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	SPECIFIC RULES AND REGULATIONS



Section 9:
Specific Rules and Regulations

9.1 POLITICAL AND RELIGIOUS TESTS; 

Consideration of political or religious opinions as a test for employment or promotion in any position of the Village of Harveysburg service shall be strictly prohibited. 
9.2 MEMBERSHIPS IN ORGANIZATIONS 

A Village employee is not required to be a member of any outside organization, unless such organization is directly connected to the employee’s specific duties, and was a condition of employment at the time of hiring.  All fees and expenses associated with being a member of an organization if this type shall be paid for by the Village.
9.3
POLITICAL ACTIVITY
It is the position of the Village of Harveysburg that “to protect the integrity of the Village of Harveysburg and its employees”:
9.3.1
EMPLOYEES MAY –

Employees may join or affiliate with civic organizations of a partisan or political nature, give financial contributions to political candidates and organizations, circulate petitions on legislation relating to their employment, attend political meetings, and advocate or support the principles or policies of civic or political organizations.
9.3.2 EMPLOYEES MAY NOT –

1.
Be involved in any political campaigning while on duty or in a Village prescribed uniform; or
2.
Use official authority or influence for the purpose of interfering with an election or nomination to office, or affecting the results thereof; or
3.
Directly or indirectly coerce or attempt to coerce, command, or advise any other officer or employee to pay, lend, or contribute any part of his or her salary or compensation or anything of value to any party or committee, organization, agency, or person for political purposes; or

4.
Become a candidate for any political or appointed office exclusive to the Village (e.g., Council or Clerk); or

5.
Take any action, including an active part in a political campaign, which will place the Village in a partisan position, and interfere with the employee’s ability to perform the duties of their position; or
6.
Circulate official nominating petitions or any other literature for any candidate while on duty or in a Village prescribed uniform; or

7.
Campaign by writing for publications, by distributing political material or by making speeches on behalf of (or against) a candidate for elective office; or
8.
Soliciting the sale of or selling political party tickets (e.g. raffles or special functions).

9.4
USE OF VILLAGE OF HARVEYSBURG EQUIPMENT OR PROPERTY

You are expected to take an active interest in preserving and protecting Village equipment and facilities. You are asked to report a need for maintenance services promptly to your Department Head to prevent more extensive deterioration and damage.

The Village’s property is to remain on the premises unless you receive permission to remove it. Employees engaged in removing Village property from the premises without proper authorization will be subject to immediate discharge. (Sec. 4.5.2)
The use of Village of Harveysburg property, equipment, uniforms, or supplies for personal business or private use is strictly prohibited.  Violators are subject to disciplinary action. (Sec. 4.5.2) 

No Village employee shall use any Village vehicles without the permission of their Department Head. 

Village vehicles will be used only by employees performing village business or in an emergency situation.

9.5  
SAFETY 
The Village of Harveysburg intends to make everyone's job safe in all respects and requires employees to report any hazardous conditions at once to his or her immediate supervisor or to the Mayor.  The following is a list of general safety rules and regulations. Additional safety operating procedures for specific work may be provided in the Standard Operating Policies of your department.
(A)
Learn the right way to do your job.  Never hesitate to ask questions about things you do not understand, especially on new jobs.

(B)
Use and maintain in safe condition the correct equipment and tools for your work.

(C)
Observe the recommended work procedures developed for your job.

(D)
Keep your work area in good order.  Cluttered floors, aisles, storage, and work areas all make your job more difficult as well as more dangerous.

(E)
Always work at a safe speed.  Never hurry foolishly, such as running in aisles or down stairs, taking short-cuts through cluttered areas, or trying to speed up by removing any safety equipment/guards.

(F)
Horseplay and practical jokes are strictly prohibited.

(G)
Immediately notify your supervisor of any unsafe condition(s).  Employees are encouraged to make suggestions to improve the safety or performance of an operation.

(H)
If you are injured, report promptly for first aid treatment.  Even minor cuts and scratches can become infected unless proper care is taken.

(I)
Trained in first aid.  Encourage your fellow workers to have a working knowledge of it.

(J)
Respect moving machinery and equipment, electricity, ice on walks and excavated areas.  Never operate equipment with guards removed.

(K)
Wear protective equipment when required.
9.6
MAINTENANCE OF WORK AREAS
It is the policy of The Village of Harveysburg that work areas must be kept clean and orderly at all times.
All employees are responsible for maintaining their work areas in a clean and orderly fashion at all times. To fulfill this responsibility, all employees shall:

a. Place coats, boots, umbrellas, and other items of clothing in designated areas.
b. Food and beverages shall be consumed only in designated areas. Place all trash from food related items in the kitchen or outside trash receptacles.

c. All tools, equipment, and confidential information should be stored and secured at the end of the day. 
The Village will attempt to maintain a good working environment. Employees should notify their supervisor of any concerns about working conditions.

9.7
EMPLOYMENT OF RELATIVES

The Village generally will not hire part-time employee’s relatives as a part-time employee.

The Village of Harveysburg discourages the employment of relatives because the objectivity of supervising would diminish; to avoid situations where potential conflicts of interest could occur; and in which a question of favoritism might arise as a result of two family members working for the same employer.
The Village will consider a member of an employee’s immediate family for employment if the applicant possesses all the qualifications for employment. 

Employees who marry or become members of the same household may continue employment as long as there is not:


a. A direct or indirect supervisor / subordinate relationship between the employees; or


b. An actual conflict of interest or the appearance of a conflict of interest.

9.8
TELEPHONE COURTESY
Your courtesy in responding to telephone calls is good public relations for the Village, and makes work more pleasant for you and those with whom you deal. 
9.9 
TRAVEL AND MEAL EXPENSES

Travel and meal expenses must be authorized in advance by the Village of Harveysburg Council.  Employees will be reimbursed for necessary expenses incurred while attending schools of instruction, institutes, or conventions of a nature directly relating to their job classification.  

9.9.1 
REIMBURSEMENT FOR MEALS
Employees purchasing meals when traveling over twenty five (25) miles from the Village on approved Village business shall be reimbursed at the rate currently set by the Internal Revenue Service (IRS).  
Reimbursement for alcoholic beverages is prohibited. Reimbursements are for employees only unless specifically pre-approved by the Village Council.

All reimbursements must be accompanied by ITEMIZED receipts and a completed reimbursement form. 

9.9.2 REIMBURSEMENT FOR VEHICLE

Any employee who is required to use a personal vehicle to conduct official business shall be compensated at the rate currently set by the Internal Revenue Service (IRS).  The current rate will be posted on the travel reimbursement form.  Employees having questions regarding reimbursement should contact the Village Administrator or  Fiscal Officer.

9.10
SOLICITATION AND DISTRIBUTIONS   
Employees may not solicit or distribute materials for any purpose during working time or at any time in the work area.

“Working time” is defined as the time expected by both the employee doing the solicitation or distribution and the employee to whom it is directed. It does not include mealtime breaks or similar periods when employees are not expected to be on the job.
9.11
EDUCATION
Announcements for all training schools, seminars, classes or academies that meet Village job requirements shall be posted in a common location upon receipt for inspection by employees.  

Requests for continuing education shall be submitted in writing to the Department Head as far in advance of the training as possible. Such requests shall include all costs itemized with the greatest reasonable accuracy. The granting of such requests shall be at the discretion of the Village Council.
In certain departments, the written polices may address the procedure for additional training which will supersede this section for supplementary training.

9.12
SPENDING AUTHORITY
The following procedures have been adopted and placed into operation by the Village Council:
1. Persons authorized to incur obligation for the expenditure of Village funds shall be personally liable for any costs exceeding their approved purchase order amount.
2. Invoices received without a properly executed purchase order on file, shall be forwarded to the person that incurred the obligation for payment.

The Ohio Revised Code requires that all expenditures must have a valid purchase order issued prior to any purchase.
9.13 DRIVING CRITERIA STANDARDS 
	MOTOR VEHICLE RECORD CLASSIFICATIONS

	0 violations  /  0 accidents
	Acceptable

	
	

	1 moving violation
	Acceptable

	
	

	2 moving violations
	Borderline

	
	

	3 moving violations
	Unacceptable

	
	

	1 at-fault accident
	Acceptable

	
	

	2 at-fault accidents
	Unacceptable

	
	

	Combination of 1 moving violation & 1 at-fault accident
	Borderline

	
	

	Combination of 2 or more moving violations and 1 at-fault accident
	Unacceptable

	
	

	Driving under the influence of drugs or alcohol
	Unacceptable

	
	

	Refusal to submit to blood alcohol or breathalyzer test
	Unacceptable

	
	

	Driving while impaired
	Unacceptable

	
	

	Reckless operation
	Unacceptable

	
	

	Current license suspension or revocation
	Unacceptable

	
	

	Felony violation involving the use of a motor vehicle
	Unacceptable


· Motor Vehicle Record (MVR) checks will be conducted on ALL new hires. 
· Annual MVR checks will be conducted on ALL employees who are required to either drive an entity owned vehicle or their own private vehicle in the performance of their assigned job duties and responsibilities.
· Any employee who receives a traffic citation or is involved in a traffic accident while on or off duty must immediately report that to their department head. 

Based on the included MVR table, any employee whose combination of driving offences - while both on the job and personal driving - equals UNACCEPTABLE and should immediately be prohibited from driving any vehicle in the performance of normal job responsibilities.  As such, if this then prevents the individual from performing his/her job tasks and duties, and then he/she could be subject to immediate job termination.
If a combination of driving offenses equal BORDERLINE, the individual is to be placed in a 'probation' period from 6 months to one year and may be required to complete a State accredited driver's training course, depending on the type infractions that appear on their MVR.

Any combination of alcohol and/or drug related violations, previous loss of driving privileges and current driving habits are to be considered when deciding who is allowed to drive a vehicle in the performance of job duties and responsibilities."

NOTE: Motor Vehicle Record standards are based upon accidents and violations over the most recent three year period.  Violations and not points are evaluated by underwriters.  An at-fault accident is identifiable on an MVR when the accident date is the same as a violation date.  All accidents will show on record regardless of fault.  

9.14 CONFIDENTIAL INFORMATION 

Only designated officials are authorized to make information available to the public.
It is the policy of The Village of Harveysburg that records containing information that is confidential under Section § 149.43 of the Ohio Revised Code and records that are prohibited by state or federal law should not be discussed with anyone on or off Village premises. To do so may involve you in legal action. 

Violation of the intent of this policy is a Level III Offense (Sec.10.5.3) and shall provide for immediate termination of the employee involved as well as possible legal proceedings as determined by the Village Council.
	



