LURAY TOWN COUNCIL
August 12, 2019 - 7:00 p.m.
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MEETING AGENDA

CALL TO ORDER &
PLEDGE ALLEGIANCE TO THE U.S. FLAG

ROLL CALL

CONSENT AGENDA

GENERAL CITIZEN COMMENTS (other than agenda items)

PRESENTATIONS
A) Downtown Get Down & Sunflower Festival

PUBLIC HEARINGS
A) Code Amendment — Definition of Single-Family Dwelling

DEPARTMENTS, TOWN BOARDS AND COMMISSIONS

A) Chamber of Commerce
B) Luray Downtown Initiative

ACTION & DISCUSSION ITEMS
A) Chamber of Commerce — Storage Issues

B) Financial & Conflict of Interest Policies

C) Personnel Policies Manual & Job Descriptions Update

D) Draft Code Amendment — Chapter 98 — Parks & Recreation
E) WWTP & Sewer System Update

F) Water Fund Transfer

OLD BUSINESS

TOWN ATTORNEY’S REPORT

MAYOR’S ANNOUNCEMENTS

RECESS

CLOSED MEETING
A) Real Property: Potential Disposition of 36 West Main Street

ADJOURN
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I move to approve the following Consent Agenda (All items must be read):
CONSENT AGENDA

(A) Minutes of the Regular Council Meeting — 7-8-2019

(B) Accounts Payable checks totaling- $231,901.28

**Financial Reports will be provided at the close of the Fiscal Year.

Prepared By:

Mary F. Broyles, Treasurer



A REGULAR MEETING OF
THE TOWN COUNCIL
OF
THE TOWN OF LURAY, VIRGINIA

Monday, July 08, 2019

The Luray Town Council met in regular session on Monday, July 8, 2019, at 7:00 p.m. in the Luray
Town Council Chambers located at 45 East Main Street, Luray, Virginia at which time there were
present the following:

Presiding: Mayor Barry Presgraves

Council Present:

Jerry Schiro

Jerry Dofflemyer

Leroy Lancaster

Joseph Sours

Leah Pence (present after the roll was called)

Council Absent:
Ron Vickers

Also Present:

Steve Burke, Town Manager

Bryan Chrisman, Assistant Town Manager

Jason Botkins, Litten & Sipe

Mary Broyles, Clerk-Treasurer

Danielle Babb, Deputy Clerk-Treasurer

Chief C.S. “Bow” Cook, Luray Police Department
Bill Huffman, Luray Downtown Initiative
Meredith Dees, Luray Downtown Initiative

Mike Uram, Stanley Town Council

Ken Beyer, Hawksbill Greenway Foundation
Mr. Doug Southers, Stanley Volunteer Fire Department
Mr. Charlie Sours, Fraternal Order of Police

A quorum being present, Mayor Presgraves declared the Council to be in session for the transaction of
business. All present stood for a moment of silence. Councilman Sours led everyone in the United
States Pledge of Allegiance.



CONSENT AGENDA

Motion: Councilman Schiro motioned to approve the Consent Agenda as presented, motion seconded
by Councilman Dofflemyer with the vote as follows: YEA: Council Members Dofflemyer, Schiro,
Lancaster, Sours. Approved 4-0

Consent Agenda
(A) Minutes of the Regular Council Meeting — 6-10-19
(B) Minutes of the Council Work Session- 6-25-19
(C) Accounts Payable checks totaling- $ 348,577.73
(D) Authorize Treasurer to begin preparation of year end adjusting entries

** Financial Reports will be provided at the close of the Fiscal Year.

CITIZEN COMMENT

Mike Uram- 155 Cubbage Road, Stanley Virginia (Stanley Town Council)

Mr. Uram commended the Town of Luray for its summer movie nights. He also thanked the Town of
Luray for participating in the Stanley Homecoming festivities; he noted that it is very nice to see other
towns participate in the parade. Mr. Uram also complemented the ribbon cutting ceremony for the opening
of Main Street Bridge.

PUBLIC HEARINGS

SUP 19-04 Single Family Dwelling in B1 — 303 East Main Street

Town Manager, Steve Burke, said the Town Council is requested to conduct a Public Hearing for citizen
input regarding a Special Use Permit to maintain a single family dwelling at 303 East Main Street. The
property was previously operating as a chiropractic center but was originally constructed as a residence.
The Planning Commission has unanimously recommended approval of the special use permit. Mayor
Presgraves recalled the property being built as a residence. He would like to refer to the Planning
Commission that they consider exempting homes in the business district.

Mayor Presgraves opened the public hearing for citizen comment. With no one present to speak, the
hearing was then closed.

Motion: Councilman Dofflemyer moved for the Town Council to approve the Special Use Permit to
maintain a single-family dwelling at 303 East Main Street in the Business (B-1) District. He further
moved that Town Council waive the Special Use Permit fee and have the applicant pay only for
advertisement costs. Motion seconded by Councilman Sours with the vote as follows: YEA: Council
Members Dofflemyer, Schiro, Lancaster, Sours.

Approved 4-0



DEPARTMENTS., TOWN BOARDS AND COMMISSIONS

Luray Downtown Initiative

Ms. Meredith Dees discussed a project that LDI has been forming for some time now. The project is a
facade improvement grant that the board has been working on for about two years. The LDI board has
created the application and is now ready to offer the grant to businesses in the downtown district. Three
members of the downtown district will be selected to receive a 50-50 matching grant of up to $2500, and
$500 for signage. The grant will be awarded based on applications reviewed by the selection committee.
Applications will be due in late 2019, with selections made by early 2020. All construction will need to
be completed in the spring of 2020, and the grant is funded solely by LDI.

Ms. Dees noted plans for another bridge event in November to be held at Ruffner Plaza. More information
is to come on the event.

ACTION & DISCUSSION ITEMS

Greenway Foundation Water Fountain

Mr. Ken Beyer, President of the Hawksbill Greenway Foundation, noted that it was twenty years ago
he stood in front of Council recommending the concept of a “Greenway”. Today Mr. Beyer is
presenting a check for a water fountain in memory of Sandi Wood. Ms. Wood was an avid fan of the
Concerts on Main series and loved attending the music at Ruffner Plaza. The fountain will be placed
near Ruffner Plaza with an exact location to be determined by Town Staff. Council members thanked
Mr. Beyer for his presentation.

Stanley Volunteer Fire Department & Fraternal Order of Police Tournament

Mr. Charlie Sours of the Fraternal Order of Police presented a request for a 2" Annual Fishing
Tournament. The first tournament was held in May 2019 with 159 participants. The feedback was very
positive and there has been interest from participants in a second tournament.  The tentative date is
scheduled for May 2, 2020.

Mr. Doug Southers, Stanley Volunteer Fire Department, said that the event was a great success which
drew many out of town visitors.

Motion: Councilman Dofflemyer motioned to approve the 2" Annual Fraternal Order of Police and
Stanley Volunteer Fire Department Fishing Tournament along the Hawksbill Greenway. Motion
seconded by Councilman Lancaster with the vote as follows: YEA: Council Members Dofflemyer,
Schiro, Lancaster, Sours, Pence. Approved 5-0



Recommendation of Reappointment — Board of Zoning Appeals

Mr. Burke stated that the Council is requested to consider a recommendation of Harley D. “Doc” Brown
to the Judge of Page County Circuit Court for re-appointment to the Town of Luray Board of Zoning
Appeals to fill a five year term ending June 30, 2024.

Motion: Councilman Schiro motioned to recommend Harley D. “Doc” Brown to the Judge of Page
County Circuit Court for re-appointment to the Town of Luray Board of Zoning Appeals to fill a five-
year term ending June 30, 2024. Motion seconded by Councilman Sours with the vote as follows:
YEA: Council Members Dofflemyer, Schiro, Lancaster, Sours, Pence. Approved 5-0

Special Use Permit Single Family Dwelling in B1 District Exclusion

Mr. Burke requested that the Council refer a Code Amendment to the Planning Commission for
consideration. During the work session review of the request to maintain a single-family dwelling in the
B-1 District, Council requested that staff review if an exclusion for pre-existing dwellings experiencing
change of use could be developed.

Motion: Councilman Schiro motioned that the Town Council refer the Code Amendment to Chapter
406.2 of Appendix A; Article IV to the Planning Commission for review and consideration as
presented. Motion seconded by Councilman Lancaster with the vote as follows: YEA: Council
Members Dofflemyer, Schiro, Lancaster, Sours, Pence. Approved 5-0

TOWN ATTORNEY

Mr. Jason Botkins noted one new item of business. As of July 1, 2019 a new law is in effect that requires
Council members to complete Conflict of Interest Training. There is an online module that can be
completed, and the second option is in-person training that can be scheduled in advance. The deadline for
training is December 31, 2019. Mr. Botkins is happy to assist if needed.

-Recess-

EXECUTIVE SESSION

Performance of Specific Local Government Personnel, Section 2.2-3711.A.1

Mayor Presgraves requested a motion to adjourn into Executive Session for the purpose of discussing
matters relevant to Section 2.2-3711.A.1 regarding the performance of specific local government
personnel.

Motion: Councilman Schiro motioned to recess the regular meeting and to convene in executive session;
Councilman Sours seconded the motion with the following members voting YEA: Council Members

Doftlemyer, Schiro, Lancaster, Sours, Pence. Approved 5-0

-Closed Meeting-



Certification: Mayor Presgraves asked members of Council to certify that to the best of their knowledge
only matters covered under Section 2.2-3711.A.1 were heard, discussed, or considered during the closed
session. Motion: Councilman Schiro motioned to certifya the closed session; Councilman Lancaster
seconded the motion with the following members voting YEA: Mayor Presgraves, Council Members
Dofflemyer, Schiro, Lancaster, Sours, Pence.

ANNOUNCEMENTS/ ADJOURN

With no further business, the meeting was adjourned at 7:47 pm.

Barry Presgraves
Mayor

Danielle Babb
Deputy Clerk-Treasurer



Agenda Item:

Summary:

Council Review:

Fiscal Impact:

Suggested Motion:

Town of Luray, Virginia Item No: V-A

Town Council Agenda Statement

Meeting Date: August 12, 2019

TOWN COUNCIL DISCUSSION
Item V-A — Downtown Get Down & Sunflower Festival

The Town Council is requested to receive input from the Director of Parks &
Recreation and the Executive Director of the Luray Downtown Initiative regarding
transitioning the Festival of Spring to the Downtown Get Down Music and Food
Festival. Discussion of the Sunflower Festival will also be presented.

N/A

N/A

N/A



Brought to you in partnership by: @




LET’S CHANGE THINGS UP

« WHAT: “Downtown Get Down” Music and Food Festival
= WHEN: Mid June - Summer Kick-Off

= WHY: Grow our offerings to the community & move with current trends

= WHO: Partnership with LDI & TOL




FESTIVAL LAYOUT

Includes West Main
Street

Street closure from
Tracks to West Main
Market

IMIUSIC: 4 Locations
(Ruffner Plaza, PAL,
Behind Art Warehouse,
SVEC Lot?)

FOOD: Along East
and West Main Street
~10 Trucks




FESTIVAL VISION 2020

Summer 2020
= Downtown Get Down — Food,
Tunes, & Brews

= Partners: Town of Luray + Luray
Downtown Initiative

= Location: Downtown Luray

=Fall 2020

= 214 Annual Sunflower Festival

= Partners: Page Alliance for
Community Action, Town of Luray,
Luray Downtown Initiative,
Page Valley Arts Council

= Location: Ralph H. Dean/Downtown

Kids Activities
Food Vendors
Music

Craft Vendors
Beer Garden

L







WHY THE CHANGE?

= Survey results from
our 2019 Festival of
Spring Vendors

= Survey results from
our Downtown
Businesses




WHY THE CHANGE?

= Survey results from
our Downtown
Businesses

= Survey results from
our 2019 Festival of
Spring Vendors

The weather really did it in. | felt like | was way away from the main event. (Booth 51.) The food provided by the
concession stand selling the com dogs and chicken strips was awful. Two plates of chicken strips and fries and
2 corn dogs cost $38.00.

That there was more than one of the same type of vendor.

Previous years, there were a lot more vendors. Many people walking through commented on this, and they were
sad there went as many. It is hard for many vendors to be open from all sides. Most usually have a ‘back’.




WHY THE CHANGE CONT’D

Weather
= 4/5 years from 2015-2019 got rained out
= May is not a great time of year for an outdoor, craft vendor festival

Low Vendor Registration Turnout - Declining
=2017: 131 Vendors applied, and no one got turned down
= 2018: 96 Vendors applied, 80 Accepted
= 2019: 75 Vendors applied, 51 Accepted

= Prom Weekends/ Mother’s Day/Apple Blossom




CURRENT FESTIVAL TRENDS




FESTIVA

= New Market
= Jammin’ Foods Fest

= Lake Frederick (N. of Front Royal)
= Brews, Tunes, & BBQ Festival

L TRENDS IN SMALL TOWNS

= Front Royal
= Brew & Blues (September 2019)

= Woodstock
= Shenandoah Autumnfest — BBQ, Bands, & Brews

= Warrenton
= 1st Friday’s

= Radford
= Rollin’ on the River — Food Truck Rodeo

®




FUN FOR THE WHO!




Town of Luray, Virginia Item No: VI-A

Town Council Agenda Statement

Meeting Date: August 12, 2019

Agenda Item: TOWN COUNCIL PUBLIC HEARING & CONSIDERATION
Item VI-A — Code Amendment — Single-Family Dwelling Definition

Summary: Town Council is requested to conduct a Public Hearing to receive citizen input and
to consider a Code Amendment to Section 202 of Article II — Definitions of
Appendix A — Zoning of the Town Code to modify the definition of “Dwelling,
single-family” as follows:

Dwelling, single-family: A residential dwelling unit ether—than—a—mebie home—
des1gned for and occupled by one famlly —a%d—s—ha-ll—mel—wde—nwwg‘&e&ﬁded—kemes

s-bée—bm%t—dwel-}mg—as—piﬁﬁded—bj% mcludzng a modular unit or Sectlonal home

Manufactured homes and mobile home are excluded herefrom regardless of whether
they are taxed as personal or real property.

Manufactured Home W—&H%ﬁﬁ%ﬁb&f&&kf@f@dﬁdﬂ-]—#@ﬂ%ﬁﬂ—ﬂ%&kﬂ&

electrical-systems-contained-inthe-struecture- A structure designed for residential use
by a single family that is manufactured offsite in accordance with the National
Manufactured Housing Construction and Safety Act of 1974 and Federal
Manufactured Home Construction and Safety Standards.

Mobile Home: A transportable structure designed for residential use by a single
family that was manufactured before June 15, 1976.

As our Town Code permits single-family dwellings in all Residential Districts, this
definition would permit manufactured homes by-right rather than the intended

installation with a Special Use Permit in designated Zoning Districts.

The Planning Commission conducted a public hearing at their July 10" Meeting and
unanimously recommended approval of the Code Amendment as presented.

Council Review: July 23, 2019 Work Session
Fiscal Impact: N/A

Suggested Motion: I move that Town Council adopt the Code Amendment to Section 202 of Article 11 —
Definitions of Appendix A — Zoning of the Town Code as presented.






Monthly Highlights

Danae Alger
Administrative & Events Assistant

Edie Emmons
Social Media & Marketing Assistant

Joanne Kane
Communications & Marketing Assistant

Clancey Arnold

Membership Development & Investment Administrator



Memberships

Active Members: 181

Extra Active Members: 4

Tourtom EI: 46
Non-Profit: 63§ Patron: 14
Courtesy: 35




Past Events

* LeadShare

*  Women in Business: Personality Training for Sales Professionals & Leaders.
*  Valley Business Today — Apexnetwork Therpy

* Business Seminar: Facebook Page Management & Instagram 101 For Business
* Tourism Tuesday — Town of Luray

*  Business After Hours — Massanutten Country Courner

*  Women in Business: Wellness for the Professional Woman

*  Page Public Library Celebrate 50th Anniversary

* Hearing at Home Grand Opening & Ribbon-Cutting

* Lunch ‘n Learn: Investing in Your Future

*  Small Business Week

* Lunch ‘n Learn: CBD: Medical Treatment or New Way to Get High?

* Lord Fairfax Community College Groundbreaking

*  Business After Hours. Host River Hill Distillery and co-host 1s Edward Jones
* Tourism Tuesday - ?

*  Arise of Page County’s Grand Opening & Ribbon-Cutting

* 411 Orientation

*  Valley Business Today - Ben Dolewski from Page Memorial Hospital

*  Business Seminar: LinkedIn

* Tourism Tuesday - Terry Pettit with the Town of Stanley

*  Business After Hours - Living Legacy

*  Women in Business: Ladies Night Out



Future Events

Tuesday, August 6th & 20th, 8:00-9:30 AM
LeadShare

Thursday, August 8th, 4:00-6:00 PM
Business Seminar: Twitter and Pinterest

Wednesday, August 14th, 12:30-1:00 PM
Valley Business Today - Page County Technical Center

Thursday, August 15th, 5:30-7:30 PM
Business After Hours. Host: Castle Vineyard & Co-Host: Funkhouser Real Estate Group

Friday, August 16th, 12:00 PM
Ribbon Cutting Ceremony, Wisteria Farm and Vineyard 10th Anniversary

Friday, August 16th, 7:00 PM
Page County Movie Night, How to Train Your Dragon: The Hidden World

Tuesday, August 20th, 12:30-1:00 PM
Tourism Tuesday Delaware North















PRINT ADVERTISING



AAA WORLD MAGAZINE



VRLTA TRAVEL GUIDE



SVTA TRAVEL GUIDE



(VIC) VIRGINIA TRAVEL GUIDE



(VIC) VIRGINIA TRAVEL GUIDE



RECREATION NEWS
& VILLAGER

16



VISITOR GUIDE

17



DIGITAL ADVERTISING



Digital Banner Ads



Digital Banner Ads



Digital Banner Results
Timin
April 2% - June 9 (6 Weeks)
Target Audiences

Busy Moms (W25-54) with School Age Children, HHI $75K+, Leisure
Travelers to the Mid-Atlantic

Geography

DC DMA, VA, MD, WV, DE, NC, PA, N]J

Cabin
Impressions 1,409,062
Clicks 2,975

Click Thu Rate 0.21% Total

Impressions 2,674,688
Hiking Clicks 5,795
ImprSSiOﬁS 1.265.626 Click Thu Rate 0.22%
Clicks 2,820

Click Thu Rate 0.22%



RADIO ADVERTISING



COMMERICAL ADVERTISING



VIDEO CONTENT



PHOTOGRAPHY



SOCIAL MEDIA



EMAIL MARKETING






VISITOR CENTER



Monthly Statistics

April — July 2019 (4 Months)
TLocal Calls 844
Local Walk-ins

Tourist Calls

Tourist Walk-ins
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Year to Date Statistics
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WEBSITE



Web site Stats (August 1, 2018 — August 1, 2019)

Users: 72,567 (43,137 mobile, 24,384 desktop, 5,142 tablet)
New Visitor 72,148, Returning Visitor 11,099

New Users: 72,145 (42,985 mobile, 24,051 desktop, 5,135 tablet)

Sessions: 92,175 (55,492 mobile, 30,328 desktop, 6,355 tablet)
New Visitor 72,171, Returning Visitor 20,004

Number of Session per User: 1.27

Pageviews: 237,883

Pages/Session: 2.58

Average Session Duration: 1:41

Demographics: Acquisition (Users):

57.8% Female Organic Search 30, 841 (41.9%)

42.2% Male Paid Search 18,555 (25.2%)
Direct 11,411 (15.5%)

25-64 years old 20% Display 4,551 (6.2%)

Other 3,686 (5%)
Referral 3,670 (5%)
Social 838 (1.1%)
Email 1



Web site Stats (August 1, 2018 — August 1, 2019)

Traffic Source / Medium:
1.  Google / organic

2. Google / cpc

3. (direct) / (none)

4. adobe / banner

5. Adobe / Banner

6. luraypage.chambermaster.com/referral  Referrals:
7. Bing / organic luraypage.chambermaster.com
8. yahoo / organic m.facebook.com
9.

1

m.facebook.com / referral visitskylinedrive.org

0. visitskylinedrive.org / referral playtime.tubemogul.com

1

2

3

4,

5. facebook.com
0. townofluray.com
7.  visitshenandoah.org
8.  whsv.com

9. lfacebook.com

1

0. pagecoalition.org



WebSite StatS (Year Over Year)

January 1, 2019- July 31, 2019
Users: 30,746

New Users: 30,289

Sessions: 38,750

Number of Session per User: 1.26
Pageviews: 98,294

Pages/Session: 2.54

Average Session Duration: 1:44

January 1, 2018 - July 31, 2018
Users: 15,123

New Users: 15,090

Sessions: 19,323

Number of Session per User: 1.28
Pageviews: 59,525

Pages/Session: 3.08

Average Session Duration: 2.20

Comparison

Users: 1.03%

New Users: 1.01%

Sessions: 1.01%

Number of Session per User: -0.02%
Pageviews: 0.65%

Pages/Session: -0.18%

Average Session Duration: -0.35%
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In 2017, most recent reporting year, Page County saw

the following direct economic impacts from tourists.

-Virginia Tourism Corporation

40



$69,302,548 (3.2%)

Visitor Spending



That’s $189,870

per day!



$ 2,572,144 (1.5%)

Local Tax Revenue




That’s $7,047
per day!



$ 3,480,238 (2.0%)

State Tax Revenue




That’s $9,535
per day!



744 Jobs (0.8%0)

$14,805,682 in Payroll (3.5%)



In the 2 hours of us meeting tonight,

visitors will have spent $15,822.50 in Page County.




Agenda Item:

Summary:

Council Review:

Fiscal Impact:

Suggested Motion:

Town of Luray, Virginia Item No: VIII-A

Town Council Agenda Statement

Meeting Date: August 12, 2019

TOWN COUNCIL DISCUSSION
Item VIII-A — Chamber of Commerce Storage Concerns

The Town Council is requested to receive input from the Chamber of Commerce
concerning their storage needs.

N/A

N/A

N/A



Agenda Item:

Summary:

Council Review:

Fiscal Impact:

Suggested Motion:

Town of Luray, Virginia Item No: VIII-B
Town Council Agenda Statement

Meeting Date: August 12, 2019

TOWN COUNCIL CONSIDERATION
Item VIII-A — Policy Updates

The Town Council is requested to consider the draft policy updates to the Federal
Awards Administration, Conflict of Interest Policy, and the Fund Balance Policy.
Updates to the Federal Awards Administration and Conflicts of Interest Policies were
recommended by our Auditors.

June 25, 2019 Work Session; July 8, 2019 Meeting

N/A

I move that Town Council adopt the policy updates to the Federal Awards
Administration, Conflict of Interest Policy, and the Fund Balance Policy as
presented.



Federal Awards Administration (continued)

GRANT ADMINISTRATION

Town of Luray, Virginia does not have a centralized grants department, therefore it is the
responsibility of each department obtaining a grant to care for and be familiar with all grant
documents and requirements. If a grant is Federal, the department should immediately notify
the designated Chief Accounting Officer for inclusion in the Town’s Single Audit. For the
purpose of this policy “Town Manager” applies to the Town Manager who will be responsible
for the grant.

1. Grant Development, Application, and Approval —

a Legislative Approval — The point at which legislative approval is required is determined
by the requirements of the grant program. If the grant must be submitted by “an
individual authorized by the legislative body”, then Governing Body approval is required
prior to submitting the application. If such legislative approval is not specifically
required by the written terms of the grant, then the department head may, at his or her
discretion, approve grant applications. In this case, a copy of the application shall be sent
to the Manager’s office. If an award is given, a copy of the agreement shall also be
furnished to the Manager’s office. Electronic copies are preferable.

b. Matching Funds — Grants that require cash local matches must be coordinated through
the Manager’s office. At a minimum, funds must be identified within the existing budget
to provide the match, or a budget adjustment will be required. Depending on the nature
of the grant, there may also be some policy implications that will bear discussion. (For
example, will the grant establish a level of service that cannot be sustained once the grant
funds are depleted?)

c. Grant Budgets — Most grants require the submission of an expenditure budget. The
department head should review this portion of the grant request prior to submission. The
Chief Accounting Officer will need to be contacted regarding personnel projections.

2. Grant Program Implementation —

a Notification and Acceptance of an Award — Official notification of a grant award is
typically sent by a funding agency to the Town Manager and/or other official designated
in the original grant proposal. However, the authorization to actually spend grant funds
is derived from the Governing Body through the approval of a grant budget. This is done
with the adoption of the Government-wide operating budget, as the grant budget is a
component of such.

b. Establishment of Accounts — The department that obtained the grant will provide the
Chief Accounting Officer office with information needed to establish revenue and
expense accounts for the project. Ordinarily, this information will include a copy of a
summary of the project and a copy of the full project budget

c. Purchasing Guidelines — All other Town purchasing and procurement guidelines apply
to the expenditure of grant funds. The use of grant funds does not exempt any purchase
from normal purchasing requirements. All typical paperwork, staff approvals, and
bidding requirements apply. When in doubt, contact the Manager’s office for further
assistance.

3. Financial and Budgetary Compliance —

a  Monitoring Grant Funds — Departments may use some internal mechanism (such as a




Federal Awards Administration (continued)

spreadsheet) to monitor grant revenues, expenditures and budgetary compliance,
however all such financial information will also be maintained in the Town’s finance
software at some level. The finance software is considered to be Town’s “official”
accounting system. Ultimately, the information in this system is what will be audited and
used to report to governing bodies, not information obtained from offline spreadsheets.
Town Managers are strongly encouraged to use inquiries and reports generated directly
from the finance software to aide in grant tracking. If any “off-system” accounting
records are maintained, it is the responsibility of the Town Manager to ensure that the
program’s internal records agree to the Town’s accounting system.

b. Fiscal Years — Occasionally, the fiscal year for the granting agency will not coincide
with the Town’s fiscal year. This may require adjustments to the internal budget accounts
and interim financial reports as well as special handling during fiscal year-end close. It
is the responsibility of the department head to oversee grant budgets within his/her
department and to bring such discrepancies to the attention of the Manager’s office at
the time the grant accounts are established.

c. Grant Budgets — When the accounting structure for a grant is designed, it will include
the budget that was prepared when the grant application was submitted. The terms of
each specific grant will dictate whether any budget transfers between budgeted line items
will be permitted. In no case will the Town Manager be authorized to exceed the total
budget authority provided by the grant.

If grant funds have not been totally expended by fiscal year-end, it is the responsibility
of the Town Manager to notify the Chief Accounting Officer that budget funds need to
be carried forward to the new fiscal year, and to confirm the amounts of such carry-
forwards. This can be done during the Town’s normal annual budgeting process. Carry-
forwards of grant funds will be subjected to maximum allowable amounts/percentages
based on the grant award agreement and/or the Uniform Guidance compliance
supplement.

d Capital Assets — The Town is responsible for maintaining an inventory of assets
purchased with grant monies. The Town is accountable for them and must make them
physically available for inspection during any audit. The Chief Accounting Officer must
be notified immediately of any sale of these assets.

Customarily, the proceeds of the sale can only be used on the grant program that
purchased them. In most cases, specific governing regulations can be found in the
original grant.

The individual department overseeing the grant will coordinate this requirement. All
transactions that involve the acquisition or disposal of grant funded fixed assets must
be immediately brought to the attention of the Chief Accounting Officer.

4. Record Keeping —

a  Audit Workpapers — The Town’s external auditors audit federal grants at the end of each
fiscal year in accordance with the requirements of the Single Audit Act. The department
who obtained the grant will prepare the required audit workpapers. These will then need
to be sent to the Chief Accounting Officer within a reasonable time following year end.

b. Record Keeping Requirements — Grant record keeping requirements may vary
substantially from one granting agency to another. Consequently, a clear understanding
of these grant requirements at the beginning of the grant process is vital. The Town
Manager within a department applying for a grant will maintain copies of all grant draw
requests, and approved grant agreements (including budgets). Records shall be retained
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for a minimum of 5 years from the date on which the final Financial Status Report is
submitted, or as otherwise specified in the requirements of the federal award, unless a
written extension is provided by the awarding agency, cognizant agency for audit or
cognizant agency for indirect costs.

Uniform Guidance Compliance Supplement - General Information

Policies. The Governing Body has adopted various financial policies independent of those now
required for federal awards under the Uniform Guidance. These policies may be incorporated
into this document by reference. All of the established policies also apply to federal grants
where appropriate. These policies include:

e (List policies or provide link to policies)

Uniform Guidance Compliance Supplement - Activities Allowed/Unallowed and
Allowable Costs/Cost Principles

The requirements for allowable costs/cost principles are contained in the Uniform Guidance,
program legislation, Federal awarding agency regulations, and the terms and conditions of the
award.

In order to ensure compliance with these requirements, the Town has implemented the following
policies and procedures:

L

All grant expenditures will be in compliance with the Uniform Guidance, State law, Town
policy, and the provisions of the grant award agreement will also be considered in
determining allowability. Grant funds will only be used for expenditures that are considered
reasonable and necessary for the administration of the program and treatment will be
consistent with the policies and procedures the Town would apply to non-federally financed
work.

Grant expenditures will be approved by the department head, or their designee, when the bill
or invoice is received. The terms and conditions of the Federal Award will be considered
when approving. The approval will be evidenced by the designee’s initials or signature on
the original bill or invoice. Accounts payable disbursements will not be processed for
payment until necessary approval has been obtained.

Payroll costs will be documented in accordance with the Uniform Guidance. Specifically,
compensation for personal services will be handled as set forth in §200.430 and compensation
for fringe benefits will follow §200.431 of the Uniform Guidance.

An indirect cost rate will only be charged to the grant to the extent that it was specifically
approved through the grant budget/agreement.

Part 200 examines the allowability of 55 specific cost items (commonly referred to as Selected Items
of Cost) at 2 CFR 200.420-200.475. These cost items are listed in the chart below along with the
citation where it is discussed whether the item is allowable. Town personnel responsible for
spending federal grant funds and for determining allowability must be familiar with the Part 200
selected items of cost section. The Town must follow these rules when charging these specific
expenditures to a federal grant. When applicable, staff must check costs against the selected items
of cost requirements to ensure the cost is allowable. The general provisions for selected items of
cost can be found at: https://www.law.cornell.edu/cfr/text/2/part-200/subpart-E

The selected item of cost addressed in Part 200 includes the following (in alphabetical
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order):
Item of Cost Citation of Allowability Rule
Advertising and public relations costs 2 CFR § 200.421
Advisory councils 2 CFR § 200.422
Alcoholic beverages 2 CFR §200.423
Alumni/ae activities 2 CFR § 200.424
Audit services 2 CFR § 200.425
Bad debts 2 CFR § 200.426
Bonding costs 2 CFR §200.427
Collection of improper payments 2 CFR § 200.428
Commencement and convocation costs 2 CFR § 200.429
Compensation — personal services 2 CFR §200.430
Compensation — fringe benefits 2 CFR § 200.431
Conferences 2 CFR § 200.432
Contingency provisions 2 CFR § 200.433
Contributions and donations 2 CFR § 200.434

Defense and prosecution of criminal and
civil proceedings, claims, appeals and
patent infringements

2 CFR § 200.435

Depreciation

2 CFR § 200.436

settlements

Employee health and welfare costs 2 CFR §200.437
Entertainment costs 2 CFR § 200.438
Equipment and other capital expenditures | 2 CFR § 200.439
Exchange rates 2 CFR § 200.440
Fines, penalties, damages and other 2 CFR § 200.441

Fund raising and investment management
costs

2 CFR § 200.442

Gains and losses on disposition of
depreciable assets

2 CFR § 200.443

General costs of government

2 CFR § 200.444

professional activity costs

Goods and services for personal use 2 CFR § 200.445
Idle facilities and idle capacity 2 CFR § 200.446
Insurance and indemnification 2 CFR § 200.447
Intellectual property 2 CFR § 200.448
Interest 2 CFR § 200.449
Lobbying 2 CFR §200.450
Losses on other awards or contracts 2 CFR §200.451
Maintenance and repair costs 2 CFR § 200.452
Materials and supplies costs, including 2 CFR §200.453
costs of computing devices

Memberships, subscriptions, and 2 CFR §200.454

Organization costs

2 CFR § 200.455

Participant support costs 2 CFR § 200.456
Plant and security costs 2 CFR § 200.457
Pre-award costs 2 CFR § 200.458

Professional services costs

2 CFR § 200.459
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Proposal costs 2 CFR § 200.460
Publication and printing costs 2 CFR § 200.461
Rearrangement and reconversion costs 2 CFR § 200.462
Recruiting costs 2 CFR §200.463
Relocation costs of employees 2 CFR § 200.464
Rental costs of real property and 2 CFR §200.465
equipment

Scholarships and student aid costs 2 CFR § 200.466
Selling and marketing costs 2 CFR § 200.467
Specialized service facilities 2 CFR § 200.468
Student activity costs 2 CFR § 200.469
Taxes (including Value Added Tax) 2 CFR § 200.470
Termination costs 2 CFR § 200.471
Training and education costs 2 CFR § 200.472
Transportation costs 2 CFR § 200473
Travel costs 2 CFR § 200.474
Trustees 2 CFR § 200.475

Uniform Guidance Compliance Supplement - Cash Management

Source of Governing Requirements — The requirements for cash management are contained in

the Uniform Guidance, program legislation, Federal awarding agency regulations, and the terms
and conditions or the award.

In order to ensure compliance with these requirements, the Town has implemented the following
policies and procedures:

L.

Most of the Town’s grants are awarded on a reimbursement basis. As such, program costs
will be expended and disbursed prior to requesting reimbursement from the grantor agency.
If Federal grant funds are received first, care will be taken in order to minimize the time
elapsing  between  receipt of  Federal funds and  disbursement to
contractors/employees/subrecipients according to §200.302 (6) of the Uniform Guidance.
Expenditures will be compared with budgeted amounts for each Federal award.

Cash draws will be initiated by the Town Manager who will determine the appropriate draw
amount. Documentation of how this amount was determined will be retained. Payments and
travel costs will be handled in a manner consistent with the Town’s existing Accounts
Payable policies and in accordance with §200.305 (payments) and §200.474 (travel costs)
of the Uniform Guidance.

The physical draw of cash will be processed in the Town’s finance software, or through the
means prescribed by the grant agreement for other awards.

Supporting documentation or a copy of the cash draw paperwork will be filed along with the
approved paperwork described above and retained for audit purposes.

Uniform Guidance Compliance Supplement - Eligibility

Source of Governing Requirements — The requirements for eligibility are contained in program

legislation, Federal awarding agency regulations, and the terms and conditions of the award.

Additional Policies and Procedures. The following policies and procedures will also be applied:
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1. Federal grants will only benefit those individuals and/or groups of participants that are
deemed to be eligible.

2. Initial eligibility determinations will be made by the Town Manager based on the grant
award/contract. Sufficient documentation to support these determinations will be retained
and made available to administration, auditors, and pass-through or grantor agencies, upon
request. It is the department’s responsibility to maintain complete, accurate, and organized
records to support eligibility determinations. Uniform Guidance Compliance Supplement -
Equipment and Real Property Management

Source of Governing Requirements — The requirements for equipment are contained in the Uniform
Guidance, program legislation, Federal awarding agency regulations, and the terms and conditions
of the award.

Additional Policies and Procedures. The following policies and procedures will also be applied:

In order to ensure compliance with these requirements, Town has implemented the following
policies and procedures:

1. All equipment will be used in the program for which it was acquired or, when appropriate,
in other Federal programs.

2. When required, purchases of equipment will be pre-approved by the grantor or pass- through
agency. The Town Manager will be responsible for ensuring that equipment purchases have
been previously approved, if required, and will retain evidence of this approval.

3. Property/Equipment records will be maintained, a physical inventory shall be taken every
two years, and an appropriate system shall be used to safeguard assets.

4. When assets with a current per unit fair market value of $5,000 or more are no longer needed
for a Federal program, a request for written guidance shall be made from the grantor agency
as to what to do with the property/equipment prior to sale or relocation. The Town shall
abide with the requirements set out in §200.311 and §200.313 of the Uniform Guidance in
this regard. If a sale will take place, proper procedures shall be used to provide for
competition to the extent practical and result in the highest possible return.

Uniform Guidance Compliance Supplement - Matching, Level of Effort and Earmarking

Source of Governing Requirements — The requirements for matching are contained in the Uniform
Guidance, program legislation, Federal awarding agency regulations, and the terms and conditions
of the award. The requirements for level of effort and earmarking are contained in program
legislation, Federal awarding agency regulations, and the terms and conditions of the award.

9% ¢

Town defines “matching”, “level of effort”, and “earmarking” consistent with the definitions of the
Uniform Guidance Compliance Supplement:

Matching or cost sharing includes requirements to provide contributions (usually non- Federal)
or a specified amount or percentage of match Federal awards. Matching may be in the form of
allowable costs incurred or in-kind contributions (including third-party in- kind contributions).
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Level of effort includes requirements for (a) a specified level of service to be provided from period to
period, (b) a specified level of expenditures from non-Federal or Federal sources for specified
activities to be maintained from period to period, and (c) Federal funds to supplement and not supplant
non-Federal funding of services.

Earmarking includes requirements that specify the minimum and/or maximum amount of percentage
of the program’s funding that must/may be used for specified activities, including funds provided to
subrecipients. Earmarking may also be specified in relation to the types of participants covered.

In order to ensure compliance with these requirements, the Town has implemented the following policies
and procedures:

1. Compliance with matching, level of effort, and earmarking requirements will be the responsibility
of Town Manager and Chief Accounting Officer.

2. Adequate documentation will be maintained to support compliance with matching, level of effort,
and earmarking requirements. Such information will be made available to administration, auditors,
and pass-through or grantor agencies, as requested.

Uniform Guidance Compliance Supplement - Period of Performance
Source of Governing Requirements — The requirements for period of performance of Federal funds are

contained in the Uniform Guidance, program legislation, Federal awarding agency regulations, and the
terms and conditions of the award.

In order to ensure compliance with these requirements, the Town has implemented the following
policies and procedures:

1. Costs will be charged to an award only if the obligation was incurred during the funding period
(unless pre-approved by the Federal awarding agency or pass-through grantor agency).

2. All obligations will be liquidated no later than 90 days after the end of the funding period (or as
specified by program legislation).

3. Compliance with period of performance requirements will initially be assigned to the Town
Manager.

4. Vendor accounts payable disbursements are subject to the review and approval by Town Manager,
accounts payable staff and other managers as part of the payment process.
Uniform Guidance Compliance Supplement - Procurement, Suspension and Debarment

Source of Governing Requirements — The requirements for procurement are contained in the Uniform
Guidance, program legislation, Federal awarding agency regulations, and the terms and conditions of the
award.

The requirements for suspension and debarment are contained in OMB guidance in 2 CFR part 180, which
implements Executive Orders 12549 and 12689, Debarment and Suspension; Federal agency regulations
in 2 CFR implementing the OMB guidance; the Uniform Guidance; program legislation; Federal awarding
agency regulations; and the terms and conditions of the award.
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In order to ensure compliance with these requirements, Town has implemented the following policies and
procedures:

1.

Purchasing and procurement related to Federal grants will be subject to the general policies and
procedures of the Town, and to the provisions of the uniform guidance as detailed below.

Contract files will document the significant history of the procurement, including the rationale for
the method of procurement, selection of the contract type, contractor selection or rejection, and
the basis of contract price.

Procurement will provide for full and open competition.

No employee, officer, or agent may participate in the selection, award, or administration of a
contract supported by a Federal award if he or she has a real or apparent conflict of interest. Such
a conflict of interest would arise when the employee, officer, or agent, any member of his or her
immediate family, his or her partner, or an organization which employs or is about to employ any
of the parties indicated herein, has a financial or other interest in or a tangible personal benefit
from a firm considered for a contract. The officers, employees, and agents can neither solicit nor
accept gratuities, favors, or anything of monetary value from contractors or parties to subcontracts.
If the financial interest is not substantial or the gift is an unsolicited item of nominal value, no
further action will be taken. However, disciplinary actions will be applied for violations of such
standards otherwise.

The Town will avoid acquisition of unnecessary or duplicative items. Consideration will be given
to consolidating or breaking out procurements to obtain a more economical purchase. Where
appropriate, an analysis will be made of lease versus purchase alternatives, and any other
appropriate analysis to determine the most economical approach. The Town will also analyze
other means, as described in §200.318 of the Uniform Guidance, in order to ensure appropriate
and economic acquisitions.

The Town is prohibited from contracting with or making subawards under covered transactions to
parties that are suspended or debarred or whose principals are suspended or debarred.

“Covered transactions” include those procurement contracts for goods and services awarded under
a nonprocurement transaction (i.e., grant or cooperative agreement) that are expected to equal or
exceed $20,000 or meet certain other specified criteria. All nonprocurement transactions (i.e.,
subawards to subrecipients), irrespective of award amount, are considered covered transactions.

Town will include a suspension/debarment clause in all written contracts in which the
vendor/contractor will certify that it is not suspended or debarred. The contract will also contain
language requiring the vendor/contractor to notify the Government immediately upon becoming
suspended or debarred. This will serve as adequate documentation as long as the contract remains
in effect.

The Town Manager or designee will be responsible for running a year-to-date transaction report
from the Town’s accounting system. Any vendor with accumulated transactions equaling or
exceeding $20,000 that is not subject to a written contract including a suspension/debarment clause
or for which a signed statement of suspension or debarment is not on file will be subject to
additional procedures. The Town Manager or designee will check the Excluded Parties List
System (EPLS) on the Federal System for Award Management (SAM),
https://www.sam.gov/SAM maintained by the General Services Administration (GSA) for the
vendor name. A potential match will be followed-up on immediately. Each vendor searched on
EPLS will be initialed on the vendor transaction report and the report will be signed and dated on
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the first or last page. The vendor transaction report will be retained as evidence of the control.

If a vendor is found to be suspended or debarred, the Town will immediately cease to do business
with this vendor.

Executed contracts and signed quarterly vendor transaction history reports will be retained and
filed by the Town Manager.

When a request for purchase of equipment, supplies, or services for a federal program has been
submitted the procurement method to be used will be determined based on the total cost of the
purchase as further outlined below. This procedure outlines how the cost thresholds for
determining when the quote or formal bidding procedures that are required by state law must be
modified when making purchases for federally funded purposes to which the Uniform Grant
Guidance regulations apply.

A. Micro-purchases not requiring quotes or bidding (up to $10,000)

For purposes of this procedure, micro-purchase means a purchase of equipment, supplies, or
services for use in federally funded programs using simplified acquisition procedures, the
aggregate amount of which does not exceed a base amount of $10,000. The micro-purchase
dollar threshold is adjusted periodically by the federal government, and the threshold most
recently published and published in the Federal Register shall apply if other than $10,000.

The micro-purchase method is used in order to expedite the completion of its lowest dollar
small purchase transactions and minimize the associated administrative burden and cost.
Procurement by micro-purchase is the acquisition of equipment, supplies or services, the
aggregate dollar amount of which does not exceed the micro-purchase threshold.

To the extent practicable, the Town distributes micro-purchases equitably among qualified
suppliers when the same or materially interchangeable products are identified and such
suppliers offer effectively equivalent rates, prices and other terms.

Micro-purchases may be awarded without soliciting competitive quotations if the Town
considers the price to be reasonable. Evidence will be maintained of this reasonableness in the
records of all micro-purchases. Reasonable means that sound business practices were followed
and the purchase is comparable to market prices for the geographic area. Such determinations
of reasonableness may include comparison of the price to previous purchases of the same item
or comparison of the price of items similar to the item being purchased.

Even if the cost of a purchase qualifies it as a micro-purchase, bidding or small purchase
procedures may be used optionally when those procedures may result in cost savings.

B. Small Purchase Procedures (Between $10,000 and $50,000 or insert amount not to exceed
$150,000)

For purposes of this procedure, small purchase procedures are those relatively simple and
informal procurement methods for securing equipment, services, or supplies that cost more
than the amount qualifying as micro-purchase and do not exceed $50,000 or insert amount not
to exceed $250,000. Small purchase procedures cannot be used for purchases of equipment or
supplies for construction, repair or maintenance services costing $50,000 insert amount not to
exceed $250,000 because the Town purchasing policy requires formal competitive bidding at
that level of cost.

If small purchase procedures are used, written or telephonic price or rate quotations are
obtained from at least three (3) qualified sources and records of quotes are maintained.
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C. Publicly Solicited Sealed Competitive Bids (Purchase exceeds $50,000 or insert amount up to
$250,000)

For purchases of equipment or supplies, or of services for construction, maintenance or repairs
of facilities, sealed competitive bids are publicly solicited and awarded to the lowest
responsive and responsible bidder as provided in the Town’s procurement policy.

D. Competitive Proposals (Purchase exceeds $50,000 or insert amount up to $250,000)

For purchases of qualifications based procurement of architectural/engineering professional
services whereby competitors’ qualifications are evaluated and the most qualified competitor
is selected, subject to negotiation of fair and reasonable compensation. If this method is used,
the following requirements apply:

1. Requests for proposals must be publicized and identify all evaluation factors and their
relative importance. Any response to publicized requests for proposals must be
considered to the maximum extent practical;

2. Proposals must be solicited from an adequate number of qualified sources; and

Contracts must be awarded to the responsible firm whose proposal is most
advantageous to the program, with price and other factors considered.

E. Noncompetitive Proposals (Sole Source)

Procurement by noncompetitive proposals is procurement through solicitation of a proposal
from only one source and may be used only when one or more of the following circumstances

apply:
1. The item is available only from a single source; or

2. The public exigency or emergency for the requirement will not permit a delay resulting
from competitive solicitation; or

3. The Federal awarding agency or pass-through entity expressly authorizes
noncompetitive proposals in response to a written request from the non-Federal entity;
or

4. After solicitation of a number of sources, competition is determined inadequate.

11. The Town must use the micro-purchase and small purchase methods only for procurements that
meet the applicable criteria under 2 CFR sections 200.320(a) and (b). Under the micro-purchase
method, the aggregate dollar amount does not exceed $10,000. Small purchase procedures must
be used for purchases that exceed the micro-purchase amount but do not exceed the simplified
acquisition threshold of $250,000. Micro-purchases may be awarded without soliciting
competitive quotations if the Town considers the price to be reasonable (2 CFR section
200.320(a)). If small purchase procedures are used, price or rate quotations must be obtained from
an adequate number of qualified sources (2 CFR section 200.320(b)).

Uniform Guidance Compliance Supplement - Program Income
Source of Governing Requirements — The requirements for program income are found in the Uniform

Guidance, program legislation, Federal awarding agency regulations, and the terms and conditions of the
award.
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In order to ensure compliance with these requirements, Town has implemented the following policies and
procedures:

L.

Program income will include (but will not be limited to): income from fees for services performed,
the use or rental of real or personal property acquired with grant funds, the sale of commodities or
items fabricated under a grant agreement, and payments of principal and interest on loans made
with grant funds. It will not include interest on grant funds, rebates, credits, discounts, refunds,
etc., or interest earned on any of these items unless otherwise provided in the Federal awarding
agency regulations or terms and conditions of the award. It will also not include proceeds from the
sale of equipment or real property.

The Town will allow program income to be used in one of three methods:
a. Deducted from outlays
b. Added to the project budget
c. Used to meet matching requirements

Absent specific guidance in the Federal awarding agency regulations or the terms and conditions
of the award, program income shall be deducted from program outlays.

Program income, when applicable, will be accounted for as a revenue source in the same program
code as the Federal grant.

Uniform Guidance Compliance Supplement - Reporting

Source of Governing Requirements — Reporting requirements are contained in the following documents:

Uniform Guidance, Performance reporting, 2 CFR section 215, Performance reporting, 2 CFR section
215.51, program legislation, ARRA (and the previously listed OMB documents and future additional
OMB guidance documents that may be issued), the Transparency Act, implementing requirements in 2
CFR part 170 and the FAR, and previously listed OMB guidance documents, Federal awarding agency
regulations, and the terms and conditions of the award.

In order to ensure compliance with these requirements, Town has implemented the following policies and

procedures:

1. Reports will be submitted in the required frequency and within the required deadlines.

2. Reports will be completed using the standard forms (as applicable) and method of delivery (i.e.,
e-mail, grantor website, postal service, etc.).

3. Regardless of the method of report delivery, a copy of the submitted report will be retained along
with any documentation necessary to support the data in the report. The report will evidence the
date of submission in order to document compliance with timeliness requirements. This may be
done either physically or electronically.

4. Financial reports will always be prepared based on the general ledger using the required basis of
accounting (i.e., cash or accrual). In cases where financial data is tracked outside of the accounting
system (such as in spreadsheets or paper ledgers), this information will be reconciled to the general
ledger prior to report submission.

5. Any report with financial-related data will either be prepared or reviewed by the Town Manager

and will have the appropriate review based on specific grant guidelines.
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6. Preparation of reports will be the responsibility of Town Manager. All reports (whether financial,
performance, or special) must be reviewed and approved (as applicable) prior to submission. This
will be evidenced by either physical signatures or electronic timestamps of approval.

7. Copies of submitted reports with preparer and reviewer signatures and data will be filed with
supporting documentation and any follow-up correspondence from the grantor or pass-through
agency. Copies of all such reports will be made available to administration, auditors, and pass-
through or grantor agencies, as requested.

Uniform Guidance Compliance Supplement — Subrecipient Monitoring

Source of Governing Requirements — The requirements for subrecipient monitoring are contained in 31
USC 7502(f)(2)(B) (Single Audit Act Amendments of 1996 (Pub. L. No. 104-156)), Uniform Guidance,
program legislation, 2 CFR parts 25 and 170, and 48 CFR parts 4, 42, and 52 Federal awarding agency
regulations, and the terms and conditions of the award.

The Town will review and oversee subrecipient activity and obtain a copy of their single audit.
Additionally the Town will evaluate the subrecipient’s risk of noncompliance with Federal statutes,
regulations, and the terms and conditions of the subaward for purposes of determining the appropriate
monitoring procedures as required by the Uniform Guidance Title 2 CFR 200.331. Other oversight
processes and procedures will be established on a case by case basis, dependent on grant requirements
and the level of activity of the subrecipient.

Uniform Guidance Compliance Supplement - Special Tests and Provisions

Source of Governing Requirements — The laws, regulations, and the provisions of contract or grant
agreements pertaining to the program.

Additional Policies and Procedures. The following policies and procedures will also be applied:

In order to ensure compliance with these requirements, Town has implemented the following policies and
procedures:

The Town Manager will be assigned the responsibility for identifying compliance requirements for special
tests and provisions, determining approved methods for compliance, and retaining any necessary
documentation.

Uniform Guidance— Federal Program Travel Costs

The Town shall reimburse administrative, professional, and support employees, and officials, for travel
costs incurred in the course of performing services related to official business as a federal grant recipient.

For the purposes of this policy, travel costs shall mean the expenses for transportation, lodging, subsistence,
and related items incurred by employees who are in travel status on official business as a federal grant
recipient.

Employees shall comply with the applicable Town policies and administrative regulations established for
reimbursement of travel and other expenses.
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The validity of payments for travel costs for all employees shall be determined by the Town Manager in the
context of federal awards.

Travel costs shall be reimbursed on a mileage basis for travel using an employee’s personal vehicle and on
an actual cost basis for meals, lodging and other allowable expenses, consistent with those normally allowed
in like circumstances in the Town’s nonfederally funded activities, and in accordance with the Town’s
travel reimbursement policies and administrative regulations.

Mileage reimbursements shall be at the rate approved by Governing Body for other Town travel
reimbursements. Actual costs for meals, lodging and other allowable expenses shall be reimbursed only to
the extent they are reasonable and do not exceed the per diem limits established by federal Administration.

If travel reimbursement costs are charged directly to a federal award, documentation must be maintained

that justifies that (1) participation of the individual is necessary to the federal award, and (2) the costs are
reasonable and consistent with the Town’s established policy.

Policy effective date:




Conflict of Interest Policy

Conflicts of Interest

This policy shall affirm standards of conduct established to ensure that members of Governing Body and
employees avoid potential and actual conflicts of interest, as well as the perception of a conflict of interest.

Confidential information shall mean information not obtainable from reviewing a public document or
from making inquiry to a publicly available source of information.

Conflict or Conflict of interest shall mean use by a member of the Governing Body or employee of the
local government of his/her office or employment, or any confidential information received through his/her
holding public office or employment, for the private pecuniary benefit of him/herself, a member of his/her
immediate family or a business with which s/he or a member of his/her immediate family is associated. The
term does not include an action having a de minimis economic impact, or which affects to the same degree
a class consisting of the general public or a subclass consisting of an industry, occupation or other group
which includes the member of Governing Body or employee, a member of his/her immediate family or a
business with which s/he or a member of his/her immediate family is associated.

Apparent Conflict of Interest shall mean a situation in which a reasonable person would perceive that a
decision-maker’s (member of Governing Body or employee) judgment is likely to be compromised.

De minimis economic impact shall mean an economic consequence which has an insignificant effect.

Financial interest shall mean any financial interest in a legal entity engaged in business for profit which
comprises more than five percent (5%) of the equity of the business or more than five percent (5%) of the
assets of the economic interest in indebtedness.

Honorarium shall mean payment made in recognition of published works, appearances, speeches and
presentations, and which is not intended as consideration for the value of such services which are nonpublic
occupational or professional in nature. The term does not include tokens presented or provided which are
of de minimis economic impact.

Immediate family shall mean a parent, parent-in-law, spouse, child, spouse of a child, brother, brother-in-
law, sister, sister-in-law, or the domestic partner of a parent, child, brother or sister.

Business partner shall mean a person who, along with another person, plays a significant role in owning,
managing, or creating a company in which both individuals have a financial interest in the company.
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Each employee and member of Governing Body shall be responsible to maintain standards of conduct
that avoid conflicts of interest. The Governing Body prohibits members of the Governing Body and
employees from engaging in conduct that constitutes a conflict of interest as outlined in this policy.

All members of Governing Body and employees shall be provided with a copy of this policy and
acknowledge in writing that they have been made aware of it. Additional training shall be provided to
designated individuals.

Disclosure of Financial Interests

No member of Governing Body shall be allowed to take the oath of office or enter or continue upon
his/her duties, nor shall s/he receive compensation from public funds, unless s/he has filed a statement
of financial interests as required by law.

Standards of Conduct (This section specifically addresses requirements of 2 CFR § 200.318)

The Town maintains the following standards of conduct covering conflicts of interest and governing
the actions of its employees and members of Governing Body engaged in the selection, award and
administration of contracts.

No employee or member of Governing Body may participate in the selection, award or administration
of a contract supported by a federal award if s/he has a real or apparent conflict of interest as defined
above, as well as any other circumstance in which the employee, member of Governing Body, any
member of his/her immediate family, his/her business partner, or an organization which employs or
is about to employ any of them, has a financial or other interest in or a tangible personal benefit from
a firm considered for a contract.

The Town shall not enter into any contract with a member of Governing Body or employee, or his/her
spouse or child, or any business in which the person or his/her spouse or child is associated valued at
$500 or more, nor in which the person or spouse or child or business with which associated is a
subcontractor unless the Governing Body has determined it is in the best interests of the Town to do
so, and the contract has been awarded through an open and public process, including prior public
notice and subsequent public disclosure of all proposals considered and contracts awarded. In such a
case, the member of Governing Body or employee shall not have any supervisory or overall
responsibility for the implementation or administration of the contract.

When advertised formal bidding is not required or used, an open and public process shall include at a
minimum:

1. Public notice of the intent to contract for goods or services;
2. A reasonable amount of time for potential contractors to consider whether to offer quotes; and

3. Post-award public disclosure of who made bids or quotes and who was chosen.



Conflict of Interest Policy

Any member of Governing Body or employee who in the discharge of his/her official duties would
be required to vote on a matter that would result in a conflict of interest shall abstain from voting and,
prior to the vote being taken, publicly announce and disclose the nature of his/her interest as a public
record.

No public official or public employee shall accept an honorarium.

Members of Governing Body and employees may neither solicit nor accept gratuities, favors or
anything of monetary value from contractors or parties to subcontracts, unless the gift is an unsolicited
item of nominal value. Gifts of a nominal value may be accepted in accordance with policy.

Improper Influence

No person shall offer or give to a member of Governing Body, employee or nominee or candidate for
the Governing Body, or a member of his/her immediate family or a business with which s/he is
associated, anything of monetary value, including a gift, loan, political contribution, reward or
promise of future employment based on the offeror's or donor's understanding that the vote, official
action or judgment of the member of Governing Body, employee or nominee or candidate for the
Governing Body would be influenced thereby.

No member of Governing Body, employee or nominee or candidate for the Governing Body shall
solicit or accept anything of monetary value, including a gift, loan, political contribution, reward or
promise of future employment, based on any understanding of that member of Governing Body,
employee or nominee or candidate that the vote, official action or judgment of the member of
Governing Body, employee or nominee or candidate for the Governing Body would be influenced
thereby.

Organizational Conflicts (This section specifically addresses requirements of 2 CFR §200.318)

Organizational conflicts of interest may exist when due to the Town’s relationship with a subsidiary,
affiliated or parent organization that is a candidate for award of a contract in connection with federally
funded activities, the Town may be unable or appear to be unable to be impartial in conducting a
procurement action involving a related organization.

In the event of a potential organizational conflict, the potential conflict shall be reviewed by the
Manager or designee to determine whether it is likely that the Town would be unable or appear to be
unable to be impartial in making the award. If such likelihood exists, this shall not disqualify the
related organization; however, the following measures shall be applied:

1. The organizational relationship shall be disclosed as part of any notices to potential
contractors;

2. Any Town employees or officials directly involved in the activities of the related

organization are excluded from the selection and award process;

A competitive bid, quote or other basis of valuation is considered; and

4. The Governing Body has determined that contracting with the related organization
is in the best interests of the program involved.

(98]



Conflict of Interest Policy

Reporting

Any perceived conflict of interest that is detected or suspected by any employee or third party shall
be reported to the Manager. If the Manager is the subject of the perceived conflict of interest, the
employee or third party shall report the incident to the Governing Body Chairperson.

Any perceived conflict of interest of a member of Governing Body that is detected or suspected by
any employee or third party shall be reported to the Governing Body Chairperson. If the Governing
Body Chairperson is the subject of the perceived conflict of interest, the employee or third party shall
report the incident to the Manager, who shall report the incident to the solicitor.

The non-Federal entity must disclose in writing any potential conflict of interest to the Federal
awarding agency or pass-through entity in accordance with applicable Federal awarding agency
policy.

No reprisals or retaliation shall occur as a result of good faith reports of conflicts of interest.

Investigation

Investigations based on reports of perceived violations of this policy shall comply with state and
federal laws and regulations. No person sharing in the potential conflict of interest being investigated
shall be involved in conducting the investigation or reviewing its results.

In the event an investigation determines that a violation of this policy has occurred, the violation shall
be reported to the federal awarding agency in accordance with that agency’s policies.

Disciplinary Actions

If an investigation results in a finding that the complaint is factual and constitutes a violation of this
policy, the Town shall take prompt, corrective action to ensure that such conduct ceases and will not
recur. Town staff shall document the corrective action taken and, when not prohibited by law, inform
the complainant.

Violations of this policy may result in disciplinary action up to and including discharge, fines and
possible imprisonment. Disciplinary actions shall be consistent with Governing Body policies,
procedures, applicable collective bargaining agreements and state and federal laws.

Policy effective date:




Fund Balance

Fund Balance

The Town of Luray shall endeavor to maintain stable revenue and controlled expenditures to ensure
adequate fund balance reserves necessary to ensure adequate solvency in times of unforeseen financial
emergencies, as well as planning for future capital expenses.

The Town shall maintain fund balance reserves as required by law, ordinance, bond covenants, and
appropriate fiscal planning. If reserve balances fall below required levels, the Town shall include within
its annual budget a plan to restore reserves to the required levels.

The Town shall maintain a Contingency Fund equal to $1,000,000 combined from its General and
Enterprise Funds to provide a financial cushion to cover revenue shortfalls resulting from unexpected
economic changes, recessionary periods, or unplanned expenditures.

The Town shall maintain General and Enterprise Fund Balance Reserves to provide for adequate cash flow,
budget contingencies, and insurance reserves. These fund balance reserves shall be no less than three
months of budgeted operating expenditures. The Town shall review the required reserve levels annually to
ensure that they would meet the Town’s cash flow needs.

The Town should maintain fund balance reserves at least 1.5 times the annual debt service for each fund to
ensure that the Town can meet its long-term debt obligations. These balances can be utilized to accelerate

debt repayment when Town Council determines appropriate.

Use of any fund balance shall only be appropriated by Town Council.



ROBINSON, FARMER, COX ASSOCIATES

CERTIFIED PUBLIC ACCOUNTANTS A PROFESSIONAL LIMITED LIABILITY COMPANY

Uniform Guidance Policies/Procedures

In 2014, the O ffice of Management and Budget (OMB) issued new guidance for Federal awards. T he
new Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards
(The “Super Circular”, or “Uniform Guidance”) required some major policy reforms which are effective
now. The procurement standards are required to be implemented by all entities receiving federal funding
effective January 1, 2018 for entities with a December 31 fiscal year end and July 1, 2018 for entities with
a June 30™ fiscal year end. These policy reforms should be implemented as soon as possible in order to
avoid noncompliance with the terms and conditions of current federal awards and the direct and material
compliance requirements for federal aw ards. The following s ections of the Uniform Guidance require
nonfederal entities that receive federal aw ards to establish written policies, procedures, or standards of
conduct:

Conlflict of Interest (§200.112)

Financial Management (§200.302)

Payment (§200.305)

General Procurement Standards (§200.318)
Competition (§200.319)

Methods of Procurement to be Followed (§200.320)
Requirements for Pass-Through Entities (§200.331)
Compensation — Personal Services (§200.430)
Compensation — Fringe Benefits (§200.431)
Relocation Costs of Employees (§200.464)

Travel Costs (§200.474)

In order to ensure that your policies and procedures meet these new requirements, we recommend that
you review the new requirements in detail and revise your current policies, as necessary. Many entities
have already implemented a conflict of interest policy, so it should be reviewed and updated to comply
with the new Uniform Guidance requirements. Please feel free to contact us if we can provide further
assistance as you review your e xisting pol icies a nd implement th ¢ new pol icies a nd pr ocedural
requirements as specified by the Uniform Guidance.

STAUNTON OFFICE JAMES W. KELLY, CPA, CFE, MBA, CGMA, MEMBER

10 HEDGEROW DRIVE
STAUNTON, VIRGINIA 24401

TELEPHONE (540)248-7300 E-MAIL :jkelly@rfca.com
FAX (540) 248-7373 INTERNET: WWW.RFCA.COM



Agenda Item:

Summary:

Council Review:

Fiscal Impact:

Suggested Motion:

Town of Luray, Virginia Item No: VIII-C

Town Council Agenda Statement

Meeting Date: August 12, 2019

TOWN COUNCIL DISCUSSION
Item VIII-C — Personnel Policies Manual & Job Descriptions Updates

The Town Council is requested to discuss the draft updates to Town’s Personnel
Polices Manual and job descriptions.

Personnel Policies Manual

Page 5 — Update Purpose and establish Mission

Page 7 — Include Ethics & Conflicts of Interest Section

Page 9 — Specify that employees are employed at-will by the Town
Page 26 — Employee Liability

Page 33 — Simplify Annual Leave for employee hired before 1981
Page 41 — Document FMLA

Page 45 — Establish Sick Leave Bank

Page 49 — Update Tuition Assistance

Page 55 — Establish Licensure Salary Adjustments

Page 59 — Specify that Department Heads provide 30 day notice to resignation
Page 64 — Update Grievance Procedure

Page 72 — Update Drug & Alcohol Policy

N/A

N/A

N/A
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1.0 ORGANIZATION MISSION AND ADMINISTRATION
1.1 PURPOSE OF PERSONNEL POLICIES

This document contains the primary employment policies and procedures that provide guidance
to effectively manage human resources within the Town of Luray. While no set of written
policies can address every possible situation, these policies, when used as a whole, provide
overall guidance for reasonable, consistent decision-making. To that end, these policies are
established to:

A. To provide equitable conditions of employment for Town employees;

B. To establish and maintain uniform standards of employment-and-compensation; and

C. To provide assistance to Department Heads and supervisors in their administration of
personnel matters.

12 ADOPHON-OFPERSONNEEPOLICIHES

The personnel policies set forth in this manual supersede all previous personnel policies, and
serve as the official personnel policies of the Town of Luray, Virginia.

1.2 MISSION

It is the mission of every Town employee to deliver quality service to our residents, customers,
and visitors in an efficient, effective, and equitable manner in order to promote pride in our
community.

Our core values that guide our actions and decision-making are the following:
Customer Service: Our primary duty is to be accessible and responsible to the community

that we serve. To that end we must maintain an organizational reputation for openness,
consistency, understanding and active engagement with the stakeholders that we serve.

Honesty: We must demonstrate the highest standards of being true to what we say and do and
standing up for our beliefs so that our public activities inspire confidence and trust in our
government.

Respect: We honor individual rights in every interaction we have with another person.

Integrity: The courage to be true to yourself and your position. We value integrity in
ourselves and others as we work every day with staff, residents and visitors.

Stewardship: We must be diligent to maintain an atmosphere where public resources are

always used for the public good. Our organization constantly strives to provide the greatest
possible efficiency and effectiveness in the delivery of public services.
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Teamwork: It takes teamwork to create success. We work as a team that encourages trust,
cooperation and a commitment to communications within the organization. We use our
professional judgment to meet customer needs and exceed customer expectations through
behaviors consistent with our values.

1.3 ADMINISTRATION

A. The Town Manager shall be responsible for the administration of the personnel program for
all personnel. The Town Manager may delegate responsibility for administering the
personnel program to another full-time employee. Decisions made by Department Heads
administering these policies may be appealed by the affected employee to the Town Manager
or his/her designee.

B. This manual is intended to address most personnel situations and actions for which the Town
Manager is responsible. However, those situations not specifically covered shall be
interpreted and acted upon by the Town Manager in keeping with the intent of these policies
and procedures.

1.4 SCOPE

A. These policies and procedures shall apply to all departments, positions, and employees of the
Town except for:

1. Nothing contained herein shall prohibit the Chief of Police, with the approval of the
Town Manager, from establishing Policies and Procedures pertaining to the operation of
the Police Department; and

2. Certain employees may specifically be exempted by actions of the Town Council.

1.5 COMPLIANCE

Every employee of the Town of Luray is expected to fully comply with the policies and
procedures. Department Heads shall take necessary and prompt action to ensure compliance
with these policies within their respective departments.

1.6 LIMITATIONS

A. The policies set forth herein are not intended to create a contract, nor are they to be construed
to suggest any express or implied contractual obligations of any kind with the Town. The
Town retains the right to amend, cancel or otherwise change any of these policies and
procedures at any time as circumstances may warrant with the approval of the Town Council.

B. Employment with the Town is voluntarily entered into and the employee is free to resign at
any time. Similarly, the Town may terminate the employment relationship and such
termination or any other form of discipline shall be a judgment reserved to the Town at its
sole discretion.
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1.7 ETHICS & CONFLICTS OF INTEREST

The Town expects our employees to hold themselves and their coworkers to the highest ethical
standards. Employees are expected to act and make decisions based on public service principles
and our organizational values to achieve positive results.

The Town Employee’s Guiding Principles are:

e Be efficient, courteous, and impartial in the performance of duties, assuring fair and equal
treatment of all persons, claims, and transactions

e Work in full cooperation with other employees in promoting the public welfare,
recognizing that private interest must always be subordinate to the public interest

e Make decisions conscientiously in compliance with public law and policies of the Town
Council, and subordinate personal views to the requirements of law, duty to office, and
the regulations of the Department in which you serve

e Be scrupulously honest in handling public funds and in the conversion of public property,
never using any funds or property under your care for private benefit

e Disclose all conflicts of interest with your official duties

e Refrain from disclosing confidential information concerning the Town government

e Refrain from accepting gifts or favors or promise of future benefit which might
compromise, or appear to reasonable people to compromise, your independence of
judgment or action as a public employee

e Expose corruption wherever discovered

Keeping in mind that how results are achieved is as important as the results themselves,
employees are expected to consider an ethical perspective and to seek advice and guidance
whenever there is any doubt about whether actions or decisions are appropriate. Such advice and
guidance is available from many sources including supervisors, Department Directors or Town
Manager.

The Town Code of Ethics is as follows:

In order to ensure that Town employees represent fully the public and Town citizens, maintain
the highest trust in their public officials and employees, the Town of Luray hereby adopts the
Virginia State and Local Government Conflict of Interests Act for all Town employees.

Employees are agents of public purpose and are employed for the benefit of the public. They are
bound to uphold the Constitution of the United States, the Constitution of the Commonwealth of
Virginia, and the laws of the nation, state, and municipality to foster respect for all government.
They are bound to observe in their official acts the highest standards of morality and to discharge
faithfully the duties of their official acts the highest standards of morality and to discharge
faithfully the duties of their office regardless of personal consideration, recognizing that the
public interest must be their primary concern. Their conduct in both their official and private
affairs should be above reproach.
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Employees of the Town of Luray should be loyal to the political objectives expressed by the
electorate as interpreted by the Council and the programs developed to attain those objectives.
Employees should adhere to the rules of work and performance established as the standard for
their positions by the appropriate authority. Employees should not breach the law or ask others to
do so, and they should work in full cooperation with other public officials and employees unless
prohibited from doing so by law or by officially recognized confidentiality of their work.

Canvassing of members of the Council, directly or indirectly, in order to obtain preferential
consideration in connection with any consideration to the municipal service can disqualify the
candidate for consideration.

No employee shall request or permit the use of Town-owned vehicles, equipment, materials, or
property for personal convenience or profit.

No employee shall grant any special consideration, treatment, or advantage to any citizen beyond
that which is available to every other citizen.

No employee, whether paid or unpaid, shall engage in any business or transaction or shall have a
financial or other personal interest, direct or indirect, which is incompatible with the proper
discharge of his/her official duties in the public interest or would tend to impair his/her
independence of judgment or action in the performance of his/her official duties. “Personal
interest” as distinguished from “financial interest,” includes an interest arising from blood or
marriage relationships or close business or political association.

When employees have doubt as to the applicability of a provision of this Code of Ethics to a
particular situation, they should apply to the Town Manager for an advisory opinion and be
guided by that opinion when given.

Violation of any provision of the Code of Ethics should raise conscientious questions for the
employee concerned as to whether voluntary resignation or other action is indicated to promote
the best interest of the Town. Violation may constitute a cause for suspension, removal from
employment, or other disciplinary action.

1.78 AVAILABILITY OF PERSONNEL POLICIES

The Town Manager shall be responsible for maintaining a complete and current set of personnel
policies and for bringing these policies to the attention of all employees. In addition, a copy shall
be maintained in the office of each department director. The Personnel Policy Manual shall be
available for review by any employee or the public during regular business hours. The Personnel
Policy Manual shall be made available to all employees on the Town’s website and each
Department shall have a printed copy available for review.
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2.0 EMPLOYMENT
2.1 EMPLOYMENT AT-WILL

Virginia is an “employment at-will” state, and employees of the Town of Luray do not have a
contract of employment. Neither these policies nor any other document constitutes an express or
implied employment contract or any right to continued employment. These policies are not
intended to and do not imply or create a vesting of property rights or a contract entitling Town
employees to any specific benefits or policies from the Town. The contents of this manual and
the Town’s policies and procedures may be changed at any time by Town Council. The term
“at-will” means employment with the Town of Luray can terminate voluntarily or be terminated
by the Town at will.

212 EQUAL EMPLOYMENT OPPORTUNITY

A. The Town shall provide equal opportunity in employment and career development.
Employment decisions shall be based on merit, qualifications, and competence. The Town
administers its policies without regard to an applicant's or employee's race, color, sex,
national origin, marital status, age, religion, political affiliation, disability which is unrelated
to a person's occupational qualifications, or any other non-merit factor. The Town shall
provide qualified applicants and employees with disabilities, as defined in Title I of The
Americans With Disabilities Act, with reasonable accommodations that do not impose an
undue hardship.

B. The Town shall provide an environment that is free of unlawful harassment of any kind,
including that which is sexual, age-related, or ethnic.

C. The policy of equal opportunity governs all aspects of employment including, but not limited
to, the following:

1. Personnel Selection -Advertisement, recruitment, referral, testing, hiring, transfer, and
promotion in all job classifications shall be without regard to race, color, sex, national
origin, marital status, age, religion, political affiliation, or disability which is unrelated to
a person's occupational qualifications, or other non-merit factor which is not a bona fide
occupational qualification.

2. Other Personnel Actions -All other aspects of employment with the Town such as
compensation, benefits, assignment, demotion, dismissal, layoffs, return from layoffs,
training, tuition reimbursement, and social and recreational programs are administered
without discrimination,

D. The successful achievement of equal opportunity throughout the Town can only be achieved
with the maximum support and cooperation of all employees, Specific responsibilities are as
follows:

1. The Town Manager is designated as the Equal Employment Opportunity Officer and is
primarily responsible for ensuring that the Town Department Heads are aware of this
policy and pertinent Federal, Commonwealth of Virginia and local laws, guidelines,
executive orders and regulations directing equal employment opportunity and other anti-
discrimination programs.

2. Department Heads have a responsibility for the observance of this policy, This
responsibility includes supporting programs and practices designed to develop
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understanding acceptance, commitment, and compliance within the intents and purposes
of this policy.

223 EMPLOYMENT

A. Authorization from the Town Manager is required prior to initiating any recruitment or
appointment.

B. Procedures may be modified by the Town Manager when deemed necessary to best serve the
interests of the Town.

C. Employment Notice

1.

2.

The Town Manager shall determine the advertising requirements necessary to attract
qualified applicants to fill each vacancy. The Town Manager shall maintain an
advertising distribution list which shall be used to maximize the application pool.

When it is determined by the Town Manager that a sufficient number of qualified
applicants are currently on file from which to select, advertisement of a position vacancy
is not required.

D. Employment Applications

1.

Persons seeking to apply for employment with the Town shall be referred to the Town
Manager, except for those groups specified in Section 1.4.

2. The Town relies upon the completeness and accuracy of information contained in the

employment application, as well as the accuracy of other data presented throughout the

selection process and during Town employment. Therefore, applicants and employees are

hereby notified:

a. All employment information shall be current, accurate, and complete.

b. Any misrepresentations, falsifications, or material omissions on the Town application
may result in the Town's exclusion of the individual from further consideration for
employment.

E. Recruitment and Selection

1.

2.

The Town Manager has the primary responsibility for recruitment. All selection methods
shall be approved in advance by the Town Manager.

In determining qualified applicants, the Town may use, but shall not be limited to,
anyone or a combination of the following selection methods in the pre-and post-
employment processes: evaluation of training and experience; written and skills tests;
performance tests; psychological tests; driving record, reference and background checks;
and post-offer medical examinations.

An applicant who refuses to participate in any phase of the selection process shall be
considered withdrawn from the recruitment and shall not be eligible for further
consideration.

After department representatives have completed final interviews and given full
consideration to the group of qualified candidates, the Department Head shall make a
recommendation for a selection to the Town Manager.

In all cases, the offer of employment and discussion of beginning salary, benefits and
starting date shall be approved by the Town Manager.

Upon completion of the hiring process, all applications, resumes, and any related test
materials shall be returned to and maintained by the Town Manager's office.
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2.34 HIRING OF RELATIVES

A. The Virginia State and Local Government Conflict of Interests Act provides that members of
an officer's or an employee's immediate family may be employed in the employee's division,
department or agency only under the following conditions:

1. The employee does not participate in the decision to hire the employee's immediate
family members.

2. The employee exercises no control over the employment or the employment activities of
his/her immediate family member; or

3. The employee is not in a position to influence the employment activities of his/her
immediate family member.

B. Based on the above criteria, the Town shall not hire an employee's immediate family member,
as defined in Section C of the policy, in a supervisor-subordinate relationship.

C. For the purposes of this policy, the following definitions apply:

1. An officer's or an employee's immediate family is defined to include Spouse; and

2. Son, daughter, father, mother, brother, sister, grandmother, grandfather, grandson,
granddaughter; mother-in-law, father-, son-, daughter-, brother-, and sister-; step-mother;
-father,-son,-daughter,-sister,-brother; half-sister or brother and persons living in
household.

D. If the relative relationship which violates this policy is established after employment, the two
employees involved shall decide who is to seek a change in position, if a position is available
for which the individual qualifies, or who is to leave Town employment. If a decision is not
made within 30 calendar days, the Town Manager shall make the decision.

E. Department Heads shall ensure that this policy is enforced when making recommendations
for employment, promotions, transfers, or demotions. Any concerns or questions regarding
an applicant's or employee's eligibility under this policy shall be directed to the Town
Manager.

2.45 IMMIGRATION LAW COMPLIANCE

The Town complies with the Immigration Reform and Control Act of 1986 and is committed to
employing only United States citizen and aliens who are authorized to work in the United States.

2.56 EMPLOYMENT REFERENCE INVESTIGATIONS

To ensure that individuals who are employed by the Town are well qualified and have a strong
potential to be productive and successful, reference checks may be conducted for those
applicants being seriously considered for employment.

2.67 EMPLOYEE ORIENTATION

A. Completion of Required Personnel Forms
1. Employees who are eligible for fringe benefits must complete enrollment forms relating
to certain mandatory and elective benefit programs.
2. Each Department shall be responsible for conducting an on-the-job training program for
each new employee which shall cover the employee's work environment, position
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responsibilities and duties, work schedule, safety requirements, and application of
departmental policies to the position involved.

2.78 PROBATIONARY PERIOD

The probationary period is intended to give employees the opportunity to demonstrate their
ability to achieve a satisfactory level of performance and to determine whether the new position
meets their expectations. This period is considered a trial period or extension of the selection
process, which is used to evaluate employee capabilities, work habits, and overall performance.

A. Initial Probationary Period

1.

2.

A probationary period of three months is established for all new or re-employed
employees appointed to full and part-time positions.

Personnel action may be taken against any employee whose performance does not meet
the required standards. During the initial probationary period, all employees are subject to
personnel action without prior notice or access to the Grievance Procedure.

Either the employee or the Town may end the employment relationship at any time
during or after the probationary period.

B. Secondary Probation Period

1.

2.

An employee who is appointed to another position (through promotion, transfer, or
demotion) must complete a secondary probationary period of three months.

Each probationary employee who is transferred from one position to a similar position of
an equal salary range shall retain the months successfully served in the former position
towards earning regular status as well as for the annual merit salary review.

Should an employee serve an unsatisfactory probationary period in the newly assigned
position, the employee may, with the approval of the Town Manager, be allowed to return
to his/her former position or to a comparable position for which the employee is qualified,
prior to the end of the probationary period, without prejudice. Such an action is dependent
upon the availability of such position and the Town's needs. Where no appropriate
vacancy exists, the employee's position with the Town shall be severed.

The employee's status as a regular employee is not changed during the secondary
probationary period that results from a change in position (promotion, transfer, or
demotion) within the Town.

C. Extension of Probationary Period

1.

When it is deemed to be in the best interest of the Town, the initial probationary period
may be extended up to a maximum of 36 ninety (90) days.

D. Separation During Probationary Period

1.

The Department Head shall provide a probationary employee the opportunity to discuss
problems involving his/her position at any time during a probationary period, or
extension thereof, if it is determined that a probationary employee's work performance,
work attitude, or other related work activities are not at an acceptable level of
competence expected for the position.

Should the employee's performance fail to improve, the Town may elect to terminate
employment.

If the employee decides that the particular job is not what he/she desires, the employee
may resign without harm to his/her employment record.
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2.89 SECONDARY (OUTSIDE) EMPLOYMENT

A.

Town employees shall not engage in secondary (outside) employment during regularly
scheduled work hours, while at the Town's facilities, or when using the Town's supplies,
equipment, materials or personnel.

. Town employees shall not engage in any employment, activity, or enterprise which has been

or may be determined to be inconsistent, incompatible, in conflict of interest with, or have
the appearance of conflict of interest with the duties, functions, or responsibilities of Town
employment.

Town employees shall notify their Department Head prior to accepting employment outside
of their regular Town employment. The request shall be sent to the Town Manager for
approval.

Employees found in violation of this policy may be subject to disciplinary action up to and
including dismissal.

2.910 ACCESS TO PERSONNEL FILES

A.

B.

C.

The Town Treasurer/Clerk's Office shall maintain the official Town personnel files for all
employees.

The official personnel file shall be defined as the employment file containing personal and
job-related information relevant to the individual's employment with the Town.

Personnel files are the property of the Town, and the information they contain shall not be
disclosed or disseminated except as required by law.

. Only officials and representatives of the Town who have a legitimate reason to review

information in a file are allowed to do so.

Employees are required to provide adequate notice to their Department Head of their desire
to be released from work to review their personnel file (the employee does not have to
disclose the reason for the request.) The employee shall make an appointment with the Town
Treasurer/Clerk's Office to review his/her personnel file.

With reasonable advance notice, employees may review material in their personnel file but
only in the presence of the individual appointed by the Town Manager or Town
Clerk/Treasurer to maintain the me.
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3.0 POSITION CLASSIFICATION PLAN
3.1 PREPARATION AND PLAN ADMINISTRATION

The position Classification Plan for the authorized positions in the service of the Town (under
the supervision of the Town Manager) provides for the grouping of similar position in classes
based upon the respective duties, typical tasks, and qualifications. The Plan class descriptions
are used to assist with the recruitment, training, career planning, assignment to a salary range,
and communication of job requirements to employees.
A. Amendments to the Classification Plan
Periodic amendments shall be made to maintain plan accuracy.
B. Official Copy of the Classification Plan
The Town Manager's Office shall maintain and publish a set of descriptions for all classes
under the supervision of the Town Manager.

3.2 CLASSIFICATION OF POSITIONS

A. Each position classification shall be classified by the Town Manager and allocated within the
Plan according to the appropriate class title, general definition of work, the required
knowledge, skills and abilities, desirable training and experience, special licensing or other
unique requirements, and additional requirements deemed necessary by the Town Manager.
Positions shall be allocated to the same class when their duties are sufficiently similar that:

1. The same descriptive title may be used to designate each position in the class;

2. The same level of education, experience, knowledge, skill, ability, and other
qualifications may be required of incumbents;

3. Similar tests of fitness may be used to select incumbents; and

4. The same salary range shall apply.

B. All classes involving the same character of work, but different as to level of difficulty and
responsibility, shall be assembled into the same series. All series of classes within the same
broad occupational field shall be assembled together.

3.3 INTERPRETATION OF CLASS DESCRIPTIONS

A. Class Title
The term "class title" or "title" shall refer to the official title of the class as stated in the class
descriptions, shall apply to all positions allocated to the class, and shall be used in all
personnel and administrative processes. Department Heads may assign "informal" titles to
such positions if they deem this action necessary.

B. Class Descriptions
The class descriptions shall be considered descriptive rather than restrictive. They shall not
be construed as declaring what the duties and responsibilities shall be or as limiting the
power of any Department Head to assign duties to, and to direct and control the work of,
employees under his/her supervision. The use of a particular expression or illustration as to
duties shall not be held to exclude others not mentioned that are of a similar kind or quality.

3.4 MAINTENANCE OF THE CLASSIFICATION PLAN
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A. The Plan shall be kept current by ongoing investigation and review. Position classification
studies of individual positions or groups of positions shall be conducted whenever the Town
Manager deems it necessary; whenever the duties or responsibilities of existing positions
have undergone significant changes; or whenever the Town Manager is notified by a
Department Head that new positions need to be created.

B. It shall be the responsibility of each Department Head to promptly notify the Town Manager
of each change of duties, responsibilities, or work requirements, and furnish detailed
information relative to such changes.

C. When a new class title is established, a class description shall be written and incorporated into
the existing Plan and the class title added to the schematic list of titles.

D. All class allocations are subject to the approval of the Town Manager.

3.5 RECLASSIFICATION PROCEDURE

A. When significant changes in position content or prevailing economic conditions warrant a
review of a class or classes, the Department Head may submit a written request (outlining all
facts supporting the request) to the Town Manager.

B. If a Department Head has facts which indicate that a position, or group of positions, is
improperly classified, a request for a review may be made to the Town Manager. All
pertinent information relative to the request shall be submitted in writing.

3.6 SALARY ADJUSTMENTS FOR RECLASSIFICATIONS

A. Merit Salary Increase Date
Reclassification shall not change the employee's merit salary increase date.

B. Downward Reclassification/Reallocation
Upon downward reclassification/reallocation of a position, an employee shall be placed in
the new range equal to or closest to the current rate of pay. When the employee's rate of pay
prior to reclassification exceeds the maximum of the new, lower range, the employee's rate of
pay shall be frozen at that existing rate of pay until the pay of the lower range matches or
exceeds the employee's rate of pay from the time of reclassification/reallocation.

C. Upward Reclassification/Reallocation
Upon upward reclassification/reallocation of a position, an employee shall receive the greater
amount of either the minimum rate for the new salary range or the next higher rate of pay in
the new pay range as compared to the rate of pay in the lower range.

D. Salary Inequality Adjustment
When, in the opinion of the Department Head, following this policy results in an inequity, the
Town Manager may authorize an adjustment in grade/range to correct the inequity based on
the circumstances involved.
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4.0 COMPENSATION
4.1 COMPENSATION PLAN

A. The Town's Compensation Plan shall be designed to achieve the following objectives:
1. Establish and maintain a salary structure which attracts and retains qualified employees;
2. Maintain the salary structure in proper relation to competitive pay practices in the local
labor market;
3. Provide a consistent and effective means of recognizing and rewarding valuable employee
contributions made through improved and satisfactory or better work performance.

B. When, in the opinion of the Department Head, following this policy results in an inequity or
problem, the Town Manager may authorize an adjustment in grade/range to correct the
inequity based on the individual circumstances involved.

C. Except as provided in this policy, anniversary dates shall not be affected by the adoption of
any revisions to the Compensation Plan.

D. The Town Council may authorize a periodic cost-of-living adjustment to reflect current
market conditions.

E. A detailed study of the Town's Compensation Plan can be found in the most current version of
its Salary Study. (Reference: Classification and Compensation Study, Springsted Inc, Dec.
2015)

4.2 STARTING RATE OF PAY

A. The normal entry level salary for appointment shall be the minimum rate of pay for the
classification assigned.

B. Compensation may be established beyond the minimum level of the salary grade/range, upon
approval of the Town Manager if any of the following conditions exist:
1. The qualifications of the applicant exceed the requirements for the class;
2. The applicant is a former employee in good standing and possesses qualifying experience;
or
3. Difficulty of recruitment requires payment of a higher rate.

4.3 PERFORMANCE EVALUATION

A. The Town's performance evaluation program is designed to help ensure quality services
through improving performance. Assigned duties and responsibilities of an employee shall be
evaluated by the Department Head, at least annually with a written report that is reviewed
with the employee and sign by both the reviewer and employee.

B. Uses of the Performance Evaluation Program
The formal performance evaluation program shall be used to:

1. Provide both supervisors and employees with the opportunity to discuss job tasks, identify
and correct weaknesses encourage and recognize strengths, and discuss positive,
purposeful approaches for meeting goals;

2. Motivate employees to improve work performance;

3. Increase employee morale through management recognition;

4. Serve as the basis for salary increase recommendations;

Town of Luray Personnel Policies Manual — June xx, 2018 Page 16 of 81



5. Improve communications between supervisors and employees; and
6. Serve as part of the justification for recommendations pertaining to personnel actions
(promotion, demotion, or dismissal).

C. Confidentiality

The performance evaluation process is strictly confidential. Every effort shall be made by all
parties involved to maintain employee confidentiality. Any employee, other than the
employee being evaluated, who is found in breach of this confidentiality shall be subject to
disciplinary action.

D. Timing of Performance Evaluations

1. Performance evaluations are conducted at the end of all employee's probationary period in
a regular full-time or part-time position where the incumbent regularly works a minimum
of 20 hours per week.

2. Additional evaluations shall be authorized as needed by the employee's Department Head.

3. A non-probationary employee who receives a less than satisfactory performance rating
may receive additional time to improve work performance when it is deemed to be in the
best interest of the Town and the employee. The Department Head shall submit a written
justification and recommendation for extending the review period to the Town Manager
for approval. The maximum period for an extension shall be 60 days.

4. A performance evaluation shall accompany the Department Head's status recommendation
to the Town Manager at the conclusion of the extended performance review period.

5. Evaluations for employees outside of their probationary period shall be completed in all
respects no later than December 31,

6. If mid-cycle evaluations are utilized, they shall be completed in all respects no later than
June 30%,

4.4 MERIT SALARY INCREASE

A.

It 1s Town policy to provide eligible employees with opportunities for annual merit salary
increases based upon receiving a satisfactory performance evaluation provided sufficient
Town funds are available. A merit increase is not an entitlement, nor a right of employment,
nor an integral part of the pay system to be awarded automatically. Rather, it is an expression
of management recognition of the ability, the performance, and the potential worth of the
employee to the Town.

B. Annual merit salary increases are based upon an eligible employee receiving a satisfactory or

better performance evaluation, positive recommendation by the Department Head, and
approval by the Town Manager.
Each eligible employee may be advanced through the salary range on the basis of
performance within that salary range until the maximum in the range is reached.
All submissions for merit salary increases shall be accompanied by the completed
performance evaluation.
E. Eligibility
1. The following employees are eligible to be considered for annual merit salary increases
based on satisfactory performance in accordance with this policy:
a. Regular full-time employees; and
b. Regular part-time employees who work a minimum of 20 hours per week.
2. Eligibility for merit salary increases shall not be affected by:
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a. Salary adjustments due to change in hours of work;

b. Revisions made to the Compensation Plan;

c¢. Promotion, transfer, and demotion; and

d. Satisfactory completion of active military service in accordance with the Military
Leave Policy.

4.5 PROMOTION

A promotion is the movement of an employee from one class of position to another of a higher

salary range in which the employee meets the minimum qualification requirements.

A. When an employee is promoted, the employee's salary shall be increased to at least the
minimum salary of the new higher grade above the employee's salary prior to promotion. The
Department Head and Town Manager shall determine the salary range within the new grade.

B. A promotion shall change the employee's anniversary date.

C. All promoted employees are required to serve a probationary period in accordance with
Section 2.78.

D. Exceptions may be granted by the Town Manager.

4.6 DEMOTION

A demotion is the movement of an employee from one class of position to another of a lower

salary range in which the employee meets the minimum qualification requirements.

A. An employee may be demoted to a position for which he/she qualifies for any of the
following reasons, subject to approval of the Town Manager.

1. When an employee would otherwise be laid off because the position is being abolished,
lack of work, lack of funds, or other organizational changes;

2. When an employee is unable to meet the satisfactory performance standards over a period
of time or when removed during probation following a promotion;

3. When an employee voluntarily requests such demotion; or

4. For the good of the Town service.

B. When an employee is demoted from a class in which he/she was originally appointed, the
salary shall be reduced to the new range of pay grade that is immediately below his/her salary
grade prior 10 demotion. The Department Head and Town Manager shall determine the
salary range within the new grade.

C. A demotion shall change the employee's anniversary date.

D. All demoted employees are required to serve a probationary period in accordance with

Section 2.78.

4.7 TRANSFER

A. There shall be no change in salary as the result of a lateral transfer.

B. When an employee is transferred into any position, other than moving within the same
classification and range level, the employee shall be paid within the grade! range based on
qualifications in the new position.

C. All transferred employees are required to serve a probationary period in accordance with
Section 2.78.
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4.8 RECLASSIFICATION

A. Upon an upward reclassification/reallocation of a position, an employee shall receive the
greater amount of either the minimum rate for the new salary range or the next higher rate of
pay in the new salary range as compared to the rate of pay in the lower range.

B. Upon a downward reclassification/reallocation of a position, an employee shall be placed in
the new grade/range equal to or closest to his/her current rate of pay, so that the employee is
not penalized by a reduction in pay. When the employee's rate of pay prior to reclassification
exceeds the maximum of the new, lower grade/range, the employee's rate of pay shall be
frozen at the existing rate of pay until the pay of the lower range matches or exceeds the
employee's rate of pay from the date of reclassification/reallocation.

C. Reclassifications shall not change the employee's anniversary date.

4.9 ACTING CAPACITY

A. When an employee is required to work in the capacity of a higher-level supervisory position
due to an anticipated absence over a prolonged period of time, such employee may be paid
additionally for assuming the higher-level duties.

B. Requests for "acting pay" shall be made in writing by the Department Head and submitted to
the Town Manager for approval.

C. The temporary salary adjustment for the period of assignment to the higher-level position
shall be determined by the Town Manager.

D. Retroactive requests shall not be considered.

4.10 OVERTIME PAY AND COMPENSATORY TIME

A. Policy
It is the policy of the Town to adopt and implement the provisions of the Fair Labor
Standards Act of 1938 (the "Act"), as amended, as the fundamental wage and hour policy of
the Town. Further, it is the policy of the Town that any overtime work necessary to the
continued effective operation of the Town shall be managed in the most efficient and
economical manner possible. No overtime pay or compensatory time provisions shall be in
conflict with what is allowed by law under the Act.
B. Overtime Authorization
1. Overtime work shall be authorized only to cover emergencies, necessary seasonal activity,
weather conditions, and unusual working requirements, and may be authorized only by
Department Heads or their designees prior to such work being performed. It is the
responsibility of each Department Head to determine that overtime pay is administered in
the best interest of the Town. In addition, it is equally important for the Department Head
to control unauthorized overtime. Unauthorized work by an employee shall be counted as
hours worked in accordance with the Act, but shall subject the employee to appropriate
disciplinary action, up to and including termination. No employee shall start work before
the appointed time, work through lunch, or work past the appointed time without prior
authorization from his or her Department Head or supervisor. All overtime and
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compensatory leave hours must be carefully documented by the employee on their time
sheet. At a minimum, this documentation must include:

e Hours of the day worked

e Type of hours earned

e Event/reason for overtime or compensation time

2. It is the responsibility of Department Heads to arrange normal working schedules to
minimize the need for overtime work by employees and the consequential overtime pay.
Supervisors are expected to be aware of the number of hours being accumulated by each
employee during a given workweek. Where workload allows such action, the supervisor
shall require a subordinate to take time off so that overtime compensation is not earned.
Where overtime is necessary, the granting of overtime shall be done on a specific case by
case basis and not as a general policy.

3. The Town reserves the right to require any employee in any category to take time off from
work where it appears that the employee will otherwise have more than 40 hours in the
current workweek, and further reserves the right to direct an employee to use
accumulated compensatory time.

C. Overtime Compensation for Non-Exempt Employees

1. The provisions of this section apply only to employees who do not fall within any of the
exemptions set forth in Section 13(a)(l) of the Act and further described in 29 CFR Part
541.

2. Non-exempt employees shall be eligible for overtime compensation after completing a 40
hour workweek.

3. The employee shall be paid at 150 percent of his or her regular rate of pay for all overtime
hours worked-fexeeptasnotedin410-D2).

4. If approved in advance by his or her supervisor, an employee may receive compensatory
time in lieu of overtime pay at a rate of one and one-half hours for each hour of overtime
worked (except as noted in (v) below), subject to the following limitations:

(1) Employees engaged in a public safety, emergency response, or seasonal activity may
accrue a maximum of 240 hours of compensatory time (not more than 160 hours of
overtime hours worked). All other employees may accrue a maximum of 120 hours of
compensatory time (not more than 80 hours of actual overtime hours worked).

(i1) An employee who has accrued the maximum number of hours shall be paid in
overtime compensation in cash for any additional overtime hours of work.

(ii1)) When utilizing leave approved by the supervisor, an employee shall use
compensatory leave prior to annual leave.

(iv) Payment for accrued compensatory time upon termination or voluntary separation
from the Town shall be made at the employee's final regular rate of pay-at-the-time
e A

(v) When an employee is called out for work-related duties outside of their normal work
schedule, the employee shall be entitled to claim at least two (2) hours minimum of
work performed at the compensatory leave accrual rate.

D. On-Call Personnel

1.) Some employees may be periodically or rotationally assigned to on-call duty during
weekends or other off-duty hours. The purpose of having employees on call is to provide
prompt service to the Town's customers during irregular hours, where such response can
prove instrumental to the success of the services provided by the Town. An employee
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assigned to on-call duty for weekend work (Sat., Sun., and holidays) will be paid 5 hours
per day (Sats—Sun—and-Helidays)-at their overtime rate, provided the employee remains
available and is responsive to duty calls. The employee shall actively work at their duty
station at least 7AM-12 Noon each day. Should a call necessitate the on-call employee
working longer than 5 hours, the employee will be compensated for the additional hours
worked at an overtime rate-as-speetfied-in-4-1+0-D-2. Calls received and time worked by
on-call employees must be reported to the employee's supervisor on the next regular
workday. The nature and amount of time worked during on-call duty are subject to
verification by supervisors. Where discrepancies occur, on-call employees may be
required to justify the details of their reports. Any additional hours or additional
employees needed for emergency work will be reviewed and approved by the Town
Manager. All departments utilizing on call employees shall use this same policy.

2.) When an employee is called out for work-related duties outside of their normal work
schedule, the employee shall be entitled to claim at least two (2) hours minimum of work
performed at their overtime rate.

E. Work Schedules for Department Heads

Department Heads should arrange their work schedule in a manner that averages at least 40

hours per workweek and furnish a record of all hours worked when requested by the Town

Manager. Department Heads who fall within any of the exemptions set forth in Section

13(a)(1) of the Act and further described in 29 CFR Part 541 are not eligible for overtime

compensation, and include the ]Town Manager, Town Treasurer, Police Chief, Parks

Recreation DireetorSuperintendent, Public Works DirectorSuperintendent, Wastewater

Superintendent, and Water Superintendent. \[Jr]The Town recognizes that the position of

Department Head carries responsibilities that may require irregular work hours. The Town's

policy is to grant a great deal of flexibility to Department Heads in scheduling their work

hours so long as the privilege is not abused. While Department Heads are generally expected
to work during normal business hours, Department Heads are authorized to take time off
during normal business hours so long as there is no detrimental impact on the performance of
their duties. Department Heads are expected to notify the Town Manager prior to taking time
off during normal business hours to prevent any interruption in the Town's operations.

F. Special Provisions for Law Enforcement Personnel
The Town of Luray has %h&ﬂ-gh{—te—estabhshed a work perlod ofof 28 consecutlve days ora

worleweelefor the purpose of paymg overtime to law enforcement employees. Non-exempt
law enforcement personnel shall be entitled to overtime compensation for any hours worked

in excess of 171 hours in a 28- day work perlod %%o%oﬁhwaﬂr&s—exerersed—ﬂ%s—ﬂgh{

S%aﬂdarés%et—}t—rs—rh%resporﬂmﬁrty—of—the Pohce Chref shall t&keep all records of hours
worked by each officer and submit them satd-to the Town Treasurer-for-pay.

G. Overtime CompensationPay May Not Be Waived

The-regquirement-thateOvertime compensation requirementspay muast-be-paid-to-non-exempt
empleyees-may not be waived by agreement between the Town and the employee.

4.11 MISCELLANEOUS
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AH. Reimbursement/Purchasing of Meals
The Town Manager is authorized to reimburse employees for meals incurred while working
overtime in unusual and extreme circumstances involving situations such as: flood, major
water or sewer breaks, snow removal, storm damage, etc.
Specific examples of, or questions about, what constitutes an "unusual or emergency
situation" will be determined by the Town Manager.
Department Heads are authorized to enable employees to purchase/charge meals during these
unusual or emergency situations, but they must do so in advance of the purchase. Department
Heads are responsible for ensuring that all meals purchased or reimbursed meet the definition
and intent of this section.
When an employee is required to work in support of an unusual or emergency situation
through their normal meal time (lunch) during the work day, or their evening meal (dinner)
after normal work hours, or on the weekend/holiday, the Department Head may authorize the
purchase/charge of a meal, or meals, for the employee commensurate with the time period
worked.
The provision of meals to employees during special events, for required travel on Town
business, as part of a group meeting event, or other similar situations, must be authorized by
the Department Head in advance. Large, or repetitive, expenses related to these situations
shall be approved by the Town Manager in advance of the purchases/charges. The
Department Head shall use their discretion in authorizing and recommending such expenses
from their budget.
An employee who is in the direct, responsible charge of inmate labor may elect to
purchase/charge a meal during their meal-time supervision of the inmates.

FFown'sReservation-of-the Rightto Make tndividual Contraets

BK. Other Items Affecting Compensation
Fringe Benefits
Defined-A fringe benefit is a form of pay for the performance of services. The general rule
under IRS Regulations is that fringe benefits for employees are taxable wages to the
employee unless specifically excluded by an Internal Revenue Code Section. If a fringe
benefit is taxable, it must be included as employee wages. Taxable fringe benefits can be in
the form of cash or cash equivalents, property, or services. The Town will follow the
guidelines set forth by the IRS.
1. Cell Phones
Town cell phones are provided to employees based upon the recommendations from
Department directors. The Town provided cell phone should be used primarily for Town
business such that it is necessary for the employer to contact the employee at all times for
work related business and in emergency situations. (See also Section 11.9 Conduct Use
of Public Property)
2. Uniform Wear
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The following departments are required to wear uniforms: Police, Public Works,
Recreation, Water Treatment, Wastewater Treatment. Work clothing and uniform
allowance and reimbursements must meet the following criteria to be non-taxable: I) be
required as a condition of employment; 2) not be adaptable to general usage as ordinary
clothing; and 3) not worn for general usage. As a general rule, clothing with the Town
logo is not considered suitable for general wear and is laundered by the Town; therefore
these items are excludable from taxable income. Generally, uniforms worn by police
personnel and safety shoes/equipment are not taxable. (See also Section 7.3 Uniforms,
Protective Clothing, and Safety Equipment)
Note that all Town Provided Uniforms are to be considered Town Property.

3. Town Vehicles
Town vehicles are excludable from taxable fringe benefits if they are a working condition
benefit. The exclusion applies to property provided to an employee so that the employee
can perform his or her job. IRS regulations state that any use of a take-home vehicle
including the daily commute is considered taxable fringe benefit. Each day of vehicle use
to and from work shall constitute a benefit, determined by the IRS, for taxation purposes.
Some of the Town's police and some utility vehicles (as defined by the IRS, are
EXEMPT from these regulations under certain circumstances. Town vehicles (marked or
unmarked) should only be taken home during the course of official Town business, at the
direction of the employee's supervisor. Employees who receive a vehicle as a
contingency for hiring, shall be considered a taxable benefit and is subject to income tax
reporting. Mileage reimbursement for business travel use of an employee's own vehicle is
excludable from taxes (See also Section 11.8 and 11.9 Use of Town Vehicles/Equipment)

4. Meals
Employee meals are considered non-taxable when provided at ones working facility for
the convenience of the employee and the employer. Occasional meals provided to enable
an employee to work overtime are excludable from taxable income. Occasional parties or
picnics for employees and their guests are also excluded. To be excludable from income,
meals must be all of the following: 1) reasonable in value and not provided regularly or
frequently, 2) overtime work necessitates an extension of the normal work schedule, 3)
provided to enable the employee to work overtime (See also Section 4.1 O-J.
Reimbursement of Meals)
Example: A sewer line breaks in the late afternoon requiring maintenance crews to work
past their regular quitting time and late into the night. A dinner meal is provided to allow
the utilities crew to complete the repairs. This dinner meal would NOT be taxable.

5. Awards and Prizes
Cash or cash equivalent de minimis awards are always taxable. Some awards are
considered de minimis and are not taxable. Examples of non-taxable items are: Nominal
gifts, holiday turkey or ham, flowers, plaques, token retirement gift. (See also Section
11.2 Gifts and Gratuities to Town Employees)

4.123 PERSONAL DATA CHANGES AND PAYROLL DEDUCTIONS
A. Personal Data Changes

It is the responsibility of each employee to promptly notify the Town Treasurer/Clerk's
Office of any changes in personal data. Personal mailing addresses, telephone numbers,
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dependent information, changes in marital status, individuals to be contacted in the event of

emergency, educational accomplishments, and other such status reports should be accurate

and current at all times.
B. Pay Deductions

The Town is required by law to make certain deductions from every employee's

compensation. These mandated deductions include federal and Virginia income taxes, and

Social Security taxes. The chapter pertaining to employee benefits provides additional

information regarding payroll deductions.

C. Garnishments

1. Garnishments are legal permission of creditors to collect part of an employee's pay from
the Town. The Town cannot refuse to honor such levies, as they represent an order from
the Court to withhold and pay to the Court a specific amount of an employee's earnings.

2. Upon receipt of an order of garnishment, a written notification of the garnishment shall be
sent to the employee. A copy of the garnishment shall be placed in the employee's
personnel file,

D. Administrative Pay Corrections

1. The Town takes all reasonable steps to ensure that employees receive the correct amount
of pay in each paycheck and that employees are paid promptly on scheduled paydays,

2. In the event that an error in pay is detected, the employee shall promptly notify the
Department Head or Town Manager's Office of the discrepancy, Payroll errors shall be
corrected as soon as possible.

3. Both underpayments and overpayments shall be corrected as soon as possible. If an
overpayment results in the employee owing a substantial amount, a schedule of
repayments may be arranged with the employee to minimize the inconvenience.

E. Time Reporting

1. Accurately recording time worked is the responsibility of every employee. Time sheets are
used to meet federal and Virginia record keeping requirements and serve as the basis for
calculating employee pay and benefits. By signing ones timesheet, the employee is
acknowledging that the hours reported are accurate.

2. Tampering, altering, or falsifying time sheets, or recording time on another employee's
time sheet may result in disciplinary action, up to and including dismissal.

F. Changes to Compensation

1. Employees who receive a pay increase due to obtaining a job-relevant License or
Certification, and who lose such license or certification, shall thereby lose the said pay
increase at the start of the next pay period.

2. Employees who receive a pay increase due to work duties and/or assignments, etc. as
above.
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5.0 HOURS OF WORK
5.1 ATTENDANCE AND PUNCTUALITY

A. To maintain a sate and productive work environment, the Town expects employees to be
reliable and to be punctual in reporting for scheduled work. Employees are responsible for
learning the specific reporting requirements for their department and work unit from their
Department Head or Town Manager.

B. Poor attendance and excessive tardiness may lead to disciplinary action up to and including
dismissal.

5.2 WORK SCHEDULES

A. The Town Manager shall establish the hours of work for employees. The regular workweek is
a seven-day period (12:01 a.m. Monday through 12:00 midnight Sunday). When individual
work schedules differ from this, compensation shall be made on a proportionate basis.

B. When a department's normal services necessitate work schedules other than that listed above,
work schedules shall be proposed by the Department Head by submitting such request, in
writing, to the Town Manager for approval.

C. Other workweeks and hours may exist for specific classes of employees as a condition of
employment.

D. With the advance approval of the Town Manager, a depm1ment may establish an alternative
workweek.

E. Department Heads shall advise employees of their individual work schedules.

F. Depatlment heads shall advise employees of their duty station (facility or location of base for
work operations).
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6.0 WORK ENVIRONMENT

6.1 PROTFECTHION-OF-EMPLOYEE LIABILITY

A—Jlt—is—the—peliey—oftThe Town maintains insurance coverage that generally provideste
preteetcoverage to officers and #s-employees for against-lawsuits arising out of the performance

of their duties._ Any employee served with -AH-public-employees-and-officers-of the Fown;,-when

D o100 O O O

) oloy nust-deliver—to ownManag original-er-a—copy-of-any summons,
complaint, process, notice, demand, or pleading arising from the performance of their duties
should provide a copy to the Town Manager as soon as possible after being served. -with-sueh

6.2 SEXUAL AND OTHER UNLAWFUL HARASSMENT

A. Policy
1. It is the Town policy that sexual and other unlawful harassment of its employees in any
form is prohibited and that all employees shall be treated with respect. Actions, words,
jokes, or comments based on an individual's sex, race, ethnicity, age, disability, religion;
or any other legally-protected characteristic shall not be tolerated.
2. Any employee who engages in or who perpetuates or condones sexual and other unlawful
harassment shall be subject to disciplinary action, including dismissal.
B. Definitions
1. Sexual Harassment: Behavior that constitutes sexual harassment, as currently defined in
guidelines published by the U.S. Equal Employment Opportunity Commission (EEOC),
includes sexual advances, requests for sexual favors, and other verbal or physical conduct
of a sexual nature when:
a. Submission to such conduct is made either explicitly or implicitly a term or condition
of an individual's employment.
b. Submission to or rejection of such conduct by an individual is used as a basis for
employment decisions affecting such individual; and
c. Such conduct has the purpose or effect of substantially interfering with an individual's
work performance or creating an intimidating, hostile, or offensive working
environment.
2. Sexual Discrimination: The EEOC has determined that sexual harassment is a form of
sexual discrimination.
3. Employee: An individual employed by the Town on a full-time, part-time, regular, grant,
term, or temporary basis is considered to be an employee for the purpose of this policy.
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C. Persons Covered
Employees, as defined in Chapter 6.2B-3, are covered by the provisions of this policy.
D. Prohibited Conduct

1. The following types of conduct are examples of sexual or other unlawful harassment and
are prohibited. These examples do not necessarily represent all the ways in which sexual
harassment may occur and are not intended to limit the definition of sexual harassment.

a. Verbal comments and gestures of a sexual nature. This includes any type of sexually
suggestive remarks, pictures, jokes, and catcalls.

b. Explicit or implicit promises of career advancement or preferential treatment in return
for sexual favors. Such promises or preferential treatment may include, but are not
limited to, hiring, promotion, training opportunities, work scheduling and leave
approval, acceptance of a lower standard of performance, providing higher
performance evaluations, and lax timekeeping.

c. Explicit or implicit threats that an employee shall be adversely affected if sexual
demands are rejected Such threats include, but are not limited to, lower performance
evaluations, denial of promotions, punitive transfers, terminations, and altered or
increased work assignments.

d. Unsolicited and repeated touching of any kind. This includes the touching, patting, or
pinching of another person, and repeated brushing against another person's body.

E. Investigation of Complaints

1. Employees who experience sexual or other unlawful harassment shall notify the Town
Manager, in writing, within two working days of the incident. In the event that the Town
Manager is involved, the employee shall notify the Mayor. In the event that the Mayor is
involved, the employee shall notify at least two council members not involved.

2. Upon receipt of the written complaint, the receiving official(s) shall order an investigation
into the matter.

F. Confidentiality

1. Any complaint shall be handled in a confidential manner. Every effort shall be made, by
all parties involved, to protect the confidentiality and privacy of all information and
documents pertaining to a claim.

2. Persons conducting investigations shall not communicate the fact that an investigation is
pending nor shall they communicate the contents and findings of such investigation
except to appropriate patties.

3. Breach of confidentiality may result in disciplinary action, including dismissal.

G. Policy Against Retaliation

Reprisal or retaliation is strictly prohibited. This includes both direct retaliation or reprisal, or

the encouragement of others to engage in retaliation or reprisal against any person who:

1. Opposes any conduct prohibited by this policy;

2. Complies or encourages others to comply with any provision of this policy;

3. Files a complaint concerning a violation of this policy;

4. Testifies, assists, or pmlicipates in any investigation or hearing resulting from a
complaint under this policy; and

5. Exercises or attempts to exercise any right conferred under this policy.

H. Discipline

Any employee found to have engaged in sexual or other unlawful harassment, who is found

to have knowingly condoned, encouraged, or perpetuated an act or acts of sexual or other
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unlawful harassment, or who is found to have in some way participated in retaliation or
reprisal, shall be subject to disciplinary action including dismissal.

7.0 WORKER SAFETY
7.1 SAFETY PROGRAM

A. Safety Policy

1. It shall be the policy of the Town of Luray that every employee is entitled to work under
the safest conditions possible. To this end, every reasonable effort shall be made to
promote accident prevention.

2. Safety is a fundamental responsibility of employees and management. To this end, the
primary responsibility for safety in all work activities rests equally between employees
and management.

B. Managerial and Employee Responsibility

1. Department Heads
Department Heads shall:

a. Assume responsibility for safe work areas for their employees;

b. Be accountable for preventable injuries, collisions, and liabilities caused by their
employees. These items shall be taken into consideration during their performance
evaluations;

c. Ensure that each employee is trained for the job assigned and is familiar with all
published work and safety procedures.

d. Take the initiative in recommending correction of deficiencies noted in facilities, work
procedures, employee job knowledge, or attitudes that adversely affect safety efforts;

e. Take appropriate disciplinary action against those who fail to follow safety policy and
procedures, and be prompt to give recognition to those who perform well;

f. Ensure advance planning for new work activities to anticipate requirements for needed
safeguards and controls;

g. Report all accidents and injuries involving Town employees, vehicles, or property in
accordance with Town reporting procedures (using the Incident Investigation Report
- as included in this manual); and

h. Provide safety instructions and equipment to assigned employees and provide on-the-
job supervision to ensure safe working conditions.

2. .Employees
Employees shall:

a. Comply with the Town's safety program policies and procedures and directions from
their supervisors;

b. Report all accidents and safety hazards to the Department Head as soon as practical
after an accident occurs or a hazard is observed. Complete the Investigation Report as
included in this manual promptly;

c. Keep work areas clean, neat and orderly;

d. Avoid engaging in horseplay, and avoid distracting others;

e. Learn to lift and handle materials properly, and ask for assistance when needed,;

f. Be familiar with the worker's compensation policy; and

g. Operate assigned vehicles, equipment, and machinery in a safe and responsible
manner.
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7.2 SAFE OPERATION OF TOWN VEHICLES & EQUIPMENT

A. Employees who use a Town vehicle, whether occasionally or on a daily basis, are expected to

follow Town and Virginia safety procedures and traffic laws. In addition, for the protection

and safety of Town employees and the public, every employee is required to follow these

safety steps:

1. Any operator of a Town vehicle must possess a valid Virginia driver's license. For
employees required to operate a Town vehicle the invalidation, revocation, or suspension
of the driver's license or any restrictions must be reported to the Department Head within
one workday of the occurrence. Employees who do not report these changes as required
shall be subject to disciplinary action including dismissal;

2. Safety belts must be properly used by the vehicle operator and any passengers of Town
vehicles at all time; the vehicle operator shall be responsible for ensuring that passengers
use their safety belts;

3. Employees are responsible at all times for the proper care of Town vehicles and to be alert
to any apparent defects or mechanical problems. Any operational problems shall be
reported to the employee's Department Head as soon as possible.

4. Employees assigned a Town vehicle are responsible at all times for the proper care,
periodic inspection, and maintenance of their vehicle; and

5. Employees observed operating a Town vehicle in an unsafe manner shall be reported to the
appropriate Department Head and may be subject to disciplinary action.

B. The personal use of Town vehicles by Town employees is prohibited.

C.

Cell phones, smart phones, GPS, or other electronic devices must be operated via a hands-
free device or while the vehicle (or equipment) is in park. Any other use such as text
messaging or e-mailing is prohibited while the vehicle (or equipment) is in drive and/or in
motion. Use of two-way radios and related mission-essential equipment or emergency
response vehicles shall be governed by agency policy.

7.3 UNIFORMS, PROTECTIVE CLOTHING, AND SAFETY EQUIPMENT

Uniforms, protective clothing (except safety shoes or boots), and safety equipment shall be
provided to employees for their safety. Those positions requiring uniforms and safety equipment
shall be identified by Department Heads. The loss or excessive wear does not relieve the
employee of the responsibility to wear uniforms and safety equipment. The loss or destruction of
uniforms or safety equipment due to the employee's negligence shall be the responsibility of the
employee.

A. Uniforms and Protective Clothing

1. Uniforms and protective clothing shall be provided to each employee whose position
precludes wearing personal clothing for reasons of safety or prospective damage to
normal personal work attire.

2. Town uniforms shall never be worn for any jobs, or at any time, other than Town
employment.

3. Uniforms and protective clothing shall be replaced when the employee's Department Head
determines the uniforms or protective clothing to be non-useable.

4. Employees shall wear Town uniforms during work hours (as provided).
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5. High-visibility clothing/vests shall be worn by an employee while working in or within
fifteen feet of a street, road, or any right of way edge.
B. Safety Equipment: Footwear
Safety shoes or boots shall be worn by each Town employee whose position or activities
requires protective footwear.
C. Safety Equipment: Hard Hats
Hard hats shall be provided to each Town employee whose position requires protective
headwear. Hard hats shall be worn by Town employees when working conditions could
result in head trauma.
D. Safety Equipment: Gloves
1. Protective gloves shall be provided to each Town employee whose position requires
protective gloves. Employees shall wear the proper type of protective gloves during work
situations requiring hand protection (e. g. handling sharp objects, chemicals, etc.).
2. Protective gloves shall be replaced as they become non-useable. An employee's
Department Head shall determine when the gloves need to be replaced.
E. Safety Equipment: Safety Eyeglasses, Goggles, Full Face Shields
Protective eye equipment (e.g., safety eyeglasses, goggles, hoods, shields, etc.) shall be
provided to each employee whose position requires protective eye equipment. Protective eye
equipment (eyeglasses or goggles) shall be worn by Town employees during work situations
where eye trauma or impairment could occur. Mesh full face shields should be used while
using a weed eater or chain saw. Full face shields shall be worn when the employee is
engaged in grinding metal (clear), using a cutting torch (tinted), or completing other similar
tasks. A welding shield shall be worn when the employee is using a welder.
F. Safety Equipment: Hearing Protection
Proper hearing protection, e.g. ear plugs shall be provided to each employee whose position
requires hearing protection. Hearing protection shall be worn by Town employees during
work situations where hearing damage or impairment could occur.
G. Safety Equipment: Use and Accessibility
Employees shall use provided safety equipment any time the use is necessary. Safety
equipment shall be kept readily accessible by the employee during the work day. Proper
safety gear shall be worn by the employee prior to the beginning of any task that requires
such safety gear.
H. Safety Equipment: Additional or Replacement Gear
Any employee who needs additional, or replacement, safety gear shall immediately notify
their supervisor or department head.
I. Hazardous Duty Procedure
Employees shall work with at least one other employee when engaging in any potentially
dangerous job (e.g. operating a chain saw, using the brush chipper, mowing on banks, or
working in confined spaces [list not inclusive]).
J. Safe Behavior: General
All employees shall engage in safe behavior and practices at all times. Seat belts shall be
worn when available on any equipment, and within any motor vehicle, when the equipment
or vehicle is in operation. Only the operator is allowed to ride on any equipment or vehicle,
unless the equipment or vehicle is designed to handle one (or more) additional riders.
K. Safety Equipment: Sun and Dehydration Protection
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Proper sun protection gear shall be worn by all employees when working outdoors. Such gear
shall include, but not be limited to, wide brim hats and appropriate sunscreen. Employees
shall make every effort to avoid sunburn, sunstroke, heat exhaustion, or other sun/heat related
illnesses by the use of proper gear and safe working precautions. Employees shall remain
well-hydrated when working in adverse conditions.

L. Safe Behavior: Repetitive Motion

Town employees shall take proper precautions when completing tasks that contain, or result
in, repetitive motions.

M. Safety Equipment: Respiratory Protection

Town employees shall wear provided proper respiratory protection when working in dusty
conditions, or when working at tasks that produce noxious fumes, vapors, or gases. (e. g.
welding, using a cutting torch, etc.). The Department Head is responsible to ensure that the
appropriate masks are available for each employee whose job function requires one.

N. Safety Policy and Programs

Additional safety policies and procedures that are to be adhered to by all Town employees
can be found in the Town of Luray Safety Policy and Programs Manual (attached) All Town
employees are required to comply.

O. Fire Protection: Training

Employees shall be trained by their supervisor or Department Head in the use of portable fire
extinguishers for use on incipient stage fires.

P. Evacuation Training

Department Heads shall ensure posting of evacuation maps in all Town buildings routinely
occupied, and conduct an evacuation drill at least annually.
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8.0 LEAVE
8.1 LEAVE DEFINED

Leave is any approved absence during regularly scheduled work hours that has been
authorized by the proper authority. Leave may be authorized with or without pay. Absence
without leave is considered unauthorized leave (AWOL) and is subject to disciplinary action.

8.2 TYPES OF LEAVE

A. Holiday Leave

B. Annual Leave

C. Sick Leave

D. Bereavement Leave

E. Civil Leave

F. Military Leave

G. Leave Without Pay

H. Emergency Closings Policy

I. Administrative Leave

J. Unauthorized Absence (AWOL)

8.3 GENERAL LEAVE PROVISIONS

A. Employees are responsible for obtaining approval from their Department Head before
beginning any absence from work. Leave shall be requested and approved in advance in
writing on the appropriate form. When circumstances allow (i.e., scheduling doctor
appointments, elective surgery), sick leave shall also be requested and approved in advance.
Otherwise, a sick leave request shall be completed and submitted for approval immediately
upon the employee's return to work.

B. To receive paid annual or sick leave for unscheduled absences, employees must notify their
Department Head within two hours of their regular starting time. In cases where the
Department Head is unavailable, employees should contact the Town Manager's Office. All
departments are required to advise employees of their notification procedures.

C. The calculation of annual and sick leave accrual is based on a standard pay period.

D. Charges for authorized leave shall be made on an actual usage basis and rounded up to the
nearest one-half hour.

E. No employee shall use leave that has not been earned. If an employee is off and does not have
sufficient leave to cover the balance of the pay period, leave without pay shall be reflected on
the employee's time sheet, for approved absence, and unauthorized leave, military leave
without pay, or leave without pay as specified within this policy.

F. All employees, including temporary employees, are eligible for leave 'without pay.

G. Leave shall accrue while an employee is on approved paid leave. Leave shall not accrue if an
employee is on unauthorized leave, military leave without pay, or leave without pay as
specified within this policy.

H. False or fraudulent use of leave, or failure to follow this policy, may be cause for disciplinary
action, including dismissal.
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8.4 HOLIDAY LEAVE

A. The Town routinely observes the following holidays:

Holiday Observed

New Year’s Day January 1

Martin Luther King Day 3" Monday in January
President’s Day 3" Monday in February

Good Friday Friday before Easter Sunday
Memorial Day Last Monday in May
Independence Day July 4

Labor Day 1% Monday in September
Columbus Day October 12

Veteran’s Day November 11

Thanksgiving 4™ Thursday and 4" Friday of November
Christmas December 24 — Christmas Eve

December 25 — Christmas Day
December 26 — Day after Christmas

If a holiday falls on a Saturday, it will be observed on Friday. If it falls on Sunday, it will be
observed on Monday.
Employees who work irregular shifts and whose schedule requires them to be off on a
holiday will receive eight (8) hours of compensatory leave. Employees who work irregular
shifts and whose schedule requires them to work a full shift on a holiday shall receive their
regular pay plus have the option of receiving eight (8) hours of compensatory leave or (8)
hours of overtime pay. All compensatory leave earned must be used prior to annual leave
being taken.
Additional holidays may be designated by the Town Council.

B. Appointment or Separation on a Holiday
The appointment or separation of an employee shall not be affected on a holiday unless the
employee worked all that day.

8.5 ANNUAL LEAVE

A. Annualeave* (Employed Prior to July 1, 1981)
AH-eEmployees hired prior to July 1. 1981 are-ehgibleforpaid—vacation—(Rev—Effective
April 2013)
+—Heourly—employees: The Town provides annual leave. Annual leave can be used for
vacations as Well as for other personal reasons. Empleyees—eaﬂ—aeeu-mt&a{%aﬂmml—leaxa%a{

employee has been employed with the Town for ten (10) years or longer, he/she is entltled to
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eighteen (18) days annual/eave, which is accumulated at the rate of one and a half (1 1/2)
days per month.

e e
Syears-throueht0-vears +5-dkrys
10 years or more 18 days

2-Annualeave B. Employees hired after June 30, 1981

All employees hired after June 30, 1981 are eligible for paid annual leave.

a—Hourbyand-salary-employees: 1. The Town provides annual leave. Annual leave can be
used for vacations as well as for other personal reasons. Employees are entitled to five (5)
days of annual leave per year, if an employee has can accumulate annual leave at the rate
of one and one fourth (1 1/4) days every third month or five (5) days per year, if an
employee has been with the Town less than two (2 years. If an employee has been
employed with the Town two (2) through six (6) years, he/she is entitled to ten (10) days
annual leave. When an employee has been employed with the Town for seven (7) years
or longer, he/she is entitled to fifteen (15) days annual leave.

1 year through 2 years 5 days
2 years through 7 years 10 days
] years or more 15 days

b- 2. Employees on annual leave shall be paid their prevailing. wage based on the prevailing
scheduled work week. Allllual leave is earned only upon completion of each full
calendar month of employment.

e- 3. Annual leave accrued in one year must be taken by the end of the following year or it
will be lost.

& 4. Annual leave may be taken in a manner mutually agreeable to the employee and his/her
immediate supervisor. Employees having seniority status must exercise that status by
March 30™. After March 30™ annual leave will be scheduled on a first come first served
basis. The Town recognizes that there will be times an employee will have to reschedule
a vacation due to unforeseen circumstances.

Except in cases of illness or emergency, annual leave must be approved in advance.
Upon separation or retirement a full-time employee shall be paid for all accrued annual
leave, up to the maximum allowed.
An employee will not be permitted to take annual leave until the employee has completed
three (3) months of service. Until such time, any annual leave accumulated shall not be
considered vested and will not be paid if the employee separates from the Town within
such time.

3B. Payment of Annual Leave Upon Separation

al. Upon separation an employee shall receive payment for annual leave up to the maximum
accrual rate. Payment shall be calculated using the employee's base hourly rate of pay at
the time of separation.
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B2. In the case of the death of an employee, the unused annual leave credit shall be paid to
the employee's estate.

Town of Luray Personnel Policies Manual — June xx, 2018 Page 35 of 81



8.6 SICK LEAVE

A. Sick Leave Accrual
Regular full-time employees shall accrue 8 hours of sick leave per month or 12 days per year.
No employee may accrue more than 120 days of sick leave.

B. Sick Leave Policy
Sick leave shall not be considered a right which may be used at the employee's discretion but
is a privilege. Sick leave shall be provided to aid employees in time of need and shall only be
used when necessary, and as outlined in this policy.
1. Sick leave shall be granted, in accordance with this policy, to eligible employees for the

following:

a. Sickness or physical incapacity;

b. Medical, dental, or optical diagnosis or treatment;

c. When an employee is unable to perform regular duties, as certified by a licensed
physician, during pregnancy, childbirth, or related medical conditions associated with
birth;

d. Exposure to a contagious disease when the employee's presence at work jeopardizes
the health of others; and

e. The necessary care and attendance of an employee's spouse, dependent(s), and parents
due to sickness or incapacity up to three (3) days per occurrence.

2. Maternity/Pregnancy Related Absences

a. Employees who are absent because of pregnancy shall have their leave requests
handled in the same manner as any other temporary disability and shall be governed
by the provisions of this section.

b. Requests for time off associated with pregnancy and childbirth, once the employee has
been medically released to return to work by the employee's physician shall be
considered in the same manner as any other request for personal leave.

3. Written Certificate of Sickness or Physical Incapacity

a. An employee may be required by the Department Head to submit a certificate by a
licensed physician confirming the employee's incapacity and his/her inability to
report for work.

b. An employee who is away from work for medical conditions which require absence in
excess of three consecutive work days may be required to submit to the Department
Head a certificate from a licensed physician outlining the general nature of the
medical condition, stating the earliest approximate date of return to duty, and advising
on the ability of the employee to perform his/her regular duties.

c. Sick leave shall not be approved if the employee does not present the necessary
physician's certificate(s) when required by the Department Head, or his/her appointed
designee.

4. Medical Examination

The Town Manager may require an employee to undergo a medical examination to be
performed by a Town authorized, licensed, physician and at Town expense under any of the
following conditions:

a. When there is evidence to support that an employee is having problems related to job
performance or safety;

b. To verify fitness for duty of employees assigned to physically demanding jobs;
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c. When in the judgment of the Department Head, an employee absent on sick leave is
falsely or fraudulently using sick leave; or
d. Upon an employee's return to work after an absence due to sickness or physical
incapacity.
5. Confidentiality of Medical Information
All medical information obtained shall be treated as confidential medical records to be
maintained by the Town Clerk's Office.
6. Modified Work Assignment — Job-Related Injury
When an employee is found, either through certification from a licensed physician or Town
medical examination, to be unable to perform all regular duties and the medical condition
appears to be of a temporary, short-term nature, a temporary transfer to modified duty (less
strenuous or less hazardous jobs) may be granted. Request must be endorsed by the
Department Head and forwarded to the Town Manager. Employees shall not be assigned
modified duty without review and approval by the Town Manager.
7. Extended Sickness or Physical Incapacity
Medical information and the staffing needs of the department shall be considered by the
Department Head in determining the holding of the employee's position or placement in
another position for which the employee qualifies.
C. Investigation and Documentation of Sickness
A Department Head or Town Manager may investigate an employee's alleged sickness and
sick leave request. Circumstances which may warrant investigation include, but are not
limited to, the following:
1. Sick leave requested before or after a holiday or other scheduled day off;
2. .Sick leave requested in excess of five consecutive workdays; or
3. When an employee's sick leave record reflects questionable leave use, repetitious usage of
short amounts of sick leave, a pattern of leave use over an extended period of time, or
other excessive leave usage.
D. Catastrophic Sick Leave
Under certain circumstances, the nature of an employee's illness or injury may require
medical treatment which necessitates leave in excess of the amounts defined by this policy.
In the event of a catastrophic illness or injury, a special exception may be requested by the
employee in writing and submitted to the Town Manager. The Department Head and Town
Manager shall review the case and may grant additional sick leave based on the location and
need for the extended treatment. Any leave received in advance must be paid back in full
upon return to work by applying all annual and sick leave earned. Should the employee not
return to work, or leave Town employment before the leave is repaid, the employee must
repay the Town in cash for the unpaid leave balance. If the employee passes away or
becomes disabled, this requirement will be waived.
E. False or Fraudulent Use of Sick Leave
Sick leave shall be denied to an employee who is found guilty of making a false statement of
sickness or otherwise abuses the sick leave privilege. False or fraudulent use of sick leave
shall be cause for disciplinary action, up to and including dismissal.

8.7 BEREAVEMENT LEAVE
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Regular full-time employees may be granted up to three consecutive workdays of bereavement
leave in the event of the death of an immediate family member as defined in Section 2.3 C 1 and
2. This leave is granted with pay and is not charged against an employee's other leave accruals.

8.8 CIVIL LEAVE

A Eligibility

1. Regular full-time employees shall be granted leave with pay (without charge against other
leave accruals) for any absence necessary when they are required to serve as a juror, or
are subpoenaed as a witness to appear before a court or duly authorized public body or
commission.

2. If an employee is summoned to court to appear as a witness for Town related business or
to appear as a witness in a case in which the employee is not a party, civil leave is
applicable. If, however, the case is one in which the employee is a party and the court
decision affects the employee (positively or negatively), the time off from the job is of a
personal nature and the employee shall request leave as appropriate. Civil leave shall not
be granted when a court appearance is of a personal nature.

B. Amount of Compensation
Any fees received by an employee while on civil leave may be retained by the employee.
C. Requesting Civil Leave

1. The employee shall provide a copy of the court summons or subpoena along with a leave
request form to his/her Department Head as soon as possible to allow arrangements to be
made to accommodate the employee's absence.

2. Civil leave shall not extend beyond the actual time required. Any additional time off on the
same day shall be requested as annual or compensatory leave, or leave without pay, as
appropriate.

8.9 MILITARY LEAVE

A. Eligibility

Regular full-time employees, including those serving a probationary period, are eligible for

military leave with or without pay. Temporary and part-time employees are not eligible for

military leave.
B. Military Leave With Pay

1. Employees who are former members of the armed services or members of the organized
reserve forces of any of the armed services of the United States, National Guard, or naval
militia shall be entitled to a military leave of absence, with pay, for the purpose of
federally funded military duty to include training duty. This leave shall not exceed 15
workdays, equivalent to 120 hours, for FLSA non-exempt employees (whether the time is
fragmented or continuous) each federal fiscal year, October 1 - September 30.

2. FLSA non-exempt employees requiring more than 15 workdays shall be granted the time
off for the performance of such duty. Such absences shall be without payor, at the option
of the employee, may be charged to annual or compensatory leave balances.

3. Employees who are called forth by the Governor pursuant to the Code of Virginia, shall be
entitled to leave with pay for the period of the ordered absence.
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4. Employees returning from military leave with pay are required to return to work the first

regularly scheduled workday after the end of duty, allowing reasonable travel time.
C. Military Leave Without Pay
1. Any eligible employee who leaves Town service as a result of volunteering for active duty
or being drafted into the armed services of the United States during time of war or other
national emergency, as determined by the Town Council, or when reservists and National
Guard members are voluntarily or involuntarily called to active duty, shall be placed on
military leave without pay.
2. Leave shall only be granted for active military service for those dates stated on the
employee's military orders. Such leave shall extend 90 days after the employee is
released from Town service.
3. Status of Benefits for Employees on Leave Without Pay for Active Military Service
a. Service Credit - An employee on extended leave without pay due to active military
service shall be treated as though he/she was continuously employed tor purposes of
determining benefits based on length of service such as the annual leave accrual.

b. Compensatory Leave Any compensatory leave balance shall be paid in accordance
with Chapter 4 at the time the employee is placed on military leave without pay.

4. Reinstatement from Active Military Service
Conditions - Upon satisfactory completion of active military service, the employee is
entitled to reinstatement to his/her former position or to a position of like status and pay,
provided that;

1} a.The employee makes application to the Town Manager within the proper time frames
established under the Federal Veterans Reemployment Rights statute;
2) b.The employee presents a certificate showing satisfactory completion of military
service; and
3y c¢.The employee is still physically and mentally qualified to perform the duties of
his/her position.
D. Employee Notification Requirements

1. Requests for military leave shall be made in writing and submitted with copies of the
employee's official military orders to the Department Head. The employee shall notify
his/her department head of the military obligation as far in advance as possible. A
minimum of two weeks advance notice is required except for an emergency call-up. In
the case of emergency call-up, the employee shall notify the department head as soon as
possible.

2. The leave request and supporting military orders shall be forwarded to the Town Manager.

8.10 LEAVE WITHOUT PAY

A. A department head may grant leave without pay for an excused absence when the employee
does not have sufficient leave credit to cover an absence during a given pay period. The
Town Manager shall be notified of all occasions an employee is in a non-pay status in excess
of five workdays. The Town Manager may grant leave without pay to employees for periods
beyond five consecutive work days, subject to the following conditions;

1. Leave without pay shall be granted only when it is in the interests of the Town to do so.
2. All annual, sick and compensatory leave balances must be exhausted before leave without
pay can be approved.
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B. At the expiration of leave without pay, the employee shall be reinstated in the position vacated
or in any other vacant position in the same class, if possible.

C. Annual and sick leave credit shall not accrue during leave without pay.

D. An employee who anticipates being on approved leave without pay for five consecutive days
or more shall consult the Town Manager, in advance of the absence when possible.

E. Failure on the part of the employee to report to work at the expiration of leave without pay
may be cause for disciplinary action, up to and including dismissal.

8.11 EMERGENCY CLOSINGS POLICY

It is the intent of the Town to provide maximum services to the public by maintaining normal
business hours at all Town facilities. Under normal and safe conditions, employees are expected
to arrive at work on time.
Adverse weather conditions (generally the result of snow or ice) and conditions which make it
unsafe or unsanitary for employees to remain at work are recognized as conditions which could
jeopardize the safety of employees and could therefore warrant the closing of Town facilities.
The Town Manager shall determine when to announce the closing or delayed opening of Town
facilities. Employees shall report to their work station unless otherwise advised by the Town
Manager, or his/her designee, under this policy. Please utilize the Town's Inclement Weather
Policy.
A. Essential and On-Call Personnel and Operations/Job Sites
For the purposes of this policy, employees who report to an essential job site or occupy an
essential position may be regularly scheduled to work regardless of weather conditions.
Additionally, certain Town employees are considered on-call for the purpose of responding
to emergency situations. The Town Manager shall determine the essential positions and note
these in their job descriptions. A list of such positions shall be provided by the Town
Manager to all Department Heads and the Town clerk.
B. Employee Responsibility
Employees shall be responsible for reporting as directed. Employees and positions not listed
are considered nonessential.
C. Public Service Announcements
Public service announcements shall be announced over several local radio stations, online, or
on social media when the Town Manager changes the normal business hours of Town
facilities (delayed openings, closing of facilities partially or all day).

8.12 ADMINISTRATIVE LEAVE

A. Administrative leave shall be other paid leave as authorized by the Town Manager. Any paid
leave specifically authorized by the Town Council, not otherwise classified by these rules,
shall be classified as administrative leave.

B. Illustrative examples of administrative leave include leave authorized by the Town Manager
due to severe weather conditions, conditions which make it unsanitary or unsafe for
employees to remain at work, suspension of an employee due to investigation of a complaint,
breakdown of equipment making it impossible to perform assigned duties, or attendance at
meetings.

C. Administrative leave shall not be substituted for any other prior approved leave.
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8.13 UNAUTHORIZED ABSENCE (AWOL)

A. An employee who is absent from duty without approval shall:
1. Receive no pay for the duration of the absence; and
2. Be subject to disciplinary action up to and including dismissal.

B. It is recognized that there may be extenuating circumstances for unauthorized absences and
due consideration shall be given each case.

C. An employee who fails to report to work at the expiration of an authorized leave of absence or
who has not requested and received approval for an extension of such leave, shall be
considered and charged as unauthorized absence or absent without leave (AWOL).

8.14 FAMILY AND MEDICAL LEAVE ACT OF 1993

A. In accordance with the federal Family and Medical Leave Act, an eligible employee may
take up to 12 weeks of leave ("FMLA leave") upon the occurrence of one of the following
events or sets of circumstances:

1. The birth of a son or daughter of the employee and in order to care for such son or
daughter.

2. The placement of a son or daughter with the employee for adoption or foster care.

3. In order to care for the spouse, or a son, daughter, or parent, of the employee, if
such spouse, son, daughter, or parent has a serious health condition.

4. Because of a serious health condition that makes the employee unable to perform
the functions of the position held by the employee.

5. Any qualifying exigency arising out of the fact that the spouse, son, daughter, or
parent of an employee who is on active duty (or has been notified of an
impending_call to active duty) in the U.S. Armed Forces in support of a
contingency operation.

6. In order to care for a covered service member with a serious injury or illness if the
employee is the spouse, son, daughter, parent, or next of kin of the service
member.

B. Extended FMLA Leave
Additionally, a total of up to twenty-six workweeks of leave during a twelve month period
are available to an eligible employee who is the spouse, son, daughter, parent, or next of kin
of a covered service member to care for the service member.

C. Qualification for Leave
To qualify, an employee must have been employed by the Town for at least 12 months (need
not be continuous) and must have worked at least 1,250 hours in the 12 months immediately
preceding the commencement of the leave. This determination is made as of the date the
leave is to commence. The Town will notify the employee of his/her eligibility, and whether
any leave will be designated as FMLA Leave, and if so, how much leave will be designated
as FMLA Leave.

D. Definitions
1. 12-Month Period

The Town uses a rolling 12-month period, measured backwards from the date the
employee takes FMLA leave. Each time an employee uses FMLA leave, the remaining
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leave entitlement will be the balance of the 12 weeks that has not been used in the
previous 12 months.
2. Continuing Treatment
Includes multiple treatments by a health care provider or health care service, as well as
single treatments that result in a regimen of continuing treatment under the health care
provider’s supervision. If an employee is incapacitated for more than three days and has
been treated by a doctor, even minor illnesses may be covered under FMLA.
3. Serious Health Condition
A serious health condition is defined as an illness, injury, impairment, or physical or
mental condition that involves:
a. A period of incapacity or treatment involving inpatient care in a hospital, hospice,
or residential medical care facility and any later treatment, or
b. Continuing treatment or supervision by a health care provider for:

(1) a period of incapacity requiring more than three calendar days absence from
work, school, or other regular activity, and later related treatment;

(ii) prenatal care;

(ii1) a period of incapacity or treatment for a chronic serious health condition (one
that requires periodic treatments and lasts an extended period of time,
including episodic conditions such as asthma, diabetes and epilepsy);

(iv) a permanent long term health condition that is incurable; or

(v) multiple treatments for restorative surgery after an injury or for a condition
that failure to treat would result in more than three days of incapacity (such as
cancer or kidney disease).

The definition of “serious injury or illness” for current service members and veterans is
distinct from the definition of a ““serious health condition”.

E. Notice Requirement
An employee is required to provide thirty (30) days’ notice to his/her Department Head if the
absence is foreseeable. If the leave of absence is not reasonably foreseeable; this notification
must be made as soon as practicable. The Town requests that all requests for FMLA leave be
in writing.

F. Medical Certification
An employee may be required to provide to the Department Head certification from a health
care provider of the serious health condition, which requires the employee to use leave. If
required, the employee must provide the certification within 15 days of the leave request or
the leave may be delayed or denied. Should the Town disagree with the opinion given by
your health care provider, the Town reserves the right to solicit opinions from a second or
third health care provider at its expense. Additionally, an employee may be required to
furnish to the Department Head reports on the status, intent to return and recertification of the
serious health condition at no greater than 30-day intervals. An employee on leave for his or
her own serious health condition will be required to provide certification from their physician
that they are able to return to work and perform the job duties to which they are returning.

G. Use of Accrued Paid Leave
Employees are required to use all available and applicable accrued leave concurrently with
the use of the 12 week FMLA Leave. Usage of accrued leave will be consistent with
established leave policies. Under FMLA Leave, earned annual and compensatory leave may
be used without restriction; earned sick leave may be used only for the qualified leave
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necessitated by the serious health condition of the employee, his/her spouse, child or parent.
The employee will be paid for the period in which the employee has available paid leave in
accordance with the above and the remainder of the 12 weeks of leave will be unpaid.

. Health Insurance Continuation

During FMLA Leave, the Town will continue paying for health insurance coverage, as
provided during active employment status. However, if an employee fails to return from
FMLA Leave, the Town may recover the premium(s) paid during the leave period of "leave
without pay" status.

. _Benefits

Benefits based on an accrual basis (e.g. vacation, sick leave, etc.) will not accrue during
unpaid leave under this policy.
. Intermittent Leave

If an employee must take FMLA leave on an intermittent or part-time basis, including a
reduced work schedule, pursuant to an event described in A(3) or A(4) above, then the
employee shall be granted intermittent leave and/or permitted to work a part-time schedule,
as necessary to provide care for a family member or receive treatment for a serious medical
condition. However, to the extent necessary, the Town may temporarily transfer the
employee to another position where the utilization of intermittent or part-time employment
can better be accommodated.

Return from FMLA Leave

Employees will be returned to their original position or to a substantially similar position
with equivalent pay and benefits after FMLA Leave. The Town may require a return to work
medical certification and prior notification before the employee may return to work. An
employee will not be subjected to any retaliation or adverse action simply because the
employee has chosen to exercise rights made available under the FMLA.K. Record Keeping
Department Heads are responsible for keeping records designating FMLA usage and must
retain these records for at least three (3) years. All medical certifications and other medical
records must be forwarded to the Town Manager, and maintained in a separate file.

. Enforcement

Employees may file a complaint with the U.S. Department of Labor, Wage and Hour
Division, which can be reached at 1-866-4-USWAGE or www.dol.gov/whd, or may bring a
private lawsuit against an employer.

. FMLA Regulations

It is the intent that this policy comply with the Family and Medical Leave Act. Any issue not
specifically addressed herein or requiring greater definition will be reviewed with respect to
the FMLA Regulations and Guidelines as amended.

. Contact

If you believe that you might qualify for FMLA leave, contact your supervisor or the Town
Manager for more details, determination of eligibility, and, if applicable, FMLA paperwork.
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8.15 EMPLOYEE RECOGNITION PROGRAM FOR YEARS OF SERVICE

A. Employees shall be recognized for years of service for those who achieve 5, 10, 15, 20 years
of service. At each five-year anniversary of employment the employee shall receive one
additional personal day of leave during the year of achievement.

8.16 SICK LEAVE BANK

The Town supports the sharing of accrued sick leave through a voluntary Sick Leave Bank
program that allows members to donate and request sick leave. Leave donation provides access
to paid leave for eligible employees unable to work due to an unexpected personal or family
illness, injury or catastrophic situation. The Town Manager shall administer the program. Town
employees assigned to full-time positions may participate in the Sick Leave Bank. A. The Leave
Donation policy establishes guidelines for effective administration of a voluntary program of
leave donation which allows eligible employees to access paid leave when unable to work due to
their own non-job related injury, unexpected temporary disability or illness, or the unexpected
illness or incapacity of a family member. Such absence shall be the result of an unforeseen
medical emergency of a serious and unplanned nature and, in the opinion of a licensed physician,
is expected to last at least ten (10) consecutive working days, or its equivalent, after all accrued
paid leave is exhausted. The program is not intended to assist employees with absences due to
routine medical problems, treatments or procedures not medically necessary and/or predictable
medical events.
A. General Guidelines
1. The Sick Leave Bank program provides a means for employees to help coworkers and
their families alleviate the financial hardship that may be brought about by unforeseen
illness or injury of significant duration.
2. Participation in the Sick Leave Bank as a donor or as a recipient is completely voluntary
and is subject to Department Director approval.
3. Eligible employees may donate accrued sick leave, to the Sick Leave Bank.
4. All donations and receipt of paid leave will be in eight (8) hour increments.
5. Membership in the Leave Bank entitles an employee to apply for donated leave.
6. Decisions regarding requests for donated leave as well as management of the program are
the responsibility of the Town Manager.
7. Decisions of the Town Manager are not grievable.
B. Sick Leave Bank Membership
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Eligible employees may enroll in the Leave Bank at the beginning of any pay period by
completing the “Request for Membership” form and sending it to the Town Manager. By signing
and submitting this form, the employee understands and agrees to the following:

1. Membership in the Leave Bank does not guarantee that requested paid leave from the
Bank will be approved.

2. Initial enrollment may take place at the beginning of any pay period.

3. An employee must initially, and thereafter at the beginning of each calendar year, donate
at least eight (8) hours of sick leave to maintain active membership.

4. Once an employee is enrolled, he/she may donate additional sick leave at the beginning of
any pay period. However, leave donation may not exceed 50% of an employee’s total
paid leave (sick, annual, adjusted hours, compensatory time, personal or banked holiday
leave) balance nor reduce the employee’s total paid leave balance below 40 hours.

5. Each member may be required on an annual basis to donate additional appropriate leave to
the Bank in order to maintain the solvency of the Bank. This provision will be not be
necessary if contributions are adequate to maintain the Bank’s solvency. Failure to meet
donation requirements will result in termination of the employee’s membership in the
Bank.

6. Leave donated to the Sick Leave Bank becomes the property of the Bank and will not be
returned to the employee upon termination of membership from the Bank for any reason,
termination of employment, or upon dissolution of the Bank.

7. A member who resigns from the Sick Leave Bank, or whose membership is terminated for
failure to meet requirements, must wait at least six (6) months before he/she may apply
for re-admission, and must meet all requirements for membership, including the donation
of eight (8) hours of appropriate leave and having a minimum balance of forty (40) hours
of total paid leave.

C. Requests for Donated Leave

1. Members of the Leave Bank may request donated leave when all paid leave is exhausted
or is scheduled to be exhausted and additional time off is needed due to their own non-job
related injury, unexpected temporary disability, serious health condition, or the
unexpected illness or serious health condition of a dependent family member.

2. Such absence(s) shall be the result of an unforeseen medical emergency of a serious and
unplanned nature that, in the opinion of a licensed physician, is expected to last at least
ten (10) consecutive work days, or the equivalent, after all accrued paid leave is
exhausted.

3. A serious health condition is an illness, injury, impairment or physical or mental condition
that involves inpatient care in a hospital, hospice or residential medical care facility or
continuing treatment by a health care provider that causes the employee to be absent from
work for more than a few days.

4. An application must be completed and submitted to the member’s immediate department
director or designee, who will add his or her recommendation. The completed and
endorsed form shall be submitted to the Town Manager.

5. The application may be submitted in anticipation of exhaustion of all paid leave, but no
member will actually receive donated leave until all paid leave is exhausted.

6. The application must include medical certification from an attending physician that
identifies the medical problem and the estimated time period of incapacity, including any
restrictions. No application will be considered unless medical information is included.
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7.

8.

The application must include a recommendation for approval from the Department
Director.

Decisions to grant leave under this policy will be made by the Town Manager, based on
the recommendations of Department Directors. The Town Manager’s decision is final
and is not a grievable action

D. Receiving Donated Leave

1.

Only current leave bank members are eligible to receive donated leave.

2. All paid leave must be exhausted before a member can receive donated leave.
3.
4. A member granted donated leave shall not be credited with donated leave in excess of the

A maximum of 240 hours of donated leave may be granted per request.

period of approved absence.

. Absences due to procedures or treatments not medically necessary (elective), predictable

medical events, or absences that are a bridge to retirement are not eligible for donated
leave.

. Members must provide reasonable, written assurance that they intend to return to work.
. On-going paid leave is funded through the assigned department of the member receiving

donated leave.
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9.0 BENEFITS

The Town offers a comprehensive benefits program. Employees are encouraged to contact their
Department Head or the Town Manager's Office with any questions about the benefits program.
It is important that employees advise the Town Manager's Office of any personal status changes
(i.e., marriage, divorce, change in dependents or beneficiaries) which could affect their benefits.

The following benefits are offered by the Town.

9.1 HEALTH INSURANCE

Employees are eligible to enroll in the Town's health insurance program
(http://www.thelocalchoice.virginia.gov) on the first day of the month following date of
employment. The Town pays the total cost of employee only coverage. Where the employee
elects dual or family coverage, the Town pays 2/3 of the monthly premium.

It is the responsibility of the employee to submit claims for payment. Participating providers will
submit claims automatically; claim forms may be obtained from the Town Manager's Office for
the employee to fill out and submit for services by nonparticipating providers.

9.2 RETIREMENT

A. The Town is a member of the Virginia Retirement System (https://www.varetire.org/). All
regular full-time employees are required to enroll in VRS. The Town will pay the employer's
required contribution. The employee is required by VRS to pay the employee 5%
contribution.

B. Amount of Benefit
1. VRS offers several alternative methods of receiving retirement benefit payments (these

options are outlined in the Handbook for Members).

2. The amount of the retirement benefit is based on three factors: the employee's average
final compensation (average of highest 36 consecutive months of salary), years of service
credit, and age.

C. Notice of Retirement
Employees planning retirement should contact the Town Treasurer's Office four months prior
to retirement to ensure sufficient time for application of all retirement benefits.

D. Disability Retirement
1. Employees may apply for disability benefits if they become mentally or physically unable

to perform their present duties, and the disability is likely to be permanent.

2. Regular disability retirement (for conditions that are not work-related) may be granted if
medical conditions warrant and all other qualifications established under the retirement
program are met.

3. A work-related disability results from a cause compensable under the Virginia Workers'
Compensation Act. The amount of compensation provided by the retirement program is
coordinated with any benefits received under Workers' Compensation and Social Security
disability benefits.

E. Unused Sick Leave at Retirement
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Employees who are vested and eligible for retirement benefits from VRS will be

compensated as follows for unused sick leave upon retirement from the Town:

1. For employees with 20 years or more of Town service and at least 600 hours of unused
sick leave, a maximum of $5,000.

2. For all other employees, a maximum of $2,500.

Employees who are not vested and eligible for VRS retirement benefits shall not be entitled

to any payment under this section.

9.3 GROUP LIFE INSURANCE

The Town is covered under the group life insurance program administered by the Virginia
Retirement System (https://www.varetire.org/). All full-time employees are covered. The basic
amount of life insurance coverage for each employee is equal to the employee's salary rounded to
the next highest thousand, then doubled. The Town pays 100% of the premium for the basic
coverage. Optional Life Insurance, in addition to basic coverage, is available at the employee's
own expense.

9.4 TUITION ASSISTANCE

A. The Town offers the Tuition Assistance Program (TAP) to eligible employees for coursework
toward a college degree, professional certification, or developmental training, to support the
Town’s goal of attracting and retaining a qualified workforce. TAP encourages and enables
employees to increase their knowledge and skill as it relates to their work. The Town
encourages learning and development for employees in order to maintain a workforce that is
capable of meeting the changing needs of each Department to accomplish its goals.

B. Employee Eligibility:

1. Full-time classified employees who have completed one year of continuous satisfactory
service with the Town may apply for tuition assistance. Part-time classified employees
who have completed either two years of continuous service or have worked the
equivalent hours of a full-time position (2080 hours) whichever occurs first, may also
request tuition assistance.

2. Any employee that receives less than a “C” in associate or undergraduate courses, less
than a “B” in graduate courses, or less than “Pass” in certifications or developmental
training will be ineligible for tuition assistance for a period of one semester, unless:

a. The Town Manager determines that the grade resulted from circumstances beyond the
employee’s control.

b. The employee received no reimbursement or has reimbursed the Town the amount that
the Town spent on the course.

C. Course Eligibility:

1. Coursework toward a college degree from an accredited college or university, professional
certification, or developmental training, including nontraditional programs such as
accelerated courses and accredited correspondence and on-line courses may be eligible
for tuition assistance.
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2. Courses must be taken on the employee’s own time unless prior supervisory approval is
obtained.

3. Payments for graduate courses may be subject to federal tax withholding in accordance
with the “Small Business Job Protection Bill of 1996.”

D. Application Procedures:

1. To apply, a summary memorandum must be completed by the employee and submitted to
his/her Department Head for their recommendation by January 1 for the upcoming fiscal
year. The application and agreement must then be submitted with a copy of the course
registration to the Town Manager for review and approval.

2. Applications are accepted throughout the fiscal year upon registration and acceptance by
the college, university or course provider. Applications must be submitted prior to the
start of any class and must include costs for the course(s).

E. Decision Guidelines:

1. The Town Manager shall review and approve applications. Guidelines for decisions
include, but are not limited to: value of the program to the organization, relevance to job,
funding availability, program completion status; length of continuous service;
performance level; attendance record; date application was received; number of
applications received. Applications will be accepted throughout the fiscal year and will
be considered on a first-come, first-served basis.

2. If the application is approved, the Town Manager will notify the employee by letter or e-
mail.

3. Tuition assistance decisions are not grievable.

F. Funding:

1. Funds for the tuition assistance program are determined annually as a part of the budget
approval process.

2. When approved, tuition assistance will pay or reimburse up to one hundred percent (100%)
of the cost of tuition, registration and required laboratory fees provided the payment or
reimbursement is at least $50. The payment or reimbursement will not exceed $400 per
course hour. Other fees and costs such as books and study materials are not covered.

3. No more than four (4) courses may be approved during one fiscal year.

4. Employees, who are eligible for tuition assistance from other sources, such as Veteran
benefits, grants, scholarships, etc., must exhaust those sources before applying for tuition
assistance through the Town program.

G. Method of Payment:

Tuition Reimbursement provides reimbursement of approved course costs directly to the

employee after he/she provides a receipt for payment and evidence of a satisfactory grade for

the course as defined above.
H. Employee Obligation:

When the employee requests and receives approval for tuition assistance, he/she agrees to:

1. Complete the course(s) approved.

2. Provide the Town with proof of a satisfactory grade for each course approved.

3. Provide original receipts for approved costs.

4. Continue to work for the Town for one year after completing the course(s).

5. Authorize the Town to recover through payroll deduction, or some other means, all or part
of the tuition assistance monies expended if any of the following conditions exist:
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a. The employee does not provide the Town, within 30 working days after completing the
course, evidence that he/she received a grade of a “C” or above in associate or
undergraduate courses, “B” or above in graduate courses or “Pass” in certifications or
developmental training programs.

b. The employee resigns, retires or is dismissed for cause, before fulfilling the obligations
of the Tuition Assistance Agreement.

c. The employee drops an approved course for which payment has been made, regardless
of reason, without prior approval from the Town Manager.

d. The employee receives duplicate payment for the same course from any other source
(e.g., scholarships, Pell grants, Veterans’ educational payments, etc.).

The Town will pay for the employee to take a water or sewer license test and one re-test. All
costs for subsequent test for the same license shall be the responsibility of the employee.

The Town will pay for the cost of the CDL DMV license and the Certified Pesticide Applicators
and Technician certification test and one re-test, when required by the Town for the performance
of the employee's duties.

9.5 WORKERS' COMPENSATION

A. Coverage

1. The Town provides workers' compensation insurance coverage at no cost to employees.
This insurance program covers an injury (by accident) or illness (occupational disease)
which arises out of and in the course of employment that requires medical, surgical, or
hospital treatment. Workers' compensation coverage is provided to all regular and
temporary employees, both full and part-time.

2. There are several types of benefits provided by the Virginia Workers' Compensation Act
which generally include time-loss benefits after seven (7) calendar days for temporary or
permanent partial disability, death benefits, paid medical expenses, and rehabilitation
services.

B. Program Administration
1. Notification to the Town Manager's Office shall be within two hours of the first business
day following any injury or illness which occurred during emergency or other hours
outside the regular business day. The Town Manager shall be notified immediately (at
home if after hours) in the event of a fatality.
2. Each department shall establish procedures for notification of appropriate personnel for
emergency and after-hours situations, including notification of injury or illness of
employees during such times. Departmental procedures shall be communicated to all
employees affected.
3. Employee Responsibility
a. Immediate Notification of Injury/Illness
It is mandatory that every work-related injury or illness regardless of severity, be
reported immediately by the employee to his/her immediate supervisor. In addition,
when circumstances allow, the employee is to complete the written incident report at
the time of supervisor notification. Failure to report an injury/illness promptly may
result in loss of compensation and payment of medical expenses.

b. Completion of Required Report(s)
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Within the first 2 hours following injury, the employee shall be responsible for
completing a report of the incident using forms provided for this purpose. Upon
completion, the employee shall give the report to his/her Department Head to review
the report. (Attachment A)

4. Immediate Supervisor Responsibility
a. Town Manager Notification

The Department Head shall contact, or designate someone within the department to

contact, the Town Manager's Office to advise of the following:

1) An injury/accident immediately upon receipt of employee notification; and

2) An employee's return to work or change in work status.

b. Completion of Required Report(s)

1) The Department Head shall review the incident report to ensure that it is complete.
The Department Head shall assist the employee, when necessary, to complete all
required information. In addition, the Department Head shall complete the report
if the seriousness of the injury/illness precludes the employee from doing so, and
shall later, when able, get a written statement from the incapacitated employee.

2) The incident report shall be forwarded to the Town Manager's Office within three
hours of an incident.

C. Amount of Compensation During Incapacity

An employee receiving workers' compensation salary continuation may use accumulated sick

leave in order to maintain his/her regular income. Compensatory leave and then annual leave

may be used if the employee's sick leave balance is exhausted. However, in no case shall the
total wages received be greater than what the employee's base pay would be if he/she were
not incapacitated.

D. Use of Leave Pending Claim for Workers' Compensation

If a workers' compensation claim is initially denied by the Virginia Workers’ Compensation

Commission(VWCC) and later, after a VWCC hearing, the claim is subsequently determined

to be compensable under the Act, a leave adjustment shall be made to credit the employee's

leave balance(s) for the portion of workers' compensation awarded.
E. Modified Work Assignments

1. The Town actively supports a selective return-to-work program. For claims deemed
compensable by the workers' compensation insurance carrier, every effort shall be made
within the employee's department to find a suitable modified work assignment for an
employee unable to perform1 his/her regular duties. Any return to work action taken by
the Town shall be in accordance with Virginia compensation laws.

2. The modified work assignment shall be based upon the treating physician's medical
evaluation (including information on required medical treatments, recovery prognosis,
work restrictions, and time frames). The Department Head and Town Manager shall
carefully consider the medical report(s) and the availability of suitable modified duty
prior to initiating a modified work assignment.

3. An injured employee who refuses any suitable employment, shall not be entitled to any
compensation at any time during the continuance of such refusal, unless in the opinion of
the VWCC the refusal was justified.

9.6 SOCIAL SECURITY
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All Town employees are covered under the Federal Old Age, Survivors, and Disability Insurance
Program, commonly referred to as Social Security. Federal Insurance Contribution Act (FICA)
taxes are paid both by the Town and employee in equal amounts to fund Social Security.

9.7 UNEMPLOYMENT COMPENSATION

All employees are covered under the Virginia Unemployment Compensation Act. Employees
who are laid off, dismissed, or otherwise terminated by the Town for reasons other than gross
misconduct or improper acts shall be entitled to apply for unemployment compensation under the
rules and regulations of the Virginia Employment Commission (VEC). Application eligibility is
determined by the VEC on an individual case-by-case basis.

9.8 AFFECT OF EMPLOYMENT STATUS CHANGE OF BENEFITS

A. Termination of Employment
1. Health Insurance

a. The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives
employees and their qualified beneficiaries the opportunity to continue health
insurance coverage under the Town's health plan when a "qualifying event" would
normally result in the loss of eligibility. Some common qualifying events are:
termination of employment (i.e., resignation, retirement); death of an employee; a
reduction in an employee's hours from full-lime to part-time; an employee's divorce
or legal separation; or when a dependent child no longer meets eligibility
requirements.

b. Under COBRA, the employee or beneficiary pays the full cost of coverage at the
Town's group rates plus an administration fee.

c. Employees shall notify the Town Manager's Office of any qualifying events.

9.9 AMENDMENTS OF BENEFITS

Current benefits may be amended, modified, added, or eliminated by the Town Council at any
time.

9.10 QUESTIONS CONCERNING BENEFITS
All questions concerning eligibility for various benefits or the proper procedures to be followed

to qualify for any benefits discussed in this section should be referred to the Town
Clerk/Treasurer's Office.

Town of Luray Personnel Policies Manual — June xx, 2018 Page 53 of 81



10.0 EMPLOYEE TRAINING
10.1 TRAINIING POLICY

A. Policy

1. It is Town policy to encourage employees to increase their technical and professional skills
in order that they may perform their duties to the best of their abilities.

2. Training opportunities shall be made equitably without regard to race, sex, age, marital
status, religion, disability, or national origin. In addition, efforts shall be maintained to
distribute training assignments to provide maximum benefits to all eligible employees.

3. Approval of any training activity outlined in this policy is dependent upon appropriate
budgeted funds being available.

B. Eligibility
Regular full and part-time employees (including probationary employees unless otherwise
specified) shall be eligible to participate in any training activity outlined in this policy.

C. Special Training
Employees may be required to successfully complete special training courses as a condition
of employment.

D. Criteria

Approval of any training activity shall meet the following criteria:

1. Be of necessary and direct value to the Town and relevant to the employee's general field
of work; and

2. Be limited to knowledge and skills which cannot be acquired through available in-service
training; and

3. Cover subject matter not sufficiently or recently encompassed in the employee's previous
education and experience, or which the employee normally would not be expected to
know prior to appointment to his/her present position.

E. Procedures

1. Participation in training activities outlined in this policy shall meet the following
conditions and requirements.

a. A Department Head may assign an employee, and consider for approval an employee's
request for training, in accordance with this policy and the administrative regulations
of the Town;

b. All assignments, provisions for reimbursement, and direct payment of registrations and
related expenses shall be subject to budget constraints. All approved training-related
expenditures shall be charged to the appropriate account within the departmental
budget;

c. Training assignments shall be subject to authorization by the Town Manager prior to
enrollment; and

d. Each employee on approved training assignment, as outlined in this policy, shall
maintain continuous satisfactory performance in the prescribed course of study.

e. Use of an employee's own personal vehicle for travel related to training purposes, shall
be reimbursed to the employee based on the rate per mile set forth by the state.

f. Expenses related to meals shall follow the current state per diem for expenditures and
reimbursement of costs.
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g. Reimbursement of all training expenses shall be made to the employee, pending the
completion of the Town's travel reimbursement voucher, purchase orders, and credit
card forms as needed. Prepayment of training expenses is preferred. Use of the Town
credit card is preferred. Employee's supervisor should approve and sign off on

expenses in advance of training where feasible.

Copies of expenditures,

reimbursement and credit card forms should be made available to employees, The
Town shall provide a copy of the travel per diem rates as defined by the State to all
Department Heads, (see Treasurer's office for reimbursement forms)

10.2 Licensure Salary Adjustments

As part of the Town’s commitment towards developing our workforce, the Town provides the
following salary adjustment for those employees who secure and maintain licensure associated

with their job duties

Salary Adjustment

Virginia Commercial Driver’s License

Class B $250

Class A $250

Endorsement (Tanker or HazMat) $250

Certified Pesticide Applicator $1,000
Certified Pesticide Technician $250
Water or Wastewater License

Class 4 $1,000

Class 3 $1,250

Class 2 $1,500

Class 1 $2,000
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11.0 CONDUCT
11.1 CONDUCT STANDARDS

A. To ensure orderly operation and provide the best possible work environment. the Town
expects employees to follow the conduct standards which are designed to protect the interests
and safety of all employees and the Town.

B. It is not possible to list all the forms of behavior that are considered unacceptable in the
workplace. Examples of infractions of the conduct standards which may result in disciplinary
action up to and including suspension or dismissal are listed under Causes for Disciplinary
Action.

C. Employment with the Town is the mutual consent of the Town and the employee, and either
party may terminate this relationship at any time.

11.2 GIFTS AND GRATUITIES TO TOWN EMPLOYEES

A. Employees shall not solicit or accept any money, loan, gift or gratuity, favor, or service from
a contractor, film, consultant, individual, or others which may relate to Town business or
services provided, or that reasonably tends to influence the officer or employee in the
performance of official duties.

B. No one seeking employment or promotion to a Town position or appointed office shall
directly or indirectly give any money, service, or other item to any person in connection with
their appointment or proposed appointment.

C. Employees are not prohibited from accepting occasional social courtesies which promote
good public relations for the Town, nor to exclude gifts of food which can be shared by all
employees or those within a given work area.

11.3 SOLICITATION ON TOWN PROPERTY

Persons not employed by the Town shall not solicit, or distribute literature, in the workplace at
any time for any purpose, unless specifically authorized by the Town Manager.

11.4 CONFLICT OF INTERESTS

Employees shall comply with the Virginia State and Local Government Conflict of Interests Act
(current version as amended). An employee with questions concerning interpretation or the
application of the Act shall contact the Office of the Commonwealth's Attorney or the employee
may request, through his/her Department Head, an opinion from the Town Manager.

11.5 POLITICAL ACTIVITY
All Town employees are encouraged to exercise their right to vote and to express private
opinions of candidates and issues. To ensure and to maintain employee's individual rights free

from interference or solicitation by fellow employees, supervisors, or officials, political activities
during working hours or when offiticially representing the Town are prohibited.
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11.6 CONFIDENTIALITY OF RECORDS

A. Many Town employees work in capacities where confidential data is handled. Employees
shall not discuss such information with persons not authorized to have access to it.

B. An employee who has worked with confidential information during Town employment shall
honor such confidentiality even after separation from Town service.

C. If there is a question as to whether or not the information should be released, the inquirer shall
be referred to the Town Manager, who serves as the Town's Information Officer.

11.7 ADMINISTRATIVE INVESTIGATIONS

Employees are required to cooperate with and participate in administrative investigations
involving themselves and others. Failure to do so may result in disciplinary action, including
dismissal.

11.8 USE OF TOWN VEHICLES & EQUIPMENT

Town vehicles/equipment shall only be used for the direct execution of an employee's specific
job duties in support of their job description during the work day. Town vehicles shall be picked
up (and left) for daily work use, at the employee's designated Town duty station at the beginning
and ending of each work day. Town employees shall utilize personal vehicles when identified as
being in an “On-Call” status.
Use of a Town vehicle/equipment outside of corporate limits, other than the following, is
prohibited:

1. In-transit to and from Town property as a function of the employee's job

2. In the course of conducting authorized/official Town business

3. Supervisor-approved transit to and from a vendor or training location

4. Supervisor-approved transit for vehicle service
Operators shall comply with all current Virginia traffic laws. Town personnel shall not use Town
vehicles as part of their normal job commute, or to/from lunch breaks. The use of hands on
cellular devices during the operation of a moving town vehicle, or piece of equipment, is
prohibited (unless the town and/or county radio system is inoperable). All other uses of Town
vehicles/equipment are prohibited. Violations of this section shall be cause for disciplinary
action, up to and including dismissal.

11.9 USE OF PUBLIC PROPERTY

Town property (motorized or non-motorized equipment, devices, computers, phones, FAX
machines, scanners, vehicles, software, peripheral equipment, and all Town-owned materials and
supplies) shall only be used for the direct execution of an employee's specific job duties in
support of their job description during the work day.
Use of Town equipment outside of corporate limits, other than the following,
prohibited:

1. In-transit to and from Town property as a function of the employee's job

2. In the course of conducting authorized/official Town business
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3. Supervisor-approved transit to and from a vendor or training location
4. Supervisor-approved transit for service

Use of Town property for personal or political activities is prohibited. All other uses of Town

property are prohibited. Violations of this section shall be cause for disciplinary action, up to and
including dismissal.
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12.0 SEPARATIONS AND DISCIPLINE
12.1 SEPARATIONS

A. An employee may be separated from Town service by anyone of the following methods:

1. Resignation - Voluntary separation initiated by an employee who chooses to leave Town
service.

2. Layoff - A temporary or indefinite reduction in the workforce due to economic
conditions, lack of work or funds, Town or department reorganization, or other
appropriate reasons, initiated by the Town.

3. Dismissal- Involuntary separation initiated by the Town as a result of an employee's
unsatisfactory work performance or misconduct.

B. Regular full-time employees may be eligible to apply for:

1. Retirement - The provisions of the Virginia Retirement System shall apply.

2. Disability Retirement - Separation initiated by the employee or by the Town when an
employee is unable, for health reasons, to continue to work. Depending on the
circumstances, the employee may be eligible for disability retirement in accordance with
the provisions of the Virginia Retirement System.

12.2 RESIGNATION

A. An employee desiring to resign in good standing shall submit a signed written notice, to
include the reason for resignation, the effective date and signed by the employee to the
employee's supervisor at least fourteen (14) calendar days prior to the effective date of
resignation. Certain—employees—may Department Heads shall be required to give a 30-day
notice. The Department Head Town Manager and the employee resigning by mutual consent,
may waive or modify the advance notice requirements.

B. An employee who has submitted his/her resignation may be continued in his/her position as
though the resignation had not be filed, on his/her written request for authorization to
withdraw the resignation, filed before the effective date thereof, with the approval of the
Town Manager, unless the position has been filled in the meantime.

C. Failure to comply with Section 12.1.A of this policy may be entered on the employee's
personnel records and may be grounds for refusal to re-employ the employee.

12.3 RETIREMENT

Eligible employees who are planning to retire from Town service shall submit written
notification to their Department Head at least four months prior to the retirement effective date.
The written notice shall be forwarded to the Town Manager's Office. Retirement benefits are
stipulated in the Town's retirement plan.

12.4 LAYOFF
The Town Manager has the right and obligation to manage the workforce to best serve the

interests of the Town and may require implementation of this reduction in workforce procedure.
Unless specific instruction is received from the Town Manager, the following shall serve as the
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general procedure for a reduction in workforce for positions under the control of the Town

Manager.

A. When a reduction in the workforce necessitates the actual removal of personnel because of
reduced appropriations, lack of sufficient work or funds, or Town wide or departmental
reorganization, layoffs may be ordered by the Town Manager in the following order:

1. The order of the layoffs shall be inverse to the relative value of the employees to the
Town as determined by the Town Manager.

2. No regular full-time employee shall be laid off from any position while any temporary
employee's employment is continued in the same position classification.

3. No regular part-time employee shall be laid off from any position while any temporary
part-time employee's employment is continued in the same position classification.

B. The Town Manager's Office is responsible for executing the necessary written notices and
notifying employees of layoff decisions and correspondence. Department Heads shall
immediately advise the Town Manager's Office of any personnel problems arising from a
layoft.

C. Notice of Layoff
1. Insofar as practical, all employees to be laid off shall be provided a minimum written

notice of fourteen (14) calendar days.
2. Department Heads shall personally meet with each affected employee to inform the
employee of the layoff decision.
D. Recall Lists
1. All employees who are laid off as a result of this policy shall be placed on a Recall List
for their position classification and within their department until a job offer is made or for
one year from the date of separation, whichever comes first. Once a job offer is made,
whether accepted or refused, the laid off employee shall be removed from the Recall List.

2. Individuals recalled to fill the same position from which they were originally removed
shall be restored to regular employment status and not serve a probationary period.

E. Employee Responsibility

Any employee laid off and placed on a Recall List is responsible for notifying the Town

Manager of any change in address or telephone number. Employees shall be notified to return to

work by registered mail. Any individual who fails to report to work as directed within five

workdays following receipt of notification to return to work shall be removed from the Recall

List and no additional efforts shall be made to contact the individual.

F. Aid to Employees

Employees who are laid off under a reduction in force directive are eligible to apply to the

Virginia Employment Commission for unemployment compensation. Laid off employees shall

be paid for accrued annual and compensatory leave.

12.5 SEPARATION DATE

A. When an employee separates from Town service, the effective date must be the last day that
such employee is physically on the job. The Town will not be liable for matters affecting the
employee following his/her physical absence from the job. It is not permissible to delay the
effective date of separation by any amount of accumulated annual or compensatory leave due
the separated employee. Pay for any annual and compensatory leave balances due to eligible
employees shall be paid in a lump sum basis.
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B. If an employee is on approved sick leave, workers' compensation leave, or leave without pay
when separated, the effective date of separation shall be the actual date of separation as given
by the employee and approved by the Town Manager.

C. When the effective separation date immediately precedes a holiday, the employee shall not be
paid for the holiday.

12.6 RETURN OF TOWN PROPERTY

A. Employees are responsible for all property, materials, and written information issued to them
or in their possession or control. Employees must return all Town property that is in their
possession or control in the event of separation from employment, or immediately upon
request to the Department Head or other Town authorized designee.

B. The Town may withhold from the employee's final paycheck the cost of any items that are not
returned in proper condition. The Town may also take all action deemed appropriate to
recover or protect its property.

12.7 DISCIPLINE

A. Disciplinary action may take the form of an informal counseling session or formal written
notice, or other disciplinary action as set forth herein depending upon the severity of the
situation. Counseling is not mandatory prior to taking formal disciplinary action, depending
on the circumstances.

B. The Department Head shall consult with the Town Manager when considering disciplinary
action beyond verbal reprimand.

C. All disciplinary actions beyond verbal reprimand are initiated by the Town Manager based
upon the justification(s) and recommendation(s) of the Department Head.

D. All disciplinary actions beyond verbal reprimand shall be documented in writing to the
employee with a copy to the employee's personnel file.

E. Disciplinary action includes:

1. Verbal Reprimand: A discussion between the Department Head and the employee where
the employee is advised and cautioned with reference to unsatisfactory work performance
or misconduct. The Department Head shall maintain departmental records to document
that such discussion took place, when it took place, what was discussed and who was
present; depending on the severity of the offense, such documentation may be placed in
the employee's personnel file.

2. Written Reprimand: A reprimand reduced to writing which documents the unsatisfactory
work performance or misconduct and recommends specific guidance for corrective
action.

3. Suspension: A temporary removal from duty of an employee for cause where the
situation is not sufficiently grave to merit dismissal. The length of time shall depend on
the seriousness of the offense.

a. An employee may be suspended without pay; or
b. An employee may be suspended with pay for the purpose of completing investigatory
and administrative processes concerning allegations against the employee,
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c. For any suspension without pay in excess of seven calendar days, the Department Head
shall provide the employee with an explanation of the reason for the Town's action
and an opportunity to present his/her side of the story.

d. Where an employee is charged with a criminal act, the outcome of the criminal case
shall not necessarily affect the outcome of the administrative investigation. The fact
that a person is acquitted of the charge does not necessarily mean the suspension or
other disciplinary action will be revoked.

Withholding of Merit Salary Increase: The denial or postponement of a merit increase
within the pay range of a class which is normally awarded upon the employee's
completion of a prescribed period of successful job performance.
Administrative Decrease: A reduction within the pay range of a class as a disciplinary
action resulting from unsatisfactory job performance, loss of a required license or
certification that resulted in a pay increase, not completing additional duties (such as
weekend on call duties) that resulted in a pay increase, or misconduct.
Disciplinary Demotion: Demotion of an employee, for disciplinary reasons, may occur
when it is determined that the employee's work has not been satisfactory after providing
the opportunity and guidance for improvement, and the Town wishes to retain the
employee. The employee shall meet the qualification requirements of the new, lower pay
range, position prior to appointment. If the demotion is specified as temporary, the length
of the demotion shall be so stated.

Dismissal: An employee may be dismissed from Town service upon the recommendation

of the Department Head, subject to the review and approval of the Town Manager.

Before any employee may be dismissed, the Department Head shall provide the

employee with an explanation of the reason for the Town's action and an opportunity to

present his/her side of the story. If the employee is dismissed, such dismissal shall take
effect immediately.

F. Causes for Disciplinary Action
The following are examples of unsatisfactory work performance and misconduct which may
result in disciplinary action up to and including suspension or dismissal. (list not inclusive)

1.

il

9.
10.
1.

12.

Excessive absenteeism or excessive tardiness;

Abuse of leave;

Absent without approved leave;

Insubordination;

Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace,
during hours, or while operating Town-owned vehicles or equipment.

Deliberate or grossly negligent or improper conduct endangering the safety of self or
others, or which leads to damage of Town-Owned or public property;

Theft, unauthorized use, unauthorized removal, possession of or vandalism of Town
records or property, or employees' property;

Falsification of or damage to Town records (i.e., employment application and supporting
documents, timekeeping records, safety records and reports, expense reports);
Unauthorized disclosure of Town records and information;

Participating in a work slowdown, sit down, or strike;

Unlawful conduct, on or off duty, when the conduct impairs the efficiency of the Town
service or brings it into public disrepute;

Willfully violating safety or health rules where there is a threat to life or health;
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13.
14.
15.
16.

17.

18.

19.
20.

Boisterous or disruptive activity, fighting, or threatening violence in the workplace;
Smoking in prohibited areas;

Sexual or other unlawful harassment;

Possession or use of dangerous or unauthorized materials, such as firearms, weapons, or
explosives in the workplace.

Unauthorized and/or inappropriate use of Town vehicles, equipment, computers, phones,
mail system, or other Town-owned property;

Violation of Town rules, policies, ordinances, procedures, or applicable federal/state
regulations.

Improper use of authority or position; and

Use of abusive or threatening language toward employees, supervisor(s), or the public.

Dismissals may be warranted in other circumstances where the employee does not meet the
conditions of employment for the position, such as unsatisfactory job performance as evidenced
by receiving two consecutive unsatisfactory performance evaluations; failure to maintain valid
licenses or other qualifications necessary to perform the job; or inability to perform the work
required, with or without reasonable accommodation.
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13.0 GRIEVANCE PROCEDURE

13.1 GRIEVANCE PROCEDURE
A. Purpose
The purpose of the Town of Luray Grievance Procedure is to afford an immediate and
impartial method for the resolution of disputes which may arise between the Town
government and Town employees.
B. Coverage
All permanentregular full-time and part-time Town employees, excluding probationary
employees, are eligible to file grievances as provided in this policy with the following
exceptions:
1 Fown Manager
2—TFeovn-ClerkTreasurer
3. Town Altorney
1. Any official or eurrent-andlforfuture-employee appointed by the Town Council to serve at
its pleasure, including, but not limited to:
a. Town Manager.
b. Town Clerk.
c. Town Treasurer.
d. Town Attorney.-

4.2 Temporary, limited term, and seasonal emplovees.

C. Definition of Grievance

A grievance shall be a complaint or dispute by a covered employee relating to his/her

employment, including but not necessarily limited to:

1. Disciplinary actions - including dismissals, disciplinary demotions and suspensions.
Dismissals shall be grievable whenever resulting from formal discipline or unsatisfactory
job performance.

2. The application of interpretation of personnel policies, procedures, or rules and
regulations.

3. Acts of reprisal as the result of utilization of the Grievance Procedure, or of participation
in the grievance of another Town employee.

4. Complaints of discrimination on the basis of race, color, creed, political affiliation, age,
marital status, religion, handicap, disability, national origin or sex.

5. Acts of retaliation because the employee has complied with any law of the United States
or of the Commonwealth, has reported any violation of such law to a governmental
authority, of has sought any change in law before the Congress of the United States or the
General Assembly.

D. Management Responsibilities

Management-The Town reserves the exclusive right to manage itsthe affairs and operations

of the Town-geverament. Accordingly, complaints regarding the following are not grievable:

1. The establishment and revision of wages or salaries, including annual performance
evaluations and periodic pay adjustments, position classifications or general benefits.
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V)]

7.

8.

Work activity accepted by the employee as a condition of employment or work activity
which may reasonably be expected to be a part of the job content.

The contents of ordinances, statutes or established personnel policies, procedures, rules
and regulations.

Failure to promote except where the employee can show the Town Manager that
established promotional policies were not followed or applied fairly.

The methods, means and personnel by which such work activities are to be carried on.
Termination, layoff, demotion or suspension from duties because of lack of work,
reduction in force, or job abolishment, except where such action affects an employee who
had been reinstated within the previous six months as the result of the final determination
of a grievance. In any grievance brought under the foregoing exception, the Town’s
action shall be upheld if the Town shows a valid business reason for the action and the
employee was given written notice of the reason prior to the effective date of the action. -
The hiring, promotion, transfer, assignment, and retention of Town employees-within-the

The relief of employees from duties in emergencies.

E. _Standing to Pursue a Grievance
A grievant must be personally and directly affected by an occurrence or condition before
he/she shall be permitted to pursue a grievance. No employee may grieve another employee's
job performance unless such job performance directly or adversely affects the grievant's own
employment. Disputes as to an employee's standing to file a grievance shall be determined as
shall any other disputes as to grievability as set forth in Section F.

F. _Grievability

1.

Decisions regarding whether or not a matter is grievable under this procedure shall be
made by the Town Manager as set forth below. Decisions as to grievability shall be made
at the request of the grievant or the grievant's Department Head, within ten (10) days of
such request. A copy of the ruling shall be sent to the grievant and to the grievant's
Department Head. Decisions by the Town Manager that an issue is not grievable may be
appealed by the grlevant to the Circuit Court for a hearmg de novo on the issue of
grievability-a
theseseet}eﬂs—proceedmgs for the review of the de01s1on of the Town Manager shall be
instituted by filing a Nrotice of Aappeal with the Town Manager within ten (10) days
after the date of the histher-decision as to grievability and by giving a copy of such notice
to all other parties toef the grievance. Within ten (10) days after receiving notice of
appeal, the Town Manager shall transmit to the Clerk of the Circuit Court a copy of
his/her decision, a copy of the notice of appeal, and any exhibits which may have been
provided in connection with the resolution of the issue of grievability. A list of the
evidence furnished to the Court shall also be furnished to the grievant. The failure of the
Town Manager to transmit the record within the time allowed shall not prejudice the
rights of the grievant. The Circuit Court, on motion of the grievant, may issue a writ of
certiorari requiring the Town Manager to transmit the record by a certain date. Within
thirty (30) days of receipt by the Clerk of such records, the Court, sitting without a jury,
shall hear the appeal on the record transmitted, and such additional evidence as the ends
of justice require. The court may affirm, reverse or modify the decision of the Town
Manager. The Court's decision shall be rendered no later than the fifteenth day from the
date of conclusion of the hearing. The decision of the Court is final and is not appealable.
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2. All matters from the institution of a request that the Town Manager determine the issue
of grievability, through the notation of appeal of an adverse decision by the Town
Manager, shall be recorded on forms provided for those purposes.

3. The issue of grievability may be raised at any step of the Grievance Procedure prior to the
panel hearing provided in Section L of this procedure; but once raised, the issue must be
resolved before further processing of the grievance. In any event, the issue of grievability
must be resolved prior to the panel hearing or it shall be deemed to have been waived by
all parties. A request that grievability be determined shall toll the time limits under this
procedure. Time limits shall begin to run again the day after the decision that a matter is
or is not grievable is made by the Town Manager or the Circuit Court.

4. The classification of a complaint as non-grievable by either the Town Manager or the
Circuit Court shall not be construed to restrict any employee's right to seek, or
management's-the Town's right to provide, customary administrative review of
complaints outside of the scope of the Grievance Procedure.

G. Policy Generally

+—All stages of the Grievance Procedure beyond the First Step previded-in-Seetiontshall be

reduced to wrltlng on forms supphed by the TownMaﬂ&ger—s—Qﬁﬁee

3—Once an employee reduces the grievance to writing, the grlevant shall specify on the

appropriate form the specific relief being soughthe/she-expeets-to-obtain-through-the-tse
ofthis-precedure. When the employee expresses thehisther grievance in writing, the
grievant he/she-shall utilize first-obtain-the required-forms provided byfrem the Town

Manager's-Office. The Town at-effiee-shall thereupen-open a file on the grievance, assign
it-a number, and shall-assist the grievant and the Department Head in ensuring that all

papers are transmitted throughout this process in a timely fashion.

|l\)

3 Time Limits.

a. Time periods begin to run on the day following the event triggering a required action
or filing and include weekends and holidays. If a time period ends on a weekend or
holiday, the last day of the time period shall be the next day that is not a weekend or
holiday.

b. Time limits established under this procedure are intended to be strictly construed and
enforced. However, time limits may be extended by mutual agreement of all parties.

4. After the initial filing of a written grievancee, failure of either party to comply with all
substantial procedural requirements of thise-Grievanee pProcedure without just cause
shall result in a decision in favor of the other party on any grievable issue, provided the
party not in compliance fails to correct the noncompliance within five (5) working days
of receipt of written notification by the other party of the compliance violation. Such
written notification by the grievant shall be made to the Town Manager. Failure of either
party without just cause to comply with all substantial procedural requirements at the
grievance panel level shall result in a decision in favor of the other party.

5. The Town Manager may require a clear written explanation of the basis for a just cause
extension or exception. The Town Manager shall determine compliance issues.

Compliance determinations made by the Town Manager shall be subject to judicial
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review by filing petition with the Circuit Court within thirty (30) days of the compliance
determination. Any decision made by the Circuit Court is final and is not appealable.

If any of the management staff listed in this policy are a party noted in the grievance, then
the grlevant shall file their initial notice with the next hlghest management level

H. _Consohdatlon of Grlevances
In the event that an employee files more than one grievance, the Town Manager may, at any
time prior to a panel hearing, consolidate those grievances for joint processing. If the
grievances are consolidated, the processing of the first grievance shall be suspended until
such time as the last filed grievance proceeds to the same point in this procedure. Once
consolidated, the grievances shall be processed at the same time.

I. _First Step Immediate Supervisor Level

1.

Within twenty (20) calendar days after the occurrence or condition giving rise to the
grievance, the employee affected shall identify——report the grievance verbally to
histhertheir immediate supervisor. Within five (5) days of such presentation, the
immediate supervisor shall give his/her response orally to the employee with respect to
the particular grievance or shall advise the employee that additional time is needed.;
Tthe immediate supervisor must render athe decision verbally within three (3) days after
advising the employee of the need for netice-of the-needfor-additional time-is-given.

If the First Step does not result in a satisfactory resolution _-is-net-reached-by-this-informal
proeess, the employee shall reduce histherthe grievance to writing, identifying
specifically and in detail the nature of the grievance and the requested remedy, on a form
provided for that purpose. Grievants shall be entitled, should they prevail in their
grievance, only to the relief specifically requested. Such grievance shall be presented to
the immediate supervisor within three (3) days of the supervisor's verbal reply to the oral
grievance. The supervisor shall then reply_in writing within three (3) days to this written
grievance.

In the event that an employee's immediate supervisor is the Department Head, the
grievant shall pass the First Step of this procedure and proceed immediately to the
Second Step.

J. _Second Step - Department Head Level

1.

3.

If a satisfactory resolution of the grievance is not reached at the First Step, the employee
may so initiate on the grievance form provided and submit the grievance to theirkisther
Department Head within five (5) days. Within five (5) days of such submission, a
meeting shall be held with the grievant and the Ddepartment Hhead to review the
grievance.—Fhis—tn ‘ v : 3 :

B e

At the Second Step meeting-provided-forabeve, the only persons who may be present are
the grievant, one person representing the appropriate management level at which the
grievance is being heard, and appropriate witnesses for each side, Witnesses shall be
present only while actually providing testimony. The meeting may be adjourned to
another time or place by agreement of the parties. ; The Department Head shall provide
the employee with a written reply to the grievance within five (5) days after the meeting.
In the event that an employee's Department Head is the Town Manager, then the grievant
shall pass-skip the Third Step of this procedure and proceed immediately to Step Four.

K. Third Step -Town Manager Level
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If a satisfactory resolution of the grievance has not been reached at the termination
conclusion of the Second Step, the employee may submit the grievance to the Town
Manager. Submission to the Town Manager must occur within five (5) days following receipt
of the response from the Department Head. The Town Manager shall then meet with the
employee within three (3) days or indicate that an extension is necessary. The extension shall
not exceed three (3) additional days; except by mutual agreement. The employee ;at-histher
optien;-may have a representative present ef-histherehotee-at the Third Step meeting. If the
employee is represented by legal counsel, the Town—Manager likewise has the option of
being represented by counsel. The Town Manager shall render a written response to the
grievance within five (5) days following the Third Step meeting, The Town Manager shall
ensure that a tape recording of such meeting is made and retained #histhereustodyby the
Town for not less than twelve (12) months. The grievant shall be entitled to a copy of the
tape recording upon payment of a reasonable fee,
L. Fourth Step - The Grievance Panel
+—If a satisfactory resolution to the grievance is not reached at the Third Step, the grievant
may submit the grievance to an impartial grievance panel. The request for a hearing
before a grievance panel shall be requested indieated-by the grievant on a form provided
for that purpose and submitted to the Town Manager w1th1n ﬁve (5) days of recelpt of the
Third Step response e L ! A : :
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1.

3.2 M—Composition of Grievance Panel
]The Grievance Panel shall be composed of three impartial members who shall be
chosen in the following manner: one member shall be appointed by the grievant, one
member shall be appointed by the Town Manager, and the third member shall be
appointed by the first two. To ensure an impartial panel, such panel shall not be
composed of any person having direct involvement with the grievance being heard by
the panel, or with the complaint or dispute giving rise to the grievance. Staff members
who are in a direct line of supervision of a grievant and the following relatives of a
participant in the grievance process or participant's spouse are prohibited from
serving as panel members: Spouse, parent, child, and descendant, of a child, sibling,
niece, nephew, and first cousin. No attorney having direct involvement with the
subject matter of the grievance nor a partner, associate, employee or co-employee of
such attorney shall serve as a panel member. In the event that an agreement cannot be
reached as to the final panel member, the Chief Judge of the Circuit Court shall select
the third panel member-pursuant-to-the-appropriatesection-of the Code-of Virginia.

b. Both the grievant and the Town Manager shall select the first and second members of
the panel within five (5) days after the request for a panel hearing shall have been
filed. These members shall, in turn, select the third member within ten (10) days after
the request for a panel hearing shall have been filed.

c. In the event that the first two members cannot reach an agreement as to the third
member within such ten (10) day period, then the Town Manager shall forward the
request for appointment of a third member to the Circuit Court immediately upon
notification by the first two members that they are unable to agree.

d. The third member of the grievance panel shall serve as Chairperson, shall-set the time
for the hearing, and provide notice thereof tofy the grievant and the Town Manager
thereof. The hearing shall be held within twenty (20) days after selection of the third
panel member. Any party may have present-at-thismeeting-a representative of their
histher choice present at the hearing. The Town Manager shall ensure that each panel
member has copies of all written materials and forms submitted in connection with
the grievance. The Town Manager shall appoint an impartial employee who is not a
party to the grievance or a spouse or a relative to attend the hearing for the purpose of
recording the proceedings.

e. The majority decision of the grievance panel shall be final and binding as—te—any
grievanee-submitted-to—it-and shall be consistent with provisions of law and written
policies. \[Jz]

f. The grievance panel is constituted solely for the purpose of determining whether a
grievance filed by an employee is merited and what remedy, if any, should be
provided. The grievance panel shall not formulate or change policy, rules or
procedures. The grievance panel shall determine whether the grievant has
demonstrated, by a preponderance of the evidence, that the action complained of was
without cause, or de&%m V101ated+eﬂ—ef an apphcabl e law, rule, regulatlon or other

policy. :
3. K-Rules for Grievance Panel Hearlngs
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40.

The grievance panel shall have the discretion to determine the propriety of attendance
at the hearing of persons not having a direct interest in the hearing. However, at the
request of either party, the hearing shall be private.
The Town Manager shall provide the grievance panel with copies of all documents
and records germane to the grievance prior to the hearing and provide the employee
with a list of the documents furnished to the grievance panel. The employee and
his/her attorney, at least ten (10) days prior to the scheduled panel hearing, shall be
allowed access to and copies of all relevant documents intended to be used in the
grievance proceeding.
The grievance panel has the authority to determine the admissibility of evidence
without regard to the burden of proof, or the order of presentation of evidence, so
long as a full and equal opportunity is afforded to all parties for the presentation of
their evidence.
All evidence shall be presented in the presence of the grievance panel and the parties.
Documents, exhibits and lists of witnesses shall be exchanged between the parties in
advance of the hearing.

Conduct of Grievance Panel Hearings

The grievance panel shall conduct the hearing as follows:

a.

b.

The grievance panel may at any time ask the parties or their representatives for
statements clarifying the issues involved in the grievance.

Exhibits, when offered by the grievant or the Department—HeadTown, may be
received in evidence by the panel and when so received shall be marked and made a
part of the record.

The parties may offer evidence and cross examine witnesses and shall produce such
additional evidence as the panel may deem necessary to form an understanding and
determination of the dispute. There shall be no formal rules of evidence for the panel;
however, the panel shall be the judge of relevancy and materiality of any evidence
offered. The grievant shall proceed first and shall bear the ultimate burden of
persuasion—Fhe- Fown-shall-proceednext.

At the close of the evidence, tFhe Chairperson shall specifically inquire of all parties
whether they have any further proof to offer or witnesses to be heard. Upon receiving
negative responses, the Chairperson shall permit the parties to summarize their cases
and shall then declare the hearing closed.

The hearings may be reopened by the panel on its own motion or upon application of
a party for good cause shown at any time before a final decision is made.

In all matters not otherwise covered by this section, the panel shall determine the
procedures to be followed.

The Town Manager shall ensure that a—tape recording of the hearing is made and
retained in-histher—eustedyby the Town for not less than twelve (12) months. The
grievant shall be entitled to a copy of such tape-recording upon payment of a
reasonable fee.

5. P-Decision of Grievance Panel

a.

A written Fhe-decision of the grievance panel shall be providedfited-in-writing by the

panel-Chairperson to twith-the FewnMayorthe Town Manager; and the grievant; not
later than fifteen (15) days after the completion of the hearing. The decision shall

summarize the grievance and the evidence, shall-make specific findings of fact, and
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shall-state in full the reasons for the decision and the remedy—te—be granted. The

dBecision shall reflect the be-made-by-majority vote of the entire-panel.

b. The grievant shall bear any cost involved in employing representation and in
preparing histhertheir case.

c. If the panel determines that the grievance is meritorious in whole or part it may (as to
that portion which is meritorious):

a. Order than an employee be reinstated to a former position; award back pay; order
expungement of information contained in the employee's personnel files, or other
files maintained by the Town; or render opinions as to the application or
interpretation of the personnel management system for the Town Of rules and
regulations adopted thereunder, as they may relate to the specific facts of the case
before it.

b. H-thepanelUpon a findings that the Town failed to follow established procedures
governing promotion, demotion, transfer, hiring or layoff, the panel—it shall
remand the grievance with the-instructions that the action taken by the Town
Manager be rescinded; and identify proper procedures be-feHowed-for the matter

c. The panel may affirm or modify any decision reached by-any-superviser-at any
previous stage of the grievance proceedings.
6Q. The Implementation of Remedy

a. The Town Manager shall implement any remedy which may be ordered by the panel,
provided that such decision is consistent with law and written policies.

b. In the event the Town Manager does not implement the remedies ordered by the
panel, the grievant may petition the Circuit Ceourt for an order requiring
implementation of the decision of the panel.

e
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14.0 DRUG AND ALCOHOL TESTING POLICY
14.1 PURPOSE

In compliance with the Drug-Free Workplace Act of 1988, the Town of Luray has a longstanding
commitment to provide a safe, quality-oriented and productive work environment. Alcohol and
drug abuse poses a threat to the health and safety of Town employees and to the security of the
Town’s equipment and facilities. For these reasons, the Town is committed to the elimination of
drug and alcohol use and abuse in the workplace.

A. Whenever employees are working, operating a Town vehicle, present on Town property, or

conducting Town-related work offsite, they are prohibited from:

1. anufacturinge, distributinge, dispensinge, possessing, or
usinge —en—orin-the—wetrkplaee—any narcotic drug, hallucinogenic drug, amphetamine,
barbiturate, marijuana, or any other controlled substance_or illegal drug. Controlled
substances are listed in Federal Regulation Schedules I-V of 21 C.F.R. Part 1308, Va.
Code § 54.1-3456, and Schedules 1-6 in Va. Code §§ 54.1-3445 to 54.1-3455. Illegal
drugs also include any inhalant or substance that has mind-altering affects or properties.

2. Being under the influence of alcohol or an illegal drug.

3. Using or taking over-the-counter or prescribed medications in a manner that is contrary to
its proper or prescribed use.

4. Possessing or consuming alcohol.

B. The presence of any detectable amount of any illegal drug or illegal controlled substance in
an _employee’s body, while performing Town business or while in a Town facility, is

prohibited.
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C. Employees should report to work fit for duty and free of any adverse effects of illegal drugs
or alcohol. This policy does not prohibit employees from the lawful use and possession of
prescribed medications. Employees must, however, consult with their doctors about the
medications’ _effect on their fitness for duty and ability to work safely, and they must
promptly disclose any work restrictions to their supervisor. Employees should not, however,

disclose to the Town underlying medical conditions unless directed to do so.

A—Employees should have no expectation of privacy relating to Town property. The Town
reserves the right to inspect all portions of its premises and property for drugs, alcohol, and
other contraband. Without limitation, the Town may inspect any Town building, Town
vehicle, Town equipment, and all Town-owned property such as —as—defined—inFederal

desks, lockers, safes, file cablnets toolboxes etc. AnV 1llegal drugs or drug paraphernalia
discovered will be turned over to an appropriate law enforcement agency and may result in
criminal prosecution.

E. The Town does not desire to intrude into the private lives of employees, but recognizes that
employees’ off-the-job involvement with drugs and alcohol may have an impact on the
workplace. Therefore, the Town reserves the right to take appropriate disciplinary action up
to and including termination for drug use, sale, or distribution while off Town premises. An
employee who pleads guilty to, is convicted of, or sentenced for a crime involving an illegal
drug or alcohol is required to report the conviction, plea or sentence to the Town within five
(5) days. Failure to comply will result in automatic termination.

F. Each employee agrees to comply with the terms of this policy at all times as a condition of
employment and shall sign a form indicating that they have received and read this policy.
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14.3 BREGANDALCOHOLEREQUIRED TESTING

A. Pre-employment testing.

1

Where—anAll job applicants must pass a drug test as a condition of any offer of
employment by the Town.

2. Refusal to submit to testing will result in withdrawal of a conditional job offer and

disqualification from further consideration for employment.

B. Reasonable suspicion testing.

1.

“Reasonable suspicion” means a supervisor, based upon objective facts and reasonable

inferences drawn from those facts, whether observed firsthand or based upon the reports
of others, believes that an employee may be under the influence of a controlled substance
or alcohol. By way of example, and without limitation, any of the following conditions,
whether alone or in combination, may comprise reasonable suspicion:

Speech: Slurred, slow, distracted mid-thought, inability to verbalize thoughts.
Odors: Smell of alcohol or drugs.

Eyes: Dilated, constructed, watery, involuntary eye movements.

Face: Flushed, sweating, confused or blank look.

Emotions: Argumentative, agitated, irritable, or drowsy.

Movements: Unsteady, fidgety, dizzy, or unusual lack of physical coordination or
loss of equilibrium.

Inactions: Sleeping, unconsciousness, lack of reaction to questions.
Unexplained hyperactivity or depression and withdrawal.

Inability to focus, concentrate, or perform normal functions.

Bizarre, unusual, or uncharacteristic behavior.

=0 e |0 (T P

Unexplained decrease in job performance.
Chronic or unexplained tardiness or absenteeism.
. Decline in personal appearance or hygiene.
Possession of alcohol or illegal drugs or the presence of alcohol containers, illegal
drug paraphernalia in an area subject to the employee's control.
0. Evidence or observation provided by a reliable and credible person.

BB FIFEFEE R

A supervisor with reasonable suspicion shall contact the Town Manager (or the Personnel

Committee Chairman Mavor if the Town Manager is suspected to be under the influence)
to discuss the observations and to determine the appropriate course of action.
All facts constituting reasonable suspicion shall be documented in writing and

communicated to the employee.
If an emplovee is to be tested, the Town Manager (or the Mavor) shall make the

arrangements with the Town's designated collection center for the necessary tests.
A supervisor or manager will transport and accompany the employee to the testing

facility and make arrangements for the employee to be transported home.

Town of Luray Personnel Policies Manual — June xx, 2018 Page 74 of 81



6. Any employee who refuses to consent to testing is considered subordination and shall be
subject to disciplinary action up to and including termination.

C. Post-accident testing.

1. Employees are subject to testing when they cause or contribute to an accident that
damages a Town vehicle, machinery, equipment or anyone’s property or results in injury
to themselves or others.

2. An investigation and subsequent testing should take place as soon as practicable
following an accident. A supervisor transport and accompany the employee to the testing
facility and make arrangements for the employee to be transported home.

3. An employee refusing to consent to a drug or alcohol test is considered an act of
insubordination and will be subject to disciplinary action up to and including termination.

A=D. Random testin,q.

1. Wher%aAn employee in a Town position that is critical to the safety and security of
employees or citizens may be has-been-selected for a random drug screening._“Random”
means a method of selection that will result in an equal probability that any employee
from a designated group of employees will be selected for testing.

1

2—The Commerc1al Drivers Llcense (CDL) Random Drug Testmg Program is regulated

_As—requﬂced—by the Ommbus Transportatlon Employee Testing Act of 1991 and
regulations of the Federal Highway Administration_and may differ from the Town’s
random drug testlng program.

E. Return to work testing.
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Lopae s ¢ Airman—Mavor cra_ - testing
pesitivefor-drug or alcohol related offense may be required to undergo drug and alcohol
testing prior to being restored to active employment statususe and referral to an employee
assistance program.

14.4 TEST PROCEDURES-IN-GENERAL

A. Alcohol Testing
1. Employees subject to alcohol testing will be driven to a facility designated by the Town
and directed to provide breath specimens. Breath specimens will be tested by trained
technicians using federally approved breath alcohol testing devices. Alcohol tests may,
however, be a breath, blood, or saliva test, at the Town’s discretion. Test results
generated by law enforcement or medical providers may be used for the purposes of this

policy.

B. Drug Testing

1. Applicants and employees subject to drug testing go to a medical facility designated by
the Town and provide a urine specimen. Applicants and employees may provide
specimens in private unless they appear to be submitting altered, adulterated, or substitute
specimens. Collected specimens will be sent to a federally certified laboratory and tested
for evidence of drugs. The laboratory will screen all specimens and confirm all positive
screens. There will be a chain of custody from the time specimens are collected through
testing and storage.

2. The laboratory will transmit all positive drug test results to the Town Manager, who will
offer persons with positive results a reasonable opportunity to rebut or explain the results.
Individuals with positive test results may also ask to have their split specimen sent to
another federally certified laboratory to be tested at the applicant or employee’s own
expense. Such requests must be made within 72 hours of notice of the test results. If the
second facility fails to find any evidence of drug use in the split specimen, the employee
or applicant will be treated as passing the test.

3. Urine samples that are deemed to be an insufficient specimen, have a temperature that is
out of range, or are diluted will be considered a positive drug screen and will not be
eligible for split sample testing.

4. A refusal to cooperate or provide a urine specimen shall be deemed to be a positive drug
screen.

5. Test results generated by law enforcement or medical providers may be used for the
purposes of this policy.

C. Emplovees will be paid for time spent in alcohol or drug testing and then may be suspended
with or without pay pending the results of the drug or alcohol test.

Town of Luray Personnel Policies Manual — June xx, 2018 Page 76 of 81



1. The employee will be notified of the result once the test results are received.
2. If the test results are negative and the employee was suspended without pay, the
employee will receive back pay for the suspension.
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14.514:6 DISCIPLINARY ACTION-AND-REHABHATATION

Any of the following, alone or in combination, shall subject an emplovee to discipline up to and

including termination:

A.

Refusal to cooperate in required testing. “Refusal to cooperate” means to obstruct the

collection or testing process; to submit an altered, adulterated, or substitute sample; to fail to
show up for a scheduled test; to refuse to complete the requested drug testing forms; or to fail
to promptly provide specimen(s) for testing when directed to do so, without a valid medical
basis for the failure. Employees who leave the scene of an accident without justifiable
explanation prior to submission to drug and alcohol testing will also be considered to have
refused to cooperate.

Using, possessing, buving, selling, manufacturing, or dispensing an illegal drug in violation

C.

of this policy.

Testing positive for alcohol or illegal drug use in violation of this policy.

Once work performance has been affected by drug or alcohol use, unless otherwise required by

the Family and Medical Leave Act or the Americans with Disabilities Act, the emplovyee will

have forfeited the opportunity to be granted a leave of absence for treatment, and possible

discipline, up to and including termination, will be unavoidable.
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14.6 CONFIDENTIALITY

Information and records relating to positive test results, drug and alcohol dependencies, and
legitimate medical explanations should be kept confidential to the extent required by law and
maintained in secure files separate from normal personnel files. Such records and information
may be disclosed among managers and supervisors on a need-to-know basis and may also be
disclosed when relevant to a grievance, charge, claim or other legal proceeding initiated by or on
behalf of an employee, volunteer or applicant.
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15.0 IMPLEMENTATION OF POLICIES
15.1 CONFLICTING POLICIES REPEALED

All policies, ordinances or resolutions that conflict with the provisions of this policy are hereby
repealed.

15.2 SEPARABILITY

If any provision of this policy or any rule, regulation or order hereunder of the application of
such provision to any person or circumstances is held invalid, the remainder of this policy and
the application of such remaining provisions of this policy of such rules, regulations or orders to
persons or circumstances other than those held invalid will not be affected thereby.

15.3 VIOLATIONS OF POLICY PROVISIONS

An employee violating any of the provisions of this policy shall be subject to disciplinary action
up to and including suspension or dismissal, in addition to any civil or criminal penalty.

15.4 EFFECTIVE DATE

This policy shall become effective upon adoption (the date listed on the cover).

Town of Luray Personnel Policies Manual — June xx, 2018 Page 81 of 81



APPENDIX A

SAFETY POLICY
AND
PROGRAMS
MANUAL

Town of Luray

Adopted September xx, 2019



TOWN OF LURAY

EMPLOYEE SIGNATURE SHEET

I have read or had the Safety Policy & Program Manual explained to me, and I understand the
Town’s Safety Policies as presented. I further attest that I will comply with the establish Safety
Policies as detailed in the Safety Policy & Program Manual to the best of my ability.

Date Employee Signature

Employee Name (Printed)

Date Supervisor’s Signature

Original to be filed in Employee’s Personnel File
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