RESOLUTION NUMBER 90-24
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A RES?}éTION/;DOPTING A PERSONNEL POLICY AND AUTHORIZING THE
DISTRIBUTION OF SAME TO PRESENT AND FUTURE EMPLOYEES OF THE
VILLAGE OF BUCKEYE LAKE: (AND REPEALING RESOLUTION 84-21) ‘

T WHEREAS, the Council desires to implement a personnel
policy for the employees of the Village of Buckeye Lake.

NOW, THEREFORE, BE IT RESOLVED BY THE COUNCIL OF THE
VILLAGE OF BUCKEYE LAKE, COUNTY OF LICKING AND STATE OF OHIO,
that:

Section 1: The Employee Personnel Handbook, a copy of which
is attached hereto and incorporated as if fully
rewritten herein, is hereby adopted by the Council
of the Village of Buckeye Lake as its official
Employee Personnel Handbook and shall be utilized
by the Village and its employees from and after
the effective date of this Resolution.

Section 2: The Village intends to waive none of the rights
it may have by virtue of the Ohio Revised Code
because certain subjects may not be specifically
addressed in this Handbook.

Section 3: This Resolution shall go into full force and effect
from and after the earliest period allowed by law.

Adopted this . 4 day of inQZiﬂzt,/%99O
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WELCOME . . .

to the Village of Buckeye Lake, Ohio, and to your employment
here.

You are a new employee of the Village, but hopefully, many
more will follow you as jobs are created. This is gquantity, but
what we really care about is quality, and quality depends on you
and your fellow workers.

You were selected for the job because we believe you have
the right training, ability, skills and personal qualities. You
represent the entire Village Government in your work and in your
dealings with the public.

In operating our Village, certain rules and regulations are
established in order to operate efficiently. As an employee,
there are certain things you must do and there are other things
that the Village does for you.

This Handbook has been prepared to give you some important
facts.

THE HANDBOOK

This handbook has been prepared by the Personnel Committee
of the Village of Buckeye Lake, Ohio, to answer some of the
questions that have arisen since the Village began hiring
employees.

All questions are not answered here, but it is hoped that by
reading it, you will acquire a better understanding of what is
expected of you and what you can expect in return.

This Handbook is to be used for informational purposes and
not replace, add to, or change any state requirements,
ordinances, resolutions, or other written instructions or
regulations.

INTRODUCTION

It is a generally accepted principle that personnel
legislation by a non-charter village is valid where there 1is no
state statute or variance, but is invalid where there 1is a state
statute or variance. In other words, non-charter village
personnel practice cannot conflict with state statutes.
Therefore, most of the provisions listed in this Handbook are the
rules as voted by Council of the Village of Buckeye Lake.

\



Ohio Village Governments are exempt from State
Constitutional and Statutory requirements pertaining to Civil
Service.

While the Ohio Revised Code contains important personnel
provisions, it does not provide a complete personnel system and
much 1is 1left to the discretion of the Village Council in
determining what -- in addition to statutory requirements -- is
right and proper for a particular village personnel system.
Thus, this Handbook.

SALARIES

Rates of pay for different positions in the Village are
established by Ordinance of the Village Council. Compensation
for any kind of work is properly based on the relative worth of
the job. The prevailing minimum wage is followed.

Employees shall be evaluated after a six-month probationary
period and annually thereafter in May. Following satisfactory
evaluation, raises may be granted annually on the anniversary
date based on the percentage of funds available.

PAYDAY AND YOUR PAYCHECK

Village employees are paid bi-weekly on Friday. The first
week's pay will be withheld. Deductions from your total salary
shall include the prevailing rate for Public Employees Retirement
and Police/Firemen Pension Fund.

Also, withheld from your check will be Federal Income Tax,
State Income Tax, and Medicare.

Village employees may be hired as 19-hour per week workers
and are hired on a contractual basis.

PROBATIONARY PERIOD

All new employees shall be processed through the Personnel
Committee. All new employees shall furnish personal and
professional references.

Appointments to the positions of all Village employees shall
be for a probationary period of six months continuous service,
and no position shall be final wuntil the appointee has
satisfactorily served his/her probationary period.



At the end of the probationary period, the Mayor shall
transmit to the Council a record of such employee's service with
his/her recommendations thereon and he/she may, with the
concurrence of Council, remove or finally appoint the employee.

BASIC PERSONNEL STRUCTURE

Required Positions in the Village Service:

1. All Elected Positions, including Clerk-Treasurer
2. Village Marshall (Police Chief)

3. Street Commissioner

4. Legal Advisor

5 Tourist Clerk

6. Street Supervisor

T Mayor's Court Clerk

Permissive Positions:

15 Deputy Marshals
2 Auxiliary Police
K Street Department Employees

4. Code Enforcement Officer

5. Fire Prevention Officer :

6. Employees Selected for Positions in State/Federal
Grants

T Others As Needed

Appointments by Mavyor (Approval of Council)

L. Street Commissioner or Supervisor
2 Marshall
3. All Deputy Marshals and Auxiliary Policemen

4. Fire Prevention Officer and Assistant Fire Prevention
Officer

5. Village Representatives to the Recreation Advisory
Board

Street Commissioner appoints employees responsible to

him/her with Council approval. The Mayor is charged with the
responsibility of providing general supervision over each
department.



YOUR RELATIONS WITH THE PUBLIC

Because you are employed by the Village, you have a serious
and important public relations responsibility. Your work, your
conduct, your attitude are all subject to close inspection by our
employers -- the taxpaying public.

Away from your Jjob, don't assume that your leisure time
activities have no bearing on your employment with the Village.
In many . cases, you are the only Village employee a certain
individual may Kknow. It is the general policy of the Village
not to interfere with your spare time, but remember, in many
cases, you are the Village.

If you take pride in doing your job well, others will catch
the same spirit. The reputation of the Village will depend a

great part on what you and your fellow-workers think and say
about the Village. ’

Be courteous in all your dealings.

PUNCTUALITY - ATTENDANCE

Except for the Police Department and part-time employees,
the normal work schedule consists of a five-day, 35 hour week.
Most employees work from 8:00 a.m. to 4:00 p.m., with one hour
for lunch. However, public business goes on for twenty-four
hours a day, so in some jobs, the hours will vary.

The village has the right to demand of each employee:

1. Punctuality in reporting for work each day.

2. Regularity of attendance at work.

3 If you know you are going to be late or going to miss a
day's work, entirely, tell your supervisor immediately.

When you are late for work, you cause others to delay their
schedules. When you don't show up at all, you disrupt a lot of
schedules. Absence without leave for three consecutive work days
shall be deemed a resignation. You may be reinstated anytime
within thirty (30) days with the approval of the appointing
authority, provided you submit a satisfactory explanation of the
cause of your absence.



CARE OF PROPERTY

Be as careful with Village property as you are with your own
property. Do not waste supplies and never use Village material
for personal business.

If you are employed by a department which provides an
automobile or truck for you to do your work, you should give it
the same care you would your own. Report immediately any
equipment needing attention or repair.

Loafing on the Jjob is inexcusable and 1leads to harsh
criticism from the taxpayers. If you don't have enough work to
do, report this fact to your supervisor, so the problem can be
solved.

The Village's government must be operated on a businesslike
basis if it is to hold the confidence and respect of the people.

Uniforms : Allowances: Police Chief, $175.00 annually; paid
officers, $125.00 annually; auxiliary uniforms shall be voted on
by Council after one year of service.

OVERTIME

You may be asked to work overtime if the work load is heavy
or when you have a special job to do or an emergency exists.
Compensatory time will be given.

Time worked beyond quitting time, without official request,
is not overtime. Authorized overtime may be compensated by
allowing time off from work (refer to resolution 88.14).

SICK LEAVE

Fuv 7.
A'(i‘el.lq’ﬁ‘:‘ﬁmulate sick leave with pay at the rate of 4.6 hours
for every 80 hours worked. Full-time employees after six months.

A. Sick leave can be wused for absences due to: personal
illness, pregnancy, injury or exposure to contagious
disease which could be communicated to others, illness,
and injury.

If you are terminated, laid off, or resign, vyou will
not be paid for any unused accumulated sick leave.
After ten years of Village employment, yeswSEwr—sacpive
1/4 of the employee's unused (accrued) sick leave.

[}



One day of sick leave can be used to attend funeral of
family members, and three days, or reasonable time as
approved by your supervisor and the Mayor, for spouse
or children.

B. If you cannot come to work, let your supervisor Know
promptly. Any illness (absence) in excess of three
days, shall require a physicians's certification.

Cs During the six-month probationa period, no sick pay
will be paid for the first 6£é§6£ days. Pay will

commence the g?tgé-day providing a doctor's statement
is submitted 7 stating that the person was unable to

perform their normal duties.

HOSPITALIZATION

The Village will pay for hospitalization (surgical) for the
employee and family. Hospitalization becomes effective when the
insuring company approves.

HOLIDAYS

Employees of the Village receive pay, but do not work, on
the following Holidays:

New Year's Day
President's Day

Martin Luther King Day
Memorial Day
Ihndependence Day

Labor Day

Thanksgiving

Christmas

The employee must work the day before and the day following
the holiday to be eligible for the holiday pay with approval of
the supervisor. If a holiday comes on a weekend, the
corresponding day will be paid.

VACATION TIME

After one year of employment with the Village of Buckeye
Lake, each full-time employee shall have earned one week of
vacation leave with full pay based on their regular work hours.

After three years of full-time employment, an employee shall
\



be entitled to two weeks vacation leave with full pay.

After seven years of full-time employment, an employee shall
be entitled to three weeks of vacation time, per annum.

Vacation time shall be taken by all employees during the
year in which it is accrued.
Upon termination or separation of employment, a full-time

employee is entitled to vacation pay that has been accrued.

SAFETY AND WORKER'S COMPENSATION

BE CAREFUL! BE SAFE! DON'T GET HURT!! It's the Village's
business to provide the safest possible conditions for the
various types of work, but the possibility of an accident is
always present. You can help promote safety by reporting unsafe
conditions or equipment and suggesting improvements that would
make the work safer.

If you are injured while on the job, the following actions
should be taken:

1. You must be given immediate medical attention. You
should either contact our emergency squad or be taken
to the hospital if it is of a serious nature.

2. If you are injured on the Jjob, however slightly, you
must report the fact immediately to your supervisor.
Failure to do this delays proper medical care and may
result 1in the wunfavorable action wupon a claim for
compensation of payment fees.

State Law requires that compensation for on-the-job
accidents be handled through the State Industrial Commission.

Workmen's Compensation Law of Ohio provides compensation to
workmen and their dependents for death, injuries or occupational
disease. Coverage is extended to every person in the service of
the Village, including elected officials, employees, volunteers
and auxiliaries.

DISCIPLINE

An employee can be removed from their position for
incompetence or misconduct.



The Mayor is responsible for initiating discipline
procedures against:

(a) Village Officers (those with executive power)
(b) Police Chief and all Police Personnel

(c) Street Personnel

(d) Code Enforcement

(e) And Other Employees

Individual cases for discipline will be evaluated by the
supervisor and referred to the Mayor for action to be taken in
accordance with State Requirements. There are procedures the
Mayor must follow in these disciplinary matters.

An employee may be subject to disciplinary action including
dismissal for the following:

Incompetence

Dishonesty

Immoral Conduct

Discourteous Treatment of the Public

Violations of Village Ordinances - General Code
Inefficiency

Drunkenness

Insubordination

Neglect to Duty

Any Other Reasonable and Just Cause

DISCIPLINARY ACTION

Reprimand (Verbal)

Your supervisor may talk with you regarding the error
you have committed. This may be in private. The
reprimand should be entered on your record.

Reprimand (Written)

You may be given a written reprimand (first or second
offense). You will be given a copy and a copy goes
into your files.

Suspension

You may be suspended without pay for disciplinary
purposes not to exceed thirty (30) days.



Discharge
You may be discharged for reasons previously indicated

involving incompetence or misconduct. You will be
informed in writing and given a chance to explain in
writing. s

A FINAL WORD

As an employee of the Village of Buckeye Lake, your
employers are the taxpayers of this Village.

We hope that you will realize that your welfare as an
employee will rise or fall exactly in accordance with the
advancement of the Village. If you do a good job, it will only
make our Village better.

In other words, your future as an employee, as well as the future
of the Village, depends somewhat on your honesty, industry,
efficiency and loyalty to this trust . . . your job!



_ RESOLUTION NUMBIR _____Q_P‘ff/zz
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A RESOLUTION ESTABLISHING A FORMAL POLICY CONCERNING THIEE USE OF
COMPENSATORY LEAVE TIME.

WHEREAS, the Council of the Village of Buchkeve Lakn? Ohio,
desires to establish a procedure and policy regapdlng theJ
awarding, accumulation, and use of compensatory leave Lime.

NOW, THEREFORE, BE IT RESOLVED BY THE COUNCIL OF THE VILLAGE OF
BUCKEYE LAKE, COUNTY OF LICKING, AND STATE OF OHlO, that:

SECTION ONE - DEFINITIONS:

1. Employee - an individual who works for wages or salary paid
by the  Village, not including elected officials, appointed
officials, or individuals who have a contractual relationship

with the Village.

2. Elected Officials - elected otftficials include the mayor,
clerk/treasurer and all council members.

3. Appointed Officials - appointed ofticials include the chief
of police and the street supervisor.

4., Compensatory Time - time accumulated by an employee for hours
worked in excess of a forty (40) hour work week.

SECTION TWO:

An employee of the Village who is required to perform duties
tfor the Village in excess of forty (40) hours per week shall
receive compensatory leave credit for those hours worked in
excess of forty (40) hours.

SECTION THREE:

Compensatory leave credit shall be calculated at a rate equal
to the number of hours an employee works in excess of a forty
(40) hour week. '

SECTION FOUR:

An employee may use accumulated compensalory leave time
credit subject to the following criteria:

I. The employee must give notice to his or her supervisor at
least forty-eight (48) hours in advance so as not to disrupt the
providing of services to the Village. Superyisors may waive this
requirement for good cause shown. -

2 The employee must report the use of compensalory leave



time taken to the Village Clerk on forms to be provided by the
Clerk.

SECTION FIVE:

The Clerk/Treasurer shall eempensade employvees utilizing
compensatory leave time at the same rate they would have received

had they actually worked the time taken as compensatory leave.

The Clerk/Treasurer shall keep an up-to-date record ot those
employees entitled to compensatory leave time as well as the
number of compensatory hours those emplovees have to their
credit. The Clerk/Treasurer shall deduct compensatory leave
credit for time taken as compensatory leave and credit the
employee when compensatory leave is earned.

SECTION SIX:

No employee shall be permitted to accumulate more than thirty
(30) hours of compensatory leave time to his or her credit in any
month. Employees and supervisors shall review, on a regular
basis, compensatory leave time accumulations and supervisors
shall order the use of compensatory time credits whenever it
appears the employee will exceed ninety (90) hours.

SECTION SEVEN:

When an employee separates, voluntarily, from service with
the Village, he shall be compensated for any compensatory leave
time that he has accumulated up until the date ot separation.
The employee shall, in no event, receive more than ninety (90)
hours of pay.

SECTION EIGHT:

This Resolution shall go into full force and efftfect trom and
after the earliest period allowed by law.

Adopted this gé 4// day of [jZZLiZ@%ZeL) , 1988.

MAYOR
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