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fSection 1: 
Introduction
1.1 HOW TO USE THIS HANDBOOK

This handbook is not a contract of employment, but rather establishes guidelines the Village of Harveysburg may change as necessary, with or without notice.  Unless otherwise provided by law, all employees are “At Will” employees who may be terminated without cause and without a hearing.
It is required that all employees be provided time to go over this handbook and make sure they are aware of its contents and how it applies.

All employees will be provided a copy of this document in either paper or electronic form.  

This Handbook describes important information.  You, as an employee are responsible for reading this Handbook, familiarizing yourself with its contents and adhering to all of the policies and procedures, whether set forth in this Handbook or elsewhere.

Since the information, policies and benefits described here are necessarily subject to change, revisions to the Handbook may occur.  All such changes will be communicated through official notices, and revised information may supersede, modify or eliminate existing policies.  It is the employees responsibility that any changes received be immediately included in the employee's copy of the handbook to avoid any misunderstandings.

The Village of Harveysburg will maintain a copy of this handbook in a location accessible by all Village employees and members of the Administration.  
1.2 PURPOSE

The purpose of this document is to set forth policies, procedures, rules and regulations which shall apply to employees of the Village of Harveysburg, Ohio.
It is the intent of the Village Council that this document supplements, but not alters, any provision of the Ohio Revised Code.
1.3
AMENDMENTS

No one but the Village of Harveysburg Council shall have the authority to change this or any other provision of this handbook.  Any amendments made shall require a majority vote of the Village Council in open session as prescribed by law.
1.4
ADMINISTRATION

The Mayor shall be charged with applying the provisions of this handbook to provide for the orderly conduct of dealing effectively with the employees of the Village of Harveysburg in its pursuit to serve its citizens efficiently.

1.5
ADMINISTRATIVE ORDERS

References are contained in the handbook to other policies and procedures for individual departments. If a conflict between this handbook and an individual departments’ Standard Operating Procedures (SOP), the department’s SOP’s will supersede this handbook.
1.6 
STANDING ORDERS

The Village of Harveysburg may from time to time issue “Standing Orders”, which will have the same force as if included in these regulations

1.7
POSITIONS COVERED

All employees of The Village of Harveysburg shall be supplied a copy this handbook. All newly appointed employees shall be given a copy at the time of their appointment. 

Any amendment to this handbook shall be made available to the employees in writing or through means deemed appropriate by the Village of Harveysburg Council. It shall be the obligation of each employee to read and become familiar with these rules.

1.8
CREATION OF TITLES AND POSITIONS 

No title or position shall be created and no appointment made to any created title or position among the employees of this Village without the express consent of the Village Council.


1.9
EQUAL EMPLOYMENT OPPORTUNITY / AMERICANS WITH DISABILITIES ACT

The Village is an equal opportunity employer. It is an ongoing policy of The Village of Harveysburg to reaffirm its continuing commitment to afford all individuals who have the necessary qualifications an equal opportunity to compete for employment and advancement in the Village. 
To assure equal opportunity, there shall be no unlawful discrimination against or preferred treatment of any individual or group because of race, color, religion, sex, age, national origin, ancestry, disability or military / veteran status; nor will sexual harassment in any form be tolerated.

Equal opportunity within the Village shall operate with respect to employment opportunity, training, transfer, promotion, compensation, benefits, and any other term or condition of employment.

Any employee who believes he/she has suffered from discrimination should report this concern to his/her supervisor immediately or to the Mayor.  If the complaint involves the Mayor, the complaint shall be filed directly with the Village of Harveysburg Council President.
1.10 
OHIO ETHICS LAW

The Ohio Ethics Law applies to all Village officers and employees. The Village will provide a copy of the Ohio Ethics Law to all officers and employees.   All Village officers or employees are subject to the ethics law.   For questions or assistance with the Ohio Ethics Law, contact the Ohio Ethics Commission at (614) 466-7090.

1.11
SEVERABILITY CLAUSE   

If sections of these policies and procedures are held invalid, the remaining sections shall not be affected and shall remain in effect.

1.12
REPEALER 

Any prior resolutions, memoranda, or other written documents in conflict with these policies and procedures are hereby repealed. All oral statements past, present, and future in conflict with these policies and procedures are invalid.

1.13
NOTICE 

Information included in these personnel policies and procedures, compensation plan, and performance evaluation system are not to be considered a contract.  The Village of Harveysburg Council, at its option, may change, delete, suspend or discontinue any part or parts of the policies in this handbook at any time without prior notice. Any such action shall apply to existing as well as future employees with continued employment being the consideration between the employer and employee. Employees may not accrue eligibility for monetary benefits (provided for in writing) that they have not earned through actual time spent at work. Employees shall not accrue eligibility for any benefits, rights, or privileges beyond the last day worked. No one other than the Village of Harveysburg Council may alter or modify any of the policies in this document. No statement or promise by a supervisor, manager, or department head may be interpreted as a change in policy nor will it constitute an agreement with an employee.  
1.14
DEFINITIONS

Active Pay Status - includes time on duty
Appeal - the response of an employee to the decision made based on a disciplinary action
Appointing Authority - the person or agency that, based on the Ohio Revised Code, has the authority to employ persons to perform the required duties of the office or agency.  Included are the companion authority to dismiss, promote and other normal activities.
Discipline - an action taken against an employee by the supervisor or management as the result of an employee's lack of adherence to the rules and procedures of the organization and the community.

Employer – The Village of Harveysburg or the designee of the Department Head specifically authorized to make policy decisions on behalf of the Village.
Grievance - an action initiated by an employee concerning work rules, policies, or procedures.
Immediate Family - the immediate family of an employee includes the employee's spouse, child, parent, brother or sister, mother or father in-law, son or daughter in-law, as well as step-son, step-daughter, step-mother, step-father, step-brother, and step-sister.

Insubordination - A willful failure to obey a supervisor or an employer's lawful orders.
Mayor – the Mayor is the Chief Conservator of the peace.  He/she shall serve a four year term commencing the first day of January after being elected.  The Mayor shall have a Council vote in cases of a tie. 
Personnel Policies and Procedures - the rules and regulations governing the day to day relationships between employer and employee, which explain the privileges, benefits, and rights of the employee as well as the responsibilities of the employer.
President Pro–Tempore – a member of the Village Council appointed by his/her peers to serve as acting Mayor in the absence of the Mayor and who would become Mayor upon that office becoming vacant (O.R.C. 731.10).
Supervisor - an individual who has been authorized by the Village of Harveysburg Council to oversee and direct the work of other employees on a daily basis.
Village Council – a body of six members elected at large, for overlapping four-year terms.

	



