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Welcome to the City of Hammond, Indiana. This handbook is a guide that describes the
procedures and regulations that relate to your employment, and has been prepared to
assist you in making your employment enjoyable and rewarding.

In order to insure that the City's employment records are accurate, please notify your
department and the Personnel Department should you at any time change your name,
address, telephone number, or marital/family status.

Although the handbook is designed to serve all employees in an equitable and fair
manner, parts of this book may be superceded by union agreement or by specific
department procedure. Wherever possible, copies of those agreements or procedures
have been included in the back section of this handbook.



PERSONNEL POLIGY DISCLAIMER

This Personnel Policy Handbook has been prepared for the employees of the City of
Hammond to promote and maintain a positive working environment and to provide
general direction and information. Since it is not possible for this handbook to cover
each and every aspect of employment, the policies, procedures and benefits described
in this handbook are summary descriptions, presented for information only, and are not
intended to be all encompassing or applicable to every situation. An employee who
wishes to review a policy in its entirety should contact his/her department head.

Neither this handbook nor any other written or oral statement made to an employee by a
representative of the City is intended to be an actual or implied contract unless reduced
in writing, signed by the appropriate department head and explicitly stated in writing that
the document is intended to serve as a contract.

Although the City wishes to make every effort to maintain continuity in its policies and
the way it handles personnel issues, it retains the right to add, modify or terminate its
policies, procedures or benefits at any time should a situation arise where such change
is necessary to preserve appropriate operations. In those instances, changes shall be
immediately applicable to all employees regardless of whether the change conflicts with
previous language contained in the handbook.

All non-sworn city employees are employees "at will," and are free to resign at any time,
just as the City is free to terminate that employment at any time pursuant to City policy.
Neither this handbook nor any other written or oral statements of City policy is intended
to modify the "at will" status of an individual's employment.

As noted earlier, employees who are represented by collective bargaining are also
subject to the provisions of this handbook unless otherwise defined or addressed by
written contract or agreernent. In those instances, the contractual language (or written
agreement) will supercede the terms of the handbook.

All benefits granted to an employee as a result of his/her employment with the City are
subject to change without notice if those changes are necessary to comply with state or
federal law or if amended by the Mayor due to budgetary constraint.

UNIFORTUI APPLICATION OF THIS HANDBOOK

It is the intent of the Hammond City Council to adopt an employee handbook that
applies uniformly to all divisions of government. Although this handbook makes
reference to the position of Mayor, employees of the Clerk's Office and City Court do
not fall under the Mayor's direction.

In applying this handbook uniformly, employees of the Clerk's office should substitute"Clerk" wherever this handbook uses the term "Mayor" except where such authority is



granted exclusively to the Mayor by ordinan@ or state statute. Likewise, employees of
the City Court should substitute "City Judge" wherever "Mayor" is referenced.



AFFIRiIATIVE ACTION

In order,to implement the City's pol.igy,of equal employment opportunity, an affirmativeaction plan will be developed annuallyfor implementation.

Although it has been the long-standing policy of the city to provide equal opportunity toall qualified persons without reog.r! to'race, rerigion, sex, sexuar orientatibn, physical
handicap, veteran's status or anything else that his no bearing on loo perroimance, theCity of Hammond is committed to the identification and eliriination bf tos. banierswhich have de-nied equal emproyment opportunities to protected crass members. rnaddition, the afiirmative action.plan -wilt set specific goais and timetables that provide
reallstic, . achievable opportunities for imprwing th-e employment opportunities torprotected classes.

ln additign to eliminating baniers for employment, the city's EEo policy and AffirmativeAction Plan also appry to contractors, veniors and service supprurs 
'seeting 

a pubric
contract to do business with the city of Hammond. contractbb ana venoo-rs wirt oerequired to demonstrate compliance with the city's policy ano affirmative acfion pr"n.

Additional measures outlining the City's commitment to affirmative action may be furtherdefined in federal and state grant applications. city employees who are resptnsiure torhandling the purchase of contracted services snouia oelorire ramiriar wittr-trrl-specincgoals and requirements of the City,s Affirmative Action plan. I

A copy of the city's affirmative action plan is on file and available for review in thePersonnel Office.

CIVIL RIGHTS

It is the policy o-f the city to prwide..an internal complaint and investigation procedure toencourage earry resolution of. civil rights based on employee coirptainis within theorganization and to monitor poricies, piactices and actions- tnis poridyis in aioition toany existing grievance and complaint procedures.

Any employee who feels that he/she has received unfair treatment in discipline, pay,promotion or assignment because of hivher race, color, sex, sexuar orientation, rerigion,national origin, ancestry, age, poriticar affiriation, disabirity oi veteran,s siaius may nre acomplaint.

T_he city's Human Relations ofiice will receive and investigate all complaints of adiscriminatory nature. Utilizing this procedure will not preluae "ny odt-i internalgrievance__or complaint procedure-; 
l9w9ver, ulilizing an extemal compiaint proc€dure,

such as filing with the state civir Rights or the U]s. eq""i i'npr.vrirni dpportunitvcommission will precrude use of the iniernar procedure due to supi:rc6oing "uiiiority.
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Internal anti-discrimination practices will serve to irnprove communication and voluntary
compliance. This does not, however, mean that corrective action may not be directed
by the Human Relations Commission or the Office of the Mayor (or other elected
official) when voluntary methods fail.

I nvestigative Co m p I iance
Due to the seriousness of a civil rights violation, employees, department heads,
managers and elected officials shall cooperate with complaint investigations by meeting
at a reasonable time and place and providing information requested by the Human
Relations Commission. Attempts to frustrate this process or take retribution on
employees for utilizing this process will not be tolerated, and proven cases may result in
disciplinary action against an elected official, appointed board member, department
head or supervisor involved.

Complaints must be filed within thirty (30) calendar days of the alleged discriminatory
action.

coNFLrcr 9F TNTERFST

It is important that the City avoid the appearance of a conflict of interest in its ability to
function and specifically in the activities of City employees. In order to avoid an actual
conflict or the appearance of a conflict, a series of guidelines, based on City ordinance
and State law have been developed and adopted to guide City employees, elected
officials and appointed board members:

. lt is improper for an employee to sell or provide at additional cost any goods or
service to any other City departments except as the result of an open bidding
process in which such goods or services are subject to control of another party.

. lt may be a conflict of interest within the scope of this policy to engage in outside
consulting activities while an employee of a department doing business in any
manner with the firm with which the employee consults. Therefore, any such
consulting activities by paid City employees must be reported in writing and
approved by the Mayor's office. Failure to comply may result in disciplinary
action including termination. Other elected officials shall also file a Conflict of
Interest form with the appropriate governing authority.

o City employees shall not use their position to obtain gifts or favors from vendors.

o lt is illeqal to accept a bribe in return for influencing the awarding of a contract
purchase of goods or services, or to influence performance of city services.

o Disciplinary action will be taken for proven violations of this policy in accordance
with the City's progressive discipline policy. Discipline will be based on the
severity of the problem and previous incidents on record.



pISABLED EMPLOYEES/ATTER|CANS W|TH DTSABILITIES ACT

The City of Hammond supports and adheres to the Americans with Disabilities Act of
1990 (ADA) which makes it unlawful to discriminate in employment against a qualified
individual with a disability. The ADA also outlaws discrimination against individuals with
disabilities in State and local government services, public accommodations,
transportation and telecommunications. Any employee who wishes to discuss his or her
needs as a disabled employee should contact their department head.

ADA Protection- An employee with disability and qualified to do a job is
protected by the ADA from job discrimination on the basis of that disability. Under
the ADA, a disability includes a physical or mental impairment that substantially
limits a major life activity. To be protected under the ADA, an employee must
have, or be regarded as having a substantial (as opposed to a minor)
impairment. A substantial impairment is one that significantly limits or restricts a
major life activity such as hearing, seeing, speaking, walking, breathing, and
performing manual tasks, caring for oneself, learning or working.

An employee must also be qualified to perform the essential functions or duties
of a job, with or without reasonable accommodation, in order to be protected from
job discrimination by the ADA. This means two things. First, the employee must
satisfy the employer's requirements for the job, such as education, employment
experience, skills or licenses. Second, he/she must be able to perform the
essential functions of the job with or without reasonable accommodation.
Essential functions are the fundamental job duties that an employee must be
able to perform on his/her own or with the help of a reasonable accommodation.
An employer cannot refuse to hire an employee because his/her disability
prevents them from performing duties that are not essential to the job.

Reasonable Accommodation- is any change or adjustment to a job or work
environment that permits a qualified applicant or employee with a disability to
participate in the job application process, to perform the essential functions of a
job, or to enjoy benefits and privileges of employment equal to those enjoyed by
employees without disabifities. For example, reasonable accommodation may
include:

o Providing or modifying equipment or devices, job restructuring, part-time
or modified work schedules, reassignment to a vacant position, adjusting
or modifying examinations, training materials, or policies, providing
readers and interpreters, and making the workplace readily accessible to
and usable by people with disabilities.
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An employer is required to provide a reasonabfe accommodation to a qualified
applicant or employee with a disability unless the employer can show that theaccommodation would be an undue hardship that is, that it would requiresignificant difficulty or expense.

Cgverqd Emplovmqnt Practiceg- The ADA makes it unlawful to discriminate inafl employment practices sucn o-- --, o--__-

o Recruitmgnt, firing, hiring, training, job assignments, promotions, pay,
benefits , laY off, leave, and all othei employment related activities.

It is also unlawful for an employer to retaliate against an employee for assertinghis/her rights under the ADA. The Act also prolects an employ-ee if he/she is avictim of discrimination because of family, business, social or other relationship
or association with an individual with a disability.

Medical and inquiries About a UU- When applying for a- r l ' . t  r r  r v  r v ljob,anemp|oyercannotaskac�yaredisab|edoraskabout
the nature or severity of a disabifity. An employer can ask if the candidate canperform the duties of the job with or without reasonable accommodation. Anemployer can also ask a candidate to describe or to demonstrate how, with orwithout reasonable accommodation; he/she will perform the duties of the iob.

41 employer cannot require a candidate to take a medical examination before ajob is offered. Following a job offer, an employer can condition the offer on thecandidate passing a required medical examination, but only if all enteringemployees for that job category have to take the examination. However, anemployer cannot reject a candidate because of information about the disabilityrevealed by the medical examination, unless the reasons for rejection are job-
related and necessary for the conduct of the employer's business. The emptoyercannot refuse to hire an individual because of a disability if that candidate canperform the essential functions of the job with an accommodation.

Once hired and started work, an employer cannot require that an employee takea medical examination or ask questions about a disability unless they are related
to the job and. necessary for the conduct of business. An employer may conductvoluntary medical examinations that are part of an employee health progrdffi, andmay provide medical information required by State worliers' compensition fawsto the agencies that administer such laws.

The results of all medical examinations must be kept confidential, and maintainedin separate medical files.

Drqq Abuge and.the ADA- Anyone who is currently using drugs illegally is notprotected by the ADA and may be denied employment or fired on the basis of



such use. The ADA does not prevent employers from testing applicants or
employees for current illegal drug use.

For Further Information- Contact any EEOC field office.

The City of Hammond strives to maintain a drug free workplace, resulting in a safe andproductive atmosphere to work in and to conduit business. No controlled substance or
alcohol is permitted at any worksite, t-n any City vehicle, or in the possession of any
employee engaged in City business. An employee who is discovered to be in violation
of this policy will immediately be referred tb the employee assistance program,
demoted, and/or transferred to a safer job (if applicable) and be subject to disciplinary
action up to and including discharge.

For the safety and welfare of alf employees and the general public, should a supervisor
believe that reasonable suspicion exists that an emfloyee may be under the influence
of drugs or alcohof, that supervisor is required to have the employee submit to testing
performed by qualified medical personnel. Testing is also requiied of any employe6
who is involved in an accident while operating a Ciiy-owned vehicle. Failure or refusaf
to submit to a test may result in discipiinary action up to and including discharge.
Additional information regarding your responsibitities in the event of an accident can be
found in 'Safety & Health" in the Emptoyee Resp onsibilitie.s section of this handbook.

Employees who operate a city-owned vehicle (this does not apply to vehicles classified
by the Bureau of Motor Vehicles as a passenger vehicfe) and iertiin jobs within the City
reqtlire high levels of security and safety, may be subject to random drug testing. l;
addition, some departments may require drug testing when hired. All tJsting wi1 beperformed in compliance with Federal standards and CitV Ordinance. The t"suli, of any
test wifl remain confidential.

EQUAL EMPLOYMENT OPPORTUNIW

The City of Hammond is committed to providing equal employment opportunities for all
applicants ald employees. Applicants and employees' slrall be treated fairly and
equally. Employment decisions wilf comply with all apflicable state and federal
emptoyment discrimination laws, and made without regard to race, color, gender, sex,
sexual orientation, religion, national origin, age, OisJnitity, veteran's stalus, politicai
affiliation, or citizenship. In addition, the City will not toierate any discrimination by
anyone, including, but not limited to, co-workers, supervisors, department heads,
elected or appointed officials, vendors and the general public. This policy applies to all
employment decisions including, but not limited to, recruiting, hiring, iompensation,
training, promotion, termination and all other terms and conditions of Jmpbyment. Any
employee who believes that they have witnessed or been subjected to discrimination



has a duty to immediately report the incident to Hammond Human Relations in
accordance with this policy.

It is the official policy of the City to:
1. Recruit, hire and promote for all job classifications without regard to race,

color, sex, religion, national origin, ancestry, age, sexual orientation, political
affiliation, veteran's status or disability.

2. Base decisions on employment so as to further the principles of equal
employment opportunity and in accord with the City's affirmative action plan.

3. Insure that promotion decisions are in accord with the principles of equal
employment opportunity by imposing only job related requirements for
promotional opportun ities.

4. Acknowledge its intent to abide by this policy by including the words "Equal

Employment Opportunity Employer" in all recruitment advertising, and on all
City letterhead.

5. Insure that all other personnel actions such as compensation, benefits,
transfers, layoffs, retum from layoff , education, City sponsored training, tuition
assistanc€, social and recreational programs, will be administered without
regard to race, color, sex, veteran's status, sexual orientation, religion,
national origin, ancestry, ?g€, political affiliation or disability.

6. Special meetings will be held at least annually with executive, management
and supervisory personnel to explain the intent of the City's equal
employment opportunity policy, and individual responsibility for effective
implementation, and cfarifying the City's position on equal employment
opportunity. The date of these meetings will be recorded and specified in the
City's EEO/Affi rmative Action Plan.

Any questions regarding equal employment opportunity, potential discriminatory
practices or matters within the scope of City employment should be directed to the
Personnel Department or Human Relations Commission.

SEXUAL HARBASSMENT

The City is committed to a policy of equal employment opportunity for all applicants and
employees. The City believes that at is important to maintain a safe, pleasant and
comfortable work environment. Sexual harassment adversely impacts the morale and
productivity of an employer's most valuable asset, its employees. In addition, state and
federal law protects employees, visitors, contractors, vendors and all those who enter
the workplace from sexual harassment. The City believes that it shares a responsibility
with its employees, board appointments and elected officials to stop and prevent sexual
harassment. Simply put, sexual harassment will not be tolerated in the workplace.

Definition of Sexual Harass ment
Sexual harassment is generally defined as conduct which shows disrespect, hostility or
aversion to an employee, visitor or contractor through the use of sexed-based
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comments or actions of a sexual nature. Sexual harassment may involve verbal, visual
or physiqal conduct, which results in an employee or employees (or otheffiesent in
the workplace) being subjected to an environment that is uncomfortable and
unnecessary.

There are two forms of sexual harassment: hostile work environment and quid pro qL{o
harassment.

Hosti le Wo rk E nvi ron ment-
This form of sexual harassment involves sex-based conduct by a co-worker or a
supervisor that creates a hostile or offensive work environment and which adversely
interferes with an employee's ability to perform his/her work. Examples of a hostile
work environment incfude (but are not limited):

. Asking questions or making statements about an employee's sexual conduct or
preferences;

. Exposing oneself or revealing private body parts;

. Engaging in unwelcome physical contact such as pinching, kissing or
inappropriately touching another employee;

o Disseminating or displaying pornographic materials or sexually explicit
photographs;

o Making obscene, sexual gestures.

Quid Pro Quo-
This type of sexual harassment involves a supervisor who uses his/her authority to
either threaten or require a subordinate employee to submit to sexual activity ai a
requirement for either: continued employment, favorable performance evaluations, or
securing advancement in the City. Examples of quid pro quo harassment include (but
are not limited to) the foflowing examples:

. A supervisor stating to a subordinate employee: "Things could be a lot easier for
you here if you would go away with me for the weekend."

. A supervisor withholding a favorable performance evafuation from a subordinate
employee until the employee gives in to the superyisor's sexual advances.

Although the City does not condone any inappropriate action or comment, it is important
to review the manner and circumstances in which the actions in question occurred. In
determining whether alleged conduct constitutes sexual harassment, the City will look at
the record as a whole and at the totality of the circumstances.
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Elected OfficiailDepartment Head Responsibilifies to Prevenf Sexual Harassment
Elected officials and city department heads are responsible for the acts of their agents
and supervisory employees with respect to sexual harassment. Elected officials and
department heads shall be held responsible for acts of sexual harassment in the
workplace, where the employer or its agents or supervisory employees know or should
have known of the conduct, and failed to take immediate and appropriate corrective
action to eradicate the behavior. Elected officials and department heads may also be
responsible for the acts of non-employees in the workplace, where the department
management knows or should have known of the conduct and fails to take immediate
and appropriate corrective action.

Elected officials and city department heads shall take all steps necessary to prevent
sexual harassment from occurring, such as informing employees of their right to raise
the issue of harassment, developing methods to sensitize all concerned, and taking
appropriate and quick action in response to a sexual harassment complaint.

Where employment opportunities or benefits are granted because of an individual's
submission to the sexual advances or request for sexual favors, elected officials and
department heads may be held liable for unlaMul sex discrimination against other
persons who were qualified for but denied ennployment opportunity or benefit.

Proven violations of this policy will result in disciplinary action up to and including
termination based on the severity of the infraction and the past history. Each decision
will be made on a case by case basis, upon recommendation of the personnel director
and approval of the appropriate department head or elected officiat.

Reporting Procedure
Any employee who reasonably believes that he/she has either witnessed or been
subjected to sexual harassment shall imrhediately report the discriminatory conduct to
their department head or to the personnel director. lf neither of these individuals is
available, or the employee is uncomfortable in reporting the conduct to either individual,
the employee may report the discriminatory conduct to the City Attorney.

Employees may, at their discretion, make complaints of sexual harassment to both their
department head and the personnel director. The department head or personnel
director should document the complaint in writing. lf the department head takes the
complaint, it should immediately be forwarded to the personnel director. The complaint
shall remain confidential to the extent possible, subject to the need to conduct an
investigation of the allegations.

lnvestigation and Resolution of Complaint
All reports of sexual harassment shall be investigated in a confidential and expedient
manner. However, since it is crucial that an investigation be conducted, complete
confidentiality cannot be guaranteed. The City will not tolerate any retaliation against an
employee who makes a good faith report of sexual harassment. lf the investigation
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reveals that the report has merit, corrective action, up to and incfuding termination, will
be taken to remedy the situation.

Internal investigations of sexual harassment shall be conducted by the personnel
director with the full cooperation of department heads. Upon completion of the
investigation, a final written report will be prepared by the department head or elected
official within a reasonable time-frame (in most cases, within 30 days of the original
complaint). In accordance with the State's Open Door Law and federaf court ruling, the
victim has the right to know what disciplinary action has been taken.

False Claims of Sexua I Harassment
As an employer, the City takes its responsibility to stop sexual harassment very
seriously. An employee who falsely accuses another employee of sexual harassment
can create unnecessary anguish, emotional distress and harm to an innocent employee
as well as waste the City's time and resources. Consequently, the City reserves the
right to discipline any employee who intentionally makes a false report of sexual
harassment.

LTARASSn|ENT (OF A NON-SEXUAL NATURE)

The City of Hammond encourages afl of its employees to work in creating a workplace
that is harmonious and conducive to providing services to the public and to fellow
employees. Deliberate or repetitious comments or actions that are hurtful, rude,
unprofessional, or offend other employees have no business in the workplace.

An employee shoufd advise his/her supervisor or department head in regard to activity
brought about by another employee that undermines workplace professionalism.
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APPLICATION RECRUITMENT AND HIRING

The City of Hammond maintains a recruitment and hiring process designed to allow all
persons qualified and interested an opportunity to apply. Applications for most city
positions can be made through the Personnel Office. Due to special requirements of
the hiring process, applications for the Police Department, Fire Department, City Clerk's
Office, City Council, City Judge, Water Department, Sanitary District and Housing
Authority can be obtained from those offices.

I nternal Recruitment Procedu re
The City values its employees and encourages promotion and advancement from within
and provides its employees an opportunity to apply for a vacancy before that
opportunity is edended to the general public.

1. A department head will notify the Personnel Office of a job opening by sending a
current job description to the City's Personnel Office. lt shall include the job title
and description of duties, essential job functions (when available), starting salary,
education, training or skills required and the length of time applications will be
accepted.

2. Positions will be posted for a period of five (5) working days, unless otherwise
noted by collective bargaining agreement, and will be posted throughout all
departments in the city. Internal bidders will file a job bid with Personnel and
must be considered and/or rejected before outside applications may be
considered. Temporary or seasonal employees may bid on any posted position,
providing that the employee was actively employed during at least one day of the
posting period.

In the event that two (2) or more people bid for the position, the requesting department
shall choose the applicant who will most satisfactorily fulfill the requirements of the
position, as described in the job description. lf applicants have similar qualifications, the
applicant with the greatest seniority will be awarded the position.

Exceptions fo the Posting Procedure
Supervisory positions (those positions where an employee oversees other employees,
processes or can authorize expenditures) may be filled by using either internal or
external recruitment procedures.

Positions that are being filled due to transfer or voluntary demotion may be waived at
the discretion of the personnel director.

Due to the short term nature of temporary or seasonal positions, the need to post these
vacancies may be waived at the discretion of a department and after discussion with the
personnel director.

Periodically, a position may be filled only to have the new employee leave the position,
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either voluntarily or involuntarily within the first few weeks of employment. In the event
that a vacancy occurs within thirty (30) days of filling a positioni tne vacancy does not
need to be reposted unless the department head believes that it is in the best interest of
the City to do so.

Recruitment Procedure - Erternal
When the internal recruiting procedure has failed to attract qualified personnel for a
valid job vacancy, candidates from outside current City employment will be sought
from any or all of the following sources:
' Minority recruitment resources as specified in the City's affirmative action plan
. Walk in applicants
o Bulletin boards
. Newspaper advertising
. Professional journals
. Personnel office
o State employment service
. Job bank applicants

Positions will be held open until ten (10) days following pubfic notice. All employment
notices and/or ads shall prominently display the words "An Equal Opportunity
Employer." A list of qualified candidates shall be sent to the department head by the
Personnel department if requested by the department head.

Hiring
It is the responsibility of the department to contact individuals for interviews and testing,
using appropriate unbiased questions and validated skills testing where relevant. In all
positions requiring licenses or degrees, all offers will be contingent upon receipt of
copies of said ficenses or transcripts of college work.

Applicants will not be barred from consideration due to an arrest record, unless the
position has access to sensitive information or has responsibilities that may create
conflict with that appficant's record. Applicants may be required to apply for a limited
criminal background check depending on the position, and are responsiUie for the cost
of that background check.

Final selection of the applicant wilf be made by the department head.

Employment Processrng and paperwork
Once a conditional offer of employment is made, whether it is for part-time, full-time,
seasonal or temporary employment, the applicant, depending on departmental policy
may be required to undergo a drug test pursuant to Hammond Municipal Code, Section
37.66. Further employment processing will depend on the test results. The cost of the
testing shall be the responsibility of the applicant. A list of providers who may offer a
discounted drug test will be provided by the Personnel Department.

Once hired, all employees of the City of Hammond are subject to random drug testing.
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Upon acceptance of the offer of employment and results of the drug test, a new
employee will be provided basic employment information such as days of work and first
payday.

The employment processing will also include the new hire's completion of various forms
and paperwork required by the City, State or Federal Government:
. Submission of degrees, licenses, certifications or other proof of position

requirements;
. Completion of an l-9 immigration form, W-4 form, any relevant deduction

authorizations, personnel information file and employee identification card;
. Referral and completion of a physical examination if required;
o The employee will also receive relevant information on insurance/benefits, as well as

information regarding union status of the position being filled (lf it is a union
position).

Every new employee is asked to sign a copy of the discfaimer found in the lntroduction
of this handbook that outlines and defines the "at-will" relationship between that
employee and the City of Hammond.

pEFrNrTroNS OF ETUTPLOYI'IENT STATUS

The City uses a variety of classifications to describe the status of its employees to
define the terms and conditions of employment. These terms can be used by
themselves, in conjunction with each other, or even interchangeably. The terms clarify
as to whether an employee is entitled to overtime or benefits.

Full-Time: An Employee who has completed his/her orientation period and who
works on average at least thirty-five (35) hours or more per week.

Full-Time Probationary: A newly hired employee or an employee assigned (either
through promotion or demotion) to a new job classification who has worked at the same
position for more than ninety (90) days, then becomes a full time employee. During the
90 day probationary period, an employee is not eligible for health insurance benefits. lf
the position is professional or technical, the probation period may extend up to six (6)
months, although that employee will still be eligible for health benefits after g0 days.

During this period, the newly hired employee will have the opportunity to get to know the
City and the City will have the opportunity to get to know the employee. The period
allows an employee to become familiar with the opportunities and responsibilities of
being an employee of the City of Hammond. This period also allows both the employee
and the City to determine whether continued employment will be to the advantage of
both parties. At the end of this orientation period, the employee will become eligible for
regular employee status. The employee's department head will meet with the employee
to discuss his/her evaluation and status for permanent employment.
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In certain circumstances, it may be in the employee and City's best interest to extend
the orientation period for an additional thirty days.

A fulltime employee may be exempt or non-exempt:

Exempt- A full-time "exempt" employee is a salaried employee who is exempt
from the overtime and/or compensatory time requirements of the Fair Labor
Standards Act. An exempt employee has certain decision-making
responsibilities and meets other criteria of the federal act.

Non Exempt- A full-time employee who is "non-exempt" is entitled to overtime
andlor compensatory time under the Fair Labor Standards Act for all hours
worked in excess of eight (8) hours a day and/or forty (40) hours in a workweek,
at a rate of 1.5 times the hours worked.

Part-Time: An Employee who has completed his/her orientation period and who
works on average less than thirty-five (35) hours per week. Part-time employees,
although valuable members of the City's workforce, are not eligible for all of the benefits
(such as health insurance or pension benefits afforded to full time employees.

Generally, part-time employees do not work a schedule that exceeds the forty (40)
hours in a week. In the event that a part-time employee does work more than forty
hours in a week, the employee will be paid at a rate of 1.5 times the number of hours
worked (over and above forty hours).

Temporary OrSeasonal: An Employee who is hired for a specific period of time, with a
known duration of less than eight (8) months or an employee who is assigned to a part-
time job with a known limited duration of less than ten (10) full months is not eligible for
benefits. Often these employees are also referred to as seasonal or temporary
employees. A temporary employee may work either a full or part-time schedule
depending upon the assignment. lf the employee works more than forty hours in a
week, the employee wifl be paid at a rate of 1.5 times the number of hours worked (over
and above forty hours).

Classification Regarding Exempt Employees
As noted above, certain positions such as department heads are considered exempt
under the Fair Labor Standards Act (FLSA). The position must meet certain standard
and conditions, and be given authority and responsibility that makes the position exempt
under the FLSA.

By virtue of this designation, exempt employees do not track the hours that they work.
For timesheet purposes, exempt employees are instructed to note which days they
worked and that they "have completed all assigned tasks and duties."
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Employees who have specific questions regarding
should review the Fair Labor Standards Act or
Department of Labor Wage and Hour Division.

ORIENTATION

their exempt or non-exempt status
contact the City Attorney or U.S.

A new employee needs to become familiar with his/her position, city operations,
policies, rules and regulations and fringe benefits. In order to provide new employees
with support, answers to questions and assistance in being suc@ssful in their daily job
duties, the City of Hammond conducts a two-step orientation process for its employees.

The first step in the orientation process is provided by the Personnel Department, which
will review basic employment requirements and benefits, such as:

o Job title and wages
. Fringe benefits
o Rules and regulations, including disciplinary procedures
. Requirements of the collective bargaining agreement, if such an agreement

covers the new employee

After meeting with the Personnel Department, the employee will complete the
orientation process with his/her department head, who will review specific job duties,
explain the work site, job duties required, performance expectations, department rules
and safety regulations. Many larger departments will assign a new employee to shadow
or be mentored by a senior employee, who knows the position and responsibilities.

PROBATTONARY PERFORMANCE FVALUATION

Every new employee, as well as an employee who transfers from one position to
another, begins his/her employment with the City of Hammond as a probationary
employee (with the exception of certain executive level employees such as department
heads). Probation is an assessment period that helps determine whether the employee
and City should continue the employment on a more long-term basis. A probationary
employee may be dismissed or may voluntarily quit for any reason(s) and shall not have
any recourse through the City's grievance procedure.

All new employees are on a probationary status for the first three (3) months or ninety
(90) days of employment. Technical/professional employees may be placed on a six (6)
month probationary period due to level of expertise and the need for a longer training
period. In certain cases where the department head, after consultation with the
personnel director believes that the probationary period needs to be extended, may do
so for an additional thirty (30) days. No probationary period however, shall exceed six
(6) consecutive months.

A performance evaluation should conclude the probationary process and allow the
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department head to communicate to the employee any area(s) of satisfaction,
dissatisfaction, or areas where the employee should improve his/her performance. The
report is confidential and should only be discussed with the employee.

WORK HOURS

(This policy applies to all city employees including those covered by a collective
bargaining agreement, unless the bargaining agreement or contract explicitly addresses
fhe r.ssue in a manner cantrary to this chapter. ln those instances, the terms of the
bargaining agreement or contract willsupersede the terms of this chapter.)

City Hall and most other public offices are open to the public Monday through Friday,
8:30 a.m. to 4:30 p.m., excluding holidays. Some departments have adopted a different
schedule due to the nature of the position or a flexible work schedule to better
accommodate the public. Your supervisor will assign you a specific work schedule.
Please note that a work schedule is not guaranteed and is subject to change.

Regular Work Time- The regular work week shall be considered Monday through
Friday and the regular workday is defined as eight hours per day from 8:30 a.m. to 4:30
p.m. (unless as noted above).

Lunch Hour- Salaried employees are entitled to a one-hour lunch period per workday.
Employees who fail to take a lunch period will not be compensated, unless authorized
by the department head to work through a lunch hour in order to allow that employee to
adjust his/her start or end time (come in late or leave early on the same day), or due to
circumstances where the employee was required to perform his/her work duties that
precluded the employee from taking a lunch.

Hourly employees are entitled to lunchtime set by department policy.

Overtime/Compensatory Time- Eligibility for compensable overtime will be determined
by the Fair Labor Standards Act. All oveftime must be_approved and authorized by an
emplovee's department head or supervisor. Under no circumstances, may an
employee authorize his/her own overtime.

All non exempt employees witl be granted compensatory time at the rate of one and
one-half (1-112) hours for all hours worked overforty (40) hours in any given work week.

An employee cannot accumulate more than 480 hours of compensatory time in one
year if the employee works in a public safety activity, an emergency response activity or
a seasonal activity. All other employees are limited to no more than 240 hours
compensatory time per year. Employees who exceed these limits must be paid
overtime. An employee's request for the use of compensatory time off shall be made at
least three (3) working days prior to the date(s) requested off. The request shall be
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honored unless the use would unduly disrupt the operations of the department by
imposing an unreasonable burden on the department's ability to provide services of
acceptabfe quality and quantity for the public during the time requested without the use
of the employee's services.

Alf compensatory time must be taken within the year it was earned, unless the time is
accumulated in the last quarter of the calendar year. Time earned during the last quarter
only may be carried over to the first quarter of the following year. The carried-over
compensatory time must be taken within that first quarter. Unused compensatory time
must be paid as overtime.

Record Keeping- Documented overtime and compensatory time records shall be kept
by each department for all employees and shall include:
. Date and reason for accumulation
o Name of person authorizing the overtime
o Date compensatory time taken
. All other records required by the FLSA, or other federal or state law or regulation

Time sheets shall reflect compensatory time taken and shall not be reflected as hours
worked on that date.

The personnel director has the final authority in interpreting this policy and is
responsible for ensuring that all required records are kept and in accordance with the
FLSA and will take appropriate measures to ensure compliance with state and federal
regulation.

Special Exceptions- Special exceptions to the regular workday and work week may
exist where employees may be required to work other hours or days to meet the
particular requirements of City seruices. In addition, regular hours are subject to
change with the authorization of the employee's department head.

Time Sheet Requirement-lt shall be the responsibility of the department head to
ensure that an accurate daily attendance record is kept on every employee in the
department.

Falsification of Time Records-Any individual who is involved in the falsification of time
records or who knowingly causes improper reporting may be subject to disciplinary
action up to and including dismissal.

FLEXIBLE TIME

In certain situations it may be possible for an employee, with the permission of his/her
department head and the Mayor, to work an adjusted or flexible work schedule. The
schedule must not cause a reduction in the ability of that employee's department to
properly perform its duties and responsibilities. Further, the establishment of a flexible
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schedule may not result in the need to hire other employees or the use of overtime to
cover those "traditional" hours not worked by the employee working a ffexible schedule.

A flexible schedule may allow for working more than I hours in a day, but must not
exceed forty hours in a week. A full-time employee who is granted a flexible schedule
will agree in writing to waive his/her claim to overtime pay for hours worked in excess of
eight (8) hours in one day, a copy of which will be forwarded to the Controller's Office
for payroll purposes. The employee is still eligible to overtime pay for all hours worked
in excess of forty (40) hours in one week.

P.EBSoNNEl.Sgilollg

This policy applies to all city employees including those covered by a collective
bargaining agreement, unless the bargaining agreement or contract explicitly addresses
the issue in a manner contrary to this chapter. In those instances, the terms of the
bargaining agreement or contract will supersede the terms of this chapter.

It is the policy of the City to set up orderly policies and practices to ensure consistency
in normal changes to employee status. Changes in employment status may result
from any one (1) of the following.

Temporary Transfers- Temporary transfers are those which are needed to
accommodate extended leave situations, temporary vacancies or any other situation
involving an overload or crisis.

Transfer- Lateral transfers are permitted between departments for individuals meeting
the job qualifications. Request for transfer must be made in writing and approved by the
personnel director and the Mayor. Denied transfers can be appealed through the
grievance board.

Promotions- Job openings shall be posted in the personnel office and existing
employees may be considered first. A number of factors may be considered in
evaluating an employee for possible promotion including:

o Ability to rneet job qualifications.
o Frevious ernploymentevaluations.
o Educational qualifications.
o Experience.
c Prior attendance records.

By ordinance, an employee seeking a promotion must also be a current resident of the
City of Hammond.

Current ernployees requestinE a prornotion to a vacancy must apply with the personnel
director and fill out the necessary paperwork.
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Any promotion shall be considered probationary for a period not to exceed ninety (90)
days. The performance shall then be evaluated at that point and a final decision made.

Although the City is committed to promoting its existing workforce, it reserves the right
to hire outside personnel rather than promote from within a department for supervisory
positions.

Demotions- An employee may request to be placed in a lower job classification for
whatever reason provided the position is vacant and the employee is qualified for the
position. Demotions for disciplinary reasons may be done only as an alternative to
termination and only for qualified individuals. The employee qualifies if he/she has at
least ten years of service and no prior employment probfems with the City. Demotions
for inadequate performance wilf be permitted as follows:

. Demotions must be made upon documented evidence that the employee has
received prior warning and assistance to attempt to overcome inadequacies and
has not been successful.

o The employee is not entitled to his/her previous position unless the position is
vacant.

o lf there is not a vacancy, the employee will be placed on a temporary leave of
absence without pay until a position opens for which the employee is qualified.

ln the event that an employee is promoted or demoted, any balance of unused vacation,
sick or personal days transfers with the employee to his/her new position. The value of
the transferred leave days shall be paid at the employee's new rate of pay.

Reduction in Force- Like all employers, certain conditions may arise where the City
may find it necessary to reduce employment. A reduction in force, or layoff may occur
for one of the following conditions:

o Lack of work,
. Budgetary restraints
o Reorganization which eliminates a position(s)

This policy does not apply to policy-making positions, part-time positions, temporary
positions or probationary employees. The City will not lay off full time employees and
replace those positions with part time employees. Lay-offs may occur in any other order
at the discretion of managernent. However, if all other qualifications are equal, seniority
will be used as a determining factor.

Employees who are subject to layoff will be given as much notice as possible of the
reduction in force and at least two (2) weeks of notice in writing if the lay-off is for more
than tive (5) working days. Laid-off employees are entitled to priority in recall if the old
position becomes available again. Those laid-off last will be recalled first if qualified. In
the event that two or more qualified employees were laid off on the same date the recall
will be Eoverned by seniority.
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Benefits ava i lable du ri ng lay-off-
"Vacation and sick time will remain intact but the employee will not accrue additional
time during lay-off.

rNo pension benefits will accrue.

Employees may continue health insurance benefits but the employee will be solely
responsible for payment of the premium (See COBRA Secfion for more details).

Terminations- All terminations must be documented in writing to the employee, the
employee's personnel file, and the personnel director. All terminations for cause must
be approved by the department head. Terminated employees are entitled to payment
for vacation time accrued but not taken during the year of separation. Terminated
employees will not be paid for unused personal days or sick days.

An employee may be discharged for cause for any of the following, including but not
limited to:

. Unsatisfactory work performance
o Failure to satisfy the conditions of employment
. Conduct unbecoming a city employee
o Malfeasance
. lnsubordination
. Violations of departmental rules and regulations

Indiana is an "at-will" state; as such the City reserves the right to dismiss employees
with or without cause as the need arises. Please see "Guidelines for Conducf" in the
Employee Responsibilities section of this handbook for additional information.

Resignation- lf an employee chooses to voluntarily resign his/her position with the City,
the separation is final and the employee is entitled to be paid for any vacation time or
personal time accrued but not taken during the year of separation. Depending on the
years of service, the employee may also be eligible to a buyback of a portion of accrued
sick time (Please see "Sick Time" in the Benefits section of this handbook). Resigning
employees are asked to give at least two weeks notice unless special circumstances
arise.

Retirement- lf an employee chooses to retire, he/she must advise the department head
in writing at least thirty (30) days prion to the chosen date. The employee is entitled to
payrnent for any vacation time accrued but not taken during the year of separation.
Depending on the years of service, the employee may also be eligible to a buy-back of
a portion of accrued sick time (Please see "Sick Time" in the Benefits section of this
handbook).

General Rules Applying to Termination, Resignation, and Retirement- lt shall be
the responsibility of the department head to complete the following upon termination
(voluntary or involuntary) of an employee:

. Retrieve all keys, tools, and any other City property the employee may have in
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his possession.
. Retrieve employee l.D. and all insurance cards.
. Complete a change of status form which can be obtained from the Personnel

Department.

All forms must be completed within seven (7) days of the termination.

No severance pay of any type shall be paid to any employee of the City upon
separation of employment.

Employee Death- In the event that an active employee passes away, that employee's
survivors are entitled to:

. Payment of any unpaid work hours, overtime or compensatory time.
c Payment of any unused vacation and personal days.
c Life insurance benefits if applicable.
o Workmen's compensation benefits if the death results from a work-related

accident.
o Depending on the years of service, the employee's survivors may also be

eligibfe to a buyback of a portion of accrued sick time (Please see "Sick Time" in
the Benefits section of this handbook).

It shall be the responslbility of the Controller's Office to assist the employee's survivors
in obtaining payments and insurance benefits.

Exit Interviews- When an employee leaves City employment, an exit interview shall be
held by the department head to clarify and discuss the following:

. Separation payments including discussion of payment of vacation or personal
time (if applicable).

o Status of benefits after termination.
o Answer any other questions the employee may have at separation.

PERFORMANCE EVALUATION$

Perforrnance evaluations are an important part of the employer-employee relationship.
Evaluations provide a formal method of communication between an employee and
his/her supervisor. All employees shall be evaluated on a regular basis by the
department head or his/her designee. At a minimum, evaluations shall occur:

e At least one (1 ) week prior to the completion of the probationary period.
. At least annually.
. Whenever any change in employment status is initiated.

The personnel director shall provide the evaluation form to be used and the department
head has the discretion to include any other evaluations which may be unique to the
position. All completed evaluation forms shall be signed by the employee. Should the
employee choose not to sign the evaluation, the evaluator shall mark "Refused" on the
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signature tine, the evaluator and the department head. A copy of all completed forms
shall be provided to the personnel director to become part of the employee's permanent
file.

Temporary Reassignment- In certain circumstances, an employee may be temporarily
or seasonally reassigned to another department. Whenever such a reassignment
occurs, that employee will be evaluated by the supervisor that the employee has been
reassigned to. lf the reassignment is less than one year, both the temporary and
permanent supervisor will evaluate the employee.

oFFrclAL PERSONNEL RECORDS AND INFORMATION

An employee's official personnel file is maintained in the Personnel Office. Notes,
letters, the employee's official evaluations, and other matters that require
documentation, shall be provided to the personnel director for placement in the file. To
assure that personnel files are maintained in accordance with state and federal
regulation, it will be the decision of the personnel director as to whether a document is
eligible for inclusion in a personnel file.

The City will take every possible step to safeguard the confidentiality of an employee's
personnel file. lt is available for review/access by others only under the following
circumstances:

. Ordered by a court;
o Requested by a department head or supervisor for review for a transfer,

promotion, disciplinary or other personnel action;
. Required by state or federal law;
. Needed to be reviewed to answer a complaint of discrimination filed by the

employee with the Indiana Civil Rights Commission, the E.E.O.C. or for
compliance with any state or federal regulatory agency.

o The release of partial information, such as the release of final disciplinary action,
is specifically covered by state statute.

As required by federal law, medical records, worker compensation files, and requests
for Family and Medical Leave, shall not be co-mingled with the employee's regular
personnel file. Instead a separate file will be maintained for any issue relating to a
medical condition.

Employees may periodically review their personnel file during regular business hours.
Employees should alert the personnel director to perceived discrepancies and work to
resolve the matter. Should those efforts fail, the employee may file a grievance to
correct any alleged discrepancies"
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A.

B.

REFERENCESTEi'IPLOYIUIENT VERI FICATION

Requests for references should be referred to the Personnel Office. The City does not
release detailed information regarding past performance; rather, it provides only basic
information regarding employment such as dates worked and confirmation of position
and pay. In those cases where an employee has been discharged due to an
objectionable action, such inquiries will be referred to the City Attorney.

Requests for employment verification (such as start date and current pay rate) should
be provided in writing (including by facsimile) to the payroll clerk in the Controller's
Office.

GRIEVANCE PROCEDURES

It is the policy of the city to encourage good employee relations and communications
with all employees. As a part of the policy, internal grievance procedures have been
established.

Bargaining unit employees operate under established grievance procedures set
forth in individuaf union agreements. In those instances where a grievance
procedure is defined by a collective bargaining agreement, this procedure shall
not apply.

Non-bargaining employees will have access to a special due process. Any
salaried non-bargaining employee who receives disciplinary or documented
action may file a complaint using the following process:

A written complaint, containing a clear and concise statement of the grievance,
will be completed with one copy forwarded to the personnel director, one to the
departrnent head and one retained by the employee. The complaint, which can
include the requested remedy, must be filed within seven (7) calendar days of the
receipt of the disciplinary action (whether signed by the employee or not).

The employee will present his/her case to the department head through an
informal review to be conducted within ten (10) days of receipt of the grievance.

The department head will respond in writing to the ennployee with a copy to the
personnel director within five (5) calendar days of the aforementioned review,
outlining the decision regarding the requested remedy.

Should the employee be dissatisfied with the outcome at the department level,
he/she may ask for a review of the case. Such requests must be in writing and
forwarded to the personnel director within seven (7) calendar days of receipt of

1 .

2.

?

4 .
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the department level decision. The request must be accompanied by the
employee's original complaint, the departmental response and any other
pertinent documents.

5. A three (3) member hearing pane! consisting of:
o a City employee from another department chosen by the aggrieved

employee,
. a City employee chosen by the affected department head or elected official,
o a third impartial party chosen by the personnel director

The panel shall hearfrom all parties and render a decision within ten (10) calendar days
of the hearing. The decision shall be in writing and will be sent to the employee and the
department head, with a copy remaining in the Personnel office.

C. The emphasis of this process will be on its positive use to open legitimate lines of
communication and provide for a continuation of fair and consistent treatment.

D. Elected officials, board appointments, department heads and supervisors are
expected to cooperate with this process in an open and fair manner. Actions
designed to frustrate the process or to retaliate against an employee for utilizing
the process will not be permitted. As employees, proven caser can result in
disciplinary action against a department head/supervisor. In the case of an
appointed board member, the appointing elected official will take appropriate
disciplinary action.

Although this policy provides employees with a grievance procedure to resolve issues
and conflicts, it does not alter an employee's status as at will or create a contractual
basis for employment with the city.

oPEN DQQR POl.'fCY

The City is committed to making its business a good place for all employees to work.
This goal is achieved by developing and maintaining a cooperative working relationship
among employees based on mutual respect and understanding. We believe that your
opinions, thoughts, and feelings are important, and we recognize the need for
procedures that will allow you to bring your questions, suggestions and concerns to our
attention. At the same time, we feel that it is important to recognize and follow the chain
of command, since many problems or concerns can be best addressed by those closest
to the problem.

We endorse an open door policy where employees are able to discuss any questions,
cornments or matters of concern with his/her supervisor or department head. lf
something is on your mind, take the following steps:

I
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Organize your thoughts on the issue;

o Adhere to the chain of command by first contacting your immediate
supervisor;

lf the issue cannot be resolved with your supervisor, schedule a meeting
with the next person in the chain of command. ff you have exhausted all
other levels of the chain of command, you may wish to discuss the matter
with the Mayor.

Whife the City may not be able to fully address every issue, every effort will be made to
assist you and take your opinions into consideration.
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ATTENDANCE,POLICY

This policy appfies to all City employees including those covered by a collective
bargaining agreement, unless the bargaining agreement or contract explicily addresses
the issue in a manner contrary to this chapter. In those instances, the terms of the
bargaining agreement or contract will supersede the terms of this chapter.

It is a basic expectation that all employees are expected to report for work on a daily
basis and in a punctual manner. Failure to do so will result in disciplinary action.

Tardiness- In order to preserve and maintain effective operations, employees of the
City should be present and ready to work by their assigned starting time. 

'Tardiness 
can

be cause for appropriate disciplinary action. A supervisor should-exercise discretion to
not discipline for tardiness if there is a justifiable emergency and no pattern of chronic
tardiness on the part of this employee; however, said discretion must be exercised
uniformly in sirnilar situations.

Excused Absences and lllness- An employee shafl be considered off with an excused
absence provided the employee has received prior approval from a supervisor. Each
department shall set its own procedure for calling off. lf no departmental procedure is in
place, then an employee who is absent due to illness must report off prior to or within
ten minutes of his/her start time in order to be considered excused. Employees who call
off later than ten (10) minutes after their start time shall be considerei off with an
unexcused absence and shall not receive pay for that day unless there is a medical
emergency"

Unexcused Absences- An employee who fails to have authorization or has failed to
notify his/her supervisor that they will not be at work is considered to have an
unexcused absence and will not be paid. Three consecutive days of unexcused
absence shalf be considered voluntary resignation and will terminate the employee's
position and accompanying benefits.

Chronic Absenteeism- Any employee who misses an average of more than two days
per month during the immediately preceding six months (excluding vacation time or
authorized leave of absence) shalf be considered a chronic absentee employee. The
empfoyee will be notified in writing by the department head that his/her attendance is
not acceptable. Continued chronic absenteeism may result in dismissal of the
ernployee if so approved by the personnel director.

Sick Days- Slck days may only be used for the illness of the employee, care of one's
spouse or child (under the age of 18 or as defined by the Famify and Medical Leave
Act). certain conditions apply in regard to the use of sick days:

o Any employee who misses three (3) or more consecutive work days shall be
required to provide a doctor's excuse upon return to work (including if that
absence is due to the care of a spouse or chifd). Failure to do so will resuft in no
pay for the days rnissed.
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o Sick days shall only betaken in a minimum of 112- day increments.

An employee must work 514/o of the workdays of the proceeding month in order to earn
a sick day for that month's service. Paid vacation is to be included in the calculation.
(See "Sick Time" in the Benefits section of this handbook for additional information.)

CARE FOR.CITy PROPERW

Employees are expected to exercise care in his/her use of City property and to use such
property only for authorized purposes. Negligence or carelessness in the use of City
property ma)/ result in appropriate disciplinary action.

CONFIDENTIALIW

City employees work in aR environment where the confidentiality of information
regarding residents and employees must be preserved. Medical information or any
information regarding fellow employees should always be considered strictly
confidential. The discussion of confidential matters with other employees or in places
where unintended parties can overhear such information is forbidden. The reproduction
of written materials or accessing of unauthorized computer or electronic records is also
forbidden.

At the same time, state law requires the release of information, including information
regarding employees, to the public under certain conditions and procedures. Only
authorized individuals shall handle requests for information.

DRESS CODE

As servants of the public, employees must dress in a manner and appearance that
refl ects professionalism.

Those ernployees who are seen by and come in contact with the public are expected to
dress with the same or higher expectations as associated with the private sector.
Although additional requirements may be established by individual department heads,
the following minimum guidelines must be followed by employees who spend a majority
of the workday in an office environment or unless otherwise noted:

Men- Pants, shirts without writing, socks, shoes or boots. Inappropriate attire includes
jogging attire, jeans, T-shirts with slogans or logos, footwear without socks, athletic
shoes, shorts, caps or clothing that distracts from the office's mission to create a
p rofessiona I appearance.

Women- Dresses or skirts (with a conservative length hemlines not to exce ed 2" above
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the knee), non-stretch-style slacks; blouses, sweaters or shirts (without writing) that do
not expose cleavage. Inappropriate attire includes jogging attire, jeans, T-shirts with
slogans or logos, or clothing that distracts from the office's mission to create a
professional appearance.

Uniformed Employees- Those employees who are furnished uniforms, including shirts
or partial uniforms, must wear the provided uniform attire each day when reporting to
work and performing duties.

Gasual Fridays- Dependent upon the office holder or department head, a relaxed style
of afiire is allowed on Fridays or other declared casual days. Revealing, offending or
distracting attire, jeans that are tattered, torn, faded or otherwise inappropriate may still
not be worn"

Field Assigned Employees- Employees who are regularly assigned to field duties
such as performing inspections or working in the field are permitted to wear jeans as
part of their regular attire. These employees however, must maintain a professional
appearance when representing the City in the field. Jeans must be free of holes, clean
and not look worn or tattered. All other aspects of the dress code apply.

The aforementioned guidelines should be viewed as minimum standards. Department
heads may add additional restrictions to maintain a professional appearance and
operation of their offices.

OUTSIDE EMPLOYMENT

Employees have the rlEht to work another job or career provided that it does not
interfere with the employee's duties with the City, and does not create a conflict of
interest" The following would constitute "interference" with an employee's duties:

. The conducting of private outside employment during employee's regular work
hours.

o Repeated tardiness or absenteeism due to outside employment.

At no time may City resources be used to further private outside employment"

GUIDELINES FOR CONDUCT

(This policy applies to all City employees including those covered by a collective
bargaining agreement, unless the bargaining agreement or contract explicitly addresses
the issue in a manner contrary to this chapter. In those instances, the terms of the
bargaining agreement or contract will supersede the terms of this chapter.)

Onganizations need regulations to govern the conduct of employees, maintain smooth
operations, and provide general direction. The City of Hammond is no exception. These
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rules have been enacted to help maintain safe and desirable working conditions for
everyone, are posted for general information and to ensure equitable and uniform
corrective action when necelsary. In order to demonstrate an accurate account of any
incident that results in discipline, an employee's supervisor should complete a written
report of any improper action" Disciplinary action will be issued by the supervisor upon
review and authorization by the department head. In matters of Category lV violations,
these actions must first be reviewed by the Mayor (or his designee) before being issued
(See afso the "Suspe nsion/Termination of Employment" in this section of this
handbook).

The City reserves the right to depart from these guidelines and to take action up to and
including immediate disiharge when, in its opinion, such action is necessary to protect
the well being of the City or its employees.

It is impractical to attempt to list all types of misconduct that may result in disciplinary
action; therefore, the fotlowing are only basic guidelines:

9ateooru I
The City expects proper procedures and actions of its employees including, but are
not limited to: being on time; showing respect to co-workers, supervisors and
visitors; reporting personal injuries; following normal daily procedures; and notifying
one's supervisoiin advance of any tardiness or absence. When an employee does
not abide by these regulations, it is the supervisor's responsibility to work with the
employee to correct the employee's behavior. lf there is no improvement, the
employee will be notified that his or her behavior or lack thereof, is not in accordance
with iity policy. This notification will be made verbally with written record of the
discussion placed in the employee's file.

Qategoru Il
When an employee fails to adhere to safety rules, creates conditions that are
unsanitary or potentially dangerous to other employees, displays
rudeness/discourtesy to the public, walks off the job without authorization, causing
waste of materials or parts due to carelessness, reporting to work in dirty clothing or
in an unclean manner, uses or possesses another employee's personal tools without
consent, engages in verbal confrontations that disrupt the workplace, neglects to
properly perform assigned duties, engages in activities that are unethical such as
performing personal work on City time, or when an employee commits a second
bateqorv lviolation within 12.months of the last discioline issued, that employee will
G notifled tn *riting that his or her behavior is not appropriate. Subsequent
violations could lead to additional action including suspension and termination.

Cate.ooru III
These actions are more serious in nature and have significant impact on the City or
its employees. They include: being under the influence of alcohol or deliberate
abuse of prescription or illegal drugs; specific refusal to follow legitimate directions
from one s supervisor or conduct that directly challenges the legal or legitimate
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authority of a supervisor or manager; posting, altering or removing any matter on a
city bulletin board without authorization, disorderly conduct; reckless damage to a
vehicle or other city property of less than $2,500.00; failure to report within forty-
eight (48) hours any accident; a pattern of negligence in carrying out assigned
duties, threatening or intimidating another employee; concealing defective work; use
of government equipment, tools, materials or other City property for personal use;
sleeping on the job; carrying an unauthorized passenger in a city vehicle during work
hours; violating departmental safety rules; or the violation of City Policy.

An employee who commits any of these infractions or any other infraction viewed by
the City as serious misconduct, or who commits a second violation of the qqidelines
contained in Cateoorv ll wjthin 12 months of the last.discipline issued, will be
suspended without pay for 3 to 5 days, along with other measures that may be
applicable (e.g. counseling). A subsequent violation could lead to additional action
including termination.

Cateoorv lV
When an employee commits a deliberate action that is deemed inexcusable, that
employee will be subject to immediate dismissal. Such actions include deliberate
damage of prope$; a serious violation of City Policy/ordinance, Indiana or Federal
law; conviction of a felony; actions that endanger the health and welfare of another
employee; deliberate negligence in carrying out one's job responsibilities; the use of
physical force against another individuaf; damage to a City vehicle or equipment that
totals $2,500.00 or more; theft, willful tampering with equipment or computer
programs; gross insubordination; falsification of records including time cards,
release of confidential information; unreported absence for three (3) days;
possession of illegal drugs and alcohol (all instances of alleged substance abuse or
intoxication shall be handled pursuant to methods prescribed in Ordinan@ 7415);
possession of weapons, firearms or explosives, physical or sexual assault or abuse;
a second violation of a Cateqory lll requlation within 12 months of the last discipline
issue{ or any other extremely serious action. Such behavior will result in an
immediate suspension without pay for 5 days pending review for termination by the
department head.

The foregoing listing of causes for disciplinary action is to help illustrate the City's
progressive disciplinary policy and does not preclude the City of Hammond from
disciplining employees for reasons not specifically listed. In addition, the City reserves
the right to depart from the aforementioned guidelines in matters where the
circumstances demand a stronger or milder response.

Documentation/Procedures For Discipline
All disciplinary action, including a verbal reprimand, will be documented, The City's
Disciplinary Action Form should be completed in its entirety with all facts documented.
The forms shall be signed by the supervisor and the disciplined employee. In the event
the employee refuses to sign, a witness should sign to verify that the employee was
given the opportunity to review the form.
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Discipline shall be administered discreetly and civilly and explained clearly to the
employee. As noted in the "Guidelines for Conduct," the seriousness of the offense will
be considered when discipline is issued. In certain instances the City reserves the right
to depart from the aforementioned guidelines in matters where the circumstances
demand a stronger or milder response.

The personnel director (or, in the case of the City Clerk or City Judge, the office holder)
should be consulted by the department head or supervisor if there is any question
regarding the appropriate discipline.

TJpes Ot Disciplinarv Actions
Oral reprimands are for the first offenses which do not require suspension. Oral
reprirnands should be documented for future reference and should include a warning to
the employee that a subsequent violation could result in further disciplinary actions.

Written reprimands may be issued if an oral reprimand has not corrected the problem or
if the violation is not serious enough to require a suspension. The reprimand shall
specify which further disciplinary actions could result from subsequent violations.

Suspension without pay shall be administered for repeat offenses or where required
immediately due to the nature of the offense. The first dav of suspension shall be the
fllgt_dav in which the emplovee works lgss than 51% of the workdav.

lmmediate discharge or dismissal shall be imposed where prior disciplinary actions
have not corrected the behavior or where due to the seriousness of the offense, such
action is required.

The supervisor must document and file the disciplinary action taken within five (5)
working days of notification of the incident. Failure to act within this period will render
the action moot and without force or effect.

Disciplinary actions may be appealed pursuant to the terms of the grievance procedure
established with this personnel policy.

Notice OLQhAnqes To The Guidelines For Conduct
A copy of the City of Hammond's "Guidelines for Conduct" shall be provided to each
new employee upon hiring and to all current employees. Copies of the policy will also
be available fnrrn the Personnel Office.

It is important for employees to be made aware of any changes to this policy.
Department heads shall be responsible for advising employees of any changes in the
policy. The personnel director shall be responsible for the conspicuous posting of any
changes or amendments made to the policy and for notifying the City departments of
those changes.
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POSSESSION OF FIREABilIS

No Employee or agent of the City, whether Full or Part-Time, paid or volunteer, other
than a duly sworn City police officer, general services officer or other individual
authorized by statute to carry a weapon on behalf of the City, shall carry or possess a
firearm or other deadly weapon (exceptions to this poficy include small pocket knives or
a rescue knife carried by appropriate personnel) during working hours, while on duty, or
while othenrise engaged in City business or on City property.

sAFEw ANp ITEALM

Although accidents occur in the workplace, most are avoidable by carefully and safely
performing one's job duties. lt is important to use the proper equipment such as a
ladder when having to reach overhead objects or to use one's knees (instead of just
their back and arms) when having to lift a heavy box or object. Some jobs require the
wearing of personaf protective equipment (PPE) such as eye wear, ear protection and
footwear with reinforced toes or gripping soles. PPE and performing job-duties with the
proper equipment are just a few of the many steps that an employee can take to avoid
an accident.

lf you become injured at work, you rnust report your injury to your supervisor
immediatefy. Supervisors shoufd also be notified immediately of any fires, hazardous
conditions, or injuries to others.

It is the City's policy to comply with the Indiana Workers' Compensation Laws and to aid
any Emptoyee whose injury or illness is determined to be compensable under those
laws. The City pays for all costs associated with providing this coverage, and the
insurance canier will make all payments and decisions pertaining to compensabb
injuries or illnesses.

It you are hospitalized or incur medical costs as a result of a job-related injury or illness,
your department head should be notified as soon as possible. lf absence from work is
required as a result of a job related injury or illness, you will be required to furnish a
statement from a physician stating that you are able to work before returning to work.

An Employee suffering a work-related injury and/or illness must report the condition
immediately, but no later than twenty-four (24) hours from the time of the incident, to
his/her supervisor or department head. lf the accident or injury happened at work but
requires medical treatment after going home, see a doctor of your choice or go to the
emergency room at tfe local hospital. Advise your supervisor or department head of
the name of the doctor or hospital where treatment was received as soon as possible,
but no later than forty-eight (48) hours from the time of the inckJent. Failure to
immediately report an injury or illness could result in jeopardizing your worker's
compensation claim should the injury be more serious than first determined.
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SMOKE-FREE ENVIRONIIENT

The City, including all of its buildings, is smoke-free. Employees are not permitted tosmoke whife in a City building.

Aff empfoyees are asked to help monitor the "no smokingl' policy. lf someone isobserved smoking, employees should politefy request that tt're smoker extinguish thecig-arette, pip_e or cigar- lt is the responsibifity of alt'employees to maintain a heatthy andsafe smoke-free environment.

STAFF IDENTIFIGATION BADGES

F"9h employee is issued an identification badge (1.D.) with his or her photograph on itfor identification purposes. The purpose of the-|.O. is io identify you as an employee ofthe City- lt should never be used as a form of identification outside of work.

The l.D- must be turned in when employment terminates. An employee shouldimmediatefy report a lost or stofen badge to tireir supervisor.

It is expected that personal telephone caffs wilt be kept to a minimum. Our success is inlarge part dependent upon our ability to respond to the needs of our citizens promptfy
1F efficiently. No long distance phone calls of a personaf nature are to be billed to theCity except those necessary due to emergency situations or to notify families of theneed to work fate (these calls should be kepl to a minimum fength).

Employees who are issued City owned cellular phones may use the phones forbusiness related use free of charge. The employee is responsibfe however, forreimbursing the city for any personal calls that are incurred.
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The benefits outlined in this section applies to all city employees including those
covered by a collective bargaining agreement, unless the bargaining agreement or
contract explicitly addresses the issue in a manner contrary to this chapter. In those
instances, the terms of the bargaining agreement or contract will supersede the terms of
this chapter.

The City of Hammond provides a number of benefits to its employees. Although some
benefits are required by law, most benefits are provided voluntarily to employees as part

of the overall compensation that an employee receives. Many of the benefits provided
exceed those normally provided in the private sector. This section represents an outline
of benefits and is not a full explanation/description. Employees who desire more
detailed information regarding a specific benefit should contact the appropriate source
as listed or the personnel director.

EDUCATIONAI. ASSISTANCE

The City provides educational assistance to employees who wish to further their
education and ability to perform their job. The guidelines for this program are set by
executive order and can be found in the Appendix section of this handbook.

EMPLPYEE A$SI$TANCE PROGRATII

In order to assist City employees to operate effectively on-the-job, it is beneficial to
provide help with on or off-the-job problems. Since the City management does not
possess the skitls to advise employees from within, a program for such assistance has
been established under an agreement with a professional counseling service.

This policy applies to all full time City employees. All full time employees and their
immediate family members living in the same house (spouse and children of employees
up to the age of twenty-three (23) and are covered under the City's health insurance
plan are eligible to receive ernployee assistance program service.

Confidentiality shall be maintained; no information shall be released unless an
employee gives written permission.

Ernployees participating in the employee assistance program must schedule all
counseling outside of regular working hours unless directed otherwise by his/her
supervisor.

The employee assistance program is ou"r"""n by the Hammond Human Relations
Commission"

Employees rnay voluntarily seek assistance from the program or can be referred to the
program by his/her supervisor.
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Supervisors who encounter problems with employees (discipline or performance) where
it appears that off-the-job stresses are causing or contributing to the situation should
follow the procedure listed below:

1. Confer with the employee about the job related aspects of the problem
(absenteeism, declining performance, conflicts with other employees, etc.).
Clearly express in writing the desired behavior change and the consequences of
not meeting expectations.

2. Keep an accurate record of all contact with employees.

3. lf employees raise on or off-the-job problems as the cause, refer him/her directly
to the professional counseling service.

4. tf employees do not indicate any on or off-the-job problems but supervisors
suspect them, supervisors may suggest the employee assistance program but
should not order it.

5. In certain extreme circumstances, a department head, with the consultation of
the City Personnel Director may believe it to be in the best interest, safety and
welfare of the City, its employees and the general public, to require a mandatory
evaluation of an employee who exhibits actions or mannerisms that indicate that
the employee may need professional consultation. A mandatory referral may
only be made after behavior that creates a threatening situation has been
documented, and that documentation has been reviewed by the City Attorney.

6. While the nature of direct assistance is confidential, employees' supervisors
should keep the consultant informed, by memo, of any changes in job behavior
that may be relevant to the employees assistance program. (Did behavior
improve? Was the employee's job performan@ improved? ls the situation
continuing to deteriorate?)

7. lf any employees receiving assistance are being considered for unfavorable
termination, all relevant information should be provided to the consultant before
the action is completed.

LIFE INSURANCE

All regular full-time employees are provided a life insurance policy at a cost of one dollar
($1.00) per year. The amount of the policy is currently $30,000.00. Additional life
insurance coverage is available for purchase by an employee (the cost of which is the
employee's responsibility). Please contact the Controlfer's Office for additional details.

37



MEprcAL TNSURANCE

Regular full-time employees are eligibfe for single (employee) or family (dependent)
coverage administered for the City by private contract. Coverage includes: medical,
dental and vision benefits. Contributions and coverage limits may vary. Please contact
the Controller's Office for additional information regarding current rates and coverage.

In those cases where union pensions and welfare funds are involved, the City will make
the appropriate contributions pursuant to the collective bargaining agreement.

COBRA R GHIS- Employees and their famifies will have the opportunity for a
temporary extension of health insurance coverage in certain instances where coverage
under the City's health plan would otherwise end. Only those employees, as well as the
employee's spouse and dependents, who were covered under the City's health
insurance plan on the day before the event which triggered termination of coverage are
eligible to elect continuation of coverage.

lf you are an employee of the City and are covered by its health insurance plan, you
have a right to elect continuation coverage if you lose your group health coverage
because of a reduction in your hours of employment or the termination of your
employment (for reasons other than gross misconduct on your part).

FAMILY AND MEDICAL LEAVE

The City recognizes that Employees may need time off to care for the medical needs of
themselves their children, their spouses and their parents. In order to comply with the
Family and Medical Leave Act ("FM1A"), the City has developed this policy to provide
eligible employees the necessary flexibility to manage their careers and family needs.
To the extent that the FMLA provides greater family or medical leave rights to
employees than are provided under existing policies, the requirements of the FMIA will
prevail and wil! supersede existing policies. Leave time taken under other policies,
which would qualify as leave under the FMLA, will be taken into account when
computing the FMLA leave.

The following information should be viewed only as an outline of FM[A. Please contact
the personnel director for specific details.

Eligibili$- To be eligible for the FMIA, an Employee must have been employed for at
feast twelve (12) months and must have worked at least 1,250 hours during the
previous twelve (12) month period. The FMLA entitles eligible Employees to take up to
twelve (12) weeks unpaid leave of absence during a twelve (12) month period.

Reasons For Leave Employees may be granted leave for any of the following
reasons:
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o To care for a newborn child, newly adopted or newly placed foster child.
Employee's right to leave for this reason ends twelve (12) months after the birth,
adoption or placement of the child with Employee.

. To care for a family member such as a spouse, child or parent who has a serious
health condition (under the care of a health care provider) and prevents that
individual from performing their regular activities for three or more days.

o For a serious health condition (under the care of a health care provider) which
debilitates the employee and prevents that individual from being able to perform
his/her duties at work for three or more days.

Written Notification- All notification of leave under the FM|A, including extensions, will
be provided to City employees in writing in accordance with federal regulations. In turn,
the employee will also make all requests for such leave in writing. In those situations
where, due to an emergency, notification cannot readily be provided in writing, the
employee will be requested to provide such notice as soon as possible using all
federally approved forms.

Computing Leave Tim* The twelve (12\ month period for taking leave will be
measured on a calendar basis (January to December).

Extension of Leave- FMLA leave may not be extended beyond twelve (12) weeks to
any employee without the written approval of the department head and personnel
director.

End af Leave Notification- Departments are required to notify the Personnel
Department at least two (2) weeks prior to the end of any leave so that proper federally
approved forms may be sent to the employee notifying them of the end or extension of
their leave.

Specia I Limitations- The Act includes a special provision in the event of a birth,
adoption or placement of a foster child, and where both parents are employed by the
City of Hammond. In those cases, a total of 12 weeks of leave is availabb to the
parents, and may be taken in any combination of leave providing the total taken by both
individuals does not exceed 12 weeks.

Substitution Of Paid Leave FMLA leave is unpaid. However, employees may
substitute sick leave or vacation, which they have earned or accrued for part or all of the
FMLA leave and count it against the maximum twelve (12) week entitlement.

Heatth lnsurance Coverage While On Leave- Group health and/or dental insurance
coverage for Employees while on leave will be continued on the same basis as
coverage would have been provided had Employee been continuously employed during
the leave period. Any share of health and/or dental insurance premiums, which had
been paid by the employee prior to the leave, must continue to be paid by Employee
during the leave period. lf paid leave is substituted as discussed above, Employee's
portion of the premium will be paid by payroll deduction. lf all or part of the leave is
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unpaid, Employee must make arrangements with his/her department head for a
mutually agreeable schedule for paying Employee's portion of the premium.
Employ-ee's-failure to rnake the necessary contributions, will lead to the cancellation of
group health and/or dental insurance coverage.

Failure to Return From FIttLA Leave lf Employee does not return to work following
leave (depending on the reason for Employee's failure to return to work), the City
reserves the righi to recover all group health and/or dental insurance premiums paid by
the City during the leave period. The reimbursement will be based on the cost of
COBRA coverage.

Stafus Report and lledicat Certiftcation Prior to Retunring From Leave Employees
on FMI-A leave must report to their department head every two (2) weeks on their
status, including whether they intend to return to work and the date which they will
return to work, if known.

Employees who take FMLA leave due to their own serious health condition, must
provide a fitness-for-duty medical certification from their treating health care provider
prior to being permitted to return to work. Under no circumstances will an Employee
who fails to provide certification be permitted to return to work.

Job and Benefit Protection- Employees returning from FMLA leave will be given the
same job they had when they left on leave or an equivalent job with equivalent pay,
benefits and other employment terms, including no loss in years of service. Employees
who fail to return to work at the end of leave, lose their rights to be returned to their
former jobs or equivalent positions.

The use of FMI-A leave will not resutt in the loss of any employment benefit that accrued
prior to the start of leave. However, employees will not accrue any type of leave benefit
while they are on non-pay status.

Cfianges in Regutation- The Family and Medical Leave Act is subject to updates,
changes and amendments by Congress and the U.S. Department of Labor, Wage and
Hourbivision. In the event that such change conflicts with this handbook or other City
policy, the current federal law or regulation shall apply.

Definitions- The following definitions will be used:
o A "child" refers to a biological, adopted, foster, or "step" child, a legal ward, or a

person less than eighteen (18) years of age, for whom the Employee has the
responsibility to provide care and support. Additionally, a "child" is considered a
person eighteen (18) years or older who is incapable of self-care due to a physical
or mental disability. A "parent" refers to an individual's natural parent or a parent
who has/had legal custody of a child as described above.
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Health care provider includes:

Doctors of medicine or osteopathy authorized to practice medicine;

Podiatrists, dentists, clinical psychologists, optometrists, chiropractors, nurse
practitioners, nurse-midwives, clinical social workers (each performing within
their scope of practice);

Christian Science practitioners listed with the First Church of Christ, scientist
of Boston;

Any health care provider recognized by the City's group health plan.

EXTENDED LEAVE OF ABSENCE

Nofe: Medical Leaves of Absence are subject to and superseded by federal guidelines
as outlined in the Family & Medical Leave Act (FMLA).

It is the purpose of this policy to outline those conditions under which Leaves of
Absence without pay may be given and to define the status of employee benefits during
an extended Leave of Absen@. Each case will be decided on its own merits and
app roved by the Depa rtment D i rector/Su pervisor.
A leave may be granted to any regular full-time employee after two full years of service.
Leave request must be made in writing thirty (30) calendar days prior to the date of
Leave of Absence.

1. The employee must specify the reason for the leave and the probable date of
return. Failure to report for work assignment at the return date specified in the leave will
result in termination, unless an extension is requested and granted.

2. Leaves of Absences shall be granted for a
are renewable in blocks of thirty (30) day time
months.

minimum period of thirty (30) days and
periods up to a maximum of three (3)

3. Education leave can be granted on a semester or academic year basis, provided
the employee is attending school on a full-time basis as defined by the university. Prior
to the effective date of the leave, the employee shall provide the department head with
a receipt evidencing tuition payment.

4. Extended lllness and Extended Maternity Leave: An employee who has exhausted
leave granted pursuant to the Family Leave Act, may be granted on a case-by-case
basis, a Leave of Absence without pay upon submission of a doctor's statement of a
continuing serious medical condition. A doctor's note shall be submitted each thirty (30)
days. In the event that the leave is not extended, the employee will be given at least
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thirty days notice prior to its cancellation.

5. Status of Benefits:
a. When an employee returns from an approved leave of absen@, he/she will be

placed in a job substantially the same in pay and duties as the one vacated at the
time leave was approved. There is no guarantee of return to the exact position
vacated.

b. Length of service shall be frozen for the duration of the leave of absence.

c. Time spent on leave of absence status shall not be used for computation of the
following benefits:
a. Sick leave
b. Vacation time
c. PERF benefits.

Hospitalization and life insurance will be carried in the current month that he/she takes a
leave of absen@. lf the employee elects to extend such insurance coverage beyond
that limitation, he/she may do so by paying the premium.

FUNERAL LEAVE

In the event of a death within the immediate family, a full-time employee is entitled to be
paid and absent from work for a period not to exceed three (3) consecutive working
days. lmmediate family means:

(a)Husband
(b) Wife
(c) Son
(d) Daughter
(e) Father
(f) Mother
(g) Father in Law
(h) Mother in Law
(i) Brother (including in law)
fi) Sister (including in law)
(k) Grandparents (including in law)
(l) Grandchildren
(m) any other person who is currently living in an employee's household and has
been so domiciled for at least the past year.

Excluded from this listing are any former relatives (such as former in-laws due to the
dissolution of marriage). Employees may be granted up to one day (to attend the
funeral or service) in the death of an aunt or uncle.
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In certain situations where the death of a spouse, child or parent has occurred and
extenuating circumstances exist, special provisions may be made by the department
head after discussion with the personnel director (or, in the case of the City Clerk or City
Judge, the office holder).

HOLIDAYS

Paid holidays are designated by City ordinance. Hofidays for union members and City
employees shall be the same unless a collective bargaining agreement provides
otherwise (such as providing for necessary services). The holiday schedule for the year
will be published each January by the Mayor's office, The City's ability to provide quality
services during the rest of a workweek when a holiday occurs is extremely important, lf
an employee is absent without proper authorization on the last working day before a
holiday or the first working day after a holiday, he/she will not be paid for the holiday.

lf a holiday falls during a scheduled vacation, an employee need not take a vacation day
for the declared holiday to receive full pay for that week.

JURY pUlY ANp SUBPOENAED WTTNESS

When an employee is required to serve as a juror or subpoenaed witness, that
employee will receive his/her full regular pay (straight time only) subject to the following
provisions:

The employee mLtst notify his/her supervisor within twenty-four (24) hours after receipt
of notice of selection for jury duty or as soon as practicable after receipt of a subpoena.

o lf serving jury duty, the employee must furnish a written statement from the
appropriate public official showing the date and time served and the amount of
pay received.

o lf serving as a subpoenaed witness, you
proper party and showing the amount
services.

The employee must sign over any check (excluding mileage) received for serving as a
juror or witness to the City Controller's Office.

Ii'ILITARY LEAVE

The City encourages and supports employees who choose to serve our nation in the
armed forces. In certain cases where an employee is called to military service, either
for active duty or annual training, that employee may be entitled to
reinstatemenUreemployment and other rights under the Uniform Services Employment
and Reemployment Rights Act of 1994 ("USERRA"). To qualify under USERRA, your

must show the subpoena signed by a
of compensation received for such

43



separation from military service must be under honorable conditions and you must meet
the other requirements of the law. In order to qualify for City-sponsored benefits, your
military service must be in compliance with the folfowing conditions:

(1) Elisibilitv: An employee who must be absent from work due to military duty (either
voluntary or involuntary) must provide advance notice to the Personnel Office as
soon as possible, along with a copy of his/her military orders which identifies the
time period for the leave as specifically as possible.

(2) Reinstatement In order to be eligible for USERRA and City-sponsored benefits,
employees returning from a military leave lasting fewer than thirty one (31) days,
must report back to work at the beginning of the first regularly scheduled work day
following the completion of military service.

(3) Reemplovment In those situations where military leave lasts more than thirty (30)
days but less than one hundred eighty-one (181) days, an employee must submit an
application for reemployment within fourteen (14) days of the completion of military
service to be eligible for USERRA and City-sponsored benefits. An employee on a
military leave that lasts longerthan one hundred eighty-one (181) days must submit
an application for reemployment within ninety (90) days of the completion of military
service. In any case where the military leave exceeds more than thirty (30) days,
the employee must provide official military documentation identifying the period of
military service to establish that the application for reemployment was timely and
that the discharge was honorable.

Benefits: Upon reemployment, an employee restored to the level of benefits attained
had he/she provided continuous service to the City and as a result, all rights and
benefits determined by length of service (including vacation, sick and personal time) will
reflect continuous employment. In addition, dr employee will be eligible for health
benefits for up to twelve (12) months, so long as he/she continues to pay his/her
em ployee contribution.

Compe.nsation: An employee will be permitted up to four (4) weeks of paid military
leave per calendar year provided that he/she has completed one (1) year of service with
the City. Compensation will be computed by taking the employee's hourly rate of pay,
multiplied by forty (40) hours, less the earnings received from military service. This
compensation is contingent upon the City's payroll department receiving adequate
advance written notice of the military leave and official military documentation indicating
the amount of earnings received while on military leave. New employees (those with
less than one (1) year of service may elect to use paid time off in conjunction with
military leave.
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PAID SICK.DAYS

lf he/she is a full-time employee, he/she will earn sick time at the rate of one (1) day
after each calendar month in which he/she has worked at least 51o/o of work days
(including paid vacation days) of that month. Example: An employee's sick day for
January will show up on his/her first paycheck in February. The sick day is earned after
the month is worked.

Employees not accruing paid sick leave include: part time, temporary, seasonal, or
inactive employees, and employees who are on a leave of absence.

Sick time benefits should be used only for legitimate illness of an employee, his/her
spouse or child (under 18 years of age). When returning to work after using three or
more days of sick leave consecutively, the employee will be required to furnish a
docto/s statement and an authorization to return to work at normal or restricted duties.
Use of sick time to care for a spouse or child should be used onfy when absolutely
ne@ssary, and documentation may be required if the absence lasts three or more days
(without violating the privacy rights of the spouse or child). Abuse of sick time may lead
to disciplinary action.

o lllness during an authorized vacation period shall be considered vacation days
rather than sick days.

. An individual who abuses the sick day policy by using sick time when the
employee is not ill shall be subject to progressive discipline starting with a written
warning for the first offense, a three-day suspension without pay for the second
offense, a five day suspension without pay for the third offense and immediate
dismissal for the fourth offense.

Accumulation- Sick days may accumulate up to a maximum of seventy-five (75) days.
For each six (6) days earned in excess of the allowable accumulation, the excess days
shall be converted to equal one extra regular vacation day. In computing sick leave
accruals, paid sick leave used will be deducted from the accrual.

Retirement or Separation Value- In most cases, unused sick time is not reimbursable
when an employee leaves City employment. However, the City also recognizes the
value and contribution made by long-term employees. lf an employee leaves City
employment and is eligible for retirement, or have worked for the City for at least 10
years, and have provided at least 30 (thirty) days notice that he/she will be leaving
employment, the employee may be reimbursed for sick time as foflows:

. Employees are eligible for retirement benefits subject to the eligibility
guidefines determined by the Public fmployee Retirement Fund (PERF);

. Employees who have worked for the City for at least 10 years of full time
service will be reimbursed at a rate of 1 (one) day's pay for each 4 (four) days
of unused sick time.
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o Employees who have worked for the City for at least 15 years of full time
service will be reimbursed at a rate of 1 (one) day's pay for each 2 (two) days
of unused sick time.

Additional Provisions- Sick leave accruals are transferred if the employee changes to
another department within the City, and remain a full-time employee. Sick time is
always paid at the curent rate of pay when taken. Sick leave earned is retroactive to
the employee's date of hire.

lf you become itl or injured whife on vamtion, the scheduled vacation shall be counted
as vacation, if the disability continues beyond the scheduled time of vacation, the sick
leave allowance (if any) shall begin on the first scheduled working day after the end of
the scheduled vacation.

Each department director/head shall have a complete record-keeping system of
employee's sick time earned and taken.

PERS9NAL TIME

Separate and independent of vacation, holiday, and sick leave allowances or other paid
time off, employees shall receive four (4) personal days off with pay each year after
completing one years' service. Pay for personal time will be paid at the employee's
regular hourly rate or pro-rated basis for salaried employees.

Employees must use this time within the calendar year or lose it, as it is not
accumulated from year to year and may not be paid as a termination benefit.

In most cases, personal time should be scheduled in advance and cleared with the
supervisor. Emergencies are exempted from advance scheduling. Personal time may
be taken in four hour increments, but not in lesser amounts (see Flexible Schedule
Section for details as to how personal time applies to employees working a flexible
schedule).

New employees starting before July 1st will be allowed one personal day to be taken
before December 31st of the same year. Employees starting after July 1st are not
entitled to personal days until January 1st of the following year.

VACATION

All full time employees are eligible for paid vacation and based on the length of
continuous service with the City. Certain eligibility requirements and guidelines apply.

Earning Vacation- Vacation is earned based on the length of service of the employee
and his/her anniversary date.
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First vacation: After completion of an employee's first six months of work, the
employee is eligible for one week (five days) of vacation. The vacation must be
used within the remaining months of the calendar year in which it is issued. To
be eligible for your first full vacation, you must pass your first anniversary date.
At that time an employee is eligible for two (2) weeks of paid vacation. The first
vacation must be taken before the end of the calendar year in which you passed
your first anniversary date. You are limited to a maximum of ten (10) days of
service after one year of service.

Vacation in subsequent yeans: To be eligibfe for vacation in subsequent years, an
employee must be on the payroll as of January 1 to be eligible for vacation that year.
Vacations are allotted based on the following schedule:

Second through four years of employment:
Ten (10) days per calendar year

Completion of fourth (4th) anniversary:
Fifteen (15) days per calendar year

Completion of ninth (9th) anniversary:
Twenty (20) days per calendar year

Completion of fourteenth (14th) anniversary:
Twenty-five (25) days per calendar year

Completion of twentieth (20th) anniversary:
Th'rty (30) days per calendar year

Guidelines- Vacations shall be scheduled within each department pursuant to seniority,
the needs of the department and the ability of the remaining staff to do the work in a
proper manner. A vacation may be split into blocks of time less than one week providing
that such a schedule does not hamper office function. A scheduled vacation may be
changed in case of an emergency.

Department heads shall have the authority to designate certain time periods in the year
during which no vacations may be taken if the prohibition is based upon the necessity of
office operations; and nq exceptions are made for any department employee.

Vacation time earned but not taken in a calendar year will not be allowed to be carried
over to the subsequent year, nor will an employee receive additional compensation for
vacation days earned but not taken unless it is in the year of separation.
Time of service by the employee is transferable between City departments and/or civil
city corporations. The value of a vacation is determined at the time of use, rather than
when the vacation was earned.

Whenever a holiday falls during an employee's scheduled week of vacation, he/she
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does not need to use a vacation day for that holiday.

lf an employee becomes ill or injured while on vacation, the scheduled vacation time
shall be counted as vacation days rather than sick days. lf the illness/disability
continues beyond the scheduled vacation time, the sick leave allowances (if any) shall
begin on the first scheduled working day after the scheduled vacation.

Gonvension to Flexible or Gompressed Schedule- lf an employee is assigned to a
compressed or flexible schedule (a schedule where an employee normally works more
than eight hours a day or fewer than five workdays per week), that employee's vacation
days are converted to hours rather than days. For example, an employee who has
earned two weeks of vacation is entitled to eighty (80) hours of paid vacation time.

WoRKERS' COMPENSATTON

When any employee, regardless of status (full, part, temporary, seasonal, etc.) is injured
on the .iob, he/she must immediately notify his/her supervisor. He/she will directed to
the medical provider assigned by the City's insurance department for treatment and
must obtain a release to return to work from the same provider before returning to work.
Employees may not receive treatment from his/her own physician for treatment of a
work-related injury.

lf he/she is injured or disabled while working (at his/her City position) and must, due to
that injury or disability, miss work, he/she will receive their normal rate of pay for the first
five (5) days of work missed, provided that the City assigned physician has certified that
he/she are unable to work. These five days shafl not be counted against his/her accrued
sick time. After the first five days, he/she will be paid at the rate set for an employee on
worker's compensation. lf he/she are injured on the job, he/she are not entitled to
receive both full pay from the City (by the use of sick/vacation days) and benefits from
Workers' Compensation for the same period of time. Although the actual length and
amount of worker's compensation coverage varies, a maximum limit of 500 weeks of
workmen's compensation is set by state statute.

Additional Provisions- When he/she returns to work after sick feave (Leave of
Absence) trom an on-the-job injury, he/she will again begin to earn sick days.

lf he/she misses work for an on-the-job injury for which Workers' Compensation pays
benefits, the city shall continue his/her insurance benefits (as they were when he/she
were worklng). lf he/she is making a contribution towards your insuran@ coverage,
he/she must continue to make such contribution. Thereafter, he/she must obtain and
maintain his/her own insurance (at a cost equal to the COBRA rate).

When he/she miss work due to an on-the-job injury, he/she must submit a statement
from the City's medical provider estimating how long it will be before he/she may return
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to work. lf he/she is not able to retum to work pursuant to the provide/s estimate,
he/she must obtain and submit an additional statement from the medical provider,
extending that leave. When returning to work, he/she must bring a medical release to
return to work.

The City provides "light duty," in those cases where the department has that type of
work available and a physician has authorized such work. The release should state
how long the "light duty" could be expected to be in effect. lf the department does not
have any "light duty" available, you must be cleared by the City's medical provider
before returning to work.

IUANDATORY BENEFITS

These benefits apply to all City and Utility employees not covered under the Police or
Fire Pension plans:
I Social $ecurity- Provides benefits for death, disability and retirement. For a full

description of this benefit, please contact the local Social Security Office.

. Worker's Compensation- lnjuries or illnesses incurred on the job are compensable
under provisions of State law. This includes payment of medical expenses resulting
from such an injury or illness and lirnited liability for death, dismemberment and
disability. These benefits are provided on a case-by-case basis. Please contact
the Personnel Office for additional information.

Unemployment Insurance- Provides benefits for full-time employees in
accordance with State laws in cases of involuntary termination based on a lack of
work or other good cause. Please check with the Indiana Employment Security
Office regarding this benefit,

Public Employment Fund (PERF)- PERF is available to all full t ime employees
except those who are part of an emergency service, part-time employees, and
seasonal employees or in a fee paid position with the City. All full time employees
are reguired to participate upon employment. The City contributes the employee's
share (equal to 3o/o of the employee's pay) as well as the employer's share of
PERF. A new employee may not waive participation in the Public Employees
Retirement Fund (PERF). lf the employee leaves the employment of the City and is
not qualified for retirement, he/she may apply for a cash refund of a portion of all
monies contributed plus interest accumulated.

Employees with ten (10) or more years of,service credit are entitled to a retirement
benefit at age sixty-five (65). Employees with fifteen (15) years of services or more
are eligible for early retirement at age fifty-five (55) with reduced benefits. State
law governs eligibility for PERF retirement benefits.

All rufes and regulations regarding PERF are established and rnodified by the State
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of Indiana. An employee interested in additional information regarding his/her
PERF benefits shoufd contact the City Controller's Office.

Eligibility for Retirement Health Benefits- Employees who are hired after January 1,
2005 must earn at least fifteen (15) years of continuous service and are eligible for
retirement under the Public Employees Retirement Fund Plan (PERF) to be eligible for
heafth insurance benefits during retirement. Employees hired prior to January 1, 2005
are grandfathered under the former policy's provisions which requires at least 15
(fifteen) years of continuous full-time service to be eligible for health insurance benefits
at retirement. Employees should contact the Controller's Office for specific eligibility
information.

Benefit at Retirement- The amount of benefits at retirement is affected by such factors
as:

(a) Service credit,
(b) Military service,
(c) Prior service,
(d) Leave of absence,
(e) Membership service,
(f) Average salary, and
(g) Age of retirement.

A retiring employee should contact the Controller's Office and PERF four (4) weeks prior
to his/her retirement date to assure a smooth transition.
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