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Section 4:
Employee’s Responsibilities

4.1
ATTENDANCE AND PROMPTNESS
A good attendance record is an important part of each employee’s job performance. Absences and tardiness in any department diminishes our success in meeting our obligation to the public and places an additional burden on co-workers.

All employees are to be at their worksite, ready for work, at the beginning of their scheduled shift and are to remain at that work until the end of their scheduled time or until released by their Department Head.

All employees have an obligation to notify their Department Head as soon as possible if they cannot report for work at their scheduled time. 

Employees must become familiar with the attendance policy and the reporting procedures. If you cannot be here when you are expected, arrangements must be made so that there is no interruption in service.

Failure to give proper notice will result in disciplinary action.  Habitual tardiness will also be cause for disciplinary action.  (Sec. 10.5.1)
4.2
CHARACTER AND WORKPLACE BEHAVIOR

Your personal behavior and conduct should bring credit to the Village and fellow employees. You share with every other employee the responsibility for the image and attitude projected by the Village. Our general public and your fellow employees are entitled to be dealt with by individuals who are clean, well groomed and courteous. Improper language is unacceptable.  You are expected to conduct yourself in a professional manner at all times, regardless of the circumstances. 
Each employee shall be willing to cooperate with his/her superiors and fellow employees. 
Employees should not engage in gossip, half-truths, or the release of confidential information pertaining to the Village of Harveysburg or its operations, employees, customers and residents.  The close association of the business and home lives of people in the community makes it necessary that employees use the utmost consideration and good judgment when speaking to others about their work and daily contacts.

4.3
PERSONAL APPEARANCE
Each employee is expected at all times to appear on the premises properly dressed in the appropriate uniform or dress. 
The Department Head will give employees individual guidance on the appropriateness of dress for their departments. The general guideline in adhering to these standards is for each employee to present a professional, businesslike appearance. Clothing should fit properly and have proper color coordination, avoiding extremes in patterns and design.

Cosmetics should be applied sparingly in light, natural shades. Jewelry should be simple and tasteful and may require removal in some instances, as a health or safety precaution. 
Hair should be clean and neatly groomed at all times and require confinement in specific situations.  
Beards and sideburns, unless a health or safety concern, may be worn but should be kept neatly trimmed.
4.4
GRATUITIES
As an employee, you are compensated by the Village for providing the service or doing the work assigned to your position. You may under no circumstances solicit or accept tips or gifts from the public for any service rendered in the course of your duties. In fact, to do so may constitute a violation of Ohio Revised Code, Section § 2921.43 which, upon conviction would subject such an employee to a maximum fine of one thousand ($1, 000.00) dollars and imprisonment in the county jail for up to six (6) months. In addition, a conviction would disqualify the employee from further public employment.

4.5
OUTSIDE EMPLOYMENT 
Part time employees who work a second job must report it to their department head to ensure that there is no conflict of interest. 
When such conflicts exist, the Village may request the employee’s resignation, a reduction in hours or termination if the conflict is not resolved to the Village’s satisfaction.

4.6
EMPLOYEE / EMPLOYER RELATIONS
The Village of Harveysburg believes that it is in the best interest of all employees to interact with departmental administration. Our philosophy is to treat employees as equitably as possible in every way. We feel we have an obligation to recognize individual abilities and the ambitions of every Village employee. Above all, we want to be fair to our employees.
Employees also accept the responsibility to provide satisfactory service to the Village and to obey lawful orders of their superiors.
It is recognized that from time to time the Village and one or more of its employees will have disagreements. For that reason, the Village has given you the opportunity to speak to the Village administration by going through the proper chain of command to resolve problems in a fair, sensible and peaceful manner. We feel that by working together to resolve problems we can avoid disruption of business and the work force. 

If you cannot resolve an issue with the person involved, the proper chain of command would be;  

1. Your department head

2. Village Administrator

3. Mayor

4. Village Council
Should you have any questions about this policy, please bring them to the attention of your Department Head.
4.7
PERSONAL INFORMATION CHANGE
If a change occurs in your name, address, telephone number, or emergency contact information, please complete a new “In Case of Emergency” form.  If you want a change in your marital status or dependents, you will need to complete a new W4 & State withholding form.  
4.8
UNIFORM AND EQUIPMENT
Administration:

All: The Village recognizes a casual dress code.  In special situations, business formal dress will be required.  

All clothing should be of an appropriate manner.  Employees will be sent home, without pay, in the event they arrive to work with any of the following:

· Clothing which has holes or is unraveling

· Clothing which contains graphic or inappropriate images or words

· Clothing which is revealing or inappropriate  

For additional reference, please refer to the Personal Appearance section 4.3 of this handbook.

4.9
EMPLOYEE SUGGESTIONS

Your support is needed to meet our mission of providing quality community services. Your loyalty is extremely important in Village efforts to provide such services to our citizens.

You are encouraged to offer suggestions and ideas which will result in better Village working conditions. If you wish to make suggestions you can notify your Department Head or Village Administrator.

4.10
USE OF TOBACCO
In accordance with Chapter 3794 of the Ohio Revised Code, there is no smoking inside any business structure in the State of Ohio or within 50 feet of any doorway of said structure, or in a Village vehicle.

4.11
INJURY/ACCIDENT REPORTING –Non Vehicle
Any on duty accident or injury must be reported to your department head.   Any accident or injury, regardless of severity, will require an immediate drug/alcohol test conducted on the employee(s) involved.  There will be a thorough accident/injury investigation conducted.  
Department heads and/or other employees who conduct accident investigations shall be trained in accident investigations.

After the investigation, a report should be filed to the Mayor of the Village.  A standard form for all types of claims ensures that all reports are consistent and complete.  A space for diagrams or photographs may ensure that the reports are more complete.  

One of the most important functions of an accident investigation is to determine why an accident occurred.  Too often, investigations focus only on how the accident happened and who was at fault without delving into why the accident occurred, and therefore, how it can be prevented in the future.
All safety equipment and safety procedures must be utilized to the fullest extent available.  
4.12
INJURY/ACCIDENT REPORTING –Vehicle
All job related accidents and/or injuries shall be reported immediately to the employees department head.

Employees are required to fill out an “"On duty accident/injury report form" for all job related incidents in its entirety.

All traffic accidents involving a village vehicle shall require an immediate drug/alcohol test conducted on the employee(s) involved.  

Employees involved in a traffic accident when operating a village vehicle, regardless of location, shall immediately notify the Warren County Communications Center to have the appropriate outside agency respond to investigate and file a report.

ALL JOB RELATED ACCIDENT/INJURIES SHALL BE INVESTIGATED.
	



