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Section 3: 
Hours of Work and Computation of Pay

3.1
PAY

It is solely at the discretion of the Village of Harveysburg Council to authorize pay through Resolution.
3.2
STANDARD WORK WEEK

The standard work week for all employees shall be 24 hours a week maximum (Office, Police, Streets) no exceptions.  The standard work week will be 15 hours a week from November 1st to April 1st.
3.3
COMPUTATION OF PAY

Hourly employees pay shall be computed by multiplying the hourly rate by the hours worked.  
Salaried employees are paid a set amount.  All pay shall be computed on the basis of twenty-six pay periods for each year.  Pay will be disbursed to employees at intervals determined by Resolution of the Village of Harveysburg Council.

3.4
NEW EMPLOYEES

Generally, a new employee shall be paid the minimum rate of pay for his or her job. The minimum rate for each class is based upon the assumption that a new employee meets the minimum qualifications stated in the class/job description.  If a new employee more than meets the minimum qualifications for a position, he or she may be appointed at the second step or in unusual cases at a still higher step.  Cases will be thoroughly analyzed and measured against objective standards and approved by the Village Council.
3.5
PROMOTIONS

When an employee is promoted to a new position, the employee's salary shall be increased to the minimum rate for the next higher class. Except in the case of overlapping ranges and when the employee to be promoted is at or above the minimum step of the class to which promoted, the promoted employee shall, as a minimum, be increased to the dollar step immediately above his or her present salary.
3.6
DEMOTIONS

When an employee is demoted, that employee shall be paid at a rate which is within the approved range for the lower classification. The rate of pay shall be set by the Village of Harveysburg Council taking into consideration the circumstances and surrounding reasons for the demotion, and any other factors.
3.7
INCREASES  
It is the policy of The Village of Harveysburg to reward good job performance by establishing an equitable system of providing pay increases. Any salary increase will become effective at the first full pay period in January and July.  Increases are determined by the yearly performance evaluation, up to 4% annually.  Increases will not be provided if the employee is still within his/her orientation period. All wage increases are subject to availability of funds as determined by the Finance Committee.
3.8
SHIFT DIFFERENTIAL
In certain departments, a shift differential may be paid to employees working the Second (2nd) and Third (3rd) Shifts. The shift differential will be paid with regular payroll.  The establishment of shift differential pay will be made exclusively by the Village Council.

3.9  
TEMPORARY EMPLOYMENT 

Compensation for temporary employees will be established by Resolution of the Village of Harveysburg Council.

3.10
PAYROLL DEDUCTIONS



Payroll deductions are determined by the forms completed upon hiring.   The employee must notify the Fiscal Officer of any changes in marital status or dependents as they may relate to insurance coverage and/or payroll tax withholding.
3.11
GARNISHMENT 

By court action, the Village of Harveysburg will withhold payments from an employee’s check to settle debts. This is done through a payroll garnishment. Repeated garnishments are a Level 1 Violation under the Discipline Policy.

3.12 
CASH ADVANCE POLICY 

It is the policy of The Village of Harveysburg that NO advance in an employee's pay is made, regardless of need.  
3.13
SCHEDULING

Each department head is responsible for determining the best use of a flexible work arrangement and must consider the impact on work effectiveness, efficiency and productivity. The supervisor is responsible for ensuring the department is appropriately staffed and trained in order to satisfy all service needs during normal business hours. Flexible work schedules are to be considered on a case-by-case basis and will be reviewed on the basis of feasibility and assurance that the department’s efficient and effective services will not be interrupted. While it is not required that alternate work schedules be uniformly available to all positions in a department, the department head is responsible for ensuring the fair and equitable administration of this procedure to eligible employees. 

3.14
FLEXIBLE SCHEDULING

Flex-time is an arrangement that may include a consistent daily schedule with individualized starting and ending times that are the same throughout the week or a varying daily schedule that starts or ends at different times each day. 

3.15
TIME REPORTING / HOURS

Each employee of the Village of Harveysburg is responsible for ensuring there is an accurate record of hours worked, and complete all necessary documentation relating to payroll.

3.15.1 Time Sheet

Bi-weekly employee time sheets are to be filled out completely and turned into the Fiscal Officer on Tuesday by end of business. This will usually be done by the Department Head. Each employee should check with their Department Head to see who is responsible for this payroll requirement.  Time cards are not to leave the office for any reason.
3.15.2
Time Card Adjustment

Any time card adjustments should be turned in to your Department head within 24 hours of occurrence.  Department heads will attach approved adjustments to your signed time sheet and forward to the Fiscal Officer by end of business day on the Tuesday following the end of the pay cycle.  

3.16
PAY CYCLE

There are twenty-six (26) pay periods each year. Each pay period is two weeks long and always begins at 12:00 A.M. Sunday and ends at 11:59 P.M. on Saturday of the second week. If you begin a shift before 11:59 P.M. on the Saturday in which the pay period ends, your total time worked should reflect on your time sheet as timework on Saturday. You will be paid every other Thursday. 
3.17
PAYROLL ERRORS

For paycheck errors, report it to the Fiscal Officer as soon as possible. You may leave a voicemail by calling (513) 897-3998 or email clerk@harveysburg.org.  Any errors will be corrected on your next regularly scheduled paycheck.  

3.18
AUTHORIZED LEAVE

Employees are required to be at work during the prescribed hours unless on authorized leave as determined below. Should employees be unable to report to work, they will be required to report that inability prior to the regular shift.

1. Employees need to call your department head, mayor, and or office.
2. Police Officers should follow standard Harveysburg Police Operating Procedures.

3.19
EXTREME WEATHER CONDITIONS / EMERGENCIES
3.19.1
ADMINISTRATIVE EMPLOYEES
During extreme weather conditions or emergencies, the Village may declare an extreme weather day, as authorized by the Village Administrator or their designee.  In the event an extreme weather day is declared, employees will be notified by telephone that they are not required to report to work.  

3.19.2
STREET EMPLOYEES

Street Department employees WILL NOT work more than 16 consecutive hours without taking an 8 hour break between shifts.  

