingdon Town
Attorney, Assistant Town Manager and/or Town Manager.

If employees find or encounter a situation while using social media that threatmtwome

antagonistic, employees should disengage from the dialogue in a polite manner and seek the advice o
supervisor.

Current or former employees, members, vendors and/or suppliers of the Town of Abingdon should get
appropriate permission beforeegfing to or posting images of current or former employees, members,
vendors and/or suppliers. Additionally, employees should get appropriate permission to use a third
party's copyrights, copyrighted material, trademarks, service marks or other intefjecpeaty.

Soci al media use shouldn't interfere with emp
Town of Abingdonds computer systems are to be
media networks or personal blogging of aelicontent is discouraged and could result in disciplinary
action. (ex: Facebook, Twitter, Abingdon Topix, and LinkedIn)

Subject to applicable law, afterour s onl i ne activity that viol at
Conduct or any other company pglimay subject an employee to disciplinary action or termination.

If employees publish content affieours that involves work or subjects associated with the Town of
Abingdon, a disclaimer should be used, such a
represent the Town of Abingdondés positions, S
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1 Itis highly recoomended that employees keep the Town of Abingdon related social media accounts
separate from personal accounts, if practical.

Discipline. Violations of this policy may result in discipline up to and including immediate termination of
employment.

Note: Nothing in this policy is meant to, nor should it be interpreted to, in any way limit your
rights under any applicable federal, state, or local laws, including your rights under the National Labor
Relations Act to engage in protected concerted activities viitother employees to improve terms and
conditions of employment, such as wages and benefits.

Social Media Tips:

1. Keep personal and professional interests separate. Facebook is better suited for personal,
family, and friend connections.

2 Remember: "the whole world is watching!"

3. Frequently monitor and update your posts.

4. Regard social media as a powerful marketing tool.

5. Use the builin privacy capabilities of the social networking sites, and consider limiting

the access of userswyare connected with.

6 Remember that what you put out there is permanent!
Social Media Law Conference 2014/Virginia CLE

XVII. Public Speech
The Town respects and honass the First Amendment rights of its employees to speak out as citizenson
matters of public concern and to post personal comments on the Internet (e.g., an employeds own welsite, blog,
Facebaok, MySpae, Twitter or similar sccial networking site). However, a Town employee whose public
statements or Internet pogings interfere with the Towns ability to provide effective and efficient services to the
public, may be disciplinedfor such comments or pogings.
A. Examples of public speech or online pogings for which an employee may be disciplinedinclude,
but are nat limitedto public speech or pogingsthat:
1 Impairs disciplineor harmorny among co-workers.
2 Interferes with the employeds job performance.
3. Interferes with the operation of the Towns business.
4 Discloses confidential or sensitive governmental information.
5 Has aderimental impact on workingrelationshipsthat require personal loyalty and
confidence.

XVIII. Town IssuedCell Phone; l-pad; Tablet; Laptop Policy

The Town of Abingdon recognizes that certain positions of employment within the Town requiaa th

employee and/or Council Member and/or Council Appoibeaccessible when away from the office or during
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times outside scheduled working hours. For this reason, in addition to economic management and IRS inco

related concerns, the Town has caltgfatudied policies from localities across the Commonwealth regarding

the efficiency and effectiveness of the best use of said electronic devices among said Individuals.

The Abingdon Town Manager shall designate certain Individuals who will be eligibleceive and

own a cell phone and/orpad/tablet/laptop computer. Specific type of configuration, brand and style of

equipment will be at the sole discretion of the Town Manager in collaboration with the Information Technolog

Department. Upon issuanoé the equipment the employee individually shall own outright the hardware. In

order to meet satisfactory measures of efficiency, effectiveness and comply with IRS regulations pertaining

the Individual's taxation of benefits received from Tepvovidedequipment, the Town's primary method of

providing electronic devices shall be observed as follows, and each Individual shall:

A.

Besides a cell phone and/or additional electronic equipment, designated Individuals shall receive
stipend from the Town each otwenty-six (26) pay periods in the amount equal to the cost of the
respective service to each employee, depending upon specifics regarding type, quantity and ser\

required;

. The stipend amount shall be automatically deducted from the employee'sattteekill be used to

reimburse the Town for the cost of the respective service. No tax consequence shall apply to t
individual employee;

Upgrade(s) to service or equivalent provided, if any at all, will be at Individual's expense; and

. A new device, athe sole discretion of the Town Manager and IT Director, shall be provided by the

town to the applicable employees issued devices hereunder every two (2) years;

The service plan will be provided by the Town to each designated employee and each phbae will
assigned a maximum amount of usage, or minudes. excesses in usage charges shall be reimbursed
by the Individual;

The employegas owner of the phone or device(s), maythsedevisesame for his/her personal use and

any/all personal use shall no¢ subject to the censorship of the Town or the general public;

. Any/all Town business conducted on the phone or other device(s) shall be the sole property of the To

and subject to censorship;

. The Town Manager shall have the sole discretion to terminge of any service plashould

unnecessary or abusive use of the phone or devices(s) become @urtdenregular working hours.
While the Town recognizes that the Individual does not control incoming calls, the Town expects sa
Individuals to exercis prudent judgment in keeping personal calls to a minimum during regular working

hours, as applicable;
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J. Upon separation from the Town, the Individual shall own outright his/her respective phone and/c
device(s), howeverservice as described herein on gzt of the Town contract shall be terminated as
of the date of the separatiamless a written extension is issued at the discretion of the Town Manager;

K. Upon separation from the Town, the IT Department of the Town shall have the right to inspead the ha
drives or memory sticks of any device issued for the sole purpose of gathering and preserving-all Tow
related data on said device;

L. The Town reserves the right to cancel the benefit described herein (use of cell phone and device(s)
any Individual fo budgetaryrestraints, jokrelated need and/or abuse of same as described above.

XIX. Personal Property

The Town cannot be responsible for personal property that is lost, damaged or Btgi@m.bring
personal property items/belongings into the effar on Town property, you are responsible to keep track of
them.

I f you do bring personal property, you need t
insurance and because of limitations on personal homeowners' policies with busopess/ @way from the
home premises, it may not be covered under your

Also the Town prohibits any items on the premises or worksite that are sexually suggestive, offensive,
demeaning to specific individuals or groups, aleith unauthorizedirearms or other weapons unless he/she
possess a concealed weapon perfainployees should understand that all personal property brought onto the
employer's premises may be inspected for purposes of enforcing the organization's gotictesprotect
against theft.

Personnel shall not enjoy the Fourth (4th) Amendment search and seizure requirements on any Towt
Department owned locker, vehicle, desk, or other container. All such itenssilgeet to search without
notice. In additon, all telephone calls made from or to equipment purchased by the Town to be used
employees, may be monitored at any time, without notice to either party.

XX. Parking

Parking is normally providedto Town of Abingdam employees in lots near variowsrk sites. Parking for
employeeswvith an auhorized handicap decal or license plate is also availalbhear Town work sites. Public
parking spaes including marked handicap spacesurrounding Town Hall and other Town facilities are
designedfor use by residents and visitorsand shall nat normally be usedfor daily parking by employees.
XXI. Tobacco Products

The Town of Abingdonsupports and promades a smoke-free environment. On-duty employees are
prohibited from any tobaccouse in any municipal building or Town vehicle Enployees are prohibited from
smokingor vaping illegal substances any of the Town campuses, curtilages in any Town building and/or
property upon which same are located, including any Town vehicle. Violations of this policy and/ardisreg
for failure to comply with this standard of conduct may lead to disciplinary action, up to and including possib!

termination of employment and any other remedy available at law.
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XXII. Inclement Weather

During inclement weather conditions all municipal offices remain open to serve the citizens of
Abingdonand employees are expectedto report to work. In situations of extreme weather conditions, the Town
Managershall determine the staffing levels requiredto meet citizen/customer needs and may allow liberal leave
usagesothat employees who are concerned about their travel safety may use appropriate accruedleave. In these
casessupervisoy approval for leave usage is required
XXIII'. Police Officers' Procedural Guarantees

Sworn police officers of # Town of Abingdon are provided certain procedural rights in matters that
could lead to dismissal, demotion, suspension, or transfer for punitive rea3wse rights are mandated by
theLaw Enforcement Of fi cersd Pr ocia ditler2allChager d40.1a ant e e
Section 2.1116.1 through 21116.9.

The rights guaranteed to police officers under Autare as follows:

1. Conduct of Investigation: Whenever an investigation by the Town focuses on matters that cou
lead to dismissal, @motion, suspension, or transfer for punitive reasons of a law enforcement
officer, the following procedures are required:

a. Any questioning of the officer shall take place at a reasonable time and place as designated
the investigating officer, preferabhen the officer under investigation is on duty and at the
office of the Abingdon Police Department, unlessumstancesdictate otherwise;

b. Prior to the officerdéds being questioned,

I the name and rank of the investigatofficer and any individual to be presestring the
guestioning; and
il. the nature of the investigation.

2. Personal Assets of Officers: No law enforcement officer shall be required or requested t
disclose any item of his/her property, income, assets, safirceeome, debts, or personat
domestic expenditures, including those of any member of his/her family or household, unless th
information is necessary in investigating a possible conflict of interest with respect to the
performance of his/her officiaduties, unless the disclosure is required by law, or unless this
information is related to an investigation.

3. Notice of Charges: Before arjismissal, demotion, suspension without pay, or transfer for

punitive reasons may be imposed, the following rightst be granted:

a. The law enforcement officer shall be notified in writing of all changes, the thasefore,
andanyaction that may be taken;
b. The law enforcement officer shall be given five (5) working days to respond orally and in

writing to the chargs;
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In making his/her response, the law enforcement officer may be assisted by counsel at his/he
own expense;

The law enforcement officer shall be given written notification of his/her right to initiate
agrievance under t he T ofothabsve.Aaopyefithagnevancep r o
procedure shall be provided to the law enforcement officer upon histngest;

A law enforcement officer may proceed under either the grievance proaddbesTownor
thelawen f or cement of f i antees,dd@ nophoth.c edur all guar

Hearing:

. Whenever a law enforcement officer is dismissed, demoted, suspended, or transferred for puniti
reasons, he/she may, within five (5) working days following that action, request a hearing before
panel, as described belovif the request is timely, a hearing shall be held within fourteen (14)
working days from receipt of the request unless a later date is agreed to by the law enforceme
officer. At the hearing, the law enforcement officer and the Town shalffoeded the
opportunity to present evidence and to examine and-es@®sinewitnesses.

The panel shall have the power to, and on the request of either the law enforcement Officer or t
Town shall, issue subpoenas requiring the testimony of witnedsesawe refused or failed to
appear at the hearingThe law enforcement officeand the Town also shall be given the
opportunity to be represented by counsehathearing. The panel conducting the hearing shall
rule on the admissibility of the evidencA.record shall be made of the hearing.

. The hearing shall be conducted by a panel consisting of one member from within the agen
selected by the grievant; one member, appointed by the Town Manager, from within the agen:
and of at least equal rank but no mdnan two ranks above the grievant, and a third member from
within the agency selected by the first two membénsthe event that the two members cannot
agree upon their selection, the Chief Judge of the Circuit Court shall choose the third member.

In lieu of complying with step three (3) of the grievance procedure, the Town may give the
law enforcement officer a written statement of the charges, the basis therefore, and the action tt
may be taken and provide a hearing as provided for in Paragrap{@fpabove.If this option is
exercised, the hearing shall be held before the law enforcement officer is dismissed, demote
suspended, or transferred for punitive reasons.

. The recommendations of the panahd the reasons therefpighall be in writig and shall be
transmitted promptly to the law enforcement officer or his attorney and to the chief executive
officer of the law enforcement agencyhese recommendations shall be advisory only but shall
be accorded significant weight.

. Immediate SuspensidinNothing in this section shall prevent the immediate suspension without
pay of any law enforcement officer whose continued presence on the job is deemed to be
substantial and immediate threat to the welfare of the Town or the pnbtishall anything in

this section prevent the suspension of a law enforcement officer for refusing to obey a direct ord
i ssued in conformance with the TownOodlesuehrai t t
case, the law enforcement officeipon request, shall be afforded the rights provided under this
section within five (5) working days from the date of the suspension.

Oral Reprimand Not Prohibited Nothing in this section shall be construed to prohibit the
informal counseling of a lawnéorcement officer by aupervisorin reference to a minor
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infraction of policy or procedure which does not result in disciplinary action being taken agains
the law enforcement officer.

g Not hing herein shal/l precludé@owawndawgrinédwvwarme
in appropriate cases if he/she elects at the outset to proceed under the grievance procedure.

This handbook summarizestbeaw Enf or cement Offi cersd Proced:!
July 1, 2009 In the event there isdiscrepancy between the Act and this handbook, the provisidhsAct
control.

XIV. News Media/FOIA/Information

To ensure that all Town related information is accurate and up to date, all requests for news commen
release of information are to beferred to the office of the Town Manager. No statement which involves the
Town, its policies, clients or employees is to be released verbally or in writing by any employee; all inquires &

to be referred to the person(s) named above.
6. Compensation

l. Pay Actions

Employment actions such as selection, promdions and reassignments typically have a pay action
associatedavith the employment changelhe following sectionsinclude the usual actionsand corresponding
pay actions. In most cases review by the Director of Human Resourcesd the FinanceDirector are required
prior to applicant or employee natification and implementation of a pay action.

A. New Hire Pay: Pay for newly hired employeesis determined based on a variety of factors such as
the grade assignment of the position, the employee's level of knowledgkills and abilitiesand current market
conditions In no casewill anew employeds pay be set below the minimum of the assigned pay grade or alove the
maximum of the assigned pay grade.

1. Initial Pay Rate: Newly hired employeeshall normally have their pay set a the beginning of the pay
rangeestablishedfor the position.

2. Pay Rates aboveMinimum: There may be situations when it is necessary to set pay abdkie minimum
of the pay grade, based on the value of the position to the Town, the knowledge, skills and experience
the candidate bringsto the position, and market conditionsfor the particular position. Department head
have the discretion, based upon available resources to set pay and benefits for a newly hired employee
within the pay range.Such decisionsiust be supported by written justificationto the Human Resource
Department and verification of availabléunding by the Finance Departmergrior to making the offer
to the applicant. The justification shall include the value of the position to the department, the
knowledge, skills and experience the candidate brings to the position, the impact of above minimum
salary on other incumbents and the market conditionsfor the particular position.
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3. Agreements for Pay aboveMinimum: In some ingances it may be unclear at the point of hire whether
the new employee hes the necessary skills to warrant a hiring salary abovehe minimum of the pay
grade. In thes situations, the Department headnay hire the employeeat the minimum of the pay
grade and award a within grade increase in six monthsf the employeemeets specificperformance
conditions. The details of this agreement, including specificperformance objectives amount of salary
increase and date of evaluation and implementation of increase shall be documented in writing to the
employee. Such actions must be coordinated with Human Resources and the funding verified by the
Finance Departmenprior to making an offer to the candidate. A copy of the agreement shall be
maintained in the offi cial personnel filein Human Resources.

B. Overtime Compensation: All Town departments have established work schedules as required by
workload, production flow, service needs, and the efficient management of resources. In addition to these
established schedules service delivery needs may require overtime work when authorized by management, i.e.
more than 40 hours of actual work in one administrative work week. The following pay actions apply when
overtimework isauthorized.

1. Eligibility for Overtime Compensation: TheFair Labor Standards Act (FLSA) isafederal law which
requiresthat most employees in the United States be paid at |east the federal minimum wagefor all
hours actually worked (productive time) and overtime pay, at one and one-half times the regular rate
of pay, for all hours worked over 40 hours in a workweek, unless governed by the 207k public safety
exemption. The time needed to travel to destinations outside of the normal work location, beyond
commuting time, to conduct required Town business isusually consideredproductivetime.

2. Section 13(a)(1) of the FLSA provides an exemption from both minimum wage and overtime pay for
employees in bona fide executive, administrative or professonal positions. Therdore, in comgdiance
with the FLSA, all positionsin the Town are designatedas EXEMPT or NON EXEMPT. Jobtitles
do not determine exempt status. In order for an exemption to apply, an employeds specific job duties
and salary must meet all the requirements of the regulations. Non-exempt employees are covered by
the FLSA and are eligible for overtime compensaion for hours worked beyond the threshdd
established by the FLSA.

3. Overtime Compensation for Non-Exempt Employeess The FLSA requires that non-exempt
employees reeive overtime compensation at 1.5 times the hourly rate for hours workedin addition to
specified hours threshold, normally 40 hours in one administrative work week, except sworn Public
Safety positions, which have a threshdd establishedin acmrdance with section 207k of the FLSA
(refer to Chapter 2, Section XI11, Sheduling of Work). While paid time off isnat includedas actual hours

workedunder the FLSA regulations, the Town provides a mare generous benefit than isrequired by
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law and includes all paid time off, except sick leave, as productive time worked for overtime
compensation purposes. In compiance with State law, all paid hours will contribute to the hours
workedthreshdd for sworn policeemployees. A non-exempt employee shall not work any time that is
not specifically auhorized by his/her Supervisor Non-exempt employees are prohibited from
performing any foff-the-clockowork, i.e,work performedbut not recordedon the timesheet.

4. Exempt employees are not subject to the provisions of the FLSA and therdore, are not typically
eligible to receive overtime compensation. However, they may with the approval of their Supervisoy
usediscretion to adjusttheir regular work schedulefollowing extended periods of work in excess of 40
hours per administrative work week. While employees in exempt positions are not normally eligible
for overtime compensation, the Town may choase to pay overtime, under certain conditions, to
employees classified as exempt under the FLSA guidelines. Such conditions may include unusual, or
emergency, circumstances when the employee performs work usually defined as non-exempt and as
includedin procedures previously approvedby the Town Manager.

5. Overtime compensation may be in the form of compensatay time at hour per houwof time awarded
for each hour worked over the appropriate threshold or monetary payment, a management(s
discretion. The Town limits the amount of compensatay time a non-exempt employee can earn in
lieu of cash overtime payment to 40 hours (120 hours for uniformed public safety employees) after
which monetary payment must be made. While employee preferences may be considered, employees
may be required to take acrued compensatay time off as paid leave. Accrued compensatory time
should ickally be taken during the same month earmedSupervisors discretion Unused
compensatay time must be paid within a reasonable period of timgon separation from Town
employment or upon promation or reassignment to an exempt position.

Il Pay Process

A. It isthe Towns policy and practiceto accurately compensate employees and to do soin comdiance
with all applicable state and federal laws. To ensure that employees are paid properly for all time workedand that
no improper deductions are made, each employee must compete appropriate records regarding time worked and
leave taken.

B. In addition to required deductions for federal and state income tax, Social Security, and those
required by court orders, such as garnishments and child support payments, an employee may also auhorize
other Town approvedpay deductions, such as contributions for dependent medical and dental coverage, United
Way contributions, deposits in the credit union or contributions to the Towns Deferred Compensation

Program.
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