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Section 2:
Employment with the Village

2.1
ORIENTATION PERIOD 
Generally, Employees are hired on a six month (180 days) orientation basis. Your orientation period begins on the day you start work at The Village of Harveysburg and normally ends when you have completed six months (180 calendar days) of employment. In certain individual departments, there may be a longer or shorter orientation period assigned to the position being filled, but only with the approval of the Village Council. 

Your orientation period serves as a time of training, counseling and evaluation to help you become familiar with your new job and new surroundings. You are not expected to learn everything about your new position on the first day. Please feel free to ask questions and make comments on anything you do not understand or are concerned about. Every effort will be made to help you adjust to your new duties and responsibilities. When you have satisfactorily completed your orientation period, you will be granted permanent status.

During this period, the Department Head or his/her designee will be supervising your training and will be evaluating your ability to do your job in a satisfactory overall way. During this orientation period an employee may receive a verbal reprimand, written reprimand, suspension without pay, or termination at any time and shall have no appeal, including appeal through the complaint resolution process.

You or the Village can sever this relationship at any time during the orientation period. The Department Head may terminate the employee without advance notice.  The Village may initiate termination during the orientation period if performance does not meet established job standards. Employment decisions made by the Department Head during the orientation period are not subject to a review under the complaint resolution process.

2.2
ORIENTATION PERIOD FOLLOWING PROMOTION 
Whenever an employee is promoted, he or she immediately begins a new orientation period of the same length as would be served by an employee in an original appointment to that classification.  However, if during the orientation period following promotion the employee's services are found unsatisfactory, he or she may be reduced to the position which he or she held prior to promotion.  If an employee is demoted during his or her orientation period following promotion, this action will complete the orientation period.
2.3 FINAL APPOINTMENT
Upon the successful completion of your orientation period, a record of your service will be transmitted to the Village Council.  
2.4
DISCIPLINARY ACTION   
Employees within their orientation period may be removed, demoted, or disciplined at any time by written notice to the employee by the Department Head if and when the department head or immediate supervisor indicates that his/her performance is unsatisfactory. Such removal or demotion shall not be subject to appeal. Copies of all such notices involving removal or demotion shall be filed with the Fiscal Officer.
2.5
FALSE CREDENTIALS 
If it should come to the attention of the employer, at any time during employment that an employee was hired on the basis of false credentials, or other intentional deception, said employee will be subject to disciplinary procedures, up to and including dismissal.

2.6
HIRING POLICY

It is the policy of the Village to be an equal opportunity employer and to hire individuals solely upon the basis of their qualifications and ability to do the job to be filled. Unless otherwise provided in writing, employment with The Village of Harveysburg is considered to be at-will, (excludes Police Officers) so that either party may terminate the relationship at any time for any lawful reason, with or without cause.
Department Heads who need to fill a position or want to add a new job position should submit an employment request to the Mayor.  A formal proposal will be presented to the Village Council for consideration.  There will be no new positions created or open positions filled without the consent of the majority of Council.
The Village of Harveysburg will normally try to fill job openings above entry level by promoting from within, if qualified applicants are known to be available internally. The Village of Harveysburg shall recall any known qualified individuals who are on layoff status before recruiting applicants from outside the organization.

If candidates from within The Village of Harveysburg are to be considered for job openings, the

Fiscal Officer will post the openings in accordance with the Village’s hiring policy. 
If candidates from outside The Village of Harveysburg are to be considered for job openings, the Fiscal Officer or his/her designee will be responsible for all advertising.
During the recruitment, hiring, and orientation process, no statement is to be made promising permanent or guaranteed employment; no document should be called a contract unless, in fact, a written employment agreement is to be used. All non-police related employees of The Village of Harveysburg should be aware that employment with The Village of Harveysburg is at-will and exercise great care not to make any representations otherwise.  
2.7
EMPLOYEE DESIGNATIONS
Auxiliary Employee – An employee who is hired with no compensation.  
Elected – Those persons elected to their office by the general public.  Elected officials must have residency within the municipality for one year prior to election.
Hourly - Hourly employees are those persons whose wages have been established on an hourly basis.
Part Time Employee - an employee who works a normally scheduled week of less than twenty four (24) hours per week and whose employment is at will.

Orientation (Probationary) Period – any employee who has been hired but has been employed for less than six (6) months and has not been granted permanent status.
Salaried – Salaried employees are those persons whose salaries have been established on an annual basis.

Seasonal or Temporary Employee - an employee working for a brief period of time or on a specified project that has a termination date. 
2.8
EMPLOYMENT OF MINOR
When employing minors, the Village will abide by State and Federal regulations governing the employment of minors. Since the Village is mainly service oriented, requiring certification of State or Federal regulations, minors are generally excluded.
2.9
APPOINTMENT, MANAGEMENT and REMOVAL OF WORK FORCE
Except as otherwise provided below, the Mayor shall serve as the appointing authority for the members of the Village work force. Positions appointed by the Mayor to the Village work force include: Street and Zoning Employees and Office Personnel.
Positions appointed by the Mayor to the Village workforce include: Police Chief, Police Officers, Village Magistrate, Clerk of Courts, Fiscal Officer and Village Administrator or Street Commissioner.
All appointments to and removal from the Village work force shall be subject to approval or disapproval by the Village Council.
2.10
IMMIGRATION REFORM AND CONTROL.

In accordance with the provisions of the Immigration Reform and Control Act of 1986, the Village has adopted the policies set forth below.

a. The Village of Harveysburg shall not knowingly recruit, or continue to employ any alien hired after November 6, 1986, without substantiating and documenting that alien’s eligibility in accordance with provisions established by this policy.

b. The Village of Harveysburg has established an employment verification system and shall retain appropriate records establishing that each employee of the Village, hired after November 6, 1986, is lawfully authorized to work in the United States as either a U.S. citizen or as a “properly documented alien”.  

c. As a condition of continued employment, the Village Administrator, Department Supervisor, or designee shall verify both the identity and the employment eligibility of newly hired employees for employment.
	



