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Pr ef ace

The Town of Snyrna prides itself on the professional delivery of
services to our citizens. This Personnel Policy seeks to inprove
government services and enbodies the policies of the Town of
Snyrna: to hire the best qualified applicant for any position
regardl ess of race, sex, creed, political affiliation, age and
non-job related disability and, in addition, to provide equal
opportunity to all enployees in matters of hiring, pronotion,
transfer, traini ng, conpensati on, benefits and all ot her
condi tions of enploynent.

The contents of this policy are presented as a nmatter of
information only. Wile the Town believes whol eheartedly in the
policies and procedures described herein, they are not
conditions of enploynent. The Town reserves the right to nodify,
revoke, suspend, termnate or change any or all such policies or
procedures, in whole or in part, at any time, with or wthout
notice. The language used in this policy is not intended to
create, nor is it intended to be construed, to constitute a
contract between the Town and one or all of its enpl oyees.

The Town of Snyrna Personnel Policy is intended for the use of
Town enpl oyees and supervisors. Policies specifically related to
police personnel are nonitored by, and available through, the
Chief of Police. Should questions arise as to the content or
interpretation of these policies, they should be directed to the
Town Manager or the Chief of Police as appropriate.



1. CGeneral Provisions

1.1 Scope. This policy shall apply to all enployees on the
Town payroll with the foll ow ng exceptions:

a) Al elected officials and nenbers of boards,
comm ttees, and conm ssi ons.

b) Positions involving tenporary, casual/seasonal or
part-time, or enploynent unless specifically placed
wi thin the scope of this policy by the Town Council.

c) Town Manager and Chief of Police - The enpl oynent
of the Town Manager and Chief of Police shall be
governed by the terns of any applicable provisions of
the Town Charter, state statute, Town ordinance or
resolution specific to the Town Manager and/or Chief
of Police, and subject to any witten enploynent
agreenent signed by the Town and the Town Manager
and/ or Chief of Police.

d) Assistant Town Manager, WManager of Accounting
and Business Operations/Finance Director, Billing and
| nfformati on Technol ogy WManager, Manager of Pl anning
and Zoning, Manager of Building and Inspections,
Public Wrks Director, Li brary Director, Capi t al
Projects Coordinator, and such other positions as
Council may from tinme to tinme determne shall be
exenpt from Sections 3.3 and 3.4 (Overtine and Stand-
by Pay) and Section 28.2.2 (Holidays-Wrk Required on
Hol i days).

EXCEPTI ON:  Special Duty may be authorized by the Town
Manager or Police Chief if said special duty cannot be
wor ked by an enpl oyee in a | ower pay grade/step.

e) Police Oficers (including the Chief of Police)
shall be exenpt as follows whenever any police officer
is the subject of any proceeding, investigation, or
inquiry wthin the scope of the "Law Enforcenent
Oficer's Bill of Rights" (11 Del. C Chapter 92), or
whenever the Chief of Police is the subject of any
proceedi ng, charges, or inquiry which could result in
his/her dismssal wthin the scope of 11 Del. C
Chapter 93 ("Police Chief Due Process"), then the
procedures set out in such statutes shall govern al

aspects of such proceedings and no provisions of this
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2

ordinance dealing wth Discipline and Termnation
(Section 37), or Gievance (Section 38) shall apply or
have any force or effect as to those proceedings
within the scope of the aforenentioned statutes, or to
the decisions made or actions taken as a result of
such proceedi ngs.

Definitions.

a) "Active pay status" neans when any enployee 1is
eligible for a pay check.

b) "Appointnent"” neans the personnel action by which
an appointing authority offers enploynent and hires a
person to work for the Town of Snyrna.

c) “Casual/seasonal or tenporary enployee” neans an
enpl oyee who works on an as needed, indefinite
duration basis with no regular schedule and in a
generic job classification, which is not specifically
budgeted and listed in the staffing chart.

d) "Conpleted nonth" neans any nonth in which an
enpl oyee, for all the workdays, either works, is on
approved leave with pay, is on Wrker's Conpensation
Leave, or any conbi nation of these.

e) "Conpleted year" neans a period of twelve (12)
consecutive calendar nmonths in which the enployee is
on active pay status or is on Wrker's Conpensation
Leave, or any conbi nation of these.

f) "Departnent Supervisor” nmeans the person authorized
to direct the work of enployees of a departnment of the
Town of Snyrna

g) “Donestic partner” neans two non-related adults,
both of whom are at |east eighteen years of age, who
are conmitted as a famly in a long term rel ationship
of indefinite duration and are socially, enotionally,
and financially interdependent in an exclusive nutua
commitrment in which they agree to be responsible for
each others comon welfare and share financial
obligations. This definition is intended to cover
adult partner relationships and not persons who are
cohabiting sinply as roommates.



h) "Enpl oyee" neans an enployee of the Town of Snyrna
who is included within the scope of this policy and to
the extent included in this policy.

i) "Enployer"” neans the Town of Snyrna.

]) "Exenpt Enpl oyee"” neans an enpl oyee of the Town of
Snyrna who is excluded from the scope of this policy
and to the extent so excluded fromthis policy.

k) "Full-time enployee” neans an enployee who is
regularly scheduled 37.5/7.5 or nore hours per
wor kweek/ wor kday.

[)"Part-tinme enployee” neans an enployee who works a
regul arly schedul ed period of generally less than 37.5
hours per week in a position having a discrete job
classification and description which is specifically
budgeted and listed in the staffing chart.

m "Policy" neans Town of Snyrna Personnel Policy,
effective and all anendnents or revisions thereof

n) "Position" means a group of duties and
responsibilities requiring full time or part-tine
enpl oynent of one person, a position nmay be vacant or
occupi ed

0) "Probationary period" neans the duration of tinme
specified under Section 6.2.9, during which new
appointees are evaluated, in terns of attitude and
ability, for their suitability to serve in the
positions to which they have been appointed. After
the probationary period is conplete, enployees shall
be subject to the provisions of Section 40("Tenure");
enpl oynent of exenpt enployees shall continue to be

subject to the principle of “"enploynent-at-will"
subject to the provisions of any applicable witten
enpl oynment agr eenent, charter provi si on, state

statute, or ordinance or resolution specifically
applicable to such exenpt enpl oyee.

p) "Regul ar appointnment” nmeans an appointnment to serve
in a position for an indefinite duration subject to
probati onary period requirenents and



gq) "Tenporary appointnment” neans an appointnent to
serve in a position for an indefinite duration not
exceeding ten (10) nonths during one cal endar year

r)y "Town" nmeans the Town of Snyrna, Del aware.

s) "Town Council" neans the Town Council of the Town
of Snyrna, Del aware.

1.3 Anendnents.

The Town Council reserves the right to anend, supplenent,
or otherw se revise the provisions of this policy, in whole
or in wpart, at anytinme, and from time to tinme by a
resolution duly adopted by the Town Council as provided by
the Town Charter.

1.4 Personnel Adm nistration.

The Personnel Policy shall consist of the followng
conponents: (a) the text of this Personnel Policy, (b) the
Pay Plan, the operation of which is described in Section 3
of this policy, and (c) the position classification system
the operation of which is described in Section 5 of this

policy.

Except as otherw se provided herein, this Personnel Policy
shal | govern all aspects of the admnistration of
personnel .

The Town Manager or his designee shall be the Personnel
Oficer. The Personnel O ficer shall:

1.4.1 Administer all the provisions of this Policy not
specifically designated as the duties of the Mayor and
Counci | .

1.4.2 Miintain, update, and revise the Position
Classification Plan and Pay Plan as such changes are
fromtinme to tinme approved by the Town Council.

1.4.3 Maintain appropriate enployee and other records
as provided herein.

1.4.4 Prepare and recomrend revisions and anendnents
to this Policy.



1.4.5 Counsel and advise enployees on matters of
pronotion and job rel ated training.

1.4.6 Prepare and distribute to every enployee of the
Town an Enpl oyee Handbook, whi ch  shal | contain
provisions for and information about position title,
pay grade, enployee benefits, vacation and |eave
policies, evaluations, discipline and term nation.

1.4.7 Advise the Town Council on matters related to
per sonnel adm ni stration.

1.4.8 Publish position vacancies in accordance wth
the provisions of this policy.

1.4.9 Receive all applications for enploynent and
notify applicants of the disposition of their
appl i cati ons, wth the exception of the Police
Department where the Chief of Police will receive the
applications and notify each applicant as to the
di sposi tion.

Al | i nstances where the term “Town Manager” or
“Personnel O ficer” appears in this code, that term
shall be substituted with “Chief of Police” when the
terms and conditions of this policy are applied to
civilian police personnel.

1.5 Conposition of the Personnel Conmittee.

The Personnel Conmmttee shall consist of five nenbers.
These nenbers shall be three (3) Council persons and two
(2) nenbers appointed by the Myor and confirmed by
Council. At least one of the five nenbers of the Personnel
Comm ttee shall represent mnorities.

1.6 Duties of the Personnel Commttee.

In addition to the duties set forth elsewhere in this
Policy, the Commttee shall:

1.6.1 Advise the Personnel Oficer and the Town
Council on matters of personnel and problens of
personnel adm nistration, including amendnents to this
Policy, a Position Cassification Plan and a uniform
Pay Pl an.



1.6.2 Represent the public interest in the inprovenent
of personnel adm nistration on the Town service.

1.6.3 Mke recomendations to the Town Manager
Personnel Oficer, or the Council wth respect to
personnel adm nistration.

1.7 Contract Services.

The Town Council may contract with any qualified person or
agency for the performance of such technical services as
may be desired in the establishnment and operation of the
Per sonnel System

1.8 Applicability of union agreenents.

Police officers shall be exenpt from the provisions of this
Policy to the extent that specific provisions are covered
by an approved contract between the Smyrna Police Enpl oyees
Association and the Town. Enployees of the Electric
Department are exenpt from the provisions of this Policy to
the extent that specific provisions are covered by an
approved contract between AFSCME and t he Town.

1.9 Applicability of Police Code of Conduct, Police
Directives and Standard Operating Policies.

Police officers shall be exenpt from the provisions of this
Policy to the extent that specific provisions are covered
by a Snyrna Police Enployees Code of Conduct, Police
Directives and Standard operating Procedures that has been
approved by the Council.



2. Personnel System
2.1 Policy.

Personnel practices and procedures have a significant
inmpact on the performance and wutilization of enployees.
Unsatisfactory or inpractical policies are difficult to
change and can have a substantial inpact on the cost and
effectiveness of nunicipal operations. Consequently, it is
vitally inportant that a sound personnel system be
established and properly admnistered wth understanding
and foresight. Such a plan should neet the Town's needs and
notivate enployees through the creation of a satisfying
wor ki ng envi ronnent, appropriate and fair conpensation, and
fair and consistent application of these practices and
procedures. The following shall be the declared personnel
practices of the Town:

2.1.1 Enploynment by the Town shall be based solely on
merit and fitness, free from favoritism or personal or
political considerations.

2.1.2 The Town shall not discrimnate in any mnmanner
agai nst any person on the basis of race, creed, color,
gender, age, religion, national origin, veteran or
di sabl ed status, sexual orientation, marital status or
political affiliation with regard to selection or
enpl oyment with the Town.

2.1.3 Just and equitable incentives and conditions of

enpl oynent shall be established and mintained to
pronote efficiency and econony in the operation of the
Town.

2.1.4 Positions shall be conpensated according to
duti es, responsi bilities and requirenents as

establ i shed by the Town Council.

2.1.5 Appointnents, pronotions, and other personnel
actions shall be based on nerit.

2.1.6 The policies and procedures contained herein
shall be adm nistered fairly and consistently with due
consideration given the rights and interests of
enpl oyees, the public and the Town.



2.1.7 The tenure of all classified enployee shall be
subject to the enployee's continued good behavior, the
satisfactory performance of work, and the availability
of work.

2.1.8 The Town shall encourage enployees to becone
effective wor ker s, treat each per son W th
consi deration and respect and provide a clean, healthy
and safe place to work.

The Town Manager is responsible for developing and
i npl enenting these personnel practices and procedures and
abiding by the basic principles which are intended to be
the foundation of the personnel system of the Town of
Snyr na.

2.2 Dissem nation of Personnel Policy.

Each enpl oyee shall be provided with a copy of this policy
and shall be required to sign an Acknow edgnent of Receipt.
Each enployee w il acknow edge that they understand that
the term policies and procedures outlined in this docunent
apply to their term of enploynent with the Town of Snyrna.
A copy of the signed acknow edgenent shall be kept in each
enpl oyee’ s personnel file.

2.3. Personnel Records.

2.3.1 Personnel File Docunentation. The accurate
docunentation  of any personnel related activity is
absolutely necessary to ensure the fair and consistent
application of the practices and procedures contained
herein. The Town Manager shall maintain the official
per sonnel file for each enpl oyee cont ai ni ng al |
docunentation pertaining to his or her enpl oynent .
Supervisors may keep working personnel files but materials
not maintained in the official personnel file held by the
Town Manager nmay not provide the basis for discipline
agai nst an enpl oyee.

a. Oiginal application for enploynent.
b. W4 (Enployer's Wthhol ding Al owance Certificate).
C. -9 (nmust be retained for three years from the

date of hire or one year fromthe date of term nation
whi chever is | onger).



Phot o copy of social security card.
Photo copy of driver's license.

Per f or mance eval uati ons.

At t endance records.

Physi ci an's nedi cal verification.

Commendati ons.

Grievance, disciplinary, and term nation procedures

and acti ons.
Pr of essi onal devel opnent.
Travel request and expense reports.
Heal th enrol | nent forns.
Li fe insurance beneficiary designation.
Pensi on docunents.
Vol untary deferred conpensati on program
Job-rel ated injuries.

Any inquiries, records, responses and/or
concerni ng an enpl oyee’s driving record.

Any other matters not otherwise a public

not es

record

pertaining to an enployee's enploynent with the

Town.

nane.

age.

date of original enploynent or appointnent to

Town Servi ce.
current position title.

current salary
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y. date and anount of nost recent change in salary.

z. date of nobst recent pronotion, denotion, transfer
suspensi on, separation, or ot her change in
position classification

aa. the office to which the enployee is currently
assi gned.

2.3.2 Access to Personnel Records

Any person may have access to the information listed in
Section 2.3.1(g), (i), (t), (v), (w, (z) for the purpose
of inspection, examnation and copying during regular
business hours of the Town. Access to such information
shal | be governed by the follow ng:

a. Al disclosure of records shall be accounted for by
keeping a witten record (except for authorized
persons processing personnel actions) of t he
followng information: name  of the enpl oyee;

i nformation di scl osed,; date i nformation was
requested; nane and address of person to whom the
di scl oser is made; pur pose for whi ch t he

information is requested. This information nust be
retained as part of the file.

b. Upon requests, records of disclosure shall be nade
avail able within reasonable tinme to the enployee to
whom it pertains.

c. An individual exam ning a personnel record nay copy
t he i nformati on. Any avai |l abl e phot ocopyi ng
facilities nmay be provided and the cost may be
assessed to the individual.

2.3.3 Confidential Information

Al information contained in a Town enployee’'s personnel
file, other than the information listed in Section 2.3.2
shall be nmmintained as confidential and shall be open to
public inspection only in the follow ng instances:

a. The enployee or his/her duly authorized agent may
exam ne all portions of that enployee’'s personnel
file, except for letters of reference solicited
prior to enploynent.
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b. The licensed physician designated, in witing, by
the enployee may exam ne the enployee’s nedical
records.

c. A Town enployer having supervisory authority over
the enployee my examine all material in the
enpl oyee’ s personnel file.

d. By order of a Court of conpetent jurisdiction, any
person may examine all material in the enployee’'s
personnel file.

e. Each individual requesting access to confidential
information will be required to submt satisfactory
proof of identity.

f. A record shall be made of each disclosure and
placed in the enployee’s file with the exception
of disclosure to the enployee and the enployee’s
supervi sors.

2.3.4 Exceptions

Exceptions nmay be granted to Sections 2.3.2 and 2. 3.3 upon
determ nation by the Town Solicitor that such exceptions
are allowable under Chapter 100, Title 29 of the Del aware
Code (Freedom of Information Act).

2.3.5 Records of Former Enpl oyees

Former enployees are not permtted to review their
personnel file. Enpl oyees who are laid off with the right
of re-enploynent or on a |eave of absence are permtted to
review the file.

2.3.6 Renedies of Enployees bjecting to Material and File

An enployee who objects to material in his/her file my
place in the file a statenment relating to the material
he/ she considers inaccurate or msleading. The enpl oyee may
seek the renoval of such material in accordance wth
establ i shed grievance procedures.
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3. Pay Pl an

3.1 Policy.

The pay plan is intended to provide equitable conpensation
for all positions when considered in relation to each
other, to changes in the cost of Iliving, to financial

conditions of the Town, and other factors. To this end, the
Town Council shall consider changes in salary as nay appear
war r ant ed.
3.2 Procedure.
3.2.1 Pay
Enpl oyees are paid every two weeks on Friday of the
second week (except enployees covered by current
enpl oynent contracts). |f a regular pay day falls on
a holiday, enployees are paid on the last schedul ed
wor ki ng day prior to the holiday. (anmended 03/15/10)
3.2.2 Pay Period (effective January 1, 2011)
The pay period for the Town of Snyrna shall be from
Thursday to Wdnesday every two weeks. (anmended
03/ 15/ 10)
3. 2.3 Deductions

The Town is required by law to withhold from each pay
check the foll ow ng deducti ons:

a) Federal Inconme Tax Wt hhol di ng

b) Federal Insurance Contributions Act (FICA)
Taxes and Medi care Taxes

c) State Inconme Tax
d) any garni shnents aut horized by Court of Law
e) Union dues
Enpl oyees are furnished with a statenent in January of

each year of the anpunt w thheld during the preceding
year .

13



3.3 Overtine.

The Town will provide additional conpensation to classified
enpl oyees for hours worked in excess of the regular
schedul ed wor ki ng hours.

Classified enployees shall be paid tine and one-half (1
1/2) their regular straight tinme rate for hours worked in
excess of forty (40) hours or in excess of their normally
scheduled work week in the same work week. Al overtine
must be authorized by the departnment nmanager prior to
working the overtine except in case of an energency. |If
called out for overtine work, each eligible enployee shall
receive a mninmmof two (2) hours overtinme conpensati on.

3.4 Standby Pay

Desi gnated enployees are required to be on standby status
during periods other than their regular work hours. During
t hese periods, enployees will receive an additional seven
(7) hours to be paid at their regular straight tine.

3.5 Standby Overtinme Pay

Desi gnated enployees who are on standby status and are
called out for an energency shall receive a m ninum of two
(2) hours and shall be paid one and one-half (1Y tines
their regular straight time rate.

3.6 Cost of Living Adjustnent.

The "Cost of Living Index" shall nmean and officially
recogni zed Cost of Living Index relevant to the Town of
Snyrna region, e.g. the United States Departnent of Labor
Cost of Living Index for the Phil adel phia region.

The Cost of Living Index for the previous year shall be
reviewed by the Personnel Oficer each Novenber. The
Personnel O ficer shall then nake recomendations to the
Council for any changes in the Cost of Living Allowance
(COLA) for Town enpl oyees.

The determ nation of whether, when or the anount of a Cost
of Living Adjustnment (COLA) shall be at the sole discretion

of the Council. Al town enployees base wage shall be
adjusted for the COLA revision percentage if approved by
the Mayor and Council. The COLA shall be conmputed as a
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stated percent of each enployee’s base wage and shall be
paid or deducted weekly with the regular paycheck. The COLA
shall be considered as a supplenent to conpensate the
enpl oyee for any changes in the buying power of their wages
due to inflation or deflation. These revisions shall becone
effective on a date to be determned by the Myor and
Counci | .

3.7 Review of the Pay Pl an.

Each year the Pay Plan shall be reviewed by the Personnel
Commttee prior to the preparation of the budget for
possi bl e adjustnents of rates attributable to changes in
the cost of Iliving or for conparability-based increases,
pronotions, or denotions.

The Pay Plan shall also be reviewed as changing conditions
require. The review shall consider prevailing rates of
conpensation for positions in places of public enploynent
whi ch are conparable to positions in the Town of Snyrna.

Any revisions may include a realignment of the entire
schedul e of wages and grades assignnments of each position
to the Pay Pl an.

3.8 Met hodol ogy.
3.8.1 Givilian Pay Schedul e.

The town from time to tine shall review the
conpensation of civilian town enployees to determ ne
equity and conparability anong positions and in regard
to the conpensation afforded to enployees in simlar
jurisdictions and circunstances. Such review shall be
by job <class and shall result in a table of
conpar ables which shall be approved by the Council.
Council shall have the wunrestricted authority to
determ ne the extent to which it will set conpensation
at, below or above conparable |evels. The mninmm or
starting salary of each position shall be based on the
results of the conparability study and shall be used
for recruitnment and conpensation until such tinme as a
new review i s conpl et ed.

The pay schedule for any civilian positions or job

cl asses which are subject to a Collective Bargaining
Agreenent shall not be considered under this section
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unless otherwise required by the terns of the
Col | ective Bargai ni ng Agreenent.

3.8.2 Police Pay Schedul e.

The pay pl an for police of ficers (i ncl udi ng
|ieutenant, captain and chief) shall be determ ned by
the terns of any Collective Bargaining Agreenent
and/ or by  individual contracts wth individual
of ficers.
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4. Performance Eval uati ons
4.1 Policy.

The purpose of the perfornmance evaluation is to manage the
performance of enployees. Objectives of the performance
eval uation process are to neasure the effectiveness of the
work force in neeting established goals and objectives,
provi de feedback to the enpl oyee on job performance, assess
enpl oyee recruitnent practices, provide a basis for
personnel decisions and naintain witten docunentation of
enpl oyee' s work records.

4.2 Procedure.
4.2.1 Authority and Responsibility.

The Town Manager is responsible for adm nistering the
personnel policy, including overseeing the evaluation
process, developing evaluation procedures, initiating
enpl oyee evaluations, maintaining the Town's official
personnel files and submitting reports to the Business
Ofice for payroll changes. The enployee's imedi ate
supervi sor is responsi bl e for assi gni ng wor K,
monitoring work performance and recomending the
appropriate personnel action based upon the results of
t he eval uati on.

4.2.2 Probationary Period Eval uati ons.

The probationary period evaluations occur at three (3)
months, six (6) nonths, and twelve (12) nonths of
enpl oynment. They serve the foll ow ng purposes:

a) to enable the supervisor to clarify job
responsibilities and advise the enployee of
probl em areas where inprovenents are needed

b) to enable the enployer to assess the
enpl oyee's work potenti al and  whet her t he
enpl oyee neets the m ni num job requirenents

c) to serve as the final screening nmethod in the
enpl oyee recruitnent process
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4.2.3 Probationary Period D sm ssal.

Department supervisors may recomend dismssal of an
unsati sfactory enployee at any time during the
probati onary period. Department  supervisors shal
specifically recommend the retention or dismssal of
the enpl oyee based on the supervisor's evaluation of
the enployee's performance during the probationary
period. The departnment supervisor shall indicate the
followwng in witing to the Town Manager:

a) that the enployee's supervisor has discussed
the new enployee's progress (acconplishnments,
strengt hs and weaknesses) with the new enpl oyee

b) whether the new enployee is performng
satisfactory work

c) whether the probationary period should be
extended provided, however, that no enployee
shall remain in a probationary status for nore
than eighteen (18) nonths from the date of
enpl oynent

d) whether the enployee should be retained in the
pr esent position or shoul d be rel eased,
transferred or denoted.

4.2.4 Annual Eval uati on.

a) Each regular enployee wll be evaluated at
| east once annually shortly before their review
date but not later than January 31.

b) This evaluation, to be a constructive part of
the total Personnel Policy, wll be reviewed by
t he enpl oyee and the evaluator. Any disagreenents
regarding this evaluation should be taken to the
Town Manager for further di scussi on. Any
continuing and unresol ved personnel problenms wll
be reviewed by the Town Manager who may change
the rating on the evaluation. The Town Manager's
decision is final, and not grievable.
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4.2.5 Eval uati on Forns.

Al Town enpl oyees will be evaluated on forns

devel oped by the Town Mnager and approved by the
Mayor and Town Council .
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5. Position d assification Plan.
5.1 Policy.

A position classification plan has two primary purposes: it
takes jobs that are simlar in difficulty, value and
qualifications and groups them together into categories
known as position classes, and it provides specifications
of the major characteristics of each job duties, tools and
qualifications. In a small nunicipality with a small work

force such as the Town of Snyr na, an el aborate
classification plan with a nunber of job classes is neither
necessary nor practical. In such a case, npbst jobs are

really in a class of their own. Therefore, the position
classification plan of the Town of Snyrna consists sinply
of a set of job specifications one for each job. A set of
t hese position descriptions are appended to this policy.

5.2 Organi zati onal Changes.

If a new job is created or an existing job is restructured,
analysis of that job should be perforned. If, however,
either (1) a nunber of jobs are created, (2) a nunber of
existing jobs are restructured, or (3) the organizational
structure of the Town of Snyrna is significantly changed
(e.g. departnental reorganization), then a re-analysis of
all relevant jobs should be conducted. This, of course,
should be followed by the revision of the Position
Cl assification Pl an.
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6. Recruitnment and Sel ecti on.
6.1 Policy.

It is the policy of the Town of Snyrna to recruit
select enployees from a field of applicants in order

assure that the Town appoints the nobst qualified and
conpetent applicants avail abl e, to provide an equal
opportunity to all qualified applicants, and to base the
sel ection of enployees on valid, applicable and job-rel ated

measures of qualifications.

The Town Manager may post a notice of positions available
for enploynent internally only or may announce a position
publicly as long as town enployees are considered in the
filling of the position. Wwen posting a vacant position
internally only, the vacant position shall be noticed for
period of at least ten (10) working days before the closing
date for receipt of applications. If not listed internally

only, full time positions for enpl oynment shal |
advertised in a locally distributed newspaper and

ot her sources as the Town manager shall deem appropriate.

Notices shall contain all pertinent information about

positions being filled. A full job description shall be on

file and shall be available to all applicants.

As necessary to assure sufficient nunbers of qualified
applicants, the Town Manager my continue to accept
applications after the originally announced closing date
provided the closing date is extended and appropriately
publicized. The Town Manager nmay announce a vacancy wth

selective requirenents, provided the justification
such requirenent is job-rel ated.

6.2 Procedure.

6.2.1 Personnel Requisition.

Whenever any departnent supervisor desires to fill
vacancy in any position, they nmnust first receive
approval from the Town Manager. The Town Manager shall
review the request to determne need, eval uate
required job skills, attest that the position is on
the approved staffing level charts and determ ne that

current funds are available to fund the position.
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6.2.2 Application.

Al'l persons expressing interest in enploynent with the
Town shall be given the opportunity to file an
application for enploynment. Each current enployee who
wi shes to be considered for transfer or pronotion to
fill an existing vacancy shall submt an application
to the Town Manager prior to the application deadline.

6.2.3 Applicant Screening and Interview

After the deadline for applications has expired, the
Town Manager and the appropriate departnment supervisor
shal | :

a) screen the applications or resunes submtted
for the current position vacancy

b) determine which applicants are to be
i ntervi ened

c) contact the applicants chosen and arrange for
at |least one interview to be scheduled at a tine
nmutual |y agreeable to the parties involved and

d) contact references provided by the applicants
to verify past enploynent duties, dates, and
records pertaining to performance, attendance,
safety, attitude, and other pertinent enploynent
and character information.

6. 2.4 Physi cal Exam nati on.

Upon of fer of enploynent, applicants may, depending on
the location and nature of the position, be required
to take a physical exam nation by a physician of the
enpl oyer's choice. The examnation shall be at the
expense of the Town.

6.2.5 Crimnal Background Check & Pre-enploynment Motor
Vehi cl e Record Revi ew.

After notifying the applicant, the Town nmay have a
crimnal background investigation conducted by ADP
Screening and Selection Services or other appropriate
agency, for any position of Town enploynent which, in
reasonabl e discretion of the Town Manager, requires
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such investigation. The Town my have a pre-
enpl oyment notor vehicle record review conducted by
ADP Screening and Sel ection Services as well.

6.2.6 Pre-enpl oynent Drug and Al cohol Testi ng.

Upon offer of enploynment, applicants for positions
which require enployee to drive a Town-owned vehicle
shall be tested for alcohol content and for the use of
controll ed substances. The offer of enploynment shall
be withdrawn from any i ndividual whose test reveals an
al cohol content of 0.02 or greater or the presence of
a controll ed substance.

6.2.7 Notification and Hiring.

Upon conpl etion of t he appropriate screeni ng,
interview, and physical exam nation procedures, the
Town WManager and Departnment Supervisor shall notify
such applicant that they have been selected as the
successf ul candi dat e, subj ect to acceptance and
approval by the Town Council. The successful applicant
and all other applicants shall be notified of their
status in witing. Oal offers of enploynent nmay not
be consi dered appoi nt nents.

6.2.8 Entry Level Pay.

Cenerally, a new enployee shall be paid the m ninum
rate of pay for his/her class. The mninmum rate for
each class is based on the assunption that a new
enpl oyee neets the mninmum qualifications stated in
the job description. Exceptions on starting salaries
may be granted by the Mayor and Counci | by
recomendation of the Town Manager if a new enpl oyee
exceeds the mninmum qualifications. Special cases

shall be thoroughly analyzed and neasured against
objective standards by the Mayor and Council. In
addition, every effort shall be mde to recruit a
qualified enployee who w il accept appointnent at the

m nimum rate of the class.
6.2.9 Probationary Peri od.
Each enpl oyee appointed to a regular position shall

serve a probationary period of one (1) vyear. An
enpl oyee nmay be dismssed on recomendation to the
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Town Manager during the probationary period at any
time the departnment supervisor feels the enployee is
not satisfactorily performng the assigned duties. An
enpl oyee serving a probationary period follow ng
initial enploynent in a regular position shall receive
all benefits provided in accordance with this policy.

Before conpletion of the probationary period, the
depart nment supervi sor shal | gi ve per f or mance
evaluations in the manner prescribed in Section 4.2.2
of this policy.

All new hires shall be paid reduced conpensation (5%
less than entry level salary) for the duration of
their probationary period. (anmended 03/15/10)

6.3 Recruitnment of Departnent Supervisors.

Filing, notification procedures and appointnent conditions
for positions reporting directly to the Town Manager shal
be as prescribed by the Town Manager.

6.4 Pronotions.

Al requests for pronotions nust first be submitted by the
Departnent Supervisor to the Town Manager to attest that
the position is included in the approved staffing |evel
charts and that current funding is available to fund the
pronoti on. When an enployee is pronoted to a position in a
hi gher grade, his/her salary shall be at the entry |evel of
the higher grade, but no less than five (5) percent above
hi s/ her existing salary, whichever is higher.

6.4.1 Tenporary Pronotion

Enpl oyees nmay be required to perform any duties
described in their job description, any other duties
of a simlar kind and difficulty, and any duties of a
simlar or |ower class. Enpl oyees also my be
required to serve in a higher position; however, if
such service continues beyond thirty (30) cal endar
days, Tenporary Pronotion applies. An enpl oyee being
put into a Tenporary Pronotion shall neet the m ninum
requi renents of the position unless the Town Manager
deens ot herw se. A Tenporary Pronotion does not
guarantee permanent pronotion into a position. An
enployee who is serving in a Tenporary Pronotion
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position shall be conpensated, beginning on the 31°%
day, at the entry level salary for that position or 5%
above their current salary, whichever is higher.

6.5 Enpl oyee Transfers.

Upon the approval of the Town Manager, an enployee nay be
transferred from one position to another. During the
transfer period an enployee shall be paid the mninmumrate
of the entry salary range or five percent (5% above
his/her existing rate, whichever 1is higher. Tenporary
transfers shall not exceed six (6) nonths in | ength.
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7. Training and Devel opnent.
7.1 Policy.

It is the policy of the Town of Smyrna to provide training
and pr of essi onal devel opnent opportunities for its
enpl oyees. The purpose of this is to pronote an efficient
and adequately trained work force, to upgrade skills of
enpl oyees, to ensure training in new work techniques, to
inprove the performance of enployees and to acquaint
enpl oyees W th t he rul es, regul ati ons, or di nances,
policies, practices and standards of governnent.

7.2 Procedure.

The followng types of training and developnent nay be
provi ded by the Town upon approval of the Town Manager:

7.2.1 Professional Devel opnent.

Cost of conference attendance as well as professional
newsl etters and magazi ne subscriptions may be
rei moursed by the Town upon authorization by the Town
Manager .

7.2.2 Required Sem nars and Courses.

Enpl oyees may be required to attend semnars or
cour ses designed to pronote an efficient and
adequately trained work force, upgrade skills, learn
new work techniques and to inprove work perfornance
This training may be conducted either on-site or at
ot her | ocati ons.

7.2.3 On-the-Job Trai ning.

On-the job training wll be provided to introduce,
reinforce or i nprove essenti al job skills for
enpl oyees. Departnment supervisors should provide on-
the job training to famliarize enployees with new
wor k assi gnnents, denonstrate the use of new equi pnent
or technology, instruct enployees on correct work
procedures, explain performance standards and upgrade
skills for advancenent opportunities. This training
shoul d be provided on an on-goi ng basis.
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7.2.4 Voluntary Coursework Enpl oyees.

Enpl oyees may be eligible to receive financial
assi stance to pur sue vol unt ary j ob-rel at ed,
educational coursework. Mre information can be found
in Section 8 of this policy.

7.3 Aut horizati on.
All witten requests for subscriptions, sem nars or courses

shall be submtted in advance to the Town Manager for
approval in witing.
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8. Enpl oyee Benefits.

8.1 Benefits Tabl e.

The table Dbel ow

available to ful

part-time enpl oyees at

outli nes

I -tinme,

policy. For information

each benefit, see

Manager .
BENEFI T

Bl ood Bank

Credit Union

Def erred Conpensati on
Disability Insurance
Educati onal Assi stance
G oup Life, Accidental
Deat h and D smenber nent
| nsurance, & Travel

Acci dent | nsurance
Group Medi cal Insurance

(Bl ue Cross/Blue Shield:

Conp 100)
Pensi on Pl an
Soci al Security

Unifornms & Safety equi pnent

Al | owance*
Wor kers' Conpensati on
| nsur ance

FULL- TI ME PART- Tl ME
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes
Yes
Yes Yes
Yes Yes
Yes Yes

t he

per sonnel
casual / seasonal
the tinme of

benefit
tenporary and
t he devel opnent of this

and eligibility requ
appropriate
informati on on these benefits can be obtained fromthe Town

* Unifornms and safety shoe all owances shal
by the Town Manager and Chief of Police subject to availability
of funds and the safety and working conditions involved.

8. 2 Bl ood Bank.

8.2.1 Eligibility.

The Town shall

full-time enployees

Bank of Del awar e

tenmporary or

make avail abl e

the option of

gr oup

pl an.

policy.

progr ans

renents on
Det ai | ed

CASUAL/ SEASONAL
TEMPORARY

£§6666

&

Yes

Yes
Yes

j Oi ni ng

be as established

i medi ately to regular

the Bl ood

Casual / seasonal

part-tinme enployees shall not
for the Bl ood Bank group plan.
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8.2.2 Terns.

Annual dues shall be paid by the Town for eligible
enpl oyees. This program provides protection for the
enpl oyee, spouse and his or her tax dependents if the
need for Dblood arises. Under the group plan, the
enpl oyee and eligible tax dependents are protected in
all states that honor blood replacenent for an
unlimted anount of bl ood.

Wen joining Blood Bank of Delaware, the enployee
(menber) agr ees to nmeet a bl ood obl i gation
approximately once every 2 1/2 years beginning within
a few nonths after enrollnment by one of three
foll ow ng options:

a) donate bl ood directly;
b) have sonmeone donate bl ood for the enployee; or
c) pay the cost of replacing one pint of blood.
8.3 Credit Union.
8.3.1 Eligibility.
The Town shall nake available to regular full-tine
enpl oyees the option of beconming a nenber of Dover
Federal Credit Union. Casual/Seasonal or tenporary or
part-tinme enployees shall not be eligible for the
Credit Union benefit.
8.3.2 Terns.
El i gi bl e enpl oyees may participate in the Credit Union
which offers a variety of financial prograns and
banki ng packages. Participation is totally at the
i ndi vi dual enpl oyee's expense via payroll deductions.
8.3.3 Enrol |l nent.
Any eligible enployee who wi shes to becone a nenber of

the Credit Union may do so at any tinme and should
notify the Business Ofice.
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8.4 Deferred Conpensati on.
8.4.1 Eligibility.

Each full-time enployee of the Town of Snyrna is
eligible to participate in the Town-sponsored deferred
conpensati on program Casual/Seasonal or tenporary or
part-tine enployees shall not be eligible for the
deferred conpensati on program

8.4.2 Terns.

| ndi vi dual enployees may defer a portion (not to
exceed the maxinmum allowed by the Internal Revenue
Service) of his or her current pre-taxed salary for
use at retirenent or upon reaching age 70 1/2.
Participation is totally at the individual enployee's
expense via payroll deductions. The Town shall not
make a financial contribution to this plan.

8.4.3 Enroll nent.

Al eligible enployees who wish to participate shall
notify the Business Ofice and conplete an enroll nent
format any tinmne.

8.5 Educati onal Assi stance.
8.5.1 Eligibility.

The Town shall provide financial assistance to any
full-time enpl oyee, havi ng conpl et ed required
probationary period, who successfully conpletes a
formal education course which is not a prerequisite to
enpl oynent and which 1is directly related to the
i nprovenent of the enployee's ability to perform his
or her assigned duties. Casual/Seasonal tenporary or
part-tinme enployees shall not be eligible for
educat i onal assi stance.

8.5.2 Terns.

Costs Eligible for Reinbursement. Direct costs, such
as tuition and textbooks, shall be fully paid by the
Town upon successful conpletion of a pre-approved
course. Indirect costs, such as transportation, food
and/or lodging, are not eligible for reinbursenent.
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Successful conpletion shall nmean the receipt of a
passing grade in the course. Costs incurred in the
pursuit of any course for which the enployee does not
receive a passing grade shall be ineligible for
rei mbur senent .

In exceptional circunstances, the Town may pay in

advance of course conpletion. In such case, enployees
shall reinburse the Town iif they do not submt
evi dence of satisfactory conpletion. Enpl oyees shal

reinburse the Town for educational costs if they do
not submt evidence of satisfactory course conpletion.

8.5.3 Enrol | nent.

Each enployee who wshes to apply for financial
assistance nust receive the approval of the Town
Manager prior to the comencenent of the course.
Police Oficers must receive the approval of the Chief
of Police. Such request for approval nust be submtted
in witing. Each enpl oyee who successfully conpletes a
pre-approved course shall submt a witten request for
rei mbursenment acconpanied by docunentation of the
grade earned and all eligible expenses incurred.

Any enpl oyee who takes advantage of this program and
receives reinbursenent shall be required to conplete a
| east two (2) years of enploynent with the Town after
rei mbur senent. Any enpl oyee who does not conplete at
| east two (2) years of enploynent with the Town after
r ei mbur senent shal | have the reinbursed anount
deducted from his/her final check or shall be
obligated to remt funds to the Town for outstanding
costs associated with the assistance granted by the
Town.

No enployee shall be eligible for benefits under this
policy if enrolled and receiving benefits under any
ot her Educational Assistance Plan such as the G Bill
or LEAA.

8.5.4 Pol i ce Training
Police Training shall be governed by the Police Code

of Conduct, Police Directives and Standard Operating
Pr ocedur es
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8.6 G oup Life | nsur ance, Acci dent al Deat h and
D smenber ment & Loss of Sight Benefits, and Accident
Travel |nsurance.

8.6.1 Eligibility.

The Town of Snyrna provides group life insurance,
accidental death, disnenbernent and |oss of sight
benefits including accident travel insurance for all
its enployees upon full-tinme enploynent (working 37.5
hours or nore per week) at no cost to the enployee.
Casual / Seasonal , tenporary or part-time enpl oyees
shall not be eligible for these insurance benefits.

8.6.2 Terns.

a) Goup Life Insurance and Accidental Death,
D smenbernent & Loss of Sight Benefits. Thi s
coverage provides a benefit in the anmount of
$50, 000. Benefits reduce to 65% at age 65 and
further reduces to 50% at age 70 and term nates
at cessation of enploynent or upon retirenent.

b) Accidental Death and Disnmenbernment Trave

Acci dent | nsurance. This coverage is $100, 000
and is paid for loss of linbs or sight or of
life. This benefit provides insurance while
traveling on official Town business outside an
enpl oyee's normal work area, normally outside
Snyrna Town limts. Coverage is not "to and from
wor k" insurance or on-the-job trips around Town.

8.6.3 Enrol |l nent.

Al eligible enployees should conplete an enroll nent
form upon enploynent. There is no grace period between
the time of enrollnent and the time that the coverage
goes into effect. A detailed explanation of the
coverage and an enrollnment form can be obtained from
t he Busi ness Ofi ce.

8.7 Goup Medical Insurance.

8.7.1 Eligibility.
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The Town of Snyrna offers major nedical insurance for
al | enpl oyees upon full-tine enpl oynent .
Casual / Seasonal , tenporary or part-time enpl oyees
shall not be eligible for the group nedical insurance
benefit.

8.7.2 Terns.

a) Program Available. The Town participates in
the State of Delaware Health Insurance Program
Enpl oyees have five (5) plans from which to
choose.

b) Town Contri bution. The Town shall pay 85% of
the individual enployee coverage. The enployee
shal | have the option of covering eligible
dependents under the same insurance plan. The
Town shall pay 85% of the dependent coverage for
eligible enpl oyees and the enployee shall pay the
ot her 15%

8. 7.3 COBRA—<onti nued Cover age.

a) Continued Coverage. In accordance wth the
Consol i dat ed Omi bus Budget Reconciliation Act of
1985 (COBRA), an enployee who is covered by the
Town's group nedical insurance is entitled to
choose "continued <coverage" or a tenporary
extension of health coverage on a self-pay basis
i f coverage ceases because:

(1) the enployee's enploynent is term nated
for a reason other than gross m sconduct.

(1i) the enployee's hours of enploynent are
reduced.

b) COBRA—<ontinued Coverage of Spouse and/or
Dependent s.

The enpl oyee's election of continued coverage nay
also include a covered spouse and dependent
chi |l dren. The maxi mum period  of conti nued
coverage 1is eighteen nonths. A spouse or
dependent covered by the Town's group nedical
insurance is also entitled to purchase continued
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coverage if loss of group coverage occurs because

of :

(1) deat h of t he spouse or par ent

(enpl oyee);

(1i) termnation for reasons of other than
gross msconduct or a reduction of hours of

t he spouse or parent's enpl oynent;

(itii) divorce or |egal separation from

spouse or of parents;

(iv) the spouse or parent becones eligi
for Medicare.

bl e

A dependent also has the right to continued
coverage if he or she ceases to be a "dependent
child* wunder the Town group coverage. For these
events, the maxi num period of continued coverage

is 36 nonths.
c) COBRA-Bi scontinuation of Continued Coverage.

Conti nued Coverage wll end earlier than

t he

eighteen or thirty-six mnonths in subsection

8.7.3(a) and 8.7.3(b) of this Section if:

(1) individuals are covered under another

health care or mmj or nedical plan;

(1i) individuals do not meke their prem um

paynents when due;

(rit) i ndi vi dual s becone eligible
Medi car e

d) the Plan term nates for all enpl oyees.
8.7.4 Enroll ment.
Al eligible enployees are enrolled on-line.
detail ed explanation of the coverage |isted above

an enrollnment process can be obtained from
Busi ness O fi ce.
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8.

8

Retiree Health I nsurance Coverage.
8.8.1 Eligibility.

Ef fective Septenber 2, 1997, any full tinme enployee
(casual / seasonal, tenporary and part tinme enployees
are not eligible) who retires and who is covered by
the health coverage provided by the Town at the tine
of his or her retirenent may be eligible to continue
coverage under the Town health insurance group plan
wi th coverage being provided for the retired enployee
with the followng limts:

8.8.2 Terns.
a) The Town will pay 100% of the TOTAL PREM UM

costs for the retired enployee as outlined in the
TOMN OF SMYRNA MUNI Cl PAL HEALTH PLAN.

The Town's cost shall not exceed the cost of an
individual plan for retired enployees who have
not reached their 65th birthday. The retiree is
able to select famly or subscriber and/ or
eligible child(ren) coverage if they desire, but
the costs above the costs for an individual plan
is the entire responsibility of the retiree.

The Town's cost shall not exceed the cost of a
Medicfill plan for retired enployees who have
reached their 65th birthday.

The retiree is able to select famly or
subscri ber and/or eligible child(ren) coverage if
they desire, but the costs above the costs for a
Medicfill plan is the entire responsibility of
the retiree.

b) The retired enpl oyee nust have twenty (20) or
nore years service with the Town of Smyrna and
have reached his/her 55th birthday at the tine
they retire from the Town to be eligible for
coverage or participation in the plan with the
foll om ng exception:

Police officers that have twenty (20) or nore

years service with the Town of Snyrna and have
reached his/her 50th birthday at the tine they
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retire fromthe Town are eligible for coverage or
participation in the plan.

c) Upon the death of a covered retired enpl oyee:

(1) covered spouses and dependents under the
age of 65 may be eligible for continuation
of coverage as pernmtted under the Federa
COBRA | aws, as anended. Covered spouses and
dependents may also be eligible to apply for
or convert to individual coverage.

(ii)covered spouses age 65 or over my be
eligible to apply for or convert to an
i ndi vidual Medicare Supplenental or simlar
pl an as avail abl e.

(ti1) wunder situation 1. or 2. above, the
Town is not responsible for any costs.

Costs wll be the responsibility of the

spouse and/ or dependent as applicabl e.

d) This anmendnent shall apply to all enployees
who retire after the date of its adoption
(Sept ember 2, 1997).

e) The Town reserves the right to alter, anend,
revoke or termnate this plan by witten
i nstrunent. However, no such alteration,
anendnent , revocation or term nation shal

deprive any person who has retired of benefits
he/ she is receiving.

Pensions For Full Tinme Enployees (Please see the nost

recent Police Collective Bargaining Agreenent and/ or

i ndi vidual contracts with individual officers for details

of their pension plan)

8.9.1 Eligibility for Participation

Each eligible Enmpl oyee shal | becone a
participant as of the first day of the next nonth
followng the later of the date they conplete one
Year of Service or they attain age 21, provided they
conplete 1,000 Hours of enploynment with the Town
during any Applicable Conputation Period.
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8.9.2 Enploynent of pensioners

(a) An individual shall not receive a service
or disability pension wunder the Town Enployee
Pension plan for any nonth during which the
i ndi vidual is also an enployee unless the individual
i S:

(1) An official elected to Town Counci

(2) An official appointed by Council to serve
upon a conmttee

(3) A tenporary, casual, seasonal or other
part-tinme enployee as defined within the Personne
Pol i cy

8.9.3 Service Tine

Service tinme begins the first hour of
enpl oynent and ends on the earlier of the date the
enpl oyee resigns, is discharged, retires or dies. A
tenporary absence due to sickness, accident, or such
periods of authorized |eaves of absence as may be
determined by the Town Manager shall not be
considered the term nation of period of enploynent.

8.9.4 Vesting

Enpl oyees will be considered vested after five
years of service.

8.9.5 Actuarial valuations and appropriations.

The actuary shall prepare an actuarial valuation of
the assets and liabilities of the funds as of Decenber
31st, each year. On the basis of reasonable actuari al
assunptions and tables approved by Town Council, the
actuary shall determne the normal cost required to
nmeet the actuarial cost of current service and the
unfunded actuarial accrued liability.

8.9.6 Town Contri butions

The Town intends to contribute such anounts as are
actuarially required to fund the benefits of the Plan

The Town does not, however, guarantee either the
making of the contributions or the paynent of the
benefits under the Plan. The Town reserves the right
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to reduce, suspend or discontinue its contributions
under the Plan for any reason at any tinmne.

8.9.7 Participant Contributions

No contributions shal | be required of t he
Parti ci pants.

8.9.8 Paynent of Contributions

The Town shall deposit contributions wthin the
pensi on investnment accounts at such tines as the Town
may deci de.

8.9.9 Benefits payabl e upon term nati on of enpl oynent

a) Upon eligibility for Retirement, a Participant
shall have a 100% vested interest in their
Accrued Benefit.

b) A Participant shall have the right to retire on
their Normal, Early or Deferred Retirement Date.

c) If the enployee retirees before five years of
service, no benefits shall be payable by the
Town.

d) The multiplier is 2.5%as of January 1, 2006.

e) There is an averaging period of three years for
cal cul ation of benefits.

f) Enpl oyees should refer to the Pension Plan for
Full Time Town Enployees for specifics upon the
optional forns of retirenment incone.

8.9.10 Paynent of benefits

(a) Except for orders of the Delaware Famly Court
for a sum certain payable on a periodic basis,
the benefits provided by this plan shall not be
subject to attachnment or execution and shall not
be subject to assignnent or transfer.

(b) The paynent of benefits wll be in a form
approved by Town council and the Town currently
directly deposits the funds through ADP out of a
separate checki ng account via direct deposit.
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8.9.11 HEligibility of Pension paynents

(a) An enployee will beconme eligible to receive a
pension, beginning with the nonth after the
enpl oyee has term nated enpl oynent, if:

i . The enpl oyee has met t he vesting
requi renents and is of 65 years of age

ii.The enployee has 25 years of service,
regardl ess of age.

(b) A f or mer enpl oyee nmeet i ng t he vesting
requi renents shall beconme eligible to receive a
pension the first nonth after they turn 65.

(c) Please see the Town Enployee pension plan
docunent for further details.

8.9.12 Waiver of benefits

(a) Any individual entitled to any benefits under the
Town Enpl oyee Pension Plan may decline to accept
all or any part of such benefits by a waiver
signed and filed with the Town Manager. The
wai ver may be revoked by the retiree at any tine,
but no paynment of the benefits waived shall be
made covering the period during which such waiver
was in effect.

Soci al Security.
8.10.1 Eligibility.

Al'l enployees of the Town of Snyrna shall be provided
Soci al Security benefits.

8.10.2 Ternmns.

The cost to the individual, matched by the Town of

Snyrna, is scheduled by law as a percentage of
designated base salary. These deductions are taken
from each pay check. In addition to retirenent,
disability and survivor benefits, the Social Security
Pr ogram provi des Medi car e hospi t al and

medi cal / surgi cal benefits.
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8.10.3 Enroll nment.

All  Town enployees are automatically enrolled upon
enpl oyment. Enployees are encouraged to obtain a
statenment of earnings <credited to one's Social
Security account and a projection of the expected
benefits wupon retirement. This information can be
obtained free of charge from the Social Security
Adm nistration by filling out Form SSA-7004PC, Request
of Statenment of Earnings. Enployees should contact
their regional Social Security office three nonths
prior to retirement to apply for benefits. A detailed
expl anation of the coverage |isted above or a Request
for Statenent of Earnings can be obtained from the
Busi ness O fice.

Uni forms & Safety Equi prent.
8.11.1 Eligibility.

Unl ess otherwi se provided by a collective bargaining
agreenent, the Town shall provide wunifornms for
enpl oyees of the Electric, Public Wrks, Building &
| nspections, and Police Departnents. These enployees
shall be required to wear uniforms while on duty so
that they will be easily identified as Town Enpl oyees.
An allowance for safety shoes and safety glasses

(amount to be set by Town Mnager) shall be nade
avai lable to electric and Public Wrks Enployees, the
Town Building Inspectors and Code Enforcenents
O ficer(s).

8.11.2 Ternmns.

Unl ess otherwi se provided by a collective bargaining
agr eenent :

a) Enployee Responsibility. The enployee is
responsi bl e for reasonabl e care of their
uni fornms. Therefore, the cost of avoi dabl e danage

or loss of unifornms shall be paid by the
enpl oyee. An enployee shall wear his or her
uni form properly, shall not allow it to be worn
by others and will wear it only during working

hours, or to and from work. Upon separation from
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enpl oynent, the enployee shall return his or her
uniforms) to the Town.

b) Unifornms, including shirts, pants, jackets, shoes,
are provided to insure that our enployees easily can
be identified as representatives of the Town. They
should be clean, in good repair, and worn properly as
a conplete uniform wth shirt tails tucked, in so as
to project a professional inmage. This policy applies
to enployees while at wrk and while attending
functions/ neetings representing the Town of Snyrna.

b) Provision of Uniforns.

(1) Electric and Public Wrks Departnents,
Bui l ding I nspectors and the Code Enforcenent
Oficer(s). The Town wll provide the
uniforms to the full time, part tinme and
casual / seasonal tenporary enployees of the
Electric and Public Works Depart nents,
Bui l ding Inspectors and the Code Enforcenent
O ficer(s) at no cost.

(ii) Police Departmnent. The Town will
provide wuniforms for the sworn officers,
di spatchers and CAPS volunteers of the
Pol i ce Departnent at no cost.

Wor kers' Conpensation | nsurance.

8.12.1 Eligibility.

The Town shall provide Wrkers' Conpensation benefits

to all enployees as required by the Del aware Wrkers

Conpensati on Act.

8.12.2 Ternmns.

The Town shall provide conpensation in the form of
wage replacenent and the cost of all reasonable and
necessary hospital, surgical and nedical expenses,
including prescriptions, for all accidental injuries
or illnesses and death arising out of and in the
course of enploynent. Town enployees are required to
report all injuries arising out of and in the course

of enploynent to their supervisor by the end of their
nor mal wor k schedul e.
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8.12.3 Enroll nment.

All  Town enployees are automatically enrolled upon
enploynent. A detailed explanation of the coverage
i sted above can be obtained fromthe O fice Manager.

8.13 Disability Insurance.

The Town maintains a long-term disability insurance policy
for all enployees. There is a 90 day waiting period before
disability paynment wll begin. A copy of the long-term
disability insurance policy is available in the Business
Ofice.

8.14 Benefits Limtation.

The Town wll not pay its normal contribution for an
enpl oyee’s benefits for any enployee who is wunable to
perform the job for which they are hired after a period of
time equal to an enployee’s accunulated sick |eave,
vacation | eave or Fam |y Medical has passed.
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9. Dress Code
9.1 Policy

The Town of Snyrna is a business and it is inportant that
the enpl oyees who work for the Town conduct thenselves in a
prof essional nmanner. To maintain a professional atnosphere,
it is required that enployees dress in acceptable attire.
The following guidelines are designed to insure that our
enpl oyees project a professional inmage in the workpl ace.

9.2 Acceptable Wnen’s d ot hi ng/ Shoes

Busi ness/ Casual attire
Skirts

Sl acks/ Chi nos/ Docker s
Bl ouses/ Turt | enecks

Bl azer s/ Sweat er s/ Vest s

Fl ats

H gh Heel s
Dress Boots
Sandal s

9.3 Acceptable Men’s d ot hi ng/ Shoes

Busi ness/ Casual Attire
Sl acks/ Chi nos/ Docker s
Dress Shirts

Casual Shirts

Bl azer s/ Sweat er s/ Vest s
Turtl enecks

Dress Shoes
Loaf er s/ Docksi der s
Dr ess Boot s

9.4 Inappropriate Dress

Clothing that is ripped, torn, stained or frayed

Bi cycl e Pants

Ti ght d ot hi ng

Shorts

Flip flops

Mniskirts (length nmust be no nore than 2" above knee)
Low Cut/Mdriff Tops (exposed cl eavage i s unacceptabl e)
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Tank Tops ) Unl ess worn under another article
Hal ter Tops ) of clothing such as a bl ouse,
Spaghetti Strap Tops ) cardi gan/ sweater, etc.)
Sheer Bl ouses (unless worn over an acceptabl e top)
Jeans* (this includes denimand various colors of jeans)
Tee Shirts*
Sweat shirts*
Sneaker s*

*acceptabl e only on Casual Days

9.5 Casual Day

Every Friday and any day before a legal holiday is
desi gnated as “casual day”.

On Casual Day, it is acceptable to wear jeans, tee shirts
sweatshirts and sneakers if they are clean, neat and in
good taste.

9.6 G oomng

Cl ean, bathed or showered

Hair cl ean and conbed

Cl ot hing cl ean and pressed

No excessive nakeup or jewelry

No facial jewelry

No excessive perfune/col ogne/ aftershave

9.7 General Notes

Common sense must reign here. |f bare skin is exposed when
arns are extended over the head, the shirt/blouse/top is
too short or the pants/skirt is cut too |ow. | f cl eavage
IS exposed when sitting or standing normally, a

shirt/blouse/top is cut too | ow.

This policy covers all full tinme, part tine, tenporary and
casual / seasonal enpl oyees and everyone is required to

conpl y.
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10.

Driver’s License Requirenent and Revi ew
10.1 Definitions

Cormercial driver's license neans a comercial driver's
license (CDL) of any type or class, issued by any State.

Not wi t hstanding any other State or Federal definition, in
this Section 10, Commercial Mtor Vehicle neans any self-
propelled or towed notor vehicle used on a highway in
interstate conmerce to transport passengers or property
when t he vehicl e:

a) Has a gross vehicle weight rating to gross
conbi nati on weight rating, or gross vehicle weight or
gross conbi nati on weight, of 4,537 kg (10,001 |b) or
nore; whichever is greater, or

b) Is designed or wused to transport nore than 8
passengers (including the driver) for conpensation; or

c) Is designed or wused to transport nore than 15
passengers, including the driver, and is not used to
transport passengers for conpensation; or

d) Is used in transporting material found by the
Secretary of Transportation to be hazardous under 49
US. C 5103 and transported in a quantity requiring
pl acardi ng under regul ati ons prescribed by the
Secretary under 49 CFR, subtitle B, chapter 1,
subchapter C

For purposes of this Chapter, comercial notor vehicle
shall also nmean any Town-owned or operated equipnent
including but not limted to any tractor, bull dozer, or
backhoe, which may be operated on any public road.

Not wi t hstanding any other provisions of this Policy, in
this Section 10, Enployee neans any enployee of the Town,
i ncludi ng any tenporary, seasonal or part-tinme enpl oyee.

Enmpl oyer neans the Town of Snyrna.

Medi cal certification neans the «certification required

under the Federal Mdtor Carrier Safety Regulations, to
operate a commercial notor vehicle.
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Notw t hstanding any other State or Federal definition, in
this Section 10, Passenger vehicle neans any car, station
wagon, pickup truck, or utility vehicle weighing |ess than
10,000 pounds (with or wthout a trailer), designed to
carry less than 16 passengers, including the driver, and
not placarded for the transportation of hazardous materi al.

Passenger vehicle license neans a license to operate a
passenger vehicle.

10. 2 Policy

Any enployee including any tenporary, casual/seasonal, or
part-tinme enployee, who operates any Town-owned vehicle,
must have a valid driver's |license and nust be of insurable
st at us. In addition, Street Departnment and Electric
Department enployees, and all other enployees who are
authorized and/or required in the performance of their
enpl oynment duties to drive a commercial vehicle, nust have
a commercial driver's license (CDL) upon enploynent, and at
all times during enploynent, with the Town. Any enployee
who loses the right to drive is prevented from fully
executing his or her duties. This, in turn, reduces the
Town's ability to provide it's citizens with the npst
efficient and effective delivery of public services. The
loss of the right to drive may thus be a basis for
di scipline up to, and including term nation of enploynent.

10. 3 Procedure
10.3.1 Verification

a) For any enployee who is authorized and/or
required to operate any Town passenger vehicle,
the Town shall request, on a yearly basis, and
the enployee shall submt, for inspection and
copyi ng purposes, a current and valid passenger
vehicle |icense.

b) For any enployee who is authorized and/or
required to operate any Town conmercial vehicle,
the foll ow ng shall apply;

(1) The Town shall request, and the
enpl oyee shall submt, on a yearly basis,
for inspection and copying purposes, a
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current and valid comrer ci al driver's
license (CDL).

(1i) The enployee shall not drive any Town
owned conmercial vehicle unless he/she is
physically capable and qualified to do so,
and has on his/her person the original, or
photostatic copy of t he nmedi cal
certification to do so, as required under
t he Feder al Mot or Carrier Saf ety
Regul ati ons, Subparagraph E, 8391.41, 391.43
and 391. 45.

(ii1) The enployee shall submt to a nedical
exam nation, by a physician of the Town's
choice, to obtain the nedical certification
required by the Federal Mdtor Carrier Safety
Regul ati ons, every 2 years.

(iv) A Consent and Rel ease shall be executed
by all current enployees, and any prospective
enpl oyee, upon application for enploynent,
authorizing any inquiry and review of that
enpl oyee’ s driving record.

10.3.2 Inquiry and Review of Commercial Driver's
Li censes

a) An inquiry shall be nmade, into the driving
record of each enployee who is authorized and/or
required to operate any Town commercial notor
vehicle, at |east once every 12 nonths, or at any
other tinme the Town deens necessary, covering at
| east the preceding 12 nonths, to the appropriate
agency of every State in which the enployee held
a comrercial notor vehicle operator's |icense or
permt during the tinme period.

b) An inquiry shall be nade, into the driving
record of any prospective enployee who wll be
authorized and/or required to operate any Town
commercial nmotor vehicle, wupon application for
enpl oynent, for the preceding three (3) year
period., to the appropriate agency of every State
in which the enployee held a notor vehicle
operator's license or permt during those 3
years.
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c) The Town Manager shall review the driving
record of each driver received in response to the
inquiry made in (a) or (b) above, and any other
response received from the applicable State
agency, to determne whether that driver neets
the mnimum requirenents for safe driving or is
disqualified to drive a comercial notor vehicle
under any State or Federal |aw.

d) The Town Manager shall also review and
evaluate the driving record, and any ot her
response received from the applicable State
agency, to determne if the enployee/driver neets
the Town's mninmum requirenments for safe driving
as set out bel ow

(i) Driver Eligibility

All type A violations (as defined below)
will result in suspension and/or termnation
of driving privileges for Town enployees,
may result in termnation of enploynent, and
will di squalify any pot enti al driver
enpl oyees;

(i) Any drivers (enployees or applicants)
showing any one of the followng shall be
restricted fromdriving Town vehicl es:

(a) One (1) or nore type "A" Violations
in the past 3 years.

(b) Three (3) or nore "at fault™
accidents in the last 3 years.

(c)Any conbination of accidents and
type "B" violations which equal four
(4) or nore in the last 3 years.

Type "A" Viol ations:

Driving while intoxicated
Driving while wunder the influence of
drugs
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10. 3.

* Negl igent homicide arising out of the
use of a notor vehicle (gross
negl i gence)

* Operating during a period of suspension
or revocation

* Usi ng a not or vehi cl e for t he
conmmi ssion of a felony

* Aggravated assault with notor vehicle

* Qperating a notor vehicle wthout a
owners' authority (grand theft)

* Permitting an unlicensed person to
drive

Reckl ess driving

Speed contest (racing)

Hit and run (bodily injury or
significant property damage the driver
knew or shoul d have known occurred)

Type “B” Violations

Al noving violations not |isted as type "A"
vi ol ati ons.

e) A copy of the response received from each
State agency to the inquiry made in a), a note
nam ng the person who perforned the review under
b) and c¢), and the date of the review, shall be
mai ntained in the enployee's personnel file, for
3 years during enploynent, and subsequent to
enpl oynent .

3 Application for Enploynent

a) Upon application for enploynent, any enployee
who is authorized and/or required to operate any
Town comrercial notor vehicle, shall conplete,
date and sign an application for enploynent
containing the follow ng information:

1) The applicant's address, date of birth,
and social security nunber;

2) The addresses at which the applicant has

resided during the preceding three (3)
years;
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3)

4)

5)

7)

8)

9)

The issuing State, nunber and expiration
date of each unexpired commercial notor
vehicle operator's |license or permt that
has been issued to the applicant;

The nature and extent of the applicant's
experience in the operation of notor
vehicles, including the type of notor
vehi cl e whi ch he/ she has oper at ed;

A list of all notor vehicle accidents in
which the applicant was involved during
the preceding three (3) years, specifying
the date and nature of each incident, and
whet her any fatalities, or per sonal
injury, of any degree were caused;

6) A list of all violations of notor
vehicle laws or ordinances (other than
par ki ng viol ations) of which the applicant
was convicted, or to which a plea of
guilty was given, or which resulted in the
forfeiture of bond or collateral during
the preceding three (3) years;

A statenment setting forth the facts and
ci rcunstances of any denial, revocation,
or suspension of any l|icense, permt or
privilege to operate a notor vehicle that
has been issued to the applicant, or a
statenment that no such denial, revocation

or suspension has occurred.

A list of the nanes and addresses of al
enpl oyers during the preceding three (3)
years, specifying the dates of enploynent
and t he reasons for | eavi ng t he
enpl oynent .

A list of the nanes and addresses of al
enpl oyers for which the applicant operated
a comrercial notor vehicle during the
seven (7) year period preceding the three
(3) year period contained above, the dates
of enploynent, and the reasons for | eaving
t he enpl oynent .
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b) The enpl oyee shall certify the application of
enpl oynment was conpleted by the enployee, and
that all entries and information contained within
it are true and conplete to the best of their
know edge.

c) Any information provided by the applicant
concerning enployers during the preceding three
(3) years, may be used, and any prior enployer
may be contacted, to investigate the applicant’s
backgr ound.

10.3.4 Notice

a) Any enployee who operates any Town owned
vehicle, including any passenger or conmrercial
vehicle, nust give notice to the Town, in

witing, of any noving notor vehicle violation
for which they have been charged, imredi ately.

b) Any enpl oyee whose driving privileges are,
suspended or revoked, or who has been placed on
an uninsurable status by the Town's insurance
carrier, shall notify his or her departnent
supervi sor, or if none, the Town Manager,
i medi ately, and shall cease operating any Town
vehicle or equipnment which requires a driver's
i cense.

10. 3.5 Random Drug Testi ng

The Town of Snyrna may inplenent and conduct random
drug and alcohol testing of all drivers who nmay
operate any Town vehicle, in conpliance wth al
requirenents of the U S. Departnent of Transportation
and other Federal, State, and Town |aws, regulations
and ordi nances.

10.3.6 Disciplinary Action

Any enployee who operates a Town vehicle without a
valid driver's license, (passenger, or a CDL license
if required), or while on uninsurable status, or who
falsifies information about the status of his or her
driving privileges, shall be subject to disciplinary
action up to and including dismssal. Disciplinary
action shall depend upon the severity of the incident.
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10.3.7 Arrest and Conviction for Driving Under The
| nfl uence (DUl)

An enployee who is arrested for driving under the
i nfluence shall inmmediately inform his/her supervisor,
and if the enployee’s driving privileges have been
taken, shall not drive any town owned vehicle,
effective immediately. If the enployee’'s driving
privileges have not been taken pending further
enforcenment action the enployee may, with the approval
of the Town Manager, drive a town owned vehicle unti
such time as the matter is adjudicated. An enployee
who is eligible to obtain a work permt or other
interim license shall do so wthin ten days of
eligibility and shall provide the Business Ofice with
a copy when obt ai ned.

An enployee, if eligible, must take and successfully
conplete a “first offender prograni, and by doing so
shall be considered to have been cleared of the DU
of fense, provided however that another DU conviction
shall result in imediate dism ssal regardless of the
| ength of tinme between convictions.

During the duration of the “first offender prograni
and any acconpanying period of |icense suspension, the
enpl oyee may request that the Town Manager, with the
approval of t he enpl oyee’ s supervi sor, make
accommobdations for alternative transportation where
the enployee’s job duties normally require that they
be able to drive in order to adequately perform their
duties. An enployee who is not able to enroll in such
program 1is unable to obtain a work permt or interim
license, or is determned not to be able to adequately
perform their duties, with the approval of the Town
Manager, is permtted to use accrued vacation tinme or
conpensatory tinme, but not sick |eave, during the
period of suspension. At the expiration of the accrued
| eave the enployee will be placed in a |eave wthout
pay status until driving privileges are restored.
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11. General Enployee Wrk Practices.
11.1 Policy.

The general practices |isted below are intended to
illustrate the type of behavior which is required of Town
enpl oyees. Such practices are intended to pronote a
positive work environment where the effective delivery of
services is not disturbed or obstructed by disruptive
behavi or of Town enpl oyees or other individuals.

11.1.1 Each enployee is expected to be at his or her
assigned work area ready to begin wrk at the
begi nni ng of the work day.

11.1.2 Except for authorized breaks, and reasonable
absences required to attend to personal needs, each
enpl oyee is expected to renmain at the assigned work
area performng his or her assigned duties.

11.1.3 Each enployee is expected to perform assigned
duties and to report to his or her supervisor any

condi tions or ci rcunst ances, I ncl udi ng any
i nadequacies in the instructions or the procedures
specified for their work assignment, which wll

prevent or inhibit the enployee from the effective
per formance of these duti es.

11.1.4 Each enployee is required to adhere strictly to
safety rules, including the use of safety equipnent
when specified, and to report wunsafe conditions or
practices to his or her supervisor imrediately.

11.1.5 Each enployee is expected to exercise
reasonable care and caution in the operation of any
Town equipnment or property so as not to cause
excessive deterioration or unnecessary damage.

11.1.6 Enployees are not prohibited from meking or
receiving per sonal t el ephone calls and/ or
sendi ng/ recei ving personal fax nessages while at work;
however, such calls are expected to be kept to a
mnimum and to remain as short as possible. Enpl oyees

will be required to reinburse the Town for any
per sonal toll calls; however, these calls are
di scouraged and should only be nmde iif it 1is

absol utely necessary.
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11.1.7 Enployees w il remain awake while on duty.

Sleeping on duty wll not be permtted. If an
enpl oyee is unable to remain alert and awake, he/she
will report this condition to his/her supervisor.

11.1.8 The wuse of profane, obscene or insulting

| anguage i s prohibited.

11.1.9 Each enployee is expected to obey and conply
with all Town, State and Federal ordinances, |aws and
statutes as well as all witten and verbal Town and
department policies, procedures and work rul es.

11.1.10 Enpl oyees shall not tape record, videotape or,
through electronic, nechanical or other device or
apparatus, record any conversation or action between
Town enpl oyees or involving Town enployees unless all
per sons whose voices or actions are being recorded are
aware that such recording is taking place and have
consented thereto in witing; provided, however, that
not hing herein shall prohibit such recording pursuant
to any court order or as directed by the Town Manager
in the reasonable nonitoring of the activities of Town
enpl oyees during those enployees’ working hours wth
t he Town.

11.1.11 Enployee’s personal <cell phones shall be
turned off while enployee is on duty.

11.2 Disciplinary Action
An enployee who violates any of the above work
practices shall be subject to disciplinary action up to and

including dismssal. Disciplinary action shall depend upon
the severity of the incident.
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12. G fts and Favors.
12.1 Policy.

The position of the Town of Smyrna as a public organization
i nposes on all enployees special responsibilities to assure
inpartiality in all matters related to business dealings.

12. 2 Procedure.

Any enpl oyee who receives or anticipates the receipt of any
gift or request for favor shall imediately notify his or
her supervi sor.

12.3 Prohibited Practi ces.

Each enployee is prohibited from accepting any gift, favor,
gratuity, loan or promse which would have not otherw se
been offered to him or her if he or she were not a Town
enpl oyee. No enployee shall grant, in the discharge of
duties, any inproper favor, service or thing of val ue.

12.4 Disciplinary Action

Any enployee who violates this policy shall be subject to

disciplinary action wup to and including dismssal.
Di sciplinary action shall depend upon the severity of the
i nci dent .

12.5 Ethics Conm ssion Revi ew

The Town Manager or an enployee may seek the inpartial
opi nion of the Ethics Comm ssion regardi ng whether there is
a conflict of interest or appearance of inpropriety,; t he
determnation of whether there is an inpact on the
efficiency of the enployee is clearly outside the scope of
the Ethics Commssion’s <charge as this determnation
remains with the Town Manager.

55



13. Hours and Days of Wbrk
13.1 Policy.
13.1.1 Normal Work Day.

The work schedule of each Town enployee shall be
established by the departnent supervisor, subject to
the procedures contained in this policy and as
approved by the Town Manager. The normal work day of
t he enpl oyees is determ ned by the foll ow ng schedul e:

a) Full-Time Enployees. The standard work week
for wage and salaried enployees shall be that
which is recomended by the Town Manager and
approved by the Council. It shall consist of 37.5
hours for Ofice Personnel and 40 hours for all
others. Enployees wll be entitled to a ten (10)
mnute rest period during the first four (4)
hours of the day and another rest period of (10)
mnutes during the last four (4) hours of the
day. The Town Manager may assign certain
positions or <classes to work a work schedule
which differs fromthat considered to be standard
for the remainder of the enployees. Upon receipt
of Council approval, such a schedule shall becone
the standard schedule for those enpl oyees

af f ect ed.
b) Part-Tinme Enployees. Part-tinme enpl oynent
(less than 37.5 hours per week) shall be

performed only according to schedul es established
by the Departnent Head in consultation with the
Town Manager as nmay be required to acconplish the
assi gned functions.

Compensation for part-tinme enployees shall be set
at the mninmum per hour rate for the position as
determined in accordance wth the «civilian
conpensation plan. Part-tinme enployees shall be
eligible to accrue vacation and sick |eave on a
pro-rata basis reflecting the nunber of hours for
which they are normally schedul ed to work.

If a part-time enployee beconmes a full-tinme
enpl oyee, their anniversary date shall be the
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date that the enployee attains permanent, full-
ti nme status.

c) Casual/ Seasonal or Tenporary Enpl oyees

Conmpensation for casual/seasonal or tenporary
enpl oyees shall be based on a scale approved by
the Town Manager reflecting the degree of
difficulty and skills required of the |ob.
Casual / Seasonal or tenporary workers shall not be
entitled to any fringe benefits except Wrker’s
Conpensati on.

13.1.2 Normal Work Week.

The normal work week for each enployee shall consist
of five (5) days of work, Mnday through Friday.
However, in the case of the Police Departnent the
normal workweek for each enployee may vary in nunber
of days and hours worked.

13.1.3 Overtine

When operating requirenents or other needs cannot be
met during regular working days or hours, enployees
may be scheduled to work overtinme days or hours. \Wen
possi bl e, advance notification of these mandatory
assignments will be provided. Al'l overtinme work must
receive the supervisor's prior authorization.

Overtinme assignnents will be distributed as equitably
as practical to all enployees qualified to performthe
requi red work.

Failure to work schedul ed overtine or overtinme worked
wi thout prior authorization from the supervisor may
result in disciplinary action, up to and including
possi bl e di sm ssal . Di sciplinary action shall depend
upon the severity of the incident.

13. 1.4 Conpensatory Tine
The following conpensatory tinme policies shall only

apply to full time exenpt enployees not covered by a
separ ate enpl oynent agreenent:
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b)

d)

Conpensatory tinme shall begin to accrue for
hours worked in excess of the enployees
normal Iy scheduled work week as outlined in
this personnel ordinance now in effect or as
hereafter anended. A mnimm of one hour
must be worked in excess of the normal work
week in order to record conpensatory tine
earned for that week. Conpensatory tine
used in excess of 15 mnutes shall Dbe
recorded as tine used.

Accunul ated and used conpensatory tinme shal
be reported on a weekly basis along with and

in conpliance wth the nornal payr ol
reports. Aut horization to earn non-
energency conpensatory tinme shall be subject
to approval by the Town Manager. Al
enmer gency conpensat ory tinme shal | be

reported to the Town Manager as soon as
possi bl e during the next working day.

Enpl oyees shall not use conpensatory tine
off during normal office hours at such tine
as their actual presence is required by
pressing responsibilities of the Town. The
use of conpensatory tinme shall at all tines
be subject to the approval of the Town
Manager .

Conpensatory tinme earned after July 2, 2001
shall be used during the cal endar year it is
ear ned. Empl oyees shall not <carry nore
conpensatory tine into the next calendar
year than they are allowed to carry over in
vacation time as limted in the vacation
policies of this or di nance. Al
accunul ated conpensatory tinme earned, but
not used, which exceeds the enployees
vacation carry restrictions shal | be
forfeited down to the vacation carry-over
limtations.

Exception: Hours earned during the last two
weeks of the cal endar year due to an extrene
energency shall be allowed to be carried
over into the next calendar year, but nust
be used during the nonth of January and does
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not change the next calendar years carry
over limtation.

e) Conpensatory tinme accumulated prior to July
2, 2001 shall be established for all
enpl oyees covered by conpensatory tine
policy, reported to and approved by the Town
Manager and recorded in the payroll records
of the Town. A mnimm of 20% of this
earned and approved conpensatory tinme shall
be used by the end of the year 2002 and an
addition 20% shall be used each year there
after wuntil the balance is in conpliance
W th the vacation policy carry over
limtations of this ordinance (except as
noted below). Any bal ances which exceed the
limtations of this reduction plan shall be
forfeited. It is the intent of this section
to elimnate all accunmulated conpensatory
time which exceeds the vacation carry over
limtations by the end of the year 2006
(except as noted bel ow).

Exception: Any enployees with over ten years
service with the Town: A mninmm of 10% of
this earned and approved conpensatory tine
shall be used by the end of year 2002 and an
addi ti onal 10% shall be used each year there
after wuntil the balance is in conpliance
with this vacation policy ~carry over
l[imtations of this ordinance.

f) In no event wll the Town pay enployees
cover ed by this policy for ear ned,
accunmul ated and/or wunused conpensatory tine
during enploynent or after separation from
the Town. Thi s section applies to
conpensatory tinme earned and accunul ated
before and after the adoption of this
resol ution.

13.1.5 Lunch Peri od.
Lunch period shall be one (1) hour for office
personnel and one-half (1/2) hour for all others.

| ndi vi dual departnents may schedul e normal |unch hours
and/or alternative lunch periods in order to neet
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13.

organi zational requirenments. After taking their |unch
break, it is not acceptable for an enployee to bring a
unch back to the desk and eat. EXCEPTI ON: If an
enpl oyee works through his/her lunch break, they may
eat lunch in the kitchen/break room or there are days
when lunch is provided and everyone shares. Thi s
policy is not intended to stop enployees from having
cof fee, soda and snacks at their desks during the work
day.

1.6 Disciplinary Action.

Any devi ati on from t hese schedul es wi t hout
authorization by the Town Manager shall subject the
enpl oyee to disciplinary action up to and including
dism ssal. Disciplinary action shall depend upon the
severity of the incident.
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14. Mbtor Vehicle Accidents.
14.1 Policy.

Each enpl oyee of the Town of Snmyrna who operates any Town
owned vehicle or equipnment s expected to exercise
reasonabl e care and caution so as not to endanger others or
to cause excessive deterioration or unnecessary damage to
equi pnent .

14. 2 Procedure.
14.2.1 Reporting/ Notification of Accidents

Each enployee who is involved in an accident while
operating a Town vehicle shall report such accident to
the Police immediately, regardless of the severity of
the accident or the extent of the property damage. The
enpl oyee shall also notify his or her departnent
supervi sor i nmediately.

14. 2. 2 Rei nbur senent .

Dependi ng upon the nature of the accident, and if it
is the result of negligence on the part of the
enpl oyee operating the vehicle or equipnent, the
enpl oyee nmay be required to reinburse the cost of
repair or replacenent to the Town in full or in part.

14.2.3 Required Testing After Accidents

Any enployee who is involved in an accident while
operating a Town vehicle or any other vehicle while
conducting Town business shall be tested for alcohol
content and/or for the use of controlled substances,
if one or nore of the followng circunstances are
present:

e any personal injury to any party results from the
acci dent

e the responding police officer determnes that a
motor vehicle violation was commtted by the
enpl oyee
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14.2.4 Disciplinary Action

| f an enpl oyee of the Town is involved in an accident
while operating a Town vehicle which is the result of
negli gence on the part of the enployee, then he or she
shall be subject to disciplinary action up to and
including dismssal. Disciplinary action shall depend
upon the severity of the incident.
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15. Nepotism
15.1 Policy.

The Town of Snyrna has an obligation to its enployees to
take reasonable and appropriate steps to assure that
personnel managenent shall be inplenented consistent with
merit system principl es.

15.2 Limtations.

15.2.1 No person shall be hired as an enployee of the Town
where any nenber of that person's imediate famly is
al ready an enployee of the Town and would be either: (a)
responsible for the supervision, direction, evaluation or
nmerit recommendation of the person to be hired or (b) would
be subject and subordinate to the supervision, direction,
evaluation, or nerit recomendation of the person to be
hi r ed.

15.2.2 No person already an enployee of the Town as of the
effective date of this ordinance shall be transferred to
any position within the Town so that such enployee would be
either: (a) responsible for the supervision, direction,
eval uation, or merit recomendation of an imediate famly
menber or (b) subject and subordinate to the supervision,
direction, evaluation or nerit recomrendation of a nenber
of his imrediate famly.

15.2.3 For purposes hereof, nenbers of the "imediate
famly" shall include: spouse, parent, child, grandparent,
aunt, uncle, niece/nephew, first cousin, brother, sister,
grandchild, in-laws, step-famly, and donestic partners as
defined in this policy.
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16. Qutside Enploynent and Non-Profit Organization Participation
16.1 Policy.

The work of the Town wll take precedence over other
occupational interests of enployees. Al outside enploynment
for salaries, wages or conmssion and all self-enploynent
must be reported to the enployee's supervisor, who in turn
will report to the Town Mnager. The Town Manager wl|
review such enploynent for possible conflict of interest,
appearance of inpropriety or inpact upon the efficiency of
t he enpl oyee.

16.2 Prohibited Practices.

The enpl oyee's private work will be considered in violation
of this policy if:

16.2.1 the performance of such work is regulated by
the Town, either directly or indirectly;

16.2.2 the enployee's official position confers an
econom ¢ advant age upon the enpl oyee over others;

16.2.3 the enployee will represent any other interests
before the Town body; or

16.2.4 the outside enploynent inpacts upon the
enpl oyee' s efficiency.

16.2.5: outside enploynent, including sale of persona
or household itens, cosnetics, nagazines, food itens,

and simlar items (such as but not limted to Avon,
Panpered Chef, Tupper war e, Sout hern  Li ving, Home
Décor, etc.) shall not take place during nornal

wor ki ng hours or in a manner that is distractive to or
is inconpatible wth the discharge of the duties of
t he enpl oyee or other enpl oyees.

16. 2. 6: activities on behal f of non- profit
organi zation (such as schools, churches, social clubs,
etc.), including bake and cookie sales, raffles, or

other fundraising activities and prograns shall not
take place during normal working hours or in a manner
that is distractive to or is inconpatible with the
di scharge of the duties of the enployee or other
enpl oyees
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16. 3 Di sciplinary Action

Qutside  enpl oynent which conflicts or inhibits an
enpl oyee's efficiency my be grounds for disciplinary
action, including dismssal.

16.4 Ethics Comm ssion Review

The Town Manager or an enployee nmay seek the inpartial
opi nion of the Ethics Comm ssion regarding whether there is
a conflict of interest or appearance of inpropriety; t he
determ nation of whether there is an inpact on the
efficiency of the enployee is clearly outside the scope of
the Ethics Conmission’s charge as this determ nation
remains with the Town Manager.
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17. Personal Use of Town Property.
17.1 Use of Town Property except vehicles.

Town equi pnent, materials, conputers, caneras, cell phones,
tools and supplies shall not be avail able for personal use
nor be renoved from Town property, except in the conduct of
official Town business or after receiving permssion from
supervi sor with approval granted by the Town Manager. Such
restriction shall apply regardless of whether such itens
were purchased, donated, bequeathed, or in any other form
provided to the Town.

17.2 Use of Town-owned Vehi cl es.

a) The Mayor and Council have approved the retention
of Town of Snyrna vehicles at the persona
resi dences of the Town Manager and Police Chief.

b) The vehicles are permanently assigned to these
enpl oyees because they are required to respond to
energencies threatening public health, safety and
property throughout the Town of Snyrna on a
twenty-four hour basis.

c) These vehicles are equipped wth appropriate
saf ety equi pnent and radi os.

d) The vehicles will be used for official duty with
the following qguidelines concerning personal
busi ness:

(1) It is recognized that personnel who are
permanently assigned Town vehicles may,
while reporting to work or returning to
their residence, have the need to conduct
reasonabl e personal business. Reporting to
work and returning hone would generally
inmply that such business be conducted wi thin
the Town of Snyrna limts.

(i) It is further recognized that it would be
unr easonabl e to demand t hat per sonnel
permanently assigned vehicles be restricted
from engaging in such reasonable personal
busi ness.
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(1i1)Such reasonabl e per sonal busi ness may
include the dropping off of famly nenbers
or the occasional stopping at a |ocal
busi ness to obtain goods. The intent is to
all ow an enpl oyee to occasionally pick up an
item at a local business while returning to
t heir residence.

(tv) It is wunderstood that, at tinmes when the
enployee is <called to duty from hone
children mght have to be dropped off to a
responsi bl e person and that person may not
always reside wthin the Town limts of
Snyr na.

(v) No individual shall operate or ride in a Town
vehicle except as is required for the
conduct of Town business or as specifically
authorized by the Town Manager (or Chief of
Police as to police officers).

e) Any questions on this policy will be resolved
t hrough the Town Manager or the Police Chief.

f) The Town Manager is authorized under the terns of
this policy to allow enployees the use of town
vehicles after hours and/or to take a town
vehicle hone when such use is appropriate to
their duties, weather conditions, travel plans or
ot her requirenents.

g) The assignnent and utilization of police vehicles
shall at the discretion of the Police Chief
subject to the relevant provisions of the then
current collective bargai ning agreenent.

17.3 Disciplinary Action

Any enpl oyee who msuses or fails to return Town equi pnent,
materials, tools or supplies shall be required to reinburse
the Town for the cost of repairing or replacing the item
Any enpl oyee who uses Town property for his or her personal
use wthout permssion shall be subject to disciplinary
action up to and including dismssal. D sciplinary action
shal | depend upon the severity of the incident.
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18. Political Activities of Enployees.
18.1 Policy.

The position of the Town of Smyrna as a public organization
i nposes on all enployees special responsibilities for the
use of good judgnment in political matters. The purpose of
this policy is to protect the public interest and enpl oyees
frompolitical pressures.

18.2 Prohibited Practices.

18.2.1 No enployee of the Town shall, directly or
indirectly, contribute any noney or anything of value
to any candidate for nomnation or election to any
Town office, to any Town office candi date canpaign or
to any Town office candidate, political commttee or
take active part in any Town political canpaign except
to cast a vote.

18.2.2 An enployee shall not , while performng
official duties or while using Town equipnent at the
person's disposal by reason of his or her position,
solicit in any manner contributions for any purpose or
engage in any political activity during working hours
that inpairs the efficiency of the position or
presence during the working hours.

18.2.3 An enployee shall not attenpt, in any manner,
to use his or her position to secure enploynment for
any other person or to gain any other advantage for
any other person with the Town for the purpose of
i nfluencing the vote or other political action of that
person, or for any other val uabl e consi derati on.

18.2.4 An enployee, in any nmanner, that supervises
anot her Town enpl oyee shal | not , directly or
indirectly, solicit t he per son supervi sed to

contribute nmoney or any thing of value, or service,
for any purpose not connected to said person's
enpl oynent .

18.2.5 Except where authorized by law, no Counci

person, nor the Mayor shall hold any Town enploynent
during the term for which he was elected to Council
and no fornmer Council person shall hold any conpensated
appointed Town Ofice or enploynent until one year
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after the expiration of the term for which he was
el ected to the Council.

18.3 Disciplinary Action
Any violation of the above policies shall subject such
enployee to disciplinary action wup to and including

di sm ssal . Disciplinary action shall depend upon the
severity of the incident.
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19. Representation and I ndemification.

19.1 Legal Representation.

Any Town enployee shall be entitled to have the Town's

attorney represent him or her, at the Town's expense,

any crimnal or civil action brought against that
enpl oyee when all of the following circunstances
present:

a) Nei ther the Town of Snyrna, nor any elected or
appointed official acting in his/her official

capacity, or enployee of +the Town acting
his/her official capacity, is the Plaintiff
conpl ai ni ng party;

b) the act or omssion formng the basis of
civil or crimnal action arose out of and
connection W th t he per f or mance (or
performance) of an official duty, done

omtted) in good faith, under circunstances
evidencing a belief that such act or om ssion was
in the public interest, not adverse to the Town

of Snyrna, and not in knowi ng violation of

Town's charter, ordinances, rules, regulations,

or official policies;

c) the act or omssion formng the basis of

civil or crimnal action was done w thout wanton

negligence or willful and malicious intent.

19. 2 I ndemificati on.

In addition to the right of Iegal representation to be
provided by the Town as set forth above, Town enployees
shall have the sane rights of indemification as provided

for elected and appointed officials in Section 2-76 of

Town Code as it may fromtine to time hereafter be amended,
or in accordance with any future correspondi ng provision of

t he Town Code, provi ded however , t hat t he

circunstances, (a) through (c), as required for |egal
representation above, are present; and further provided
that there shall be no indemification for attorneys fees
unless the Town fails to provide |legal representation at

the Town's expense.
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19.3 Town Enpl oyee Defi ned.

For purpose of this Section 819 only, a “Town enployee”
shall include not only those enployees on the town’s
payroll at the time any crimnal or civil action is brought
agai nst that Town enployee, but shall also include all past
enpl oyees of the Town where the act or omssion formng the
basis of the civil or crimnal action arose out of and/or
in connection with that past enployees performance (or non-
performance) of that past enployee’'s official duties as an
enpl oyee of the Town of Snyrna.
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20. Sexual Harassnent.
20.1 Policy.

Sexual harassnent is a form of enployee m sconduct which
undermnes the integrity of the enploynent relationship.
Each enpl oyee of the Town of Snyrna, regardl ess of gender
is entitled to a working environnent which is free from
intimdation and sexual harassnment. The Town shall not
tolerate any form of sexual harassnent by any enpl oyee of
ei t her gender.

20.2 Prohibited Practi ces.

Sexual harassnent does not refer to behavior or occasiona
conplinments of a socially acceptable nature. It refers to
behavior that is not welcone, that is personally offensive,
that fails to respect the rights of ot hers, t hat
debilitates norale and that, therefore, interferes with the
work effectiveness of its victins and their co-workers. The
foll ow ng practices are prohibited:

20.2.1 Making an unwel cone sexual advance, a request
for sexual favors, or other verbal or physical conduct
of a sexual nature a condition of enploynent for any
appl i cant.

20.2.2 Making the submission to or the rejection of
such conduct the basis for an enploynent decision
affecting an applicant or enpl oyee.

20.2.3 Creating an intimdating, hostile or offensive
wor ki ng envi ronnent by such conduct.

20.2.4  Sexual har assnent may be manifested in
different ways. One of these is the demand for sexua
favors. Oher forms of sexual harassnent which are
al so prohibited include:
a) Verba
e sexual innuendos

e suggestive comments

» jokes of a sexual nature
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* sexual propositions
e threats
b) Non- Ver bal
 sexual |y suggestive objects or pictures

e graphic conments

suggestive or insulting sounds

| eering

whi st ling

obscene gestures
c) Physi cal

« unwanted physi cal contact such as
t ouchi ng, brushing the body

e coerced sexual intercourse
e assault

Sexual harassnment may be overt or subtle. Sone behavior
which nmay be appropriate in a social setting may not be
appropriate or permtted in the workplace. Regardless of
the form it takes, verbal or physical, sexual harassnent
can be insulting and deneaning to the recipient and wll
not be tolerated. Each enployee will be expected to conply
with this policy and take appropriate neasures to ensure
that any inappropriate conduct does not occur.

20. 3 Conpl ai nt Procedure.
20.3.1 Conpl aint.

Each enpl oyee who believes that he or she is or has
been the subject of sexual harassnment shall report the
alleged act to his/her supervisor and to the Town
Manager as pronptly as reasonably possible under the
ci rcunst ances; provi ded, however, t hat, if t he
conplaint involves the supervisor, it shall be filed
with the next higher |evel of supervision and, if it
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i nvol ves the Town Manager, it shall be filed wth the
Mayor who shall present the matter to the Town Counci
i n Executive Session.

20. 3.2 Investigation.

The Town Manager or a designhated representative shall
investigate all alleged violations of this policy in a
tinmely and confidential manner. Information concerning
the conmplaint will not be released by the Town to any
third party or to any Town enployee who is not
involved with the investigation of the conplaint. Each
enpl oyee is prohibited from discussing the conplaint
outside the investigation process other than wth
| egal counsel. The purpose of this provision is to
protect the confidentiality of the conplainant, to
encourage the reporting of any incidents of sexua
harassnment, and to protect the reputation of any
enpl oyee wongfully charged with sexual harassnent.

The investigation of the conplaint wll normally
include conferring with the parties involved and any
named or apparent w tnesses. Each enployee shall be
guaranteed the right to a fair and inpartial hearing.
Each enpl oyee shall be protected from coercion,
i ntimdation, retaliation, i nterference or

discrimnation for filing a conplaint or providing
i nformation during the investigation.

20.4 Disciplinary Action
Each enployee who violates this policy may be subject to
appropriate disciplinary action up to and including

term nation of enploynent. Disciplinary action shall depend
upon the severity of the incident.
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21. Snoking in the Wrkpl ace.

21.1 Policy.

The Town of Smyrna is dedicated to providing a healthful
confortable and productive work environnment for its
enpl oyees.

21.2 Prohibited Practices.

Snoking is prohibited wthin all runicipal buildings,
including office areas, hallways, waiting roons, restroons,
lunch roonms, neeting roons, shops, warehouses, storage
sheds and all comon areas. This policy applies to all
enpl oyees and to visitors.

21.3 Disciplinary Action

Each enpl oyee who violates this policy shall be subject to
di sci plinary action.
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22. Substance Abuse.
22.1 Policy.

The Town of Snyrna has an obligation to its enployees and
the public to take reasonable and appropriate steps to
prevent drug and alcohol abuse by its enployees in and
affecting the workpl ace. This policy is based, in
substantial part, on the Town's concern regarding the
safety, health and welfare of its enployees, their famlies
and the comunity. In an attenpt to further that goal,
enpl oyees are expected to be free from the influence of
drugs or al cohol while they are on duty.

22.2 Prohibited Practices.

Consistent with the conmtnment stated above, it is the
policy of the Town of Snyrna that enployees shall not:

22.2.1 Report to work under the influence of alcohol
or drugs.

22.2.2 Possess or consune al coholic beverages while on
duty.

22.2.3 Possess or consune any illegal, non-
prescription drugs while on duty.

22.2.4 Place, <carry or allow to be placed any

unaut hori zed alcoholic beverages or illegal or
controlled substances in any Town vehicle or
equi pnent .

22.2.5 Sell or provide drugs or alcohol to any other
enpl oyee or to any person while such enployee is on
duty.

22.2.6 Be under the influence of alcohol or drugs
while being paid to be on-call for work.

22.2.7 Report to work under the influence of
prescription drugs or to take prescription drugs while
at work which inpair the enployee’'s ability to perform
hi s/ her duties.
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22.3 Incident-Driven Drug and/or Al cohol Testing

In any case where an incident triggers reasonabl e suspicion
of drug and/or alcohol abuse, the Town nmay require an
enpl oyee to wundergo a drug and/or alcohol test. The
followng incidents, while not all inclusive, may warrant
an incident-driven test:

22.3.1 Medical energency which appears to be drug
and/ or al cohol rel ated.

22.3.2 The observance of drugs and drug paraphernalia
in the enpl oyee’s possession and/or at the enployee’s
desk or work station

22.3.3 The observance of al cohol or al cohol
paraphernalia in the enployee’ s possession and/or at
the enpl oyee’ s desk or work station.

22.3.4 O her reasonable evidence that an enployee’s
behavi or may be influenced by drugs and/or al cohol.

22.4 Disciplinary Action

The carrying on of any prohibited practice as listed in
Section 22.2 shall be cause for disciplinary action up to
and including dismssal. Di sciplinary action shall depend

upon the severity of the incident. Anything in this policy
to the contrary notw thstanding, an enployee's voluntary
efforts to seek hel p through counseling, rehabilitation, or
medi cal or psychological <care wll not |eopardize an
enpl oyee's continued enploynent or appear in his or her
personnel records if such enployee's efforts to obtain help
are voluntarily nmade known to the Town Manager prior to a
docunented incident giving rise to reasonable suspicion of
drug abuse.
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23. Administrative Leave.

The Town Manager may authorize any enployee to participate in or
attend training courses, sessions, conferences or semnars and
engage in other simlar job-related activities. Such |eave nay
not interfere with proper operating efficiency of the Town
governnent. Leave for any individual enployee nay be granted at
the discretion of the Town Manager. Traveling expenses, |odging,
conference fees, tuition and simlar expenses incurred during
such | eave may, but need not be, paid for by the Town.
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24. Cvil

24.1

Leave.

Eligibility.

A permanent or part-tinme enployee ordered to serve as a

j uror

or witness in a court of law shall be permtted a

| eave of absence from his/her regular position for this
purpose. This does not apply to an enployee if he/she is a
defendant or plaintiff in a |egal proceeding.

24.2

Ter ns.
24. 2.1 Conpensati on.

An enpl oyee called for jury duty or as a witness in a
court of law shall receive hi s/ her regul ar
conpensati on based upon a standard work week w thout
reduction for any direct conpensation or reinbursenent
gr ant ed by t he court. Any conpensati on or
rei nbursenent from a court shall be the property of
the enployee unless such matter is otherw se subject
to enpl oyment agreenment or contract.

24.2.2 Benefit Accrual.

Wiile on civil leave, benefits shall continue as
t hough on regular duty. \Wen the enployee returns from
such leave, the tinme spent on |eave shall be

consi dered as continuous service in conmputing vacation
and sick | eave.

24.2.3 Reporting to Wrk.

Regular full-time enployees shall be expected to
report to work when he or she is not serving as a
juror or a witness or if the case is settled or the
enpl oyee is not selected to serve. The enpl oyee may be
required to provide the supervisor wth proof of
service as a juror or wtness. In unusual cases, the
Town may request that an individual be excused or
deferred from jury duty for a particular period of
tine.
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24.2. 4 Notification.

Each enployee who is sumoned for jury duty shal
notify their supervisor as soon as is reasonably
possi bl e so that arrangenents can be nmade to cover the
j ob assi gnnents.
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25. Dependent Leave.
25.1 Eligibility.

An eligible enployee is entitled to up to a total of 12
wor kweeks of dependent |eave during a 12-nonth period for
the birth or placement of a child for adoption or foster
care. This dependent | eave will count agai nst the
enpl oyee's total famly and nedical |eave entitlenment of 12
weeks in any 12-nonth period. Cenerally, such dependent
| eave i s unpaid.

25.1.1 To be eligible for dependent |eave, the
enpl oyee nust have worked for the Town for at |east
one year or not less than 1,250 hours during the
i mredi ate 12-nont h peri od.

25.1.2 The Town may require that any period of
dependent | eave be supported by a certification issued
by a healthcare provider, adoption or social service
agency, or a court as appropriate. The certification
nmust be provided in a tinely manner.

25.1.3 A husband and wife who are both enpl oyed by the
Town my take a conbined total of 12 weeks of
dependent |eave for the birth or placenent of a child
for adoption or foster care.

25.2 Terns.
25.2. 1 Request for Leave.

a) Requests for dependent |eave should be made
in witing, stating the reason for the
| eave, the requested starting date of the
| eave and the enployee's anticipated date of
return.

b) Al'l requests for dependent | eave, except for
energency situations, mnust be submtted as
far in advance as possible, but in any
event, at Jleast 30 days prior to the
commencenent of the leave in order to enable
the Town to provide for adequate staffing of
t he enpl oyee's position during the | eave.
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c) A requests for dependent |eave nust be
submtted to the Town Manager, who shal
have the authority to grant or deny the
request .

25.2.2 Vacation

An enpl oyee taking dependent |eave will be required to
first use his or her accrued vacation tinme as part of
t he period of dependent |eave.

25.2.3 Return from Leave.

Upon return from dependent |leave, the Town wll
endeavor to return the enployee to his or her original
job or to an equival ent position.

25.2.4 Continuation of Benefits.

During a period of approved dependent |eave, the
Town' s contributions to the premuns for t he
enpl oyee's benefits will continue up to 12 weeks. Town
contributions to benefit prograns stop after 12 weeks
of dependent |eave. If the enployee fails to return
from dependent |eave, the Town nmay seek to recover its
portion of health care premuns paid for the enployee
during the | eave.
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26. Fami |y and Medical Leave Policy.
26.1 Policy.

The Town of Smyrna recognizes that there nmay be occasions
in which an enpl oyee requests to be tenporarily relieved of
his/her work responsibilities for famly and/or nedical
reasons. It is the policy of the Town to grant wunpaid
| eaves of absence in accordance with the requirements of
the Famly and Medical Leave Act of 1993. Specifically, the
Town will grant |eave for such conpelling reasons as the
enpl oyee's own serious illness, injury or sickness to a
menber of the enployee's inmmediate famly or the birth or
adoption or placenent in foster care of a child of the
enpl oyee. Eligible enployees are entitled to a famly or
medi cal |eave of up to twelve (12) weeks in any twelve (12)
nmonth period, with certain assurances of job security and
enpl oynent benefits during the | eave.

26.2 Eligibility.

To be eligible for famly or nedical |eave the enployee
must have worked for the Town of Snyrna for at |east one
year for not less than 1,250 base hours during the
i mredi ately preceding twelve (12) nonth period. An enpl oyee
has a serious health condition if he/she has a condition
that makes him unable to perform the functions of the
position. A spouse, child, e+ parent, or donestic partner

has a serious health condition if he/she has an illness,
injury, inpairment or physical or nental condition that
i nvol ves inpatient care in a hospital, hospi ce or

residential nedical care facility or continuing nedical
treatment or continuing supervision by a health care
provider. The Town may require that any period of |eave be
supported by certification 1issued by a health care
provi der, adoption or social service agency, or a court as
appropri ate.

26. 3 Application and Approval.

Request for famly or nedical |eave nust be nmade in
witing, stating the reason for the |eave, the requested
starting date of the leave and the enployee's anticipated
date of return. Al such |eave requests, except for
energency situations, nust be submtted to the Town Manager
as far in advance as possible, but in any event at |east 30
days prior to the conmmencenent of the requested |eave date

83



in order to enable the Town to provide for adequate
staffing of the enployee's position during the |eave.

26. 4 Exhaustion of O her Accrued Leave.

The Town wll require that an enployee taking famly or
medi cal leave first wuse his/her accrued paid vacation,
personal and sick leave. The Town wll then allow the

enpl oyee an additional nunber of weeks of unpaid famly or
medi cal leave up to a total twelve (12) weeks of | eave.

26.5 Returning from Leave.

An enpl oyee nust provide periodic status reports during the
period of |eave. An enployee should give as nmuch notice as
possi bl e when he/she intends to return from | eave in order
to enable the Town to neet staffing needs. Upon return from
famly or nedical |eave, the enployee will be returned to
hi s/ her original job or to an equival ent position.

26. 6 Deni al of Leave.

Famly or nedical leave wll be granted by the Town
whenever possible, subject to the Famly and Medical Leave
Act of 1993 and the operating requirenents of the Town.
However, the Town may deny an enployee restoration to the
position he or she held before the leave if the denial is
necessary to prevent substantial and grievous economc

infjury to the Town's operations. In the event that
restoration to the enployee's former position is denied,
the enployee will be notified by the Town of its intent to

deny restoration.
26.7 Schedul e and Tim ng of Leave.

An enployee is generally entitled to twelve (12) weeks of
famly or nmedical leave in any twelve (12) nonth period
upon advance notice to the Town.

In the case of |leave due to a seriously ill famly nenber
or because of the serious health condition of the enployee,
the | eave may be taken intermttently or on a reduced |eave
schedul e when nedically necessary.

A reduced |eave schedule neans |eave scheduled for fewer

than an enployee's wusual nunber of hours per workday.
Intermttent |eave means a non-consecutive |eave conprised
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of intervals each of which is at |east one but |ess than
twelve (12) workweeks wthin a consecutive twelve (12)
nmont h peri od.

Intermttent or reduced |eave schedules are not available
wth respect to leaves for the birth or adoption or
pl acenent in foster care of a child. Leave taken because of
the birth or adoption or placenent in foster care of a
child may conmmence at any tinme within a year after the date
of the birth or placenent, and should normally be taken at
a single tinme.

26. 8 Moonl i ghti ng.

An enployee on famly or nedical |eave shall not perform
services on a full-tine basis for any person whom the
enpl oyee did not perform such services inmediately prior to
the commencenent of the |eave. Acceptance of a full-tinme
position with another enployer while on famly or nedical
leave wll be regarded as a voluntary termnation of
enpl oynent with the Town. For purposes of this section

“full-time basis" shall nean regularly working nore than 30
hours per week.

26. 9 Enpl oyee Benefits.

Participation in any group health insurance policy, group
subscri ber contract or health care plan will be continued
during a famly or nedical |eave of up to twelve (12) weeks
in any twelve (12) nonth period. Thereafter, participation

in such policy, contract or plan shall be discontinued
during a |leave unless the enployee chooses to continue the
policy, contract or plan, in which case he/she shall be

required to make nonthly paynents on a schedule to be
established with the Town Manager.

O her enploynment benefits, such as group life insurance,
disability insurance, sick | eave, annual | eave and
pensions, will be continued during famly or nedical |eave
only to the extent they would be continued for an enpl oyee
on a tenporary |eave of absence for non-famly or non-
nmedi cal reasons. Hol i day pay, si ck pay, vacation
entitlenments and other benefits do not accrue during a
period of famly or nedical |eave, except to the extent
that they would accrue during a tenporary |eave of absence
for non-famly or non-nedical reasons.
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27. Bereavenent Leave.
27.1 Eligibility.

Al regul ar full-time and part-tinme enployees who
experience the death of a nenber their imediate famly or
donestic partner shall be eligible for bereavenent |eave
fromwork with pay.

27.2 Terns.
27.2.1 Duration.
Each enpl oyee may be allowed to use up to a maxi num of

three (3) work days of bereavenent |eave for the death
of a nenber of the enployee's imediate famly or

donmestic partner. If an enployee w shes to extend the
| eave beyond the maxi mum three (3) days allowed, he or
she will be permtted to deduct the additional days

from accunul ated vacation tine.

Each enpl oyee may be allowed to use up to a maxi num of
one (1) work day of bereavenent |eave for the death of
grandparents, grandparents-in-law, brothers-in-law or
sisters-in-law. If an enployee w shes to extend the
| eave beyond the maxi mum one (1) day allowed, he or
she will be permtted to deduct the additional days
from accunul at ed vacation tine.

Enpl oyees nmay request agency approval for one (1) work
day of bereavenent |eave for a person not specified as
i medi ate famly or a donmestic partner.

27.2.2 Bereavenent Leave Pay.

Al'l bereavenent |eave for eligible enployees shall be
on atime off wth pay basis and pay shall be conputed
at the enployee's current regular salary rate.

27.2.3 Benefit Accrual.

Wiile an enployee is on bereavenent |eave, benefits
shall continue as though on regular duty. Wen the
enpl oyee returns from such leave, the tine spent on
| eave shall be considered as continuous service in
conputing vacation and sick | eave.
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27.2.4 Notification.

Each enployee who wll be absent from work on
ber eavenent |eave nust notify his or her supervisor as
soon as is reasonably possible. The enployee my be
required to provide the supervisor with proof of the
famly menber's death and rel ati onshi p.
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28. Hol i days.

28.1 Eligibility.

Al l

full-time enployees shall receive their regular pay for

twel ve (12) holidays and for any other day or portion of a
day proclainmed by the Council as a holiday during which the
public offices of the Town shall be cl osed:

1)
2)
3)
4)
5)
6)
7)
8)
9)
10)
11)
12)

New Year's Day

Martin Luther King, Jr.'s Birthday
Presi dent's Day

Good Fri day

Menori al Day

| ndependence Day

Labor Day

Col unbus Day

Vet eran' s Day
Thanksgi vi ng Day

Day After Thanksgi ving
Chri st mas Day

28.2 Terns.

28.2.1 Holiday Falling on Unschedul ed Wrk Day.

Wen any holiday falls on a Saturday, the preceding
busi ness day shall be considered the |egal holiday.
Wen a holiday falls on a Sunday, the follow ng
busi ness day shall be considered the | egal holiday.

28.2.2 Wrk Required on Holiday.

If, in the course of regular service, an enployee is
required to work on a day observed as a | egal holiday,
the enployee shall be given an alternate day off or,
if such alternate day off cannot be given because of
the work situation, the person shall be paid
additionally at straight tinme for each hour worked on
the day observed as a holiday even though such tine
may be part of his/her regular service. If an
enployee is required to work on a day observed as a
holiday which is not on the course of his/her regular
schedul e, t he enpl oyee shal | be conpensat ed
additionally in accordance wth the Section 3.
Scheduled work on holidays for other than Police
Department personnel shall require the prior approva
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of the Town Manager. Police Departnment personnel wll
normal |y be on a previously-approved schedul e.
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29. Maternity Leave.
29.1 Eligibility.

An eligible enployee is entitled to up to a total of 12
wor kweeks of maternity l|leave during a 12-nonth period for
the birth or placement of a child for adoption or foster
care. This maternity leave wll count agai nst the
enpl oyee's total famly and nedical |eave entitlenment of 12
weeks in any 12-nonth period. Cenerally, such maternity
| eave is unpaid. However, an enployee may use accrued sick
| eave and vacation as part of her maternity |eave. The
provisions of the Town's policy regarding famly |eave are
also applicable to maternity |eave, and are incorporated
herein by reference.

29.2 Leave with Pay (paid status).
29.2.1 Sick Leave.

a) Enpl oyees may use accrued sick leave if they
are physically wunable to work due to

pr egnancy, chil dbirth, m scarri age,
abortion, or ot her rel at ed medi cal
condi ti ons. Nor mal | y, and enployee rmay

utilize up to six (6) weeks of accrued sick
| eave for maternity related conditions. The
Town reserves the right to require a
doctor's certification at any tine for the
use of sick | eave.

b) | f possible, enployees requesting sick |eave
for reasons associated with childbirth nust
notify their supervisor one nonth prior to
the anticipated date of their | eave.
Enpl oyees are encour aged to foll ow
pr of essi onal advice concerning the |ength of
time working during pregnancy and the
appropriate time to resune wrk after
childbirth or related nedical conditions.

c) In accordance with federal I|aw, the sane
requirenents, ternms and restrictions apply
to the admnistration of sick |eave for
pregnancy-related conditions as for other
non-occupational illnesses and disabilities.
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29.

3

d) Si ck | eave t aken in connecti on wth
pregnancy or a serious health condition may
be counted agai nst an enployee's entitlenent
of up to 12 weeks of maternity |eave, as
specified under the ternms of the federal
Fam |y & Medical Leave Act of 1993.

29. 2.2 Vacati on.

Enpl oyees nmay use accrued vacation tine to remain on
paid status during a period of maternity | eave.

29.2.3 Continuation of Benefits.

VWiile on paid status maternity |eave, benefits shall
continue as though on regular duty. Wen the enployee
returns from such |eave, the tine spent on |eave shal
be considered as continuous service in conputing
vacation and sick | eave.

Leave wi thout Pay (unpaid status).
29. 3.1 Personal Leave.

Enpl oyees who have exhausted accrued sick |eave and
vacation tinme may request a personal |eave of absence
without pay to remain on maternity |eave during or
after the recovery period for childbirth or related
medi cal condition, up to a total maternity |eave of 12
weeks in a 12-nonth period. Approval of the Town
Manager is required for | eaves of absence w thout pay.

29.3.2 Continuation of Benefits.

During a period of approved unpaid status maternity
| eave, the Town's contributions to the premuns for

the enployee's health care benefits will continue for
up to twelve (12) weeks. Thereafter, if an enployee
wishes to remain on maternity |eave, she wll be

required to pay the cost of continued health care
benefits. Town contributions to benefit prograns stop
after 12 weeks of maternity l|leave. If the enployee
fails to return from maternity |eave, the Town may
seek to recover it portion of the health care prem uns
paid for the enployee during the |eave. (For nore
information, contact the Business Ofice.) (see also
Section 26, FMLA)
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30. Medical Leave.
30.1 Eligibility.

An eligible enployee is entitled to up to a total of 12
wor kweeks of nedical |eave during a 12-nonth period to care
for an imediate famly nenber (spouse, child, parent, or
donmestic partner), with a serious health condition, or when
the enployee is unable to work because of his or her own
serious health condition. This nedical |eave wll count
against the enployee's total famly and nedical |eave
entitlement of 12 weeks in any 12-nonth period. Cenerally,
such nedi cal |eave is unpaid.

30.1.1 To be eligible for dependent |eave, the
enpl oyee nust have worked for the Town for at |east
one year or not less than 1,250 hours during the
i mredi ate 12-nonth peri od.

30.1.2 The Town may require that any period of nedi cal
| eave be supported by a certification issued by a
heal t hcare  provider. The certification nust be
provi ded in a tinmely manner . Subsequent re-
certifications may be required.

30.1.3 A husband and wife who are both enployed by the
Town my take a conbined total of 12 weeks of
dependent |eave for the birth or placenent of a child
for adoption or foster care.

30. 2 Terns.
30. 2.1 Request for Leave.

a) Requests for nedical |eave should be made in
witing, stating the reason for the | eave,
the requested starting date of the |eave and
t he enpl oyee's anticipated date of return.

b) All requests for nedical |eave, except for
energency situations, mnust be submtted as
far in advance as possible, but in any
event, at least 30 days prior to the
commencenent of the leave in order to enable
the Town to provide for adequate staffing of
t he enpl oyee's position during the |eave.
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c) A request for medi cal | eave  nust be
submtted to the Town Manager, who shal
have the authority to grant or deny the
request .

30. 2.2 Vacati on.

An enpl oyee taking nedical leave will be required to
first use his or her accrued vacation tinme as part of
t he period of dependent |eave.

30.2.3 Return from Leave.

Upon return from nedical |eave, the Town will endeavor
to return the enployee to his or her original job or
to an equi val ent position.

30.2.4 Continuation of Benefits.

During a period of approved nedical |eave, the Town's
contributions to the premuns for the enployee's
benefits wll continue up to 12 weeks. Town
contributions to benefit prograns stop after 12 weeks
of dependent |eave. If the enployee fails to return
from dependent |eave, the Town nmay seek to recover its
portion of health care premuns paid for the enployee
during the | eave.
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31.

Mlitary Leave.

31.1 Eligibility.

All regular full-time and part-tine enployees who are
menbers of the National Guard, Arnmed Forces Reserve or who
are drafted, enlist or called to active duty are eligible
for mlitary | eave.

31.2 Terns.
31.2.1 Duration.

Regul ar enpl oyees who are nenbers of the National
Guard or Arned Forces Reserve shall be allowed ten
(10) working days mlitary training |eave per cal endar
year. Enployees nust request mlitary |eave at |east
ten (10) days prior to the effective date of the |eave
and submt a copy of orders for assignment to active
duty for training.

31.2.2 Mlitary Training Leave Pay.

If the conpensation received while on mlitary
training leave is less than the salary that would have
been earned during this sane period as a Town
enpl oyee, t he enpl oyee shal | receive partia
conpensation equal to the difference in the base
salary earned as a reservist or guardsman and the
salary that would have been earned during this sane
period as a Town enployee. An enployee nay elect to
take accunul ated vacation |eave instead of mlitary
leave in order to receive conpensation as if on
regular duty. If mlitary duty is required beyond the
ten (10) working day period, the enployee shall be
eligible to take accunulated vacation |eave or be
placed in a | eave w thout pay status.

Mlitary training or special duty |eaves of absence
shall not in any way result in a loss of seniority,
accurnul ated sick |eave, or any other benefits provided
Town enpl oyees.
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31.2.3 Reinstatenent of Enployees who Enlist, are
Drafted or Called to Active Duty.

Enmpl oyees who enlist, are drafted or called to active
duty in US. Arnmed Forces will be termnated from
enpl oynent but have reinstatenent rights as provided
by the Veterans Reenpl oynent Rights Act. Enployees are
entitled to be reinstated with full seniority rights
for mlitary tinme served. To be so entitled, however,
t he individual nust:

a) apply for reinstatenment within ninety (90)
cal endar days following release from active
duty.

b) have served no nore than four (4) years.

c) have conpleted the period of active duty in
a satisfactory manner with di schar ge
certificate to that effect.

d) be qualified to perform the duties of the
posi tion. | f di sabl ed during mlitary
service, the enployee wll be entitled to
the cl osest conparable position he or she is
able to perform

31.2.4 Activation of Reserves or National GCGuard.

Any permanent enpl oyee who is a nmenber of an organized
mlitary reserve of the United States or the Del aware
Nati onal Guard and who is ordered to perform energency
duty under the supervision of +the United States
Governnent or the State of Delaware, shall be granted
a |l eave of absence during the period of such activity.
Any such enployee shall receive the pay differenti al
in the amount by which the enployee's normal wages,
calculated on the basis of a standard work week,
exceeds any pay received as a result of performng
energency duty. A copy of the enployee's mlitary pay
voucher shall be submitted with the request for pay
differential conpensation.
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32. Sick Leave.
32.1 Eligibility.

Al regular full-tinme and part-tinme enployees are eligible
for sick |eave upon appointnent. Casual / Seasonal or
tenporary enployees shall not accrue sick |eave and shal
not receive any conpensation for sick |eave.

32.2 Terns.
32.2.1 Accrual.

Each eligible enployee shall earn sick |eave at the
rate of twelve (12) days per conpleted year, prorated
at the rate of one (1) day for each conpleted nonth of
service. Sick leave continues to accrue while an
enployee is on paid leave. Sick |eave does not
continue to accrue while an enployee is on unpaid
| eave.

32.2.2 Probationary Peri od.

An enpl oyee shall not utilize accunulated sick |eave
until conpletion of his or her first six (6) nonths of
enpl oynent .

32.2.3 Accunul ati on.

An enpl oyee may accunulate an unlimted nunber of sick
| eave days.

32.2.4 Sick Leave Pay.

Sick leave for an eligible enployee shall be on a tine
off with pay basis and pay shall be conputed at the
enpl oyee's current regular weekly salary rate. Each
enpl oyee who has exhausted all accrued sick |eave
shall not be paid for any absence because of a
personal illness or injury. Each seasonal/casual or
tenporary enployee who is unable to report to work due
to a personal illness or injury shall be allowed tine
of f work w thout pay during such absence.

Sick | eave shall be granted for the foll ow ng reasons:

a) personal illness or physical incapacity
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resulting from causes beyond the enployee's
control

b) illness in the household of the enployee
requiring quarantine as certified by a
physi cian or public health officer.

c) medi cal , dent al or optical appoi nt ment s
whi ch cannot be schedul ed after duty hours.

d) illness or injury of a nenber of the
enpl oyee’s immediate famly. The i mredi ate
famly shall include the enployee’s spouse,

children, parents, parents-in-law, brother,
si ster and donestic partner

e) absence for a fraction of a day that is
chargeable to sick leave in accordance wth
t hese provi si ons shal | be char ged

proportionately but charged in an anmount not
smal | er than one-quarter of a day.

Sick Leave shall not be granted for the follow ng
reasons:

a) Wile an enployee is receiving Wrkers
Conpensati on Leave Benefits.

32.2.5 Termnation/Retirenent Credit for Accumul ated
Si ck Leave.

Upon termnation or retirenment, an enployee shall be
paid in full for one-half of accrued unused sick |eave
up to a maximum of 90 days. An enpl oyee shall not be
eligible if he or she is termnated due to gross
m sconduct or does not |eave in good standing with the
Town.

32.2.6 Benefit Accrual.

Wiile an enployee is on sick |eave, benefits shall
continue as though on regular duty. Wen the enployee
returns from such |l eave, the tine spent on | eave shal
be considered as continuous service in computing
vacation and sick | eave.
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32.2.7 Notification.

Each enployee who will be absent from work due to a
personal illness or injury shall report such absence
to his or her supervisor prior to the enployee’'s
schedul ed starting tine.

Because of the critical nature of shift work, a shift
wor ker nust notify the on-duty shift supervisor of a
desire to take sick leave no later than two (2) hours
prior to the beginning of the shift. Each enpl oyee who
fails to provide the Town with the required notice
shall be considered to be absent from work w thout
approval, shall receive no conpensation while absent,
and nmay be subject to termnation from enploynment for
such unapproved absence.

32.2.8 Verification.

a) After any absence of two consecutive days,
the Town Manager may require the enployee to
pr esent a statenent from a |icensed,
practicing physician certifying that the
enpl oyee' s condi tion prevent ed hi s/ her
performng the duties of their position.

A statenent from a |icensed, practicing
physician may be requested at any tine if
sick | eave abuse is suspect ed.

b) Each enpl oyee  who know ngly falsifies
information provided to the Town regarding
any personal illness, injury or absence
rel ated thereto shal | receive no
conpensation while absent and may be subject
to termnation from enploynment for such
falsification of information.

c) I ndi vi dual records of all sick leave credit
and use shall be maintained as part of the
per sonnel records of the Town.

d) Town enployees wunable to perform their
duties because of illness or injury not
related to the job wll be charged sick
| eave for those periods of absence which are
substantiated by a doctor's certificate.
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32.2.9 Excessive Sick Leave.

Excessive sick |eave shall be defined as the use of
sick leave at a rate which exceeds the average usage
rate of all Town enployees during the previous
cal endar year. Departnent supervisors shall take the
foll owing neasures with an enployee whose sick |eave
use exceeds the average usage rate of a Town enpl oyee:

a) Counseling

. The department supervisor shall neet wth
the enployee to determine if there is reason
to believe that the enployee may be abusing
the sick |eave benefit. If the departnent
supervisor determnes that the enployee's
use of sick Ileave has been proper and
justified, there shall be no further action
taken with the enpl oyee at that tine.

. | f the departnent supervisor determ nes that
there is sufficient reason to believe that
the enployee may be abusing the sick |eave
benefit, the departnent supervisor shal
initiate corrective neasures to reduce the
enpl oyee' s sick | eave usage rate.

b) Corrective Measures

. The departnment supervisor shall explain and
clarify policies and standards concerning
the use of sick | eave to the enpl oyee.

. The departnent supervisor shall provide the
enpl oyee with witten notification that the
enpl oyee will be required to submt nedica
verification for each and every sick |eave
absence during the next six (6) nonths.

. The enployee's supervisor shall cl osely
nmoni tor the enployee's attendance record and
may telephone the enployee during future
absences.

. The enpl oyee's supervisor shall note on the
enpl oyee's performance evaluation that the
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enpl oyee' s at t endance has been
unsati sfactory, the acceptable standards for
attendance and a schedul e for inprovenent.

The departnent supervisor shall expl ai n
di sciplinary neasures for failure to conply
with this policy.

32.2.10 Disciplinary Measures.

a)

b)

First O fense. If the enployee is absent
from work and fails to submt the required
medi cal verification, then he or she shal
receive no conpensation for the absence and
shall also receive a witten reprimand to be
pl aced in the enpl oyee's personnel file.

Second O fense. If the enployee is absent
from work on two (2) separate occasions and
fails to submt the required nedica
verification, then he or she shall receive
no conpensation for the absence and shal
al so be suspended wi thout pay for three (3)
wor k days.

Third O fense. If the enployee is absent
from work on three (3) separate occasions
and fails to submit the required nedica
verification, then he or she shall receive
no conpensation for the absence and shal
al so be term nated from enpl oynent.

32.3 Donated Leave Program

a)

b)

Enpl oyees may donate accrued sick and vacation
leave in equal anpbunts to other designated
enpl oyees or to the “Donated Leave Bank”. This
nmeans that any donation of sick |eave nust
include an equivalent donation of vacation
| eave.

Donat ed | eave shall be redeemable only as “sick
| eave”. No cash redenption shall be permtted.

Donat ed | eave nmay be used by the recipient only

for an illness of the recipient or of a famly
menber of the recipient. Separate periods of
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disability lasting seven cal endar days or nore
each, resulting from the same or related
medical condition and occurring wthin any
twel ve consecutive nonth period, shal | be
considered the sane period of disability.
Definition of famly nmenber or nenber of any
enpl oyee’s famly neans an enployee’'s spouse,
son, daughter or parent who requires the
personal attendance of the enployee during the
famly nmenber’s illness or injury.

d) Before receiving donated |eave tineg, t he
requesti ng enpl oyee shall

(1) have been a Town enpl oyee for at |east
six nmonths prior to the request;
(2) have used all of his or her sick days

and hal f of his or her annual | eave;
however, when the donated |eave tinme is for
the illness of a famly nenber, the enpl oyee

must have used all of his or her sick days
and vacation | eave;

(3) have established nedical justification
for such receipt which nust be renewed every
thirty days.

33. Unpai d Leave of Absence.
33.1 Eligibility.

Al full time and part tinme Town enployees shall be
eligible for an unpaid | eave of absence for, in nost cases,
one of the follow ng reasons:

33.1.1 Personal or famly disability.

33.1.2 Continuation of education that is job rel ated.

33.1.3 Special work that wll permt the Town to
benefit by the experience gained or the work
per f or med.

33.1.4 Any reason considered by the Town Manager to be
in the best interest of the Town on recomendati on of
the enpl oyee' s i medi at e supervi sor.
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33.2 Terns.
33.2.1 Denobnstrati on of Need.

For the reason of personal or famly disability, each
enpl oyee who requests an unpaid | eave of absence shal
denonstrate an extrene need for tinme off work before
the | eave is granted.

33.2.2 Duration.

Eligible enployees may be granted an unpaid |eave of
absence for up to three (3) nonths by the Town Manager
provided the enployee has exhausted all ot her
appropriate |eaves of absence. An extension of |eave
may be granted by the Town Manager, however, no unpaid
| eave of absence shall exceed a total of one (1) year.

33.2.3 Benefit Accrual.

VWile an enployee is on wunpaid |eave of absence,
benefits and other |eaves shall cease wuntil the
enpl oyee returns to active work status. The enployee
shall continue to be eligible for benefits under the
Town's group health insurance plan provided the
enpl oyee shall be responsible for the paynment of the
total insurance prem um

33. 2.4 Reinstatenent.

Upon returning to duty, the enployee shall be entitled
to return to the same position held at the tine |eave
was granted or to one of like classification,
seniority or pay including any cost of living
adjustnents or salary range adjustnents that may have
occurred during said leave. If the enployee decides
not to return to work, the supervisor should be
notified imediately. In addition, if the Town |earns
that an enployee is no l|longer using the |eave for
reasons originally stated in the |eave request, then
t he enpl oyee may be term nated.

33. 3 Aut hori zati on.
Unpaid |eave of absence my be granted only after the

enpl oyee exhausts all other paid |eaves of absence. Each
request for wunpaid |eave of absence nust be submtted
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through his/her Departnent Head to the Town Manager for
approval .
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34. Vacation Leave.
34.1 Eligibility.

Al regular full-tinme and part tine enployees shall begin
to accrue vacation l|eave to be wused for rest and
rel axation, nedical appointnents, illness when sick |eave
is exhausted and for absences due to adverse weather
conditions and other tinmes as approved by the Town Manager.
Casual / Seasonal or tenporary enployees are not eligible for
vacation | eave. Accr ual of vacation |eave shall be
determned with length of continuous service credit. An
enployee is eligible for wvacation according to the
foll owi ng schedule and other tinmes as approved by the Town
Manager :

34.1.1 each regular full-tinme enployee with zero (0)
but fewer than five (5) conplete years of service
shall earn vacation leave at the rate of twelve (12)
days per conpleted year, prorated at the rate of one
(1) day for each conpleted nonth of service.

34.1.2 each regular full-tinme enployee with at |east
five (5) but fewer than ten (10) conplete years of
service shall earn vacation leave at the rate of
fifteen (15) days per conpleted year, prorated at the
rate of one and one-quarter (1 1/4) days for each
conpl eted nonth of service.

34.1.3 each regular full-tinme enployee with at |east
ten (10) but fewer than fifteen (15) conplete years of
service shall earn vacation leave at the rate of
ei ghteen (18) days per conpleted year, prorated at the
rate of one and one-half (1 1/2) days for each
conpl eted nonth of service.

34.1.4 each regular full-tinme enployee with at |east
fifteen (15) but fewer than twenty (20) conplete years
of service shall earn vacation |eave at the rate of
twenty-one (21) days per conpleted year, prorated at
the rate of one and three-quarters (1 3/4) days for
each conpl eted nonth of service.

34.1.5 each regular full-time enployee wth twenty

(20) or nore conplete years and over of service shal
earn vacation leave at the rate of twenty-four (24)
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34.

2

days per conpleted year, prorated at the rate of two
(2) days for each conpleted nonth of service.

34.1.6 Part-time enployees are entitled to earn
vacation | eave in accordance with Sections 34.1.1

34.1.5 pro-rated in accordance with their part-tinme
wor k schedul e.

Ter ns.
34.2.1 Accunul ati on.

Vacation tinme is cumulative from year to year;
however, total accunulated vacation time shall never
exceed two tines an anount of time equal to the
enpl oyee's nmaxi mum vacation |eave which could be
earned in the current year of service.

I f an enployee has accunulated nore than the maxi mum
al I owabl e anbunt of unused vacation |eave on January 1
of any year, the anount of accunul ated vacation days
shall be reduced to the permtted maximum and any
unused bal ance forfeited.

34.2.2 Vacation Pay.

Al vacations shall be on a tine off with pay basis
for eligible enployees and pay shall be conputed at
the enployee's current weekly salary rate or based on
40 hours for hourly paid enpl oyees.

34.2.3 Benefit Accrual.

Wiile an enployee is on vacation |eave, benefits and
ot her | eaves shall accrue as though on regul ar duty.

34.2.4 Severance Pay.
Enpl oyees leaving the Town's enploynment on or before
the 15th of a nonth will not receive vacation credit

for that nmonth. Those departing after the 15th of the
month wll receive vacation credit for that nonth
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34.2.5 Holiday Falling During Vacation.

A paid holiday which occurs during an enployee's
vacation shall not be considered as a day of vacation.
The enpl oyee shall be granted the option of taking an
additional day of vacation at the tinme of the current
vacation or of retaining the vacation day to be taken
at a later date.

34.2.6 Probationary Peri od.

An enpl oyee shall not be eligible to use accunul ated
vacation during the first six (6) mont hs  of
enpl oynent unl ess specifically aut hori zed for
extenuating circunstances by the supervisor and the
Town Manager .

34.2.7 Vacation Sell Back.

Al regular full-tinme enployees may, during the nonth
of Decenber, sell back to the Town up to a maxi num of
five (5) days of unused vacation |eave earned by the
enpl oyee since the prior Decenber.

The paynment in lieu of vacation shall be made only in
Decenber of each year and shall be deducted from the
current cal endar year’s unused vacation | eave. The
enpl oyee nust submt a conpleted “Vacation Sell Back
Request” form to the enployee’'s departnent head by
Novenber 15'".  The enployee will be paid based on his
or her base salary at the date of the issuance of the
pay back check

Pay in lieu of vacation shall not be considered pay
for pension purposes. The Town will not nake pension
contributions based on the pay and the pay shall not
be used to conpute pension benefits.

34.3 Authorizati on.

Department Heads shall schedule vacation |eaves wth
particular regard to the operating requirenents of the
Departnent. The scheduling of vacation periods shall be

based on seniority and is always subject to be changed at
the discretion of the Town Manager or the Departnent Head
in the event of changing circunstances or energency needs.
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34. 4 Vacation Used Because of Death of a Near Rel ati ve.

Leave due to the death of a near relative defined as first
cousin, aunt, wuncle, niece, nephew or other person and
| eave due to the illness of a nmenber of the famly or
donestic partner shall be subtracted from vacati on | eave or
may be taken as | eave w thout pay.

34.5 Vacation Record.

Al'l records of vacation |eave shall be open to the enpl oyee
concer ned.

34.6 Donated Leave Program

a) Enpl oyees may donate accrued sick and vacation
| eave in equal anmbunts to other designated enployees
or to the “Donated Leave Bank”. This means that any

donation of sick leave nust include an equivalent
donation of vacation | eave.
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35.

Speci al Leave
35.1 Eligibility.

Any Town enployee who is an active volunteer fire fighter
with the Gtizen's Hose Conpany No. 1, Inc. may, with the
approval of the enployee's Departnent Head in consultation
with the Town Manager, be permtted to respond to in-town
fire calls during regular hours of enploynent wthout | oss
of pay.
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36. Workers' Conpensation Leave.
36.1 Eligibility.

Al'l enployees shall be eligible for workers' conpensation
| eave while physically incapacitated because of an "on-the
j ob" sickness or injury covered by the Del aware Wbrkers'
Conmpensation Act. Casual/Seasonal or tenporary enployees
shal |l be placed on an unpaid | eave of absence status.

36.2 Terns.
36. 2.1 Comrencenent.

Wor kers' conpensation |eave shall comence when the
enpl oyee is declared by his or her physician to be
physi cal Iy i ncapacitated.

36.2.2 Duration.

The enployee shall be allowed to renmain absent from
the position for a nmaximum of 300 weeks for a
tenporary partial disability or such shorter period of
time as declared by a physician selected by the Town
and as long as a physician selected by the Town
authorizes the leave for a tenporary total disability.

36.2.3 Wrkers' Conpensation Leave Pay.

An  enpl oyee shall receive workers' conpensati on
benefits up to 66% of the average weekly wage of the
enpl oyee; however, the weekly benefit cannot exceed
the maximum |imt set by State |aw After the first
three (3) days of an eligible claim the Town
guarantees 100% of an enployee's net salary for up to
ninety (90) days if an enployee is ©physically
incapacitated to work as a result of an on-the-job
si ckness or injury. This benefit may be held up if
t he enpl oyee does not sign an agreenent to conpensate
the Town for any paynents that exceed this policy.

36.2.4 Benefit Accrual.
Wiile an enployee is on workers' conpensation |eave
benefits and other |eaves shall accrue as though on

regular duty. If a tenporary or part-tinme enployee is
placed on an wunpaid |eave of absence status as a
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result of an on-the job injury or illness, benefits
and other |eaves shall <cease until the enployee
returns to an active work status.

36. 2.5 Rei nst at enent.

Upon reinstatenent, an enployee's salary shall be
conputed on the basis of the last salary earned plus
any across-the-board or recl assification sal ary
increase to which the enployee would have been
entitled during the disability covered by workers
conpensati on.
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37.

I nternet Use Policy
37.1. Purpose

The purpose of this policy is to establish guidelines for
the use of Town-owned Conputer Information Systens, the
i nternet and networKks. To ensure that the activities are
in direct support of and consistent with work related
functions.

37.2. Policy Conpliance Statenent

This Acceptable Use Statenent represents a set of
guidelines to be followed when using the Snyrna Infornation
Network. This statenent applies to all uses of the system
network and any other networks which are used as a result
of Snyrna’'s connection, such as the internet. Conpl i ance
with this policy and acceptable use policies of any other
net wor ks accessed through the internet connection also is
subject to enforcenent by the "owner"” of that network.
(i.e. abuse occurring on a network outside the geographical

boundaries of the Town of Snyrna wll be considered a
violation of the Acceptable Use Policy as well as a
violation of other applicable local, State or Federal

policies, if access to that network was acquired via the
internet connection.) If a wviolation or policy abuse
occurs, the individual who deliberately and wth ful
knowl edge commtted the said violation shall be personally
liable for his/her actions. Each departnent and affiliate
organi zation is responsible for the activity of its users
and for ensuring that its wusers are famliar with the
Town's Acceptable Use Policy. Each departnent and affiliate
may al so choose to develop and enforce its own acceptable
use policies to further restrict the use of the network
within its local environnent. This may be done only wth
the understanding that, if a conflict exists, the Town's
The internet Acceptable Use Policy takes precedence over
all departnent policies developed within the departnent for
the explicit purpose of exercising responsible controls at
the local area network level. Any questions concerning the
acceptable uses or conpliance issues will be directed to
the Town Manager's O fice via the departnental supervisor
excluding those systenms within the police departnent that
are in the control of and governed by State and Federal
Laws. Any question concerning the use of police conputer
systens will be addressed to the Chief of Police.
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37.

3

37. 4

37.

5

Accept abl e Uses.

37.3.1 To provide and facilitate communication wth
other local, State, Federal agencies and business
partners of the Town.

37.3.2 To conmunicate and exchange professional
devel opment, to maintain or to debate issues in a
field or subfield of know edge.

37.3.3 To use for professional society, university,
associ ati on, gover niment advi sory or st andar ds
activities rel ated to t he user's pr of essi onal
di sci pline.

37.3.4 To use in applying for or adm nistering grants
or contracts for work rel ated applications.

37.3.5 To announce products or services for use
within the scope of work-related applications but not
for comrercial advertising of any kind.

37.3.6 To use any other admnistrative comrunications
or activities in direct support of work-related
functions.

37.3.7 E-nui
Princi ples of Ethics.

37.4.1 To respect the privacy of other wusers; for
exanpl e, users shal | not intentionally seek
information on, obtain copies of or nodify files,
other data or passwords belonging to other users or
represent thensel ves as another user unless explicitly
authorized to do so by that user

37.4.2 To respect the legal protection provided by
copyright and licensing laws to prograns and dat a.

37.4.3 To respect the integrity of conputing systens;
for exanple, wusers shall not intentionally develop
prograns that harass other wusers or infiltrate a
conputer or conputing system and/or danage or alter
the software conponents of a conputer or conputing
system

Unaccept abl e Uses.
37.5.1 II'legal or malicious use is not acceptable.

Use should be consistent with guiding ethical
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statenents and accepted standards. The internet may
not be used in ways that violate applicable laws or
regul ations such as use of network to transmt or
solicit threatening, obscene or harassing materials.
Use of the internet and any attached network in a
manner that precludes or significantly hanpers its use
by others wll be considered an actionable offense
that may result in disciplinary action up to and
i ncl udi ng term nati on.

37.5.2 Connections which create routing patterns that
are inconsistent with the effective and shared use of
the network shall not be established.

37.5.3 Comrercial advertising is not acceptable.
Advertising is permtted on sone nmailing lists and
news groups if explicitly all owed.

37.5.4 Downloading or installing any files from the
internet (including ganmes, screensavers, prograns,
software, etc.) without the express witten consent of
the Information Systens Manager.

37.5.5 Use for revenue generating activities unless
specifically stated as acceptabl e use.

37.5.6 Use for private or personal busi ness
activities. Personal use during working hours.

37.5.7 It is not acceptable to use the internet to
solicit information with the intent to cause harm or
bodily injury.

37.5.8 It is not acceptable to use the internet so as
to interfere wwth or disrupt network users, services
or equi pnent. Di sruptions include, but are not
limted to, wunsolicited advertising, propagation of
conputer worns or viruses and use of the network to
make unauthorized entry to any other machi ne
accessi bl e via network.

37.5.9 It is not acceptable to use the internet
information or resources unless permssion to do so
has been granted by the owners or holders of the
rights to those resources and information.

37.6 Disciplinary Action

Each enployee who violates this policy may be subject to
appropriate disciplinary action wup to and including
termnation of enploynent. Di sciplinary action shal
depend upon the severity of the incident.
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38.

Pr of essi onal Conduct.
38.1 Policy.

The Counci | recogni zes t hat t he pressures and
responsibilities of performng the required job duties, the
i kelihood that not everyone that an enployee has to serve
wll behave in a civil manner, and the general stresses of
nmodern society can, fromtinme to tine, result in coments
or behaviors that are inappropriate. Nevertheless, our
obligation to deliver professional services and to work
together in that regard requires that certain broad
policies be established.

38.2 Purpose.

38.2.1 To remnd Town enployees that we work for our
residents and customers and should treat t hem
appropriately with respect, avoiding confrontation and
seeking to cooperatively resolve any issues or
probl ens, even in those situations where the custoner
is behaving inappropriately, is in violation of an
ordi nance or procedure, or has failed to neet their
financial or other obligations to the town.

38.2.2 To remnd Town enployees that we all have to
work together for the benefit and in the service of
our residents and custoners, and that we need to treat
each other wth respect, avoiding inappropriate or
negative comment, runmor or gossip about another
enpl oyee’ s conduct, ability, famly/marital situation

conpetence, norals, etc.

38.2.3 To advise Town enployees that Council takes
seriously how we treat customers and how we as Town
enpl oyees are perceived and respect ed in the
comunity.

38. 3. Pr ocedur e.

38.3.1 Enpl oyees are to refrain from naking
derogatory, insulting or hostile comments to any
custoner, contractor, business or fellow enployee,
appoi nted or elected official or about any of these to
anot her party wher e such action affects t he
performance of our responsibilities or the perception
of the town or its enployees to the public.

38.3.2 Enpl oyees are to refrain from naking or
engaging in spreading of runors, insinuations or
gossip of a derogatory, insulting or hostile nature
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about any enployee’s conduct, ability, famly/marita
situation, conpetence, norals, etc.

38.3.3 Enployees are to bring to the attention of the
Town Manager violations of this policy.

38.4 Disciplinary Action

Not w thstanding any other provisions of the Personnel
Policy, upon a witten conplaint having been brought to the
attention of the Town Manager, the Departnent Head and the
enpl oyee agai nst whom the conplaint has been filed, along
with the relevant departnent head, shall neet to ascertain
the circunstances of the conplaint and any clarification or
ot her information pertaining thereto.

38.4.1 A 1% offense, if supported by and as
docunented by information gathered by the Town
Manager, shall result in a warning wth a record of
t he discussion to be placed in the enployee’s file.

38.4.2 A 2" offense, if supported by and as
docunented by information gathered by the Town
Manager, shall result in a witten warning and
di scipline as provided in Section 38 of the Personnel
Policy, including suspension if warranted by the
severity of the matter.

38.4.3 A 39 offense, if supported by and as
docunented by information gathered by the Town
Manager, shall result in denotion, |oss of increnent
or dism ssal pursuant to section 38 of the Personnel
Policy, as warranted.

38.5 Gievance Procedure.
The grievance procedures provided in Section 40 the

Personnel Policy shall apply to any actions pursuant to
this policy.
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39.

Di sciplinary Action
39.1 Policy.

It is the Town's policy to establish disciplinary policies
and procedures which are effective, fair and consistently
applied to all enployees. The severity of the disciplinary
measure applied will be related to the seriousness of the
offense commtted and may take a variety of forms ranging
froma verbal warning to term nation from enploynent. Unless
specified herein, no disciplinary neasure shall be deened to
be a requisite for another. Further there is no presunption
of progressive disciplinary actions.

39.2 Types of Disciplinary Measures.
39. 2.1 Counseling.

Counseling is a personal neeting between supervisor
and enployee to alleviate mnor performance problens
or errors in judgnent.

39.2.2 Oal Reprimand.

An oral reprimand may be used by a supervisor to
i ndicate disapproval concerning a specific act,
infraction or violation of a policy or procedure.

39.2.3 Witten Reprimand.

A witten reprimand is a matter of record for use by
department supervisors and the Town Manager. This form
of disciplinary action is used for a series of mnor
infractions or a serious infraction which, in the
opinion of the departnment supervisor or the Town
Manager, does not warrant nore serious disciplinary
action.

39.2.4 Loss of increnent.

Loss of increnent neans that an enployee is not
considered for his or her annual step increase in pay
for that year. Loss of increnent may arise when an
enpl oyee receives two (2) witten reprinmands during a
twelve (12) nonth period. Loss of increnent shall
only be authorized by the Town Manager.

39. 2.5 Denotion.
A denption is the novenent of an enployee from one

merit system position to another with a |ower grade
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| evel assignnent. It need not, but may, result in a
reduction in current salary. A witten statenent
setting forth the reasons for a denotion shall be
furnished to the affected enployee at |east five (5)
wor ki ng days prior to the proposed effective date of
the action. Denotion shall only be authorized by the
Town Manager .

39.2.6 Suspension Wth or Wthout Pay.

Any enpl oyee may be suspended with or without pay for
reasons  of m sconduct , negl i gence, i nefficiency,
i nsubor di nati on, repeated unauthorized absence or
ot her offenses as determ ned by the Town Manager when,
given the nature of the offense, other personnel
actions woul d be i nappropri ate. A depart nment
supervi sor, upon approval by the Town Manager, shall
have the authority to suspend individuals with or
wi thout pay for a period of time ranging from the
remai nder of a working day to fifteen (15) working
days. Suspensions shall be mde in witing and
delivered by hand by the departnent supervisor and
forwarded to the enployee by certified mail wth a
return receipt.

39. 2. 7 Suspensi on—Pendi ng Tri al .

An enployee who is charged wth commtting an
indictable offense while in the execution of his or
her duties may be suspended with or w thout pay at the
di scretion of the Town Mnager until such tine as the
case has been disposed by the appropriate court.
Factors to be considered by the Town Mnager in
determning whether suspension shall be wth or
wi t hout pay shall include: the nature and seriousness
of the offense charged, the substantiality of the
evi dence against the enployee, whether the enployee
has nerely been arrested and charged or has been bound
over for trial following a prelimnary hearing or
grand jury indictnent, and the anticipated trial date.
Benefits shall continue to accrue and the salary due
the enployee shall be held in trust pending the
court's decision. Enployees who are acquitted shal
have any anounts of salary which have been held in
trust returned to them along wth the accrued interest
at the prevailing savings account rate. In the event
the enployee is found guilty of the offense, the Town
Manager shall seek a |egal opinion as to the
appropriate disposition of any salary which has been
wi t hhel d.
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39.2.8 Dism ssal. (see also Section 42, Tenure)

Dismissal is the termnation of an enpl oyee from Town
enpl oynment for cause. The Town Council may dismss
any enployee upon the recomendation of the Town
Manager in accordance with the provisions of this
policy. In general, an enployee may be dism ssed for
the inability to perform required wrk or for
m sconduct , negl i gence, i nefficiency, I nconpet ency,
i nsubordi nation, repeated unauthorized absence, or
other acts of omssions which in the opinion of the
Town WManager, after giving due consideration to the
nature and circunstances of the offense, ot her
personnel actions would be inappropriate. By way of
exanple and not in limtation, the followng list may
be cause for dism ssal:

1) conviction of a felony or any crimnal
of fense involving noral turpitude, theft or
di shonesty

2) i ntoxi cation or being under the influence of
drugs or al cohol while on duty

3) engaging in the sale, wuse, possession, or
transfer of illegal drugs or controlled
subst ances

4) want on carel essness or gross negligence in
t he performance of duties

5) wanton offensive behavior or the brutal
treatment of fellow enployees or other
per sons

6) knowi ng violation of | aw ordi nance or
regul ation where such violation constitutes
a gross deviation from normally-accepted
conduct

7) failure to obey any order or direction nade
or given by a supervisor when such failure to
obey anmounts to an act of insubordination

8) engaging in a private business or in a trade
or occupation, the nature of which interferes
with the proficient performance of duties for
the enpl oyer or which could be a conflict of
I nt erest
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9)

10)

11)

12)

13)

14)

15)

16)

17)

18)

19)

20)

21)

absent w thout perm ssion or good cause for
t hree consecutive days and/ or wi t hout
noti fying t he enpl oyee' s depart ment
supervisor of the enployee's intention to
return to work

excessi ve absenteei sm and/or m suse of sick
| eave

any other conduct when, given the nature and
ci rcunst ance of t he of f ense, ot her
disciplinary action, in the opinion of the
Town Manager, woul d be inappropriate

using Town property, real and/or personal,
for personal reasons wthout the express
consent of the Town Manager.

taking of Town  property, r eal and/ or
personal, wth the intent to steal such
property

pursuing any non-job related activities
during work-tine hours

ganbling while on duty

prof ane, obscene, or insulting words toward
the public or other Town enpl oyees

failure to rei nburse the Town for funds due

menber shi p in any or gani zati on whi ch
advocates acts of terrorism or the violent
overt hrow of any | egal |y constituted

government by force

t hr eat eni ng, i ntimdating, har assi ng or
interfering with enployees or supervisors at
any tine

any ot her conduct of an enpl oyee which is not
in keeping with standards applicable to such
enpl oyee in the performance of his or her
wor k

solicitation or acceptance of any valuable
consi deration under ci rcunst ances whi ch
reasonabl y i ndi cate t hat such
solicitation or acceptance was nade or given
with the intent of influencing the enpl oyee
in the performance of his/her duties
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40.

Gri evance.

40. 1 Poli cy.

Legitimate problens and differences of opinions wll arise
between the enployer and its enployees. It shall be the
responsibility of all departnment supervisors and other

adm nistrators to establish and maintain a work climte
within which an enployee's grievance may be identified,
presented, discussed and given fair, pronpt consideration.
In presenting a grievance, an enployee mnust be assured
freedom from restraint, i nterference, coer ci on,
discrimnation and reprisal. Enployees have the right to
representation of their own choosing and at their own
expense at any level of review A grievance is a fornal
witten conplaint by an enployee arising out of a
m sunder st andi ng or disagreenent between an enployee and
supervi sor which expresses dissatisfaction concerning a
condition of enpl oynment or t r eat ment by managenent,
supervi sors or other enployees.

Nothing in this section shall be construed to nodify the
rights of the Town of Snyrna to dismss an enployee at wl|
during his/her initial or any subsequent probationary

period, and no probationary enployee shall be entitled to
file a grievance under this section.

40. 2 Procedure.
40.2.1 Filing a Gievance.

In the event a problem cannot be settled informally
t hr ough or al di scussi ons W th an enpl oyee' s
supervisor, a grievance may be filed if an enployee is
adversely affected and if the enpl oyee all eges:

a) vi ol ati on, m sinterpretation or i npr oper
application of est abl i shed | aws,
regul ati ons, procedures or policies

b) an inproper or unfair act by a supervisor or
ot her enployee which may include coercion,
restraint, reprisal, har assnent or
intimdation

c) an inproper, inequitable or wunfair act in
the adm nistration of the nerit system which
may i ncl ude pronot i onal opportunities,

selection for training, duty assignnments,
wor k schedul es, transfers and reductions in
force
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d) an I npr oper, i nequi t abl e or unfair
application of conpensation, policies and
enpl oyee benefits which may include salary,
pay differentials, awards, overtine pay,
| eave, insurance, retirement and holidays

e) any disciplinary action involving that
enpl oyee which disciplinary action involves
a witten reprimand, loss of increnent,

suspensi on, denotion, or dism ssal

Provi ded, however, that any performance eval uation
conducted during the probationary period as set forth
in Section 4.2.2 shall not be grievable.

40. 2.2 Gi evance Procedure.

Wen an enployee has a grievance, the follow ng
successive steps are to be taken. The nunber of days
for each step should be considered the nmaxi num nunber
of working days unless otherwi se provided and every
effort should be made to expedite the process. Tine
l[imts at any step, however, may be extended by nutual
consent. All docunents used in this procedure nust be
dated and signed by the respondent and recipient. The
procedure for the presentation, consideration and
di sposition of enployee grievances is as foll ows:

a) An enpl oyee, who has conpl et ed t he
probationary period nmay, wthin ten (10)
wor ki ng days of the cause of a grievance,
present the grievance in witing to his or
her departnment supervisor. The supervisor
shall, wthin five (5) working days of
receiving an enployee's witten grievance,
meet and discuss the grievance wth the
enpl oyee and then reply in witing to the
enpl oyee within five (5) working days of
their neeting. The grievance and the answer
shall be reported to the Town Manager.

b) In the wevent the immediate supervisor's
deci si on IS not sati sfactory to t he
enpl oyee, the enployee may, within five (5)
wor ki ng days of receiving the supervisor's
witten reply, present an appeal in witing
to the Town Manager. The Town Manager shal
confer with the enployee and the departnent
supervi sor about the grievance within five
(5 working days after the appeal is
presented and shall render a witten
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decision to the enployee within ten (10)
wor ki ng days.

c) The Town Manager's decision shall be final
unl ess an appeal is filed with the Mayor and
Town Council within ten (10) working days. A
hearing shall be scheduled wthin thirty
(30) working days of the appeal bei ng
submtted to the Mayor and Town Council. The
Mayor and Town Council will render a witten
decision to the enployee within ten (10)
wor ki ng days.

40.2.3 Nothing in the grievance procedure shall be
construed to nodify the rights of the Town of Snyrna
to justly hire, transfer, reward, denpote or dismss
enpl oyees or to determne the nethods, neans and
personnel affecting the efficient operation of the
Town' s busi ness.
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41. Separation
41.1 Policy.

Al'l separations of enployees from positions in the service
of the Town shall be designated as one of the follow ng
types: resi gnation, reducti on in force, retirenent,
di sm ssal or death.

41. 2 Procedure.

Al separations shall be accomplished in the nmanner
i ndi cat ed bel ow

41. 2.1 Resignation

In order to resign in good standing, a non-exenpt
enpl oyee shall give two (2) weeks notice of his or her
intention to termnate enploynment and an exenpt
enpl oyee shall give thirty (30) days notice of his or
her intention to termnate enploynent. Such notice
shall be given in witing by the resigning enployee to
his or her departnent supervisor who shall pronptly
notify the Town Manager. Enpl oyees are encouraged to
inform their supervisor as far in advance of
separation as possible to enable the supervisor to
prepare for the position vacancy.

41. 2.2 Reduction in Force.

In the event that a reduction in force becones
necessary, consideration shall be given to the quality
of each enployee's past performance, the need for the
enpl oyee's service, and seniority in determning those
enpl oyees to be retained. Enployees who are laid off
because of a reduction in force shall be given at
| east two (2) weeks notice of anticipated |ayoff.

41.2.3 Retirenent.

The normal retirement date for all «civilian Town
enployees is the date of the individual enployee's
65th birthday. Mnthly retirenent benefits begin on
the first day of the nonth following that date or on
the enployee's 65th birthday if that falls on the
first day of the nonth. Benefits will continue to be
paid in accordance with the form of paynent that the
enpl oyee has elected. If an enployee has attai ned Age
55 and has conpleted at least ten (10) years of
Vesting Service, the enployee may el ect an early
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retirement date. Monthly retirenment benefits can begin
on the first day of any nonth between the date of the
early retirement and the normal retirement date.
Paynents will continue in accordance with the form of
paynent that the enpl oyee has el ected.

The normal retirement date for all Police Oficers is
the date of the individual's 50th birthday. Monthly
retirement benefits begin on the first day of the
month following that date or on the enployee's 50th
birthday if that falls on the first day of the nonth.
Benefits will continue to be paid in accordance wth
the form of paynent that the enployee has elected.
There are no special retirenent benefits payabl e under
this plan.

41. 2.4 Death,

Al'l conpensation due in accordance with Section 8 of
this policy will be paid to the estate of a deceased
enpl oyee. The date of death shall be recorded as the
separation date for computing conpensation due.

41.2.5 Di sm ssal .

Separation from service due to dismssal is described
in Section 39 of this policy.
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42. Tenure.

The tenure of every enployee shall be conditioned on good
behavi or and the satisfactory performance of duties as indicated
by evaluation reports prepared by the Departnment Head and
reviewed by the Town Manager. Tenure shall also be conditioned
upon availability of funding and work. Any enployee may be
tenporarily separated by layoff or permanently separated by
resignation, retirenent, or termnation, according to procedure
outlined in this Section.

Wenever there is a lack of work or lack of funds requiring
reductions in the nunber of enployees in a Departnent or
Division of the Town government, the required reductions shall
be made in such positions as the Departnment Head may designate.
In making such determnations, the Departnent Head shal
consider: the relative length of service of the enployees in the
departnment, their relative quality of service as reflected in
their performance evaluations, and the know edge, skills,
experience, t echni cal training and/or aptitude of t hose
enpl oyees in view of the Town's requirenents. Length of service
al one shall be an inportant, but not controlling, factor in the
determnation. Wthin each affected job class, all tenporary
enpl oyees shall be laid off before any probationary enployees,
and all probationary enployees shall be laid off before any
per manent enpl oyees.
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43. Separability.

| f any section, paragraph, sentence or clause of this Policy is
determned or declared to be invalid or unenforceable by any

court of conpetent jurisdiction, the remainder hereof shal
remain in full force and effect.
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