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Section | Applicability And Definitions

100-1 Applicability

All employees of the Town of Hartland should thoroughly acquaint themselves with
this Employee Handbook. Union members should also obtain a copy of their
Collective Bargaining Agreement from their respective bargaining representatives.
All employees will be required to adhere to the applicable provisions of this
Handbook, except as provided in Section 100 - 3.

100-2 Definitions
The following terms shall have the meanings set forth below:
Town — The Town of Hartland

Elected Official — Officials of the Town who are elected, i.e., Town Supervisor,
Town Board Members, Town Justices, Town Clerk, Tax Collector and
Superintendent of Highways etc.

Full-time Elected Official — Town Clerk and Superintendent of Highways

Part-time Elected Official — Any elected official except Town Clerk and
Superintendent of Highways

Department Head — The person in charge of any department, agency, bureau,
unit, or subdivision of the Town of Hartland. This definition will be applicable in the
event such person is serving in an acting, temporary, or provisional status in the
position of Department Head. This term shall include the Town Supervisor, who
shall be considered the supervisor of all Department Heads and shall function as
a Department Head in the absence or unavailability of a Department Head.
Department Head shall include: Town Supervisor; Town Clerk; Highway
Superintendent; Water Superintendent; and Assessor/ Building Inspector..

Supervisor — The individual designated by the Department Head to oversee the
performance of employees.

Employee — Any person employed by the Town, including, but not limited to, an
appointed official, Department Head, managerial employee, confidential
employee, supervisory employee, provisional employee, probationary employee,
temporary employee, seasonal employee, trainee, or student intern, but not an
independent contractor.

100-3 Collective Bargaining Agreements — In the event an expressed and explicit
provision set forth in a collective bargaining agreement between the Town of
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Section Il Employee Classifications/Appointments

200-1

For purposes of this Employee Handbook, the following terms shall be defined as
indicated. The definition provided for each of these terms applies only within the
context of this Employee Handbook. The meaning and use of these terms or
similar terms may be different in the context of Civil Service Rules or a collective

bargaining agreement.
Town Classifications

Full-Time Employees - An employee who is regularly scheduled to work a
minimum of thirty hours per week.

Part-Time Employees - An employee who is regularly scheduled to work less
than thirty hours per week.

Temporary Employees - An employee who is employed on an interim basis or
employed to work on a special or emergency basis for a specified period,
consistent with the Civil Service Law as applicable.

Seasonal Employees - An employee who is employed to work for a period not to
exceed six months.

200-2 Civil Service Classifications

The following is intended as a summary only. The Civil Service Law and the
Rules for the Classified Civil Service for Niagara County shall govern regarding
the jurisdictional classification of positions and the appointment and promotion of

personnel.
The Unclassified and Classified Services

A. Unclassified Service — In accordance with Civil Service Law and for
purposes of this Employee Handbook, the term “Unclassified Service” will include
all individuals who are Elected Officials and/or members of boards or commissions.

B. Classified Service — In accordance with Civil Service Law and for
purposes of this Employee Handbook, the term “Classified Service” as defined by
the Civil Service Law and the Rules for the Classified Civil Service for Niagara
County will include all Town employees who are subject to the Rules for the
Classified Civil Service for Niagara County. The Classified Service is divided into
four jurisdictional classes:

(1) Exempt — those positions, other than unskilled labor positions, for which
competitive or non-competitive examinations or other qualification
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Section Il Employment

300-1 Oath of Office

Requirement - Each Town Officer as defined in the Town Law and the Public
Officers Law, must take the Oath of Office prior to commencement of duties. The
oath will be filed in the Town Clerks office, unless other filing is required by Law.

300-2 Vacancies/Applications

Statement of Compliance — The Town of Hartland complies with all applicable
federal, state and local laws, rules, and regulations throughout the employee
selection process, including, but not limited to, the Public Officers Law, Town Law,
Civil Service Law, Title VII, and the Americans with Disabilities Act, and is an Equal
Opportunity employer.

Residency — In the event there is a vacancy in a new or existing position which
the Town intends to maintain, the Town will, all other qualifications being equal,
give preference to applicants who are residents of the Town. Residency in the
county of Niagara is a requirement of employment.

Employment Applications — The Town relies upon the accuracy of information
contained in the employment application, as well as the accuracy of other data
presented throughout the hiring process. Any misrepresentations, falsifications, or
material omissions in any of this information or data may result in the Town’s
exclusion of the individual from further consideration for employment or dismissal
if the conduct is discovered after employment commences.

Employment Reference and Background Checks — To ensure employees are
well qualified and have a strong potential to be productive and successful, the
Town reserves the right to check the employment references and appropriate
background information of applicants.

300-3 Probationary Period

A. Purpose of Probationary Period —The probationary period provides the Town
Board and the Department Head with an opportunity to evaluate the employee’s
job performance and potential for development in the position, and to determine
whether the employee will become a permanent employee. Employment may be
terminated at will during the probationary period. Union employees should refer to
the collective bargaining agreement in reference to the probationary period.

B. Length of Probationary Period — Except as otherwise provided in the Rules
for the Classified Civil Service for Niagara County, an employee appointed from an
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Section IV Discipline of Employees

400-1 Policy — It is the policy of the Town of Hartland that certain rules and
regulations regarding employee behavior are necessary for the benefit and safety
of all employees, the efficient operation of the Town, and the delivery of services
to the public. Any conduct that interferes with operations or that discredits the
Town will not be tolerated. An employee must conduct oneself in a positive manner
so as to promote the best interests of the Town.

Forms of Discipline — Employees entitled to the protection afforded by Civil
Service Law Section 75 (a summary of civil service law §75 is attached in Appendix
“A”) shall be disciplined in accordance with the provisions and procedures
contained therein. The Town retains the right to discipline employees in such
manners it shall determine.

400-2 Corrective Action Notice — A Corrective Action Notice or a Letter of Counsel
are not disciplinary actions. Such notice or letter may be issued by the Town
Supervisor or the Department Head whenever deemed necessary to address a
deficiency or violation of the Town's policies, work rules, or job performance. Such
notice or letter is not a pre-requisite to taking disciplinary action. As a condition of
employment, employees are required to sign any corrective action notice and letter
of counsel to indicate that a discussion of the issue has taken place. If an employee
refuses to sign the notice, the Town Supervisor will note such refusal along with
the date and time. The Corrective Action Notice or Letter of Council will be filed in
the employee’s personnel file. Employees shall receive a copy of any corrective
action notice or letter of counsel.

400-3 Prohibited Conduct — Any employee who violates the policies, procedures, rules,
or regulations outlined in this Employee Handbook or those established by the
employee’'s department, or engages in other misconduct will be subject to
disciplinary action. Misconduct for which disciplinary action may be taken, include,
but are not limited to, the following:

A. Falsification of any records or reports including, employment applications,
medical reports, time records, work-related records, absence from work,
injuries on the job, claims for benefits provided by the Town;

B. Intimidating, coercing, threatening, or assaulting, or fighting with or interfering
with, other employees, Elected Officials, residents of the Town; or any other
person;

C. Engagement in any form of discrimination or harassment, including sexual
harassment;

D. Improper performance of job duties or failure to perform assigned duties and
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Section V Personnel File and Records

500-1 Policy - It is the policy of the Town to obtain, use, and retain employment
information. Personnel records will be maintained for current and past employees
in order to document employment related decisions and comply with government
record keeping and reporting requirements. At the same time, it is the Town's
policy to respect each employee’s privacy and to comply with all State and Federal
Privacy laws.

500-2 Content — The personnel records maintained by the Town include, but are not
limited to, Employment Applications, Report of Personnel Change Forms; copies
of job-required licenses and certificates, Federal and State Withholding Tax Forms,
Retirement Enroliment/Waiver Forms, Health Insurance Enroliment/Waiver Forms,
disciplinary information, grievance or dispute notices, letters of acclamation,
probationary reports, and Corrective Action Notices or Letters of Council, and
employee evaluations.

600-3 Location of Files — All original personnel records for current employees will be
kept in the Town Supervisor’s office and will be maintained and controlled by the
Confidential Secretary to the Supervisor.

500-4 Immigration (1-9) Forms — All Immigration (1-9) Forms will be kept in a separate
file apart from the employee’s personnel file, in the Supervisor's Office.

500-5 Medical Records — All employee medical records will be kept in a separate file
apart from the employee’s personnel file in the Town Supervisor's office and will
be maintained and controlled by the Confidential Secretary to the Supervisor..

500-6 Substance Testing Records — All employee substance testing records will be
kept in a separate file apart from the employee’s personnel file in the Supervisor's
Office and will be maintained and controlled by the Town Supervisor's Office,
maintained and controlled by the Confidential Secretary to the Town Supervisor.
For security purposes, these files will be locked at all times.

500-7 Change in Status — An employee must immediately notify the Confidential
Secretary to the Supervisor of a change of name, address, telephone number,
marital status, number and age of dependents, beneficiary designations, and
individuals to notify in case of emergency.

500-8 Employee Access — An employee, or a representative designated by a written
statement signed by the employee, may inspect and copy the contents of the
employee’s own personnel file. Inspections by employees must be requested in
writing to the Town Supervisor and will be scheduled at a mutually convenient time.
An authorized official must be present when the employee inspects the file. The
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Section VI Separation from Employment

600-1 Notice of Resignation (Employees) — An employee who intends to resign from
employment must submit a written resignation to the employee’s Department Head
at least two weeks before the date of resignation is to be effective.

600-2 Notice of Resignation (Town Officers) — Pursuant to New York State Public
Officer’'s Law, a Town Officer (as defined by Public Officers Law) must resign by
delivering a written notice to the Town Clerk. If no effective date is specified, the
office becomes vacant immediately upon delivery of the notice to the Town Clerk.
If a Town Officer wishes to resign at some future date, the Town Officer may
specify a resignation date. However, if the resignation date is more than thirty days
after delivery of the notice to the Town Clerk (ninety days for Justices), the
resignation will become effective thirty days after such delivery (ninety days for
Justices).

600-3 Notice of Resignation (Town Clerk) — Pursuant to New York State Public
Officer's Law, the Town Clerk who intends to resign must submit a written
resignation to the Secretary of State.

600-4 Exit Interviews — Exit interviews are normally conducted by the Department Head
and/or the Town Supervisor. The exit interview provides an opportunity to discuss
a number of items including employee benefits, COBRA eligibility, changing of
computer passwords, and return of Town property. During the exit interview,
employees are encouraged to give suggestions, concerns and constructive
recommendations.

600-5 Final Paycheck — Employees receive their final paycheck on the next regularly

scheduled payday. The final paycheck includes payment for accumulated vacation
benefits, if applicable.

11



cl

“JIOM SABS| SBOIAISS |eljuassa-uou wiopad oym seakojdwe uienuso jey)
10811p Aew Josinuadng umo] a8y ‘Aepyiom e Buunp dojaaap seiouabisws Jayjo 1o
SuolIPUOd Jayleam Ji ‘10 ‘suoielado Aousbiawa-uou jo Buisod ay) azuoyine Aew
Josiniedng umo) ey ‘Aepyiom ay) jo Buluuibaqg auy o) Joud dojonsp sarousbiawe
J9U)0 JO SUONIPUOD JBYJeam ysiey Jey) JUsAd ay} uj — sainpadold Buiso|) 'y

suonenjig Asuabiowg ¢-00L

“yealiq jeaw ay} Buunp a)s-yIom ay) anes| Aew
aafo|dws ue ‘peap uswpedsq sy Ag pajoalip asimIaylo ssajufn Aep sy} o pus 1o
BuiuuiBaq ayj e paziioyjne ag Jou |jim pue ‘Ajjewou [jim syealq [esiy Juswpedap
8y} Jo sjuswannbal pue spasu 8y} YIm 30uUeploddE Ul peaH juswuedaq ey Aq
panoidde aq |jeys syealiq [eaw jo Buiinpayog — syealg |espy jo Buynpayog g

‘peaH Juswiedaq ay) Aq pauiwislap se ‘sanuiw Aixis
uey) aI0w Jo saNuUIL ALY} UBY) SSB] JoU JO Yealq |eaw aax-Ainp ‘pied e aAl@oal ||IM
Aep uanib e ul siNoy xis uey} alow syiom oym ashojdwe uy — syeaig |es|y 'V

s)ealg |eaiN ¢-00L

"‘gouasqe ue ul papaau
se uoisiradns pue ‘saoiAes pue ‘ylom ubisse o} Ajjiqisuodsal s,pesH juswyedsqg
ay} s1| "Aep ay} Buunp sawiy UIBpaD Je SadIYO JIaY} Woly Jussqe aq 0} way} asnbai
Aew jey) sannp aAey spesH juswpedsg — sodudsqy pesy juswiedaq "D

‘$9|Npayos awi-xaly, |Ie 10ala1 1o ‘Ajipow
‘anoidde 0} Jybu ay) snIssal pleog umo] 8y} pue Josiaadng umoj ay] “pouad
Aed swes sy} Buunp anpayos ay) isnlpe Aew pesay juswpedsp e HIom elxs
puewsap sannp qol uaypp "seakojdwa pajeubisap 10} 8|Npayds swi-xs|} e aroidde
Kew peaH Juswpuedaq e ‘sAep yiom Jiids 0} 10 ‘sinoy xiom Juswpedap paysiqelss
ApeinBas ayy ueyy Jayo awi) e e Aepyiom uaalb e pus io/pue uibaq eahojdws
ue aAey o0} Juswpuedap uaAlb e 0} |edysuaq aq Aew ) aloypy — awi]-x9|4 g

‘sg|npayos yiom aako|dwsa ||e Ajipow 10
anoidde 0} jybu sy} saniasal pJeog Umo| ay) ‘Juswpedsp sy} Jo sjuswalinbal pue
spasu senoiyed ayy uodn Buipuadap uonesado Jo sinoy jewiou ay} wouy Jayip Aew
Yoiym ‘ajnpayos yiom s aakojdwa ayj ysijgesss |im pesH juswpedsqg s,@ahojdwae
ue ‘pJeog UMO] U} JO uoljaIosip ay) 0} 103[gng "pieog umoj ayy Aq paysijqelse
ale uonelado Jo sinoy pue shep jewsou 8y — uofesadQ Jo SINOH [BWION 'Y

sinoH |eyusawedaq L-002

S3191|0d PUE Sa|NY YOM  IIA UO}O3S



B. Closing Affect on Compensation — Pay for salaried employees will not be
affected by an emergency closing. Pay for other employees will be in accordance
with the provisions below:

(1) During Work — A full-time employee who is directed by the Town Supervisor
to leave work due to an emergency closing will be paid for the remainder of the
employee’s normal workday at the employee’s regular rate of pay. Such time
will not be included as time worked for the purpose of computing overtime. A
part-time employee who is directed to leave work due to an emergency closing
will not be paid for the remainder of the employee’s normal workday. Such
employee may choose to make up the time at a later date during the same pay
period if agreed to by the Department Head. An employee who has previously
scheduled a paid leave day must still charge the absence for the day to the
appropriate paid leave.

(2) Prior to Reporting to Work — If a determination is made to close operations
prior to the start of a workday, the Town Supervisor will initiate notification to all
affected employees. A full-time employee who is directed not to report to work
due to an emergency closing will be paid for the employee’s normal workday at
the employee’s regular rate of pay. Such time will not be included as time
worked for the purpose of computing overtime. A part-time employee who is
directed not to report to work will not be paid for the workday. Such employee
may choose to make-up the time at a later date during the same pay period if
agreed to by the Department Head. An employee who has previously scheduled
a paid leave day must still charge the absence for the day to the appropriate
paid leave.

700-4 Time Records
A. Policy — Other than elected officials, all employees are required to complete
an individual time record showing the daily hours worked. Employees in the
Highway Department must punch a time card.

B. Procedures — An employee required to complete a time record or punch a
time card must comply with the following procedures:

(1) Time records must be completed by the close of each workday;
(2) All time worked, including the beginning and ending time, must be recorded;
(3) All paid and unpaid leaves of absence must be recorded:;

(4) Employees must complete their own time record or punch their own time card.
In circumstances where an employee is not able to complete the employee’s
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F. Association of Towns Meeting — Upon prior authorization of the Town Board,
an employee or Elected Official who attends the annual meeting conducted by the
Association of Towns will be reimbursed for all reasonable expenses. Delegates to

this meeting will be selected by the Town Board.
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800-4 Commercial Drivers — An employee who operates a vehicle which requires a
Commercial Driver's License (CDL), must maintain such license throughout
employment. In accordance with the federal Commercial Motor Vehicle Safety Act
of 1986, a commercial driver must notify the Town within thirty days of a conviction
of any traffic violation (except parking), no matter where or what type of vehicle the
employee was driving.

800-5 Loss of Driver’s License — An employee who is required to possess a driver’s
license or CDL license in order to perform certain job duties and responsibilities
must immediately notify the appropriate Department Head in the event the license
is suspended or revoked. The loss or suspension of the driver's license or CDL
license may affect the employee’s employment with the Town. Failure to report
loss or suspension may result in disciplinary action.
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emergency and/or with prior approval from the Department Head. The
employee must reimburse the Town for the cost of the call.

F. Employees cell phone use may not exceed that set forth in “D” above.
Department heads may prohibit cell phone usage or limit its use to break time
only.

G. Texting and e-mailing on cell phones shall not exceed that allowed in “D”
above.

H. Mobile devices shall be distributed to elected officials and employees as
directed by a resolution of the Town Board.

900-5 Computer Systems — All computer systems, hardware, software, and tiles,
including e-mails and memory are the property of the Town of Hartland. Personal
computers or notepads are prohibited from the work place.

900-6 Authority — Department Heads have the authority to inspect the contents of any
computer equipment, dataffiles, or electronic mail (“e-mail”) of their subordinates
at any time. In addition, the dataffiles of Department Heads and supervisors may
be inspected by the Town Supervisor or his designee at any time.

900-7 Usage — All computer systems, hardware, and software provided to an employee
are provided for the purpose of aiding that employee in the performance of the
employee’s job functions. All hardware and software used is to be supplied by the
Town of Hartland. No unauthorized or unlicensed hardware or software may be
used or installed on any Town-owned computer. Any hardware or software
necessary to perform job duties should be requested of the employee's
Department Head. The Town may restrict internet access and block websites.

900-8 Prohibited Uses — In addition to the guidelines set forth above, the following uses
of Town-owned computers and equipment are prohibited. This list is meant to be
illustrative, and not exhaustive.

A. Any illegal activity;
Usage for any private or personal purposes, including e-mails;

Threats or harassment;

Slander or defamation;

m o 0o

Transferring of obscene or suggestive messages or graphical images;
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E. Violations — Anyone with information as to a violation of this policy shall report
said information to the employee’s Department Head who shall report it to the
Town Supervisor.
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be in accordance with policies implemented by the Supervisor or Town Board.

1000-7 Work Area — Work areas must be kept safe, clean and orderly at all times.
Employees are responsible for maintaining their work area in a clean, safe and
orderly fashion. Department Heads and Supervisors shall be responsible to
assuring compliance. The following are to be observed:

A. Place coats, boots, umbrellas and other items of clothing in designated areas
so that work areas are not unnecessarily cluttered:;

B. Report any existing or potential workplace hazards and safety violations to the
Department Head;

C. Clean and store all tools and equipment and properly store any items, papers
or confidential information in a manner prescribed by the Department Head.

D. Keep aisles, floors and walls are free from debris and other unnecessary items;
E. Maintain the facilities and equipment in a clean and orderly fashion;

F. Remove items from the workplace that are not needed for the flow of business
or the enhancement of employee comfort;

G. Ensure the proper disposal of all trash and waste.

1000-8 Personal Property — Employees shall refrain from bringing unnecessary
or inappropriate personal property to work. The Town recognizes that an
employee may need to bring certain items to work. However, personal property
brought to the workplace shall not disrupt work or pose a safety risk to other
employees. Department Heads may prohibit specific items of personal property.

1000-9 Personal Liability — The Town will not repair, replace, or reimburse an
employee for the damage or loss of the employee's personal property. An
employee bringing personal property to the workplace does so at one’s own risk.

1000-10 Security Inspections — Desks, lockers and other storage areas may be
provided for the convenience of employees but remain the sole property of the
Town. Such storage areas, as well as any articles found within them, or elsewhere
in the workplace, can be inspected by the Supervisor or Department Heads at
anytime, with or without notice.

1000-11 Town Property — An employee will be responsible for items issued by the
Town which is in the employee’s possession and/or control, such as, but not limited
to equipment, badges, keys, uniforms, manuals and other Town property. All Town
property must be returned to the Town before the employee’s last day of work.
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Section Xl Absence

1100-1 Tardiness — An employee must be ready and able to work at the time the
employee is scheduled to begin work. In the event an employee is unable to report
to work at the scheduled time, the employee must notify the employee’s
Department Head prior to the employee’s scheduled starting time. Such notification
does not excuse tardiness.

1100-2 Early Departure — If an employee must leave work during the workday,
the employee must obtain permission from the employee’s Department Head prior
to leaving. If permission is not obtained, the departure will be unexcused absence
without pay and will be subject to discipline.

1100-3 Jury Duty Leave - Unless otherwise provided by a collective bargaining
agreement, the following procedure shall apply regarding jury duty:

A. Full-time — In the event a full-time employee is required to perform jury
duty on a day the employee is scheduled to work, the employee will receive paid
jury duty leave. Such leave will not be subtracted from any of the employee’s leave
credits.

B. Part-time - A part-time, temporary or seasonal employee shall receive paid
jury duty leave if the employee is scheduled to work for the Town on the day the
jury duty is served.

C. An employee is obligated to notify the Commissioner of Jurors that the Town
is paying the employee’s full pay during jury duty. An employee can collect and
keep any mileage expense reimbursement that may be issued by the court system
for performing jury duty.

D. Notification of Jury Duty — When an employee receives notice to report
for jury duty, the employee must immediately submit a copy of the notice to the
employee’s Department Head.

E. Return to Duty — In the event the employee is released from jury duty on
a given day and there are two or more hours remaining in the employee’s
scheduled workday, the employee must report to work. The employee will be
allotted time to return home and prepare for work.

F. Accrual of Benefits — The Town will continue to provide health insurance
benefits for an eligible employee during the jury leave. Vacation leave, sick leave
and holiday benefits will continue to accrue during jury duty leave.

1100-4 Military Leave and Military Leave of Absence — Military leave and
military leave of absence shall be governed by New York State and Federal Law.
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Section Xl Payment of Wages and Salary

1200-1 Rate of Pay — An employee’s rate of pay will be established by the Town
Board.

1200-2 Merit Increases — An employee may receive, but is not entitled to, a pay
increase based upon the employee’s past performance. The merit increase will be
granted at the discretion of the Town Board.

1200-3 Overtime — A Department Head may require an employee to work
additional hours beyond the employee’s normal workday and workweek. An
employee must receive prior approval from the employee’s Department Head or
supervisor before working additional hours. An employee is not entitled to overtime
pay for additional hours worked without proper authorization. The Town
Supervisor shall direct Department Heads regarding overtime, as he shall
determine.

1200 -4 Overtime Pay - An hourly employee will be paid one and one-half times
the employee’s regular hourly rate of pay for all authorized time worked over
forty hours in a given workweek.

1200-5 Credit for Paid Leave — Personal leave, vacation leave, sick leave,
bereavement leave, jury duty leave, military leave and holidays will be included as
time worked for the purpose of computing overtime.

1200-6 Union Employees — An employee who is a member of a collective
bargaining unit should refer to the applicable collective bargaining agreement for
compensation matters.

1200-7 Payroll Period — Normally, employees are paid on a bi-weekly basis.
Certain employees may be paid on a different schedule as established by the Town
Board.

1200-8 Payday — Under normal circumstances, paychecks will be issued on a
every other Thursday. In the event the payday is a designated holiday, paychecks
will be distributed on the previous workday.

1200-9 Distribution — The Confidential Secretary to the Supervisor will deliver
paychecks to the Department Heads for further distribution to employees.

1200-10 Direct Deposit — The Town provides a direct deposit option for employees.
If elected, the paycheck will be deposited directly into the employee’s account at
the designated financial institution. The employee must submit a signed, written
authorization for direct deposit to the Confidential Secretary to the Supervisor.
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Section Xlll Benefits

1300-1 Holidays

A. Designated Holidays — The Town of Hartland will observe the following
holidays:

New Year's Day
Presidents’ Day
Good Friday
Memorial Day
Independence Day
Labor Day
Columbus Day
Veterans’ Day
Thanksgiving Day
Day after Thanksgiving
Christmas Eve
Christmas Day
Optional Holiday

B. Eligibility — A full-time or part-time employee is eligible for holiday pay at the
employee’s regular rate of pay. A temporary or seasonal employee is not eligible
for holiday pay. A part-time employee shall not be eligible for holiday pay if the
holiday does not fall on their regularly scheduled workday (ie. Part-time employee
regularly works Thursdays and Fridays and Christmas falls on a Monday. The
part-time employee is not entitled to holiday pay for Christmas).

C. Holiday Observance — In the event a designated holiday occurs on a
Saturday, the holiday will be observed on the preceding Friday. In the event that
Christmas Day falls on a Saturday, Christmas Eve will be observed on Thursday
and Christmas Day will be observed on Friday. In the event a designated holiday
occurs on a Sunday, the holiday will be observed on the following Monday. In the
event a designated holiday occurs on a Monday and the Town Board has
established that a full or part-time employee is not regularly scheduled to work on
said Monday, then the holiday will be observed as directed by the Town Supervisor.

D. Holiday Pay Requirement — Employees shall not be paid for holiday leave
unless they work the last day prior to the holiday leave and the first day after
such holiday leave, unless such absence is approved by the Department Head.

1300-2 Vacation Leave
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E. Accumulation — An employee may carry-over up to 5 days of vacation leave
into the next calendar year. All other vacation leave must be used by December
31st of the year or it will be forfeited. There will be no “pay-out” of unused vacation
time.

F. Holiday During Scheduled Vacation — In the event a designated holiday
occurs on an employee’s normal workday and the employee is on paid vacation,
the employee will receive holiday pay for the day and the employee’s vacation
leave credits will not be charged for that day.

G. Separation of Employment — An employee who resigns, retires or is laid off
will receive cash payment for unused vacation leave to which the employee is
properly entitled at the employee’s then current rate of pay. To be eligible to receive
this payment, an employee who is to resign or retire must give written notice at
least two weeks in advance of the last day of employment. In the event an
employee leaves employment due to disciplinary action, the employee will not
receive a settlement for unused vacation leave. In cases of death of an employee,
the Town will pay an employee’s designated beneficiary for any unused vacation
leave.

H. Union Employees — An employee who is a member of a collective bargaining
unit should refer to the applicable collective bargaining agreement for vacation
leave.

1300-3 Sick Leave

A. Eligibility — A full-time employee is eligible for paid sick leave in accordance
with this policy. A part-time, temporary, or seasonal employee is not eligible for
paid sick leave.

B. Allowance —

(1) A full-time employee will be credited with one (1) day of paid sick leave
each month. The employee will be credited on the last day of the month in which
the sick leave has been earned. An employee may take sick leave only after it
has been credited.

(2) Employees will be paid without charge to sick time, or personal leave time,
a full days pay if they attend a doctor's appointment after 2:00pm in the
afternoon. A doctor’s statement of illness or visit will be provided in order for any
employee to receive a full days pay without reduction. (The foregoing shall not
apply in excess of four times a year).

C. Accrual During Leaves of Absence — An employee will be credited with sick

leave credits while on a paid leave of absence, but not while on an unpaid leave of
absence.

31



[43

‘sjuspuadap
a|qibile Jo/pue ssnods ‘safojdwia 8y} Joj soueinsul aied yjeay jo oseyoind
ay} spiemo) pasn aq Ajuo Aew aakodwa sy} Aq sinoy (zgg) om) Ayl palpuny
Wb12 Jano paules s)pald aAed| WOIs Auy Juawalljal je adueinsul a1ed yjeay
JO aseyoind a8y} p1emo) allf) pies UBAUOD 10 SABS)| YJIS pajejnwnade Jo sinoy (Z€g)
om} Auiyy palpuny jybia 0} dn Joy JuswAhed ysed aaigdal |[Im (WaisAg Juswainey
Soakojdwg a1elS HIOA MBN Sy} WOl Jduaq juswalel apy-euoq e pajuesb
usaq pue 4o} paljdde sey ‘a'1) umo] ay} woyj salljal oym aakojdws uy "oAes| XIS
pasnun Joj JuawdAed ysed aniaoal [im abieyosip Aseuydiosip e 0} anp pajeulwsa) si
umo] ay} yum uaswhojdwa asoym ashojdws uy — juswhojdw3 jo uonesedas ‘r

‘uonoe Aseuldiosip 0} joalgns aq |m ‘uonejuswnoop buipoddns sayis|e}
10 aAeg| OIS JO asn ay) sasnge oym aakojdwa uy — aAeaT YoIS Jo asnqy |

‘Aunful 10 ssaujjl ue 0} anp sAepiJom BAIINOBSUOD 31y} Uey}
alow Joj Juasqge si aaAo|dwa ue Usym J0 ‘DABS| XJIS JO Junowe SSSIXS Ue pasn sey
1o ‘anes| Yois Buisnge si aakojdwa ay) saAleoiad umo] ay) j aouasqge s8akojdwa
UB JO UOHEeDILIBA [edipaw alinba) Aew umo] 8yl — uonesyuaA {esipsiy ‘H

* S)IpaID SABS| OIS pajWwijun ajeinwnooe Aew aa/kojdws uy — uoeINWNIJY ‘9

"JSijuap Jo 10)00p e 0} siaquaw Ajiwey jaylo Auedwodsoe 0} pasnh aq 0} Jou S|
pue ‘usuwjulodde s aakojdwa ue 1o} Ajuo saldde uoisinoid siyj iom o} bBujuinial
uaym Jsipuap 1o 10300p ayy woly dijs paubis e juasaid |jeys aakojdwae yoe3 ‘peaH
Juswypedaq ayj Jo uonalosip ay} je si Juswiuiodde jejuap JO {edlpaw e 10} SAeaT
"sjun Aep jley-auo ul anes| jeuosiad Jo anea)| }ois pauses o) pabieyd aq |jeys sinoy
OM] JO ssa0xa Ul asodind yons 1o} aouasqy ‘Jeak e sawi) Jnoy 0} dn s)paId dAed)
pied o} abieys Aue Jnoyum juswijuiodde |ejusp JO |ESIPSW B pudjie 0} SInoy oM}
0} dn jo souemojje ue uaalb s) @akojdwa uy — sjuawjuioddy jejuaq/iesipsiy 4

"S8OUBISWNDIID 31kl Japun sjuswbas jnoy auo
ul s)ipalo awly Yois asn 0} @akojdwa ue Jwiad Aew peay uawpedsp e ‘JOASMOH
‘Rep Jley-auo uey} Ss9| JO sjuswaIoul ul pasn aq jou Aew sppald daAE3| OIS
yiom s.2afojdwa ayy suqiyui jeyy Aunful 10 ssau||l |[euosiad 10} SHpPaId SABS| OIS
asn Ajuo Aew aakojdwe uy Aunful Jo ssauj ue Buunp diyspiey jeoueuly jsuiebe
aa/ojdwa ue 109]0id 0} papincid S| aAB3| OIS — BABIT YIS JO as( Jadoid ‘J

"9AB3| YIS pled aAI3081 0} PaMO||0} 8( }snwi sainpadsold asay| ‘@ouasqe ay) Jo Aep
(joea peaH juawypeds( s,aakojdwa ay) Ajjou jsnw aakojdwa sy} ‘pazuoyine usaqg
Sey aouasge aAed| ¥oIs papuaxa ue ssajun asodind siy} Jo} aoinep Buuemsue
ue Jo asn ay} sazuoyine pesH Juswpedaq ay) sssjun ‘pesyH uawpedsqg sy
01 Ajjeuosiad apew aq ysnw uoiesyiou ay| awiy buipodal psinpayds s,aahkojdwa
ayj a10j8q JNoY jjey-auo jses| Je peaH juswpedsq ay) Ajjou jsnw ashkojdwas ay)
‘@AB3| oIS 9] 1snw 3/A0|dwa UE JusAS ay) U] — 9AEdT XIS JO uonesynoN ‘a



K. Union Employees — An employee who is a member of a collective bargaining
unit should refer to the applicable collective bargaining agreement.

1300-4 Personal Leave

A. Eligibility — A full-time employee is eligible for paid personal leave in
accordance with this policy. A part-time, temporary, or seasonal employee is not
eligible for paid personal leave.

B. Allowance — A full-time employee will be credited with twenty four (24) hours
of paid personal leave on an annual basis. The employee will be credited on
January 1 of each year. An employee may take personal leave only after it has
been credited. Also, an employee will be afforded four (4) hours for the annual
Town picnic.

C. New Employee — A new employee will be credited with twenty-four (24) hours
of paid personal leave. Thereafter, the employee will be credited with three days
of paid personal leave on each subsequent January 1.

D. Proper Use of Personal Leave — An employee may use personal leave
credits to conduct personal business which cannot be conducted outside of normal
working hours, non-emergency medical and dental appointments, and for other
personal matters. An employee is not required to account for activities during
personal leave. In no event may personal leave credits be used on the scheduled
workday immediately prior to or following a holiday or vacation; in lieu of sick leave
or other leaves of absences, except to extend bereavement leave.

E. Notification of Personal Leave — An employee must receive prior approval
from the employee’s Department Head to take personal leave. A request for
personal leave must be made at least twenty-four hours in advance. The
Department Head will have discretion in the approval of personal leave.

F. Accumulation — Any personal leave credits remaining unused at close of
business on the last day of the calendar year may be accrued as sick time pursuant
to the limitations contained in Section 1300.

G. Separation of Employment — An employee whose employment with the
Town is terminated for any reason, including retirement, will not receive cash
payment for unused personal leave.

H. Union Employees — An employee who is a member of a collective bargaining

unit is not covered by the Personal Leave provisions set forth herein above and
should refer to the applicable collective bargaining agreement.
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G. Beneficiary — Under some of the Town’s benefit plans, each employee must
designate a beneficiary for the employee’s death benefits. This designation must
be made in writing and on the form provided by the plan Administrator.

1400-2 Medical Insurance

A. Eligibility — The Town makes available medical insurance coverage to each
full-time employee and full-time Elected Official and their eligible family members.
At the discretion of the Town Board, a part-time employee may be permitted to
participate in the medical insurance plan offered by the Town, provided such
employee pays the full cost of the premium. A temporary or seasonal employee is
not eligible for medical insurance coverage.

B. Plan - The medical insurance coverage plan provided may change from time
to time. Also, amounts of co-insurance and deductibles may vary. The Plan
Administrator will notify employees of such changes.

C. When Coverage Begins — So long as coverage is available, an employee
may be covered beginning on the employee’s first day of employment or for full -
time Elected Officials, the first day of office, provided all eligibility requirements of
the insurance plan are met. An employee who chooses not to enroll upon hire will
be ineligible to enroll until reaching the first anniversary date of employment.

D. Premium Payment (Full-Time Employees) — The Town will pay the full
premium for individual or family medical insurance coverage, as the case may be,
for each eligible full-time employee who was hired prior to December 31, 2004. For
an eligible employee hired on or after January 1, 2005, the employee shall pay ten
percent (10%) of the premium by payroll deduction for either single or family
coverage. If two employees are married to each other and have dependent
children, the Town shall provide family coverage to only one employee. If two
employees are married to each other and do not have dependent children, the
Town reserves the right to provide two single plans, provided that it is less
expensive than one family plan. When one plus one coverage becomes available,
the Town has the right to apply said coverage to employees meeting the eligibility
requirements.

E. Premium Payment (Full-Time Elected Officials) — The Town will pay the full
premium for individual or family medical insurance coverage, as the case may be,
for each eligible full-time Elected Official, beginning on the first day of office.

F. Changes in Premium Contributions — The amount of the insurance premium
an employee or Elected Official is required to contribute is subject to change by
resolution of the Town Board. The Town Board will provide a two-month written
notice of such change.
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D. Reinstatement — In the event the employee loses coverage under the
alternate insurance plan, the employee may resume coverage under a medical
insurance plan made available through the Town. Coverage will become effective
in accordance with the provisions specified in the plan documents, provided that
the employee meets all eligibility requirements of the insurance plan. Upon
reinstatement the amount of the waiver benefit will be prorated, and if applicable
the employee must refund any portion of a payment received for a period in which
the Town will subsequently provide coverage.

E. Union Employees — An employee who is a member of a collective bargaining
unit is not covered by the Medical Insurance Buy-out provisions set forth above
and should refer to the applicable collective bargaining agreement.

1400-4 Medical Insurance for Retirees

A. Coverage — The Town will make available medical insurance coverage to an
eligible full-time employee or full-time Elected Official who retires from the Town
provided they pay the full cost of the premium. Coverage is also available for
eligible dependents if they were covered under the Town’s medical insurance plan
at the employee’s date of retirement provided they pay the full cost of the premium.
In the event the retiree predeceases the dependents, the dependents may
continue medical insurance coverage provided they pay the full cost of the
premium. Coverage of a dependent at the time of divorce or legal separation is in
accordance with plan documents and COBRA requirements. However, any
earned sick leave credits (minus any eligible cash buy out amount taken by the
retiree at the time of retirement) may be used as a credit towards the payment of
these aforementioned premiums.

The type of coverage provided shall be the same coverage provided to other
employees of the Town, as amended from time to time.

B. Union Employees — An employee who is a member of a collective bargaining
unit is not covered by the Medical Insurance for Retirees provisions set forth
immediately above and should refer to the applicable collective bargaining
agreement. A retiree who was a member of a Collective Bargaining unit during
the term of his/her employment is not covered by the medical insurance for
employees provisions and should refer to applicable Collective Bargaining
Agreements.

C. Town Contribution to Employees’ Deferred Compensation Accounts-
The Town of Hartland will contribute the equivalent of forty (40) hours of pay at
MEO2 rates beginning at the end of the 2021 calendar year.
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the occurrence or as soon as the employee is able to make such report. The
Confidential Secretary to the Supervisor will provide the employee with the
necessary forms. Proper medical certification will be required.

C. Use of Sick Leave Credits . An employee may draw from the employee’s sick
leave credits in conjunction with disability payments to equal, but not exceed, the
employee’s regular daily rate of pay. If the employee uses sick leave, the disability
payments will come to the Town; and the employee will be credited back sick days
prorated by the amount the Town receives.

D. Union Employees -An employee who is a member of a collective bargaining
unit and should refer to the applicable collective bargaining agreement.

1400-8 Workers’ Compensation Benefits
Coverage -The Town will make available Workers’ Compensation benefits as
required by law. The Supervisor's Confidential Secretary handles all worker’s
compensation claims, after reporting to the Department Head.
1400-9 Unemployment Benefits
The Town patrticipates in required New York State Unemployment Program.
1400-10 Social Security
Summary - Social Security benefits are available for retirement, survivor's
benefits, and medical costs under qualifying conditions, as determined by the

Federal Social Security Administration Office. Employee contributions to Social
Security (FICA) are matched by the Town.
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Section XVI Statutory Provisions

1600-1 The Americans with Disabilities Act - It is the policy of the Town of
Hartland to fully comply with the provisions and spirit of the Americans with
Disabilities Act and ensure equal employment opportunity for all qualified persons
with disabilities. All employment practices, such as recruitment, hiring, promotion,
demotion, layoff and return from layoff, compensation, job assignments, job
classifications, paid or unpaid leave, fringe benefits, training, employer-sponsored
activities, including recreational or social programs, will be conducted so as not to
discriminate unlawfully against persons with disabilities. This also extends to
prohibit discrimination based on a person’s relationship or association with a
disabled individual. Qualified individuals with disabilities are entitled to equal pay
and other forms of compensation (or changes in compensation) along with work
assignments, classifications, seniority, leave, and all other forms of employment
compensation or advantage.

A. Reasonable Accommodation — Reasonable accommodation is available to
all qualified employees and applicants with disabilities, unless it imposes an undue
hardship on the Town and/or operations of a program.

B. Pre-Employment Inquiries — Pre-employment inquiries are made only
regarding an applicant’s ability to perform the duties of the position and not any
disabling condition. Pre-employment physical exams will only be requested when
in compliance with the law. The Town of Hartland intends to base employment
decisions on principles of equal employment opportunity and nondiscrimination, as
defined by law.

C. Notification of Policy Violations — An employee should immediately report
any perceived violation of this policy to the employee’s Department Head. In the
event the employee is unable to discuss this matter with the Department Head, the
complaint should be reported in writing to the Town Supervisor or any member of
the Town Board. All complaints of discrimination will be investigated discreetly and
promptly. An employee who reports discrimination will not suffer adverse
employment consequences as a result of making the complaint. This procedure is
not intended to restrict an individual’s rights to make a complaint to a federal or
state agency.

D. Application of Policy — This policy is for Town use only and does not apply
in any criminal or civil proceeding. This policy shall not be construed as a creation
of higher legal standard of safety or care in an evidential sense with respect to third
party claims. Violations of this policy will only form the basis for Town administrative
action, which may include disciplinary action. Violations of law will form the basis
for civil and criminal sanctions in a recognized judicial setting.
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national origin, religion, disability, age, marital status, or military status, the Town
of Hartland prohibits sex discrimination, including sexual harassment of its
employees in any form. No form of harassment will be tolerated. The Town will
take all steps necessary to prevent and stop the occurrence of sexual
harassment in the workplace. If any provision of this section conflicts with State or
Federal Law or Regulations, such Laws or Regulations shall prevail. The
accompanying complaint procedure is intended to provide an effective
mechanism for reporting and resolving promptly, complaints of sexual
harassment without any risk of repercussion to a complaining employee for filing
a complaint of sexual harassment in good faith.

A. Applicability of Policy -This policy applies to all Town employees and Elected
Officials regardless of supervisory level, whether employed full or part-time,
temporary or seasonal, whether elected or appointed and regardless of
compensation level, and all personnel in a contractual relationship with the Town.

B. Supervisory Responsibility -Department Heads and supervisory personnel
are responsible for ensuring a work environment free from unsolicited, unwelcome
and intimidating sexual overtures. Supervisors must take immediate and
appropriate corrective action, when instances of sexual harassment come to their
attention, to assure compliance with this policy, and shall report such instances
immediately to the Town Supervisor.

C. Definition of Sexual Harassment _Sexual advances that are not welcome,
requests for sexual favors, and other verbal or physical conduct of a sexual nature
constitute sexual harassment when:

1. Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’'s employment; -OR-

2. Submission to or rejection of such conduct by an individual is used as the basis
for employment decisions, such as promotion, transfer, or termination, affecting
such individual; -OR-

3. Such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile or offensive
working environment.

Sexual harassment refers to behavior that is not welcome, that is personally and
objectively offensive, that fails to respect the rights of others, that lowers morale
and that, therefore, interferes with an employees’ work performance and/or
effectiveness or creates an intimidating, hostile or offensive working environment.
Exposure to such conduct that serves to alter the terms and conditions of
employment is prohibited by this policy and state and federal law.
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The particular facts of the allegation will be examined individually, with a review of
the nature of the behavior and the context in which the incident(s) occurred. In
those instances when a Department Head or Town Supervisor requests
assistance, or when the Department Head or Town Supervisor is named in the
complaint or involved in the incident, the Town Board will appoint an individual to
conduct the investigation.

H. Employee Defense — Any employee charged with sexual harassment will be
afforded a full and fair opportunity to offer and present information in the
employee’s defense. Such information will be confidential to the extent possible.

I. Employee Rights — Nothing in this policy should be construed as in any way
limiting employees’ rights to use the Grievance Procedure contained in the
collective bargaining agreement.

J. Prohibition Against Retaliation — Intimidation, coercion, threats, reprisal or
discrimination against any employee who in good faith brings a written or verbal
sexual harassment complaint or who assists or aids in the investigation of such a
complaint is prohibited. Any employee who participates in the procedure may do
so without fear of retaliation. Retaliation against any employee who has filed a sex
discrimination or sexual harassment complaint is illegal.

K. Disciplinary Action — Any employee or official, who is found to have
committed an act of sexual harassment or act of retaliation will be subject to
disciplinary action, up to and including termination of employment.

1600-6 Drug-Free Workplace - It is the policy of the Town of Hartland that
unlawful possession or use of drugs is prohibited in the workplace, and violation
of this policy will result in disciplinary action as defined in this bid book. Further,
the Town hereby adopts the Federal Drug-Free work place requirements as set
forth in this section.

A. Compliance — The Federal Drug-Free Workplace Act of 1988 (“the Act”) is
applicable to all recipients of Federal grants. In order to receive federal funds, the
Town must certify to the granting Federal agency that it will provide a drug-free
workplace in accordance with the legislation. As a recipient of Federal grants, the
Town hereby complies with the requirements of the Drug-Free Workplace Act by
adopting the following policy and drug-free awareness program:

B. Statement — The unlawful manufacture, distribution, dispensation, possession,
or use of an illegal controlled substance as defined in the Act, is prohibited on the
job or at the workplace.

C. Implementation of Policy — This policy will be distributed to all employees
and officials of the Town.
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* unemployment claims
3. Absenteeism and Tardiness

double the normal rate

repeatedly being late for work and often leaving early
extended lunch hours

frequent illness and accidents both on and off the job

4. Damaged Relationships

+ emotional outbursts, over-reaction to criticism, mood swings, complaints
from coworkers, associates and the public often leading to damaged
relations.

N Controlled Substance and Alcohol Testing

1. Compliance — The Town Board has adopted a Controlled Substance and
Alcohol Testing Policy that is in compliance with the “Omnibus Transportation
Employee Testing Act of 1991" (OTETA). The purpose of this policy is to reduce
accidents resulting from an employee’s use of controlled substances and alcohol,
thus reducing fatalities, injuries and property damage.

2. Covered Employees — The Town'’s Controlled Substance and Alcohol Testing
Policy applies to all covered drivers as defined by the federal regulations, which
includes all employees who drive commercial motor vehicles (as defined in Sec.
382.107 of the OTETA) requiring a commercial driver’s license to operate.

3. Acknowledgment Form — A covered employee will receive a written copy of
the Controlled Substance and Alcohol Testing Policy and must sign an Employee
Acknowledgment Form. This form will be placed in the employee’s personnel file.

4. The Town reserves the right to require any employee to submit to controlled
substance and alcohol testing.

1600-7 Smoking — It is the policy of the Town to prohibit smoking in all Town buildings
and all Town vehicles. Smoking is also prohibited within ten feet of entrances to
Town buildings.
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4. If the accident appears serious, call 911 ambulance; and
5. Take steps to prevent additional accidents.

1700-3 Accident Reporting Procedures — In the event an accident occurs in the
workplace or in the course of employment, the following procedures will apply:

1. When an accident occurs which results either in the loss of an employee’s work
time, or in the provision of medical care to an employee, the employee must
immediately notify the Department Head who will in turn notify the Confidential
Secretary to the Supervisor. The Confidential Secretary to the Supervisor must
complete an Employer’s Report of Injury Form (C-2) and submit according to
operating procedures.

2. When an accident occurs which does not result in the loss of an employee’s
work time, or in the provision of medical care to the employee, the employee
must immediately notify the Department Head who will in turn notify the
Confidential Secretary to the Supervisor. The Confidential Secretary to the
Supervisor must complete a Supervisor's Report of Incident Form.

3. The Confidential Secretary to the Supervisor must keep a record of the injury
or iliness for five years following the end of the calendar year to which it relates.

1700-4 Compliance with Laws — The Town of Hartland is committed to providing
a safe and healthy work environment and complies with all Federal, State and local
laws regarding hazard recognition, accident prevention, and working conditions.
The Town considers Hazard Communication and the prevention of workplace
injuries and illnesses to be of prime importance. Employees working with
hazardous chemicals shall abide by all regulations and rules as provided by the
Department Head.
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APPENDIX “A”

Civil Service Law Section 75

Summary -New York State Civil Service Law Section 75 establishes disciplinary
procedures for covered employees. Section 75 affords a covered employee the
opportunity. for a hearing when charges of incompetence or misconduct have been
made against the employee by the Town. The provisions set forth herein are a
summary. If any provision of Section 75 as amended from time to time is
inconsistent with this Appendix, the provisions of Section 75 shall prevail.

Union Employees - Employees covered by a collective bargaining agreement are
disciplined in accordance with such agreement.

Employees Not Covered by Section 75 _The following employees are not covered
under Section 75:

Any employee in the Unclassified Service (such as Elected Officials and
members of boards and commissions);

A newly hired employee serving a required probationary period, even if the
employee is a veteran as defined by the Civil Service Law, or exempt volunteer
firefighter, as defined by the General Municipal Law;

An employee holding a position in the Non-Competitive Class who has less
than five years of continuous uninterrupted service, unless the employee is an
eligible veteran, as defined by the Civil Service Law, or exempt volunteer
firefighter, as defined by the General Municipal Law, who has successfully
completed the required probationary period;

An employee holding a position in the Non-Competitive Class designated as
management/confidential;

An employee holding a position in the Exempt Class, unless the employee is
an eligible veteran as defined by the Civil Service Law, or exempt volunteer
firefighter, as defined by the General Municipal Law, who has successfully
completed the required probationary period;

An employee holding a position in the Labor Class unless the employee is an
eligible veteran as defined by the Civil Service Law, or exempt volunteer
firefighter, as defined by the General Municipal Law, who has successfully
completed the required probationary period;
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representation. In the event the employee is unable to obtain such representation
within a reasonable period .of time, the employer will have the right to then question
the employee.

Notice of Discipline -An employee subject to discipline will be provided with a
written Notice of Discipline (NOD) which will contain all charges and specifications.

Employee Answer - The employee will have eight calendar days to respond to the
charges. The employee’s response must be in writing.

Disciplinary Hearing -Unless there is a stipulation of settlement between the Town
and the employee, the Appointing Authority will designate a hearing officer in
accordance with Civil Service Law Section 75. The designation must be in writing.
The hearing officer will set the time and place for the hearing. The hearing officer
will make a record of the hearing which will be submitted to the Appointing
Authority, with the hearing officer's recommendations, for review and decision.

Right to Representation - The employee may have representation by counsel or by
a representative of a recognized or certified employee organization at the hearing
and may summon witnesses on the employee’s behalf.

Suspension Without Pay Pending Determination of Charges Pending the hearing
and determination of charges, the employee may be suspended without pay for a
period not to exceed thirty calendar days.

Penalties _In the event the employee is found to be guilty of the charges, the
penalty may consist of one of the following:

*  Written reprimand;

* Fine not to exceed one-hundred dollars which will be deducted from the
employee’s pay;,

* Suspension without pay not to exceed two months;

» Demotion in grade and title; or

* Termination from Town employment.

Finding of Not-Guilty — In the event the employee is found to be not guilty, the
employee will be restored to the employee’s position with full pay for the period of
suspension less the amount of any unemployment insurance benefits that the

employee may have received during such period.

Limitations — Notwithstanding any other provision of law, no removal or
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APPENDIX “B”

This is a brief overview of Cobra coverage. Eligibility and coverage rules are

subject to change. On-line information is available from the United State Department of
Labor at www.dol.gov.

1.

Cobra

Eligibility -An individual is a “qualified beneficiary” if the individual is covered
under a group health plan on the day before a qualifying event as either a covered
employee or elected official, the spouse of a covered employee or elected official,
or a dependent child of a covered employee or elected official. A child who is either
born to or who is placed for adoption with the covered employee or elected official
during a period of COBRA coverage is also a “qualified beneficiary” entitled to
COBRA coverage.

Qualifying Events _If a qualified beneficiary loses coverage under a group health
plan as a result of a “qualifying event,” the qualified beneficiary is entitled by
COBRA to the continuation of group health insurance coverage at the quailified
beneficiary’s own expense and for a limited time as described below. The COBRA
requirements do not put any limit on the number of times a qualified beneficiary
may be entitled to COBRA continuation coverage. COBRA coverage is in effect for
a period of up to eighteen, twenty-nine, or thirty-six months, depending upon any
of the following qualifying events:

* An eighteen month continuation will be available to a qualified beneficiary in
the event of the covered employee’s (or elected official's) termination of
employment for any reason except gross misconduct, or the covered
employee’s loss of eligibility to participate due to reduced work hours.

* A twenty-four month continuation will be available when a covered employee
is on a leave of absence due to military service obligations.

* A twenty-nine month continuation will be available to a qualified beneficiary in
the event that the qualified beneficiary is disabled, per a determination under
the Social Security Act, or becomes disabled within the first sixty days of
COBRA coverage. The qualified beneficiary must provide the plan administrator
with notice of the disability within sixty days of the determination of the disability
by Social Security and before the end of the original eighteen-month COBRA
coverage period. The qualified beneficiary must notify the plan administrator of
a determination by Social Security that the individual is no longer disabled within
thirty calendar days of such determination.

+ A thirty-six month continuation will be available to a qualified beneficiary in the
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A copy of this form will be signed by each employee and placed in employee’s personnel
file.

TOWN OF HARTLAND

EMPLOYEE HANDBOOK ACKNOWLEDGMENT

I hereby acknowledge that | have received a copy of the Town of Hartland Employee
Handbook as amended January 8, 2015 outlining the rules, regulations, procedures,
practices, work standards, employment classifications, compensation, and benefits of the
Town of Hartland. | further acknowledge that | have read, or will read, the contents of the
Employee Handbook and will contact my Department Head or the Town Supervisor if |
have any questions.

| understand that the Employee Handbook is not meant to create a contract of
employment, nor should it be construed as creating a contract of employment and that
the Town Board of the Town of Hartland reserves the right to interpret, change or modify
any section of the Employee Handbook at any time.

| understand that, if | am covered by a coliective bargaining agreement between the Town
of Hartland and an employee organization as defined by the Public Employees’ Fair
Employment Act, in the event an expressed and expilicit provision set forth in a collective
bargaining agreement should conflict with an employee benefit, personnel policy,
personnel procedure, or other provision set forth in the Employee Handbook, the
expressed and explicit provision of the collective bargaining agreement will control.
Otherwise, unless expressly excluded herein, the Employee Handbook is applicable to
all employees.

| agree to abide by the personnel policies, procedures, rules and regulations outlined in
the Employee Handbook.

| understand that the Employee Handbook and the changes contained herein are
intended to supersede all prior manuals and guidelines issued by the Town of Hartland.

Employee name (please print) Department Head Name (please print)
Employee Signature Department Head Signature
Date of Signature Date of Signature
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