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ARTI CLE

GENERAL POLI CY
1 Appoi nt ment, Suspension, Dism ssal and Conpensati on
Appoi nt ment
(1) Vacancies to be filled in the nunicipal service shall

in order that qualified person shall be encouraged to

apply and qualify for municipal enploynent



(2) The board shall appoint all full-time and part-tone
enpl oyees of the Village. Appointnents to positions shall be nade on
the basis of nerit and fitness. In filling vacancies an effort should
be nade to pronote qualified enployees before seeking outside
repl acenent.

(3) The board shall provide a job description for al
enpl oyees

(4) Al appointnments to positions in the service of the
Village shall be for a probationary period of six (6) nonths.

(5 The mayor and board will conduct an annual review and
apprai sal session the first week in My of each year. This session
shall be used to determne the status of enployees on an individual

basis. Any witten salary request by enployees will be heard and
considered at the June neeting and becone effective the first pay
period in July. The mayor and the board of aldernmen will determine if
any changes in position or pay are necessary. Any change in status
will appear on the June Agenda of the Ceneral neeting to be put to
vot e.

(6) Contractual agreenents wth the Village wll be
renewed on an annual basis. A description of work to be done will be
advertised. Bids wll be taken to ensure conpetitive prices.
Contracts will be entered into upon approval granted at Town hall
nmeetings only. Al bidders nust provide proof of liability and

wor knmen’ s conpensati on i nsurance
(b) Suspension and D sm ssal .

(1) During the investigation, hearing or trial of an
enpl oyee on any crimnal charge or during he course of any civil
action involving an enployee, when suspension would be in the
best interest of the nunicipality, the board may suspend the
enpl oyee without pay for a duration of the proceedings as a
nondi sci plinary nmeasure. Back pay shall not ordinarily be
recoverable, but where the suspension is determned by ful
reinstatenent of the enployee, the board nmay authorize ful
recovery of pay and benefits for the entire of for any |esser
period of the suspension.

(2) An unsatisfactory enployee shall be notified how his
work is deficient and what he nust do if his work is to be

satisfactory. If the enployee’s work continues to be below
standard, the board and nayor shall denote or disnmss the
enpl oyee.

(3) Any enployee denpted or discharged nmay appeal to the
board at a regul ar neeting.

6.2



(c) Conpensation.

(1) Full or part-tinme enpl oyees- persons paid on a set
hourly wage.

(2) Contractural — person paid as set forth in a contract
agr eenent .

Section 6.2 Hours of Work

(a) Full-tinme enployees will work forty (40) hours per week or
as set forth in job description of position. No nonetary paynent
for overtine.

(1) Conpensatory tine off for overtinme hours nmay be
taken on the approval of the mayor or two al dernen

(b) Part-tinme enployees will work hours as needed per job or as
decl ared at tine of enpl oynent

(c) Contractural enployees will work hours to conplete job as
per contract agreenent

(d) Enployees wll be required to work overtine hours only in
case of energency. An energency is defined as a situation that
demands i medi ate attention.

(e) Al enployees shall be required to record their hours by
use of tine clock. In the energency situation as defined in Section
6.2 (d) a witten report can be submtted in lieu of using the tine
cl ock.

(f) Al overtime provisions will be handled in accordance with
appl i cabl e federal and state statutes.

Section 6.3 Hol i days and Vacati ons

(a) Enployees required to work on an observed holiday shal
recei ve conpensatory tinme off. Holidays observed by the Village shal
not be counted as vacation |leave. Al enployees will receive full pay
for the follow ng holidays:

(1) January 1%

(2) Mardi Gas Day

(3) Good Friday

(4) Menorial Day to coincide with other public offices
(5) Fourth of July

(6) Labor Day

(7) Thanksgiving(2 days- Thursday and Fri day
(8) Christnas Eve

(9) Christmas Day

(10) New Year’'s Eve

(11) New Year’'s Day

6.3
(b) Vacations



(1) Al enployees will have one week vacation to be taken
within each year. New enpl oyees shall not be schedul ed vacation
| eave until after probation period of six nonths has ended.

(2) Vacation tine scheduled and not taken can be
rescheduled if request is mde with a nonth’s prior notice.
Vacation tinme shall not be carried fromone year to the next.

(4) After two (2) years tine of enploynent wth the
Village enployees wll be scheduled two- (2) weeks vacation.
Stipulations set in Section 6.3 (b2) will apply.

Section 6.4 Si ck Leave

(a) Sick leave with pay is not a right which an enpl oyee may
demand but a privilege granted by the nunicipality

(b) Leave from work with pay may be charged as sick leave if
the absence is due to sickness, bodily injury, quarantine, required

physi cal or dental exam nations or treatnent, exposure to a
cont agi ous di sease when continued work m ght jeopardize the health of
other, illness in the enployees imediate famly which requires the

care of the enployee, or the funeral of a nenber of the enployee’'s
famly. Al such absences except those resulting fromintenperance or
immorality shall be charged against the sick leave credit of the

enpl oyee.

(c) Sick leave credits accunulated by each enployee shall be
retained as of the effective date of this article.

(d) Each enployee shall earn sick leave at the rate of one (1)
day for each nonth worked

(e) Sick leave shall be accumulative for an indefinite period
and there is no maxi nrum anount of sick |eave privileges.

(f) Enployees who resin or retire or who are di sm ssed from
enpl oynent shall not be paid for any accrued sick |eave.

(g) Sick leave shall not be granted for maternity | eave
pur poses. Maternity |eave with or wi thout pay nmay be granted at the
di scretion of the board of al dernen.

Section 6.5 Wor knmen’ s Conpensati on Leave

(a) The foregoing provisions as to sick |eave shall not apply
to enpl oyees injured by an accident arising out of and in the course
of enpl oynent .

6.4
(b) Enpl oyees di sabled on the job and for whom worknen’s
conpensation is approved, shall be granted worknen’ s conpensation



| eave with full pay w thout charge agai nst sick | eave for the ful
peri od covered by the worknmen’s conpensati on paynent not to exceed
six (6) calendar nonths; provided that the worknen’s conpensati on
paynment shall be included in the conputation of full pay.

(c) In the event that disability covered under workmen’s
conpensati on shall extend beyond six (6) cal endar nonths, continued
absence shall be charged agai nst accrued sick | eave until exhausted,
and then to | eave without pay other than the worknen s conpensati on
paynments provided by | aw.

Section 6.6 Mlitary and Civil Leave

(a) The board nay grant, upon request, mlitary |eave in any
fiscal year to any full-tinme enployee for Reserve or National CGuard
Training. Wle on mlitary | eave each enpl oyee shall be conpensated
by the nunicipality the anount that his mlitary conpensation is |ess
than that of his nunicipal conpensation.

(b) A nunicipal enployee called for jury duty or as a wtness
for the federal or state governnments or a subdivision thereof shal
be entitled to | eave wth pay for such duty for the required absence.
Muni ci pal enpl oyees may keep all fees received fromjury duty in
addition to regul ar conpensation. Law enforcenent officers may not
receive or keep any witness fees for appearing in Mayor’s Court in
connection with their official duties.

Section 6.7 Educati on Leave

A speci al | eave of absence at full or part-tine pay may be
granted by the board to pernmt an enployee to take courses of study
which will better equip the enployee to performhis duties for the
muni ci pality.

Section 6.8 Leave Wt hout Pay

An enpl oyee may be granted a | eave of absence wi thout pay for up
to three (3) nonths by the board upon a request by an enpl oyee for
reasons of personal or famly illness or conpletion of education.

Section 6.9 Qut si de Enpl oynent
Reser ved
Section 6.10 Gfts and Favors
No official or enployee shall accept any valuable gift, whether

in the formof service, loan, thing or prom se from any

6.6
person, firmor corporation which to his knowl edge is interested
directly or indirectly in any manner what soever in business dealings
with the municipality nor shall any official or enployee accept any
gift, favor or thing of value that may tend to influence himin the



di scharge of his duties or grant in the discharge of his duties any
I nproper favor, service or thing of val ue.

Section 6.11 Records and Reports

Al'l enpl oyees in a supervisory position and police officers
shal | keep accurate records and records as fol |l ows:

(a) derk- Duties of the municipal clerk are stated in L.R S.
33:421, 422. In addition to nonthly financial reports, clerk wll
prepare quarterly conparative financial reports. The clerk will issue
no check or paynment w thout proper authorization, purchase order, or
approval through the m nutes of neetings.

(b) Mai ntenance Supervisor- Duties of the mai ntenance
supervisor wll be set in the job description. The nai ntenance
supervisor wll keep a current and conplete inventory |og. The |og
will be conposed of an item zed list of all equipnment, tools, parts,
fittings, water pipes, and m scell aneous. The log will show dates of
orders, job order nunber, date received at mai ntenance barn, and date
checked out. A job order formwll coincide with the inventory | ogs
and job order fornms to the clerk once per nonth. It will be the
mai nt enance supervisor’s responsibility to order all parts needed in
his departnent, as well as securing all repairs to equi pnent under
his charge. A file marked “Mi ntenance Supervisor” will be on file at
the town hall. Reports shall be the mai ntenance supervisor’s
responsi bility.

(c) Garbage collector- Duties of garbage collector shall be set
in contract. The garbage contractor nust show proof of current
liability and worknen' s conpensation i nsurance coverage. The contract
must include a current list of residents and busi nesses on garbage
route. Conpensation will be conputed accordingly. The clerk wl|
strike fromthe Iist any househol d or business that is delingquent and
t he garbage collector will not be paid for picking up garbage at an
unpai d househol d.

(d) Police officers- Duties of police officer(s) are as
required by law, and |ocal ordinances. Al police officers
shall keep a record of gasoline purchases and m | eage on
gasol i ne purchase forns. These forns will be submtted to
clerk with tickets. Gas purchase forns are the
responsi bility of the individual officer. The clerk is
ordered to make no paynent for gas w thout a correspondi ng
gas purchase form

6.6
Section 6.12 through 6.14

Reser ved



ARTI CLE 11

SOCI AL SECURI TY
(Reserved)

Section 6.15 Decl aration O Policy To Cone Under Coverage

It is hereby declared to be the policy and purpose of the
municipality, to extend the provisions of Section 1 of Act 204,
Regul ar Session of the Louisiana Legislature of 1952, as anended,
providing Social Security to eligible officers and enployees of the
muni ci pality. In pursuance of this policy, and for such purpose, the
officers of the nunicipality shall take such action as may be
required by the applicable state of federal |aws and regul ations. The
coverage of eligible officers and enpl oyees shall be effective as of

19

Section 6.16 Execution of Agreenment Wth State Agency

The mayor is authorized to execute an agreenent with the State
of Loui siana, Departnment off Treasury, D vision of Social Security to
secure coverage of eligible officers and enployees as provided in
section 6.15.

Section 6.17 W t hhol di ngs

Wt hholdings from salaries or wages of officers and enployees
for the purposes provided in section 6.15 are hereby authorized to be
made in the anpbunts and at the tinmes as may be required by applicable
state and federal |aws and regul ations, and shall be paid over to the
State O Louisiana, Departnent of Treasury, Division of Socia
Security, a state agency, in the anpunts and at the tines as are
desi gnated by state | aws and regul ati ons of the agency.

Section 6.18 Contri buti ons

Enpl oyer contributions and assessnents for adm ni strative
expenses shall be paid from anobunts appropriated for such purposes to
the state agency in accordance wth applicable state |aws and
regul ati ons of the agency.
Section 6.19 Records and Reports

The clerk shall nmaintain records and subnmt reports as nay be
required by applicable state and federal |aws and regul ations.

6.7
Section 6.20 through 6.22

Reser ved



ARTI CLE 111
RETI REMENT
Section 6.23 Decl aration of Policy to Conme Under Coverage

It is hereby declared to be the policy and purpose of the
municipality, to extend the provisions of Act. No. 189, Regular
Session, Louisiana Legislature of 1973, as anended, providing
retirement to eligible police officers of the nunicipality. 1In
pursuance of this policy, and for that purpose, the officers of the
municipality shall take the action, as nmay be required b applicable
state of federal laws and regulation. The coverage of eligible
officers shall be effective from August, 1979.

Section 6.24 Execution of Agreenment Wth State Agency.

The mayor is authorized and directed to execute an agreenent
with the Board of Trustees of +the Minicipal Police Enployees
Retirenment System to secure coverage of eligible police officers as
provided in Section 6.23.

Section 6.25 Wthhol di ngs

Wt hhol dings from salaries or wages of police officers for the
pur poses provided in section 6.23 are hereby authorized to be made in
the amobunts and at the tine as may be required by the Board of
Trustees in accordance with Act No. 189 of 1973, and shall be paid
over to the Board of Trustees in the anmobunts and at the times as are
desi gnated by state |aws and regul ati ons of the agency.

Section 6.26 Contri buti ons

Enpl oyer contributions and assessnent for adm ni strative
expenses shall be paid from anounts appropriated for those purposes
to the Board of Trustees in accordance with applicable state | aws and
regul ati ons of the Board of Trustees.

Section 6. 27 Records and Reports

The clerk shall maintain records and submt reports as nay be
requi red by applicable state and federal |aws and regul ations of the
Board of Trustees.

6.8
Edi torial Note: General authority for nunicipalities to appoint
or provide officers and enployees is L.R S 33:401(30). This
provi sion enpowers the governing authority to prescribe the duties
and the conpensation for the officers and enployees. L.RS
33:401(31) gives the statutory authority for the renmoval of officers
and for the discharge of enployees for m sconduct or neglect of duty.
L.RS. 42:1001 et seq provides authority for mnunicipalities to




participate in the social security program Any nunicipal plan for
such coverage nust be approved by the appropriate state agency. The
general provisions for nunicipal enployees’ retirenent is L.R S
33: 7151 et seq. A social security agreenent is required by L.RS
33: 7153(2) as a part of any retirenent program

6.9



Amendnent 6A

ORDI ANCE NO. 87-006
Sept enber 14, 1987

BE IT ORDAINED by the Mayor and Board of Aldernmen of the Village O
Fol som that the “Code of Odinances” of the Village O Fol som
Chapter 6, Article I, Section 6.4(e), be anended to read as foll ows:



Chapter 6
Per sonnel Policy

Article

Section 6.4

(e) Sick leave shall be accunulative for a maxi mum period of
twelve forty hour weeks, or sixty days. Sick |eave not in
excess of the sixty day maxinmum may be carried over from
one year to the next.

BE | T FURTHER ORDAI NED, that all other ordinances or parts of
ordi nances in conflict herewith are hereby repeal ed

| certify that the above ordinance was adopted by the Town
Council of the Village O Folsom at its regular neeting held
Septenber 14, 1987, on notion of Al derwoman Mlintyre, and
seconded by Al derwoman WIllie, the vote thereon as foll ows:

Yeas: 3
Nays: O
Absent: O

Signed denda Wlls, Cerk
Signed Bernie WIllie, Mayor

AN AMENDMENT TO CHAPTER 6 OF THE CODE OF ORDI ANCES OF THE
VI LLAGE OF FOLSOM LOU SI ANA PERTAI NI NG TO THE PERSONNEL POLI CY

Article I, Section 6.2, Hours of Work is anended to read:

Section 6.2 Hours of Work



Full time enployees will work 40 hours per week and wll be
conpensated at the hourly wage established by the Mayor and
Board of Al derman. Days and hours of work will be established by
t he Mayor and Board of Al dernen.

Full tinme enployees working nore than 40 hours per week wll be
conpensated at the rate of 1 % tines the established hourly
wage.

Full tinme enployees may elect to accunulate overtine up to a
maxi mum of 40 hours. After accunulation of 40 hours overtine,
full time enployees working overtinme will be conpensated at the
rate of 1 % tinmes the established wage.

(1) Conpensatory tinme off for overtine hours may be taken
on approval of the nmayor or two Al dernen.

(2) Accunulated overtime hours nust be used within the
cal endar year hours were earned. Qherw se enployees
wi th accumul ated overtine hours will be paid for those
hours on the | ast pay period of the cal endar year.

Enpl oyees will be required to work overtine hours only in case
of an energency. An energency situation wll be determ ned by
the Mayor and Board of Al dernen.

Part tine enployees will work hours determ ned by the Mayor and
Board of Al dernmen or as determned at the tine of enploynent.

Contractual enployees wll work hours as required to satisfy
contract.

Full time enpl oyees and part tine enployees shall be required to
record hours worked by use of a nunicipal tinme clerk. In an
energency situation as defined by section 6.2 (D), a witten
report of hours worked may be substituted.

Article I, Section 6.3, Holidays and Vacation, is anended to add the
fol |l ow ng provisions:

Section 6.3 Holidays and Vacati ons

C. This section shall apply to both full and part tinme enployees.
Part time enployees shall accunulate holiday time and vacation
time at on half the rate accunulated by full tinme enployees
provi ded he or she works at |east 20 hours per week.



Section 6.4 Si ck Leave

D. This section shall apply to both full and part tinme enployees.
Part tinme enployees shall accunulate sick |leave at one half the
rate accumul ated by full tinme enployees, provided he or she works
at | east 20 hours per week.

This amendnent to Chapter 6 of the Code of Ordinances for the Village
O Folsom will becone effective January 1, 1995. The above anendnent
to Chapter 6 has been read and considered by Section, and upon a vote
bei ng taken, the following result was received:

Yeas: Alderman Brunfield, A derman Ezell, Al derman Ri chardson
Nays: None

Absent: None

Abst ai ned:

Wher eupon the Mayor declared the amendnent to said ordinance to be
duly adopted on the 12'" day of Decenber 1994

VI LLAGE OF FOLSOM

Signed Darrell Magee, Mayor

Si gned Marshall Brunfield, Al derman
Si gned M chael Ezell, Al dernman
Signed WIlie Richardson, Al derman

ATTEST:
Signed Merty G Fitznorris, Mun. Cerk

Chapter 6
Personnel Policy and O di nances

AN ORDI NANCE TO PROVI DE RELATI VE MJUNI Cl PAL EMPLYEMNT; AND TO PROVI DE FOR
RELATED MATTERS

Be it ordained by the Board of Al dernmen of the Village of Folsom Louisiana
that this Ordinance is hereby enacted to read as foll ows:

Section 6.1 Enpl oynment generally



A. Employnent is for an indefinite period and unspecified term and
neither this Odinance nor any rule, guideline, or ©policy
promul gated supplenental to this Odinance is intended to be an
enpl oynent contract.

B. No personal shall, on the basis of race, color, religion, sex, age,
national origin, handicap, veteran status, or any other non-nerit
factor, be discrimnated against in any enpl oynent practice.

Section 6.2 Appointnent, Suspension, Disnissal, and Conpensati on
A: Appoi ntment, Suspension, Disnissal:

(1) The Mayor shall appoint or renove municipal enployees, other than
the enpl oyees of a Police Departnent with an elected Chief of Police. Wth
an appointed Chief of Police, the Mayor has the authority to hire, fire, or
discipline police enployees RS. 33:404. However, before any of the
menti oned action is taken by the Mayor, he/she will consult wth the Police
Chief for his recommendation. The appointnment or renpoval of a non-el ected
Chi ef of Police, Minicipal derk, Minicipal attorney or any Departnent head
shall be subject to approval by the board of Al dermen except in the case of
a tie vote, the recommendati on of the Mayor shall prevail. Appointnments to
positions shall be nmade on the basis of nerit and fitness. In filling
vacancies, an effort should be nade to pronote qualified enployees before
seeki ng outside repl acenent.

(2) The Mayor shall provide a job description for all enpl oyees.

(3) All appointnments to positions in the service of the
Village shall be for a probationary period of six (6) nonths.
(4) The Mayor and Board will conduct an annual review and appraisal

session the first week of May of each year. This session shall be used to
determ ne status o enployees on an individual basis. Any witten salary
request by enployees will be heard and considered at the June neeting and
becone effective the first pay period in July. The Mayor and the board of
Al dernmen will determine if any changes in position or pay are necessary. Any
change in status will appear on the June agenda of the General neeting to be
put to vote.

(5) “Vacancy” as used in this section includes a new position and the
filling of a vacancy in an existing position.

(6) Vacancies shall be publicized in order that qualified persons
shal | be encouraged to apply and qualify.

Page- 1-

(7) (a) A vacancy in a position listed in RS. 33:404(3) shall be
filled as provided by | aw.

(b) A vacancy in any other position shall be filled from anong
qual i fi ed applicants.

(c) Applicants shall conplete the application form provided by
the municipality

(d) The application form shall require the applicant to
di scl ose the conviction of any crine



(e) Applicants for a position which requires the operation of a
notor vehicle shall provide proof of a wvalid driver’'s
l'i cense.

(f) Any applicant falsifying any information on the application
may be dropped for consideration of enploynent. Any
enpl oyee who provided false information on the application
form may be di sm ssed or otherw se disciplined

(g) Appointnents shall be based on merit and fitness. However,
in filling a position, an effort should be nmade to pronote
qual i fi ed enpl oyees before seeking other applicants.

(h) Each applicant who has been offered enploynent shall, as a
precondition to such enpl oynent , t ake a physi ca
exam nation

(i) Each applicant who has been offered enploynent shall, as a
precondition to such enploynent, take a drug test.

C. Conmpensation

(1) Full time and part time enployees will be paid on a set
hourly wage.

(2) Salaried enployees will be paid as set forth by Odinance.
Sal aried enployees are exenpt from recorded tine records.
However, they nust subnit a record of vacation and sick
time used to the payroll departnent.

(3) Contractual workers are those paid as set forth in a
contract agreenent.

Section 6.3 Job Positions

A. The nunber and kind of positions shall be determ ned by the Mayor
and Board.

B. A job description shall be devel oped and naintained for each job
category by the appropriate departnment head and approved by the
Mayor and Board

Section 6.4 Work Conditions

A. (1) Each nunicipal area shall be staffed from 8:00am to 4:00pm on
Monday through Friday and such other tines as directed or approved
by the Mayor and Board

Page- 2-
(2) WwWork Wek (a) The regular work week for full tinme enpl oyees
shall be forty hours from Monday through Friday, except as otherw se
determ ned and approved by the Mayor and the Board

B. The work week is Thursday through Wdnesday for payroll
accounting, |eave, and overtine purposes

(3) Overtime. An “overtime hour” is an hour worked by an hourly
enpl oyee at the direction of the Mayor or authorized departnent head
in excess of the hours in a regular work week

Section 6.5 Hours of Wrk

(a) Full-tinme enployees will work forty (40) hours per week and will
be conpensated at the hourly wage established by the Mayor and the



Board of Al dernen. Days and hours of work will be established by the
Mayor and the Board of Al dernen.

(b) Full tinme hourly enployees working nore than forty (40) hours per
week will be conpensated at the rate of 1 % times the established
hourly wage.

(c) Full time hourly enployees may el ect to accumul ate overtine up to
a maxi nrum of 40 hours. After accunul ation of 40 hours overtine, full
ti me non-exenpt enpl oyees working overtine will be conpensated at the
rate of 1 % times the established wage.

(D) Conmpensatory tinme for overtine hours may be taken on
approval of the Mayor or Departnent Head.

(2) Accumul ated overtinme hours nust be used within the
cal endar year hours are earned. O herw se enployees with accumul ated
overtime hours will be paid for those hours on the last pay period of
t he cal endar year.

(d) Full time hourly enployees and part tine hourly enployees
shall be required to record hours worked by use of a municipal tine
clock. (Exception: Police Oficers will wuse tine sheets). In an
energency situation a witten report of hours worked may be submtted.
An energency situation will be determined by the Myor and Board of
Al der men.

(e) Overtime provisions will apply as set forth above for hourly full

time police personnel

SECTION 6.6 Overtine Call Back

Cal |

back is defined as an unscheduled or enmergency return to work apart

from officially scheduled work hours or on a holiday or day off at the
request of a supervisor. If a part-time or full-time enployee is called back
for duty he or she shall be granted a m nimum off 1lhour pay at t he overtine
rate of 1 % tinmes the established hourly wage.

Section 6.7 Holidays

Subj ect to operating requirements the Villages’ paid holidays are:

Par t

January 1%

Martin Luther King Day
Mardi G as Day

Good Fri day

Page- 3-
Menorial Day to coincide with other public offices
Fourth of July
Col unbus Day
Presidential Election Day (every 4 years)
Vet er ans Day
Labor Day
Thanksgi ving Day (2 Days-Thursday and Fri day)
Christmas Eve
Chri st mas Day
New Years Eve

time enployees shall be paid holiday tinme at Y2 the rate of full tinme

enpl oyees provided the part tinme enployee works at |east 20 hours per week
averaged during the past 4 weeks.



If a designated holiday falls on Saturday, it wll be observed on the

preceding Friday. If a designated holiday falls on a Sunday, it wll be
observed on the followi ng Monday unless specifically changed by the Mayor.
Notice of change will be provided to all enployees by the nunicipal clerk

Section 6.8 Wrk of Holidays

Enpl oyees working on necessary continuous seven-day operations whose
regularly schedul ed day off falls on a holiday shall be granted eight (8)
hours of conpensatory time off with pay in recognition of the holiday.

Any full-time hourly enployee who is required to work on a holiday shall be
entitled to receive regular pay for hours actually worked in addition to
regular eight (8) hours holiday pay. The enployee may elect to receive
conpensatory tinme for all hours actually worked. If the total hours worked
for the week exceed 40 hours, the excess hours will be paid at the overtine
rate or accunul ated as conpensatory tine at the overtine rate established in
Section 6.5 (b).

Hourly part-tine enpl oyees working nmore than 20 hours per week and | ess than
40 hours per week who are required to work on a holiday shall be entitled to
receive regular pay for the hours actually worked in addition to regular
four (4) hours holiday pay. Hourly part-tinme enployees working |ess than 20
hours per week (averaged over a 4-week period) are not entitled to holiday

pay.
Section 6.9 Leave

Full-time and part-tinme enployees working at |east 20 hours per week
shall be eligible for vacation |eave, sick |leave, famly and nedical |eave,
mlitary | eave, education |eave, as provided in this section

A: Vacati ons:
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This section shall apply to both full time and part tine enployees.
Part time enployees shall accunulate vacation tinme at one half the
rate accurulated by full tinme enployees provided he or she works at
| east 20 hours per week. Vacation tinme is calculated according to the
foll owi ng schedul e:

Years of Enpl oynent Full time Part tinme
6 months to 1 year 40 hours 20 hours
1 year to 5 years 80 hours 40 hours
5 years to 10 years 120 hours 60 hours
10 years or nore 160 hours 80 hours

Vacation tinme schedul ed and not taken can be rescheduled if request is made
a nonth’s prior notice. Vacation tinme shall not be carried fromone year to
the next. Enployees nay opt to work during their vacation at the regul ar



rate of pay with the approval of the Mayor or two aldernen. In this case,
the enployee will also receive vacation pay at the regular rate of pay.

Enpl oyees who resign, retire or are dism ssed from enpl oynent shall not be
pai d accrued vacation tine.

B. Sick Leave

Sick leave from work is not a right which an enployee may demand but a
privilege granted by the nmunicipality.

Leave fromwork with pay may be charged as sick leave if the absence is due
to sickness, bodily injury, quarantine, required physical or dental
exam nations or treatnment, exposure to a contagious disease when continued
work might jeopardize the health of others, illness in the enployees
imediate famly which requires the care of the enployee, or the funeral of
a nenber of the enployees famly. Al such absences except those resulting
from intenperance or imortality shall be charged against the sick |eave
credit of the enployee.

Enpl oyees who resign or retire or who are dism ssed from enpl oynent shall
not be paid for any accrued sick | eave.

This section shall apply to both full time and part tinme enployees. Part
time enpl oyees shall accunulate sick |eave at one half the rate accumul at ed
by full time enployees, provided he or she works at |east 20 hours per week.
Sick time shall be cal culated according to the foll owi ng schedul e:

Ful | Ti me Enpl oyees Part Ti me Enpl oyees
8 hours per nonth 4 hours per nonth

(1) Sick leave shall be accunulated for a maxi mum period of twelve, forty-
hour work weeks, or sixty days. Sick |leave not in excess of the sixty
day maxi mum nay be carried over fromone year to the next.
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(2) The Mayor shall determ ne when a doctor’s certificate is required and
under what conditions certificates are required. Departnent heads
shall be responsible for the application of this provision so that
there will be no abuse of sick | eave privil eges.

(3) No enmployee shall be granted any sick l|leave not credited to the
enpl oyee’ s account at t he tine the absence occurs.

C. Family and Medical Leave:

(1) Each eligible enployee under the federal Fanmily and Medi cal
Leave Act 1993 nmust use accumnul ated vacation and sick | eave
for any part or all of the weeks of leave to which the
enpl oyee is entitled under that Act.

(2) An enployee on famly and nedical |[|eave shall report
periodically during the leave period on his |eave status
and intention to return to work.

(3)(a) An enployee who has taken fanily and nedical |eave shall

provide a certificate signed by a doctor to support his claimfor



|l eave for his own serious health condition or to care for a
seriously ill child, spouse, or parent. If the leave is due to
the enployee’s own nedical condition, the certificate nust also
include a statenment that the enployee is unable to perform the
functions of his position. If the leave is to care for a
seriously ill <child, spouse, or parent, the certificate nust
include an estimate of the ampunt of time the enployee is needed
to care for the child, spouse, or parent.

(b) The nunicipality may require a second nedical opinion
and periodic recertification at its own expense.

(¢) If the first and second opinions differ, t he
nmuni ci pality, at its own expense, nmay require the binding option
of a third health care provider, approved jointly by the
nuni ci pality and the enpl oyee.

(4) If an enployee takes such leave on an intermttent or on a
reduced | eave schedule that reduces the enployee’ s usual hours
wor ked per week or per work day, the nunicipality may require the
enpl oyee to transfer temporarily to an alternative position which
better accommpdates the |eave than the enployee’'s regular
position, provided that the position has equivalent pay and
benefits.

(5) An enployee who takes suck leave to care for a newborn child
or a child which has been placed with the enployee for adoption
or foster care nay not take leave intermttently or on a reduced
| eave schedul e unless the nmunicipality and the enpl oyee agree to
such an arrangenent.

D. Cvil Leave

(1) An enployee shall be given tine off wthout |oss of pay,
vacation | eave or sick |eave when:
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(a) Performng Jury Duty

(b) Summobned to appear as a witness before a court, grand jury,
or other public body or conmssion, provided that for
purposes of this provision a plaintiff or defendant shall
not be considered a witness. Nor does this provision apply
to an enployee summoned as a wtness as a result of
enpl oynment ot her than nunici pal enpl oynent.

(c) Performing energency civilian duty in relation to national
def ense.

(d) The Mayor determines that he is prevented by an act of God
fromperform ng duty.

(e) The Mayor determ nes that because of Ilocal conditions or
celebrations it is enpracitble for enpl oyees to work.

(f) The =enployee is ordered to report for pre-induction
physical examination incident to possible entry into the
mlitary forces of the United States.



(g0 The enployee is a nenber of the National Guard and is
ordered to active duty incident to |ocal energency, act of
God, «civil or crimnal insurrection, civil or crimnal
di sobedi ence, or simlar occurrences of an extraordinary
and energency nature which threatens or affects the peace
or property of the people.

(2) Enployees may keep all fees received from jury duty in
addition to regul ar conpensation

(3) Police officers may not receive or keep any witness fees
for appearing in Myor’'s Court in connection with their
official duties while on duty.

E. Mlitary Leave

(1) An employee who is a menber of a reserve conponent of the
Armed Forces of the United States is entitled to mlitary
leave with pay when placed on nmlitary active duty for
training by order of an authority of the Arnmed Forces of
the United States and when given constructive credit for
such cal endar training.

(2) The maximum mlitary leave with pay for mlitary active
duty for training ten worki ng days per cal endar year.

(3) An enployee may apply for but shall be required to take
vacation | eave or conpensatory |eave for mlitary purposes.
However, the enployee shall be entitled to |eave without
pay for a period of up to ninety consecutive cal endar days:

(a) \When ordered to nilitary active duty.

(b) \When placed on mlitary active duty for training
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(c) When placed on mlitary training duty and the
maxi mum aut horized military leave with pay has
been exhausted or is not authorized.

(4)(a) “Mlitary active duty” nmeans full tinme duty in
the active mnmlitary service, other than mlitary
active duty for training.

(b) “Mlitary active duty for training” neans full
time paid duty in the active nilitary service for
trai ni ng purposes.

(c) “Mlitary training duty” includes active and
inactive duty for training such as annual two week
sumrmer encanpnents and cruises, weekly and weekend
drills or training neetings, attendance at service
schools for refresher training or the upgrading of
mlitary skills, field exercises, and the like.

F. Education Leave

Leave of absence at full or part pay may be granted by the Mayor and Board
to permit a full time enployee to take courses of study which will better
equi p the enployee to performhis duties for the municipality.



E. Maternity Leave

(1) Absence from work caused by pregnancy, childbirth, or related
medi cal conditions is considered to be a tenporary disability
which prevents an enployee from performng the wusual duties
associ ated with enploynment. An enployee may take up to six weeks
of sick leave for maternity reason, unless a doctor certifies, in
witing that an extended amount of tinme is needed due to nedica

causes.
(2) If accrued sick leave is exhausted, and additional Ileave is
needed due to illness or disability, conpensatory |eave or

vacation | eave, or both, may be used, subject to the approval of
the appropriate departnent head.

Section 6.10 Wrker’'s Conpensati on

(1) Enployees shall be covered by worker’s conpensation

(2) VWhen an enployee is absent from work due to disabilities for
which he is entitled to worker’s conpensati on benefits, he:

(a) shall, to the extent of the anobunt accrued to his
credit, be granted sick | eave not to exceed the anount
necessary to receive total paynments for |eave and
wor ker’ s conpensation equal to his regular salary.

(b) May, to the extent of the anmount accrued to his
credit, be granted vacation |eave or a conbination of
vacation | eave and sick | eave not to exceed the anount
necessary to receive total paynents for |eave and
wor ker’ s conpensation equal to his regul ar
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sal ary.

(c) my be granted | eave w thout pay.
Section 6.11 | nsurance

Through a plan selected by the Board, the nunicipality shall offer
group hospitalization insurance to all full time enployees or those working
a mnimm of 32 hours per week. The Mwyor and Board of Al dernmen shall
determ ne the amount the nunicipality shall contribute to the cost of such
I nsur ance.

Section 6.12 Social Security

(D It is the policy and purpose of the nunicipality to extend the
provisions of Section 1 of Act 204, Regular Session of the
Loui siana Legislature of 1952, as anended, providing social
security to eligible officers and enployees of the nunicipality.
In pursuance of t his policy, and for such purpose, the officers
of the municipality shall take such action as may be required by
applicable state or federal |aws and regul ati ons. The coverage of
eligible officers and enployees shall be effective as of the
effective date of this Odinance.



(2)

(3)

(4)

(5)

The Mayor nmy execute any necessary agreenent to secure coverage
of eligible officers and enpl oyees as provided in (1)

Wt hhol dings from salaries and wages of officers and enpl oyees
for the purposes provided in (1) nmay be nade in the anbunts and
at the times as may be required by applicable state and federal
| aws and regul ati ons and shall be paid in the amobunts and at the
times as are designated by |aw and regul ation

Enpl oyer contributions and assessnents for adm ni strative
expenses shall be paid from anounts appropriated for such
purposes to the state agency in accordance with applicable state
| aw and regul ati ons

The derk shall mintain records and submit reports as may be
required by applicable state and federal |aw or regul ation.

Section 6.13 Retirenent

A Police Retirenent

(1)

(2)

(3)

(4)

Declaration of Policy to come under Coverage: It is hereby
declared to be the policy and purpose of the nmunicipality to
extend the provisions of Act No. 189, Regul ar Session, Louisiana
Legi slature of 1973, as anended, providing retirenent to eligible
police officers of the nmunicipality. In pursuance of this policy,
and for that purpose, the officers of the municipality shall take
the action as nay be required by applicable state or federal |aws
and regulations. The coverage of eligible officers shall be
effective from August, 1979.
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Execution of Agreenent with State Agency: The Mayor is authorized
and directed to execute an agreenment with the Board of Trustees
of the Municipal Police Enployees Retirenent System to secure
coverage of eligible police officers as provided in (1).

Wt hhol dings: Wthholdings from salaries or wages of police
officers for the purposes provided in Section 6.13 are hereby
authorized to be made in the amounts and at the time as may be
required by the board of Trustees in accordance with Act No. 189
of 1973, and shall be paid over to the Board of Trustees in the
anounts as are designated by state laws and regul ations of the
agency.

Contri buti ons: Enpl oyer contributions and assessnents for
adm ni strative expenses shall be paid from anmounts appropriated
for t he purposes to the Board of Trustees in accordance wth
applicable state laws and regul ati ons of the Board of Trustees.

(5) Records and Reports: The clerk shall maintain records and submt

reports as may be required by applicable state Ilaws and
regul ati ons of the board of Trustees.

B. Pension Pl an

(1)

Effective July 1, 1995, the Mayor entered a Sinplified Enployee
Pensi on I ndividual Retirenent Fund to cover all enployees except
those covered under the Municipal Police Enployees Retirenent
Fund.



(2) Covered enployees nust neet the eligibility requirenents of the
pl an.

(3) The anpunt contributed by the nunicipality is determned by the
Board of Al dernen

6. 14 Enpl oyee Standards of Conduct

A. Accidents: Enployees are to report the occurrence of any accident
while at work, however mnor, to the appropriate department head.
If the accident happens after 4:00PM or on a weekend or holiday,
the report nust be made on the next working day.

B. Alcohol: (1) No enployee or volunteer shall possess, distribute,

sell, use, or ingest any alcoholic beverages during work hours or
on municipal premises or in the imrediate prem ses wherever
muni ci pal work is being conducted. “Possess” includes having an

al coholic beverage in the enpl oyees i medi ate work area.
C. Appearance: Enployees are to dress appropriately and be neat,
clean, and well-groomed at all tinmes while working. The work being

perfornmed by the enployees will be considered.
(2) no enpl oyees shall report to work under the influence
of al cohol

D. Attendance: (1) Attendance is expected of all enployees. However,
when it is necessary to be absent from work, an enployee nust
inform his department head as soon as possible of the absence, the
reason for the absence, where he can be reached during his absence,
and when he will return to work.
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(2) Enployees are to report to work on time
Drugs: (1) Except for law enforcenent purposes, no enployee or
vol unteer shall possess, wuse, or ingest any controlled substance or
control | ed dangerous substance unl ess prescri bed by a physi ci an.
(2) No enployee or volunteer, whether on-duty or off-duty,
shall violate the Unifornmed Controll ed Dangerous Substance Law.

(3) No enployee shall report to work, and no volunteer
shall report to serve, under the influence of any controlled substance or
any controll ed dangerous substance unl ess prescribed by a physi ci an.

(4)(a)An enployee shall notify his departnment head, who
shall then notify the Mayor, of any crimnal drug statute conviction for a

violation occurring in the municipal workplace no later than five days
after such conviction

(b) If the nunicipality is subject to the federal Drug-
Free Workplace Act of 1988, the Mayor shall notify the appropriate federal
agency of the conviction no later than 10 days after receiving notice as

described in (3)(a) fromthe enployee or otherw se receiving actual notice
of the conviction.

(c) Wthin thirty days after receiving notice of a
convi ction described in (3)(a) and subject to RS. 33:404(A) (3), the Mayor
shall take on e of the follow ng actions of the enployee so convicted: (i)
Take appropriate personnel action against the enployee, up to and
i ncluding term nation.

(ii) Require the enployee to participate satisfactorily in
a drug abuse assistance or rehabilitation program approved for such

purposes by a federal, state, or local health, |aw enforcenment or other
appropri ate agency.



(5) As used in this section, “controlled substance” is any
controll ed dangerous substance in Schedules | through V of section 202 of
the Controlled Substance Act {21 U S.C 812}.

(6) As wused on this section, “controll ed dangerous
substance” is any controll ed dangerous substance in Schedules | through V
of the Uniform Controll ed Dangerous Substances |aw {R S. 40: 964} .

F. Msrepresentation: No enployee shall purport to represent the
muni ci pality while engaged in private business.

G Minicipal Property(l)(a) An enployee shall exercise due care
in his use of nmunicipal property and utilize such property only for
aut hori zed purposes.

(b) Inventory accountability is conducted each January and
at other times at the discretion of the Myor. To assure and tinely
results, enployees shall assist the personnel responsible for inventory
check. Form containing the office furniture and equipnent assigned to,
used by, otherwise in his control or possession. At each annual inventory
accountability, enployees shall submt a copy of their updated inventory
listings. If an discrepancy occur and the furniture or equipnment is not
| ocated, the | ast enployee verifying the item
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shall be responsible for the nmissing item
(d) Unaut hori zed renoval of municipal property fromthe
prem ses or its conversion to personal use is prohibited
(2) municipal property is subject to inspection at any tinme and
wi t hout prior warning. “Minicipal property” includes, but is not limted to,
vehi cl es, desks, files, containers, and footlockers. There shall be no
expectation of privacy by any enpl oyee or volunteer concerning any nuni ci pal
property. However, any inspection of any enployee’ s or volunteer’s |ocker shal
be in the presence of the enployee or volunteer.
(3) Municipal property issued to an enpl oyee nust be returned to the
muni cipality at the time he term nates enpl oynent or when it is requested by
hi s departnment head. The value of any property issued to an enpl oyee and not
returned may be deducted from an enpl oyee’ s paycheck.

H Qutside Enploynment: The work of the nunicipality shall have
precedence over the other occupational interest of enployees. Al outside
enpl oyment for salary, wages, or comm ssion and all self-enploynent nust be
reported to the Mayor. Conflicting outside enploynment is prohibited.

. Political Activity: (1) Partisan political activity by an

enpl oyee whi ch at work, including publicly or privately advocating or | obbying
passage or defeat of any matter before the nmunicipality, is prohibited.

(2) No enployee shall participate in any activity in which
woul d substantially conprom se the ability of the enpl oyee to discharge with
neutrality, efficiency, and integrity his duties and obligations of the
muni ci pality. Such prohibited activities shall include, but not be [imted to,

the foll ow ng:

(a) Service as an officer of a political party: a nmenber of a
national, state, or local commttee of a political party; an officer or nenber
of a committee of a partisan political club; or being a candidate for any of

these positions.

(b) Organi zing or reorganizing a political party organization

or political club.

(c) Becoming a candidate for elective public office.



J. Prescription Medicine: (1) Except for |aw enforcenent purposes,
no prescription medicine shall be brought upon municipal prem ses by any person
ot her than the person for whomthe nedicine is prescribed by a physician, and
such medicine shall be used only in the manner, conbination, and quantity
prescri bed.

(2) Any enpl oyee or volunteer required to take a prescription
medi ci ne shall notify his departnent head of the type of nedication prescribed
and the purpose for the prescription and nmay be required to provide witten
verification fromthe prescribi ng physician.

(3) No enployee or volunteer shall operate a mnunicipal notor
vehi cl e or equipnment or carry a firearmwhile taking prescription nedicine if
the known side effects fromthe nedication inpairs abilities

(4) Any enpl oyee or volunteer required to take prescription nedicine
that may inpair his ability to operate a notor vehicle or
equi pment, carry a firearm or to nake split second decisions shal
report this to his departnent head who shall alter the enpl oyee’s
or volunteer’s assignment without retribution to the enpl oyee or
t he vol unt eer.

K. Purchasing: An enployee may initiate a request for goods or services
through his
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Departnent head using the requisition formprovided by the nmunicipality and
following the guidelines established in the Purchase Order Procedure.
Failure to conply with the Purchase Order Procedure can, at discretion of
the Mayor of all Aldernen, result in the enpl oyee authorizing the purchase
or repair, being held responsible for paynment. Such paynent woul d be
wi thheld fromhis o her paycheck.

L. Sexual Harassnent: (1) Sexual harassnment of or by an enpl oyee is
prohi bited. (2) Per federal Equal opportunity Comr ssion guidelines, sexua
harassnent means any unwel cone sexual advances, requests for sexual favors,
and ot her verbal or physical contact of a sexual nature when:

(a) submission to such contact is nmade either explicitly or inplicitly
a termor condition of an individual’'s enploynent; or

(b) submission to or reject of such conduct by an individual is used
as a basis for enploynent decision affecting such individual; or

(c) such conduct has the purpose or effect or unreasonably interfering
with an individual’'s work performance or creating an intimdating, hostile,
or offensive working environnent.

(3)(a) Conplaints of sexual harassnent may be directed to the
appropri ate departnent head, or in witing, to the Mayor. A conplainant is
strongly encouraged to consult initially with his departnment head to
attenpt informal resolution, but failure to do so will in no way limt the
right to utilize fully this grievance procedure if resolution cannot be
acconpl i shed through the departnent head. Conplaints nmust be nade wthin
one year after occurrence of the alleged prohibited conduct.

(b) Al conplaints of sexual harassment, and information and proceedi ngs
relating thereto, shall be kept in strict confidence except otherw se
speci fi ed herein.

(4)(a) The department head shall, in a tinmely manner, conduct an
i nvestigation of the conplaint, interview ng appropriate person, exam ning
rel evant reports, and consulting with and utilizing an appropriate
enpl oyee.

(b) If the departnment head deens it appropriate, the conplainant
and the person agai nst whom the conplaint is made may be brought together
to attenpt an informal resolution.



(c) Both the conpl ai nant and the person agai nst who the conpl ai nt
is made may have counsel present at any interview or proceedings.

(5)(a) Upon conclusion of the investigation, and within 180 days
after the conplaint was brought, the departnment head shall nake a witten
reconmendati on to the mayor which shall be one of the follow ng:

(i) A reconmendation of a finding that no prohibited
conduct has occurred;

(ii) Arecommendation that material facts in dispute be
resol ved by conducting a formal hearing; or

(ii1) A recomendation of a finding that no facts are in
di spute and that prohibited conduct has occurred.

(b) Copies of the departnment head’'s witten recomendati on
shall be provided to the conpl ai nant and the party agai nst whomthe
conpl ai nt was nade.

(6) The Mayor may, but need not, adopt the departnent heads
reconmendati on. The Mayor may not adopt the departnment head' s
reconmendati on of a finding that prohibited conduct has occurred, and
proceed under Paragraph (9) of this subsection. The Mayor may adopt the
departnment head s recommrendati on of finding of no cause, and issue a
witten determ nation dismssing the conplaint.

(7) Upon adopting of the departnent head’ s recommendati on to conduct a
formal hearing, or
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upon witten request of a party acconpanied by a showing of material facts
in dispute, the Mayor shall conduct or cause to be conducted a fornmal
hearing. The hearing shall provide a fair opportunity for parties and
wi tnesses to be heard, shall be conducted so as to do substantial justice
between the parties, and shall not b bound by statutory provisions or rules
of practice, procedure, pleading, or evidence. At the conclusion of the
hearing, the Mayor shall issue a witten statenment of findings of facts and
conclusions of law, including a determ nation as to whether or not
prohi bited conduct has occurr ed.

(8) The record maintained with respect to each conpl ai nt of sexua
harassnent shall contain: the witten conplaint, if any; any witten
statenent produced during the investigation; the recommendati on of the
departnment head; if a formal hearing is conducted, a record thereof in a
formdeterm ned by the Mayor; the Mayor’s statenent of findings of fact and
conclusion of law, and the Mayor’'s witten determ nation. Such record shal
be available to either party or the designee thereof.

(9) Renedies: If the Mayor determ nes that prohibited conduct has
occurred, the Mayor shall order on or nore of the foll owi ng renedies:

(a) an apol ogy by the offender

(b) Direct the offender to stop the offensive behavior

(c) Require the offender undergo counseling or training

(d) Oral censure of the offender

(e) Witten censure of the offender, to be included in the offender’s

personnel file

(f) Transfer, suspension, with or w thout pay, or discharge of the

of fender, or any other action which may be appropriate under the

ci rcunst ances.

(10) If any party is not satisfied with the outcone of the grievance

procedure, appeal may be taken directly to the Mayor.

(11) State and Federal |aw provide admnistrative and judici al

renedi es which nay be pursued by filing a conplaint with the

Loui si ana Comni ssion on Human Rights and the federal Equal

Enpl oynent Qpportunity Comm ssion. A civil action may be filed in

district court. However, it is reconmended, but not legally

required, that the conplainant first use the grievance procedure
est abl i shed herein.

(12) No enpl oyee shall be subject to retaliation in any forns as a

result of bringing a conplaint or testifying o assisting in a

gri evance brought pursuant to this procedure. A conplaint of such



retaliation should be directed to the appropriate departnent head
or in witing to the Mayor.

(13) No enpl oyee or volunteer shall nake an intentionally false
conpl ai nt..

M Solicitation: Solicitation by and of enployees on nunicipa
prem ses is prohibited. However, solicitation for gifts for munici pal
enpl oyees (resignations, retirenents, weddings, births, etc.) are permtted.

N. Except as otherw se specifically provided, a violation of this
section shall be grounds for disciplinary action, including dismssal.

Section 6.15 Drug and Al cohol testing

A. The nunicipality desires to nmaintain safety, healthful, productive,
and efficient environment and workplace for its enpl oyees and
vol unteers and the public they serve. The
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muni ci pal ity acknow edges that substance abuse increases the potential for
acci dents, absenteei sm substandard perfornmance, poor enployee norale, and
damage to the nunicipality s reputation. Therefore, the nmunicipality adopts
a policy against substance abuse, and places in effect a testing programfor
appl i cants, enployees, and volunteers, as outlined in this section.

B. As used in this section, the following terns have the foll ow ng
neani ng:

(1) “Applicant” neans a person (a) seeking full-tinme enploynent with
nmuni ci pality or (b) seeking to performvolunteer service to the nunicipality
whi ch invol ves operating notor vehicle or equipnent or carrying a weapon.

(2) “Appointing authority” neans the municipal officer or the
muni ci pal body which has the authority to appoint or enploy the enpl oyee or
vol unt eer.

(3) “Controlled substance” neans a controll ed substance as defined in
21 U S.C 812 in Schedules |I through V.

(4) “Controll ed dangerous substance” nmeans a drug or other substance
or imedi ate precursor listed in RS. 40:964 in Schedules | through V

(5) “Drug” means and includes controlled substances, controlled
danger ous substances, and al cohol.

(6) “Enpl oyee” means a person enployed on a fulltinme or part tine
basis by the municipality.

(7) “Physician” neans a physician licensed to practice nedicine in
this state.

(8) “Volunteer” neans a person who provides vol unteer services to the
nmuni ci pality by operating a nunicipal nmotor vehicle or equi pnent or by
carrying a firearm

C. This section applies to all enpl oyees, volunteers, and applicants

D. (1)(a) The Mayor and board of Al dernen shall establish a drug free
awar eness programto inform enpl oyees and vol unt eers about:



(i) The dangers of drug abuse in the workpl ace

(ii) The rmunicipal policy of maintaining a drug free workpl ace
(iii) Any available drug counseling, rehabilitation, and enpl oyee
assi stance prograns

(iv) The penalties that may be inposed upon enpl oyees for drug
abuse violations occurring in the workpl ace.

(b) The mayor shall inplenent and maintain the policy set forth in
this section.
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(2) Any enpl oyee or vol unteer who has reasonabl e suspicion to believe
that anot her enpl oyee or volunteer is either (a) involved in the
manuf act ure, possession, distribution, dispensing, sale, or use of
control |l ed substance or controlled dangerous substance or (b) abusing the
| egal use of prescription or nonprescription nedicine shall notify his
departnment head who shall advise the mayor.

(3) The policy and procedures set forth in and under this section
shall conformwi th applicable | aw.

(4)(a)(l) On and after ninety days after this ordinance becones
effective, each applicant shall subnmit to a drug-screening urinalysis as a
part of his pre-enploynment or pre-qualification nmedical exam

(i) In addition, each applicant shal | complete a nedical
questionnaire providing a conplete |ist of al | prescription and
nonprescri ption nedi ci nes being taken at the tine.

(ii1) Any applicant found to test positively for a particular controlled
substance or controll ed dangerous substance, unless caused by a nedicine for
which a valid prescription was given by a physician and which was made known
to the municipality prior to testing, shall be rejected and may not re-apply
for employment or volunteer service for a period of one year from the date
of notification of results.

(iv) Any applicant refusing to submit to drug testing during pre-
enpl oynment or pre-qualification shall rejected,

(b) prior to thirty days after this O dinance becones effective, each
enpl oyee and volunteer shall conplete a nedical questionnaire providing a
conplete list all prescription and non prescription nmedicines being taken at
the tine. As nedicines change, the enployee or volunteer shall update his
questionnaire. The questionnaire shall be kept in the mayor” office and
shall remain confidenti al

(c) On and after ninety after this O dinance becones effective, each
enpl oyee and volunteer shall subnmit to tests for any drug as announced by
the mayor for the foll ow ng purposes:

(i) Investigation of possible individual enployee or volunteer
i mpai rment  of each enployee or volunteer returning from drug/al coholic
rehabilitation or nedical care and at any tinme there is reasonabl e suspicion
that an enpl oyee o volunteer is under the influence of a drug during work or
servi ce hours. “Reasonabl e suspicion” nmeans an articul abl e belief based upon
specific facts and reasonable inferences drawn from those facts that any
enpl oyees or volunteer is under the influence of a drug. C rcunstances which



constitute a basis for determning “reasonable suspicion” may include, but
are not limted to direct observation of drug abuse; a pattern of erratic or
abnormal behavi or and nood changes; information provided by a reliable and
credi bl e source; an accident; presence of physical synptons of drug use such
as slurred speech, glassy eyes, and poor coordination or reflexes; decreased
productivity; wunusual absenteeism or tardiness; or frequent or prolonged
absence fromthe work area. The departnment head shall submit to the nmayor a
witten report stating he facts and circunstances upon which the recommended
shall the final decision as to whether the test will be conduct ed.
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(ii) Investigation of accidents of incidents involving an enpl oyee a
vol unteer, or municipal property or incidents of workplace theft.

(ii1) Miintenance of safety for enployees, volunteers, or the genera
public.

(iv) Maintenance of productivity, quality of products or services, or
security of property or information

(v)Mnitoring to assure conpliance with the terns of a rehabilitation
progr am

(vi) Randomtesting of enployees who occupy safety-sensitive or
security sensitive positions

(d) Tests nay be conducted wi thout prior notice.

(e) Any enployee or volunteer who refuses to submit to a required drug
test shall be relieved fromduty of service and be subject to discipline,
i ncludi ng di sn ssa

E. (1) Al drug testing, except as otherw se specifically provided in
this section, shall be conducted at nedical facilities or |aboratories
selected by the nunicipality. To be eligible as a site, a nedical facility
or | aboratory nust submt in witing a description of the procedures that
will be used to collect, nmaintain, and test sanples and be experienced and
capabl e of quality control, docunentation, and chain of custody technigues.

(2)A sanple collection and testing shall be perfornmed as foll ows:

(a) The enpl oyee, volunteer, or applicant nmay be required to go
to the facility where the |aboratory is |ocated to submt
to testing.

(b) Each enpl oyee, volunteer, or applicant shall be positively
identified by picture identification prior to obtaining a
sanpl e

(c) A formshall be conpleted prior to the test that will serve
to establish current mnedicines being taken, whether
prescription or nonprescription, and any other information
whi ch the enpl oyee or vol unteer considers relevant to the
test.

(d) The area where a sinple is collected shall be reasonably
free fromany foreign substance

(e) Specinen collection shall be w tnessed w thout violating
the enployee's, volunteer’'s, or applicant’s right to
privacy in a setting that will not denmean, enbarrass, or



cause physical disconfort to the enpl oyee, volunteer, or
appl i cant

(f) The specinen taken shall be seal ed, |abel ed, and checked
against the identity of the enpl oyee, volunteer, or
applicant. Such sanple shall be properly collected,
secured, stored, handled, and transported foll ow ng
appropriate rules of evidence and chain of custody and so
as to reasonably preclude the probability of sanple
contam nation or adulteration
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(g) Any enployee testing will be done on the nunicipality' s tine
and the enployee required to test while off duty shall be conpensated for
the tine.

3(a) The testing nethods used shall be capable of identifying
marijuana, cocaine, barbiturates, anphetam nes, benzedi azepines, opi ates,
net hadone, propoxyphenes, and PCP
Personnel wutilized for testing shall be qualified and trained to conduct
urinal ysis.

(g) The test shall consist of a two-step procedure:
(i) Initial screening; and
(ii) Confirmation by gas chromat ography/ mass spectroscopy

(c) An initial screening that proves to be positive shall be reported,
not as a positive test, but as a confirmati on pendi ng.

(d) The time frame between a confirmation pending or confirmation
positive shall not exceed forty-eight hours.

(e) Notification of the confirmation pending or confirmation positive
shall be reported initially to the Muyor.

(f)If the municipality has reasonable suspicion to believe that any
enpl oyee or volunteer is under the influence of alcohol during work or
servi ce hours, the enployee or volunteer shall subnit to a breath test using
the procedures established by the State Departnent of Public Safety and

Corrections. Test result shall be mde known to the municipality’s
desi gnated agent upon conpletion of the test. If the results are positive
(i.e. 0.01% or nore), the enployee or volunteer shall be subject to

disciplinary action. Each enployee or volunteer found to be alcohol-free
shall be notified in witing and may, if he so chooses, have a copy of the
notification placed in his personnel file.

(g) The Mayor shall provide a copy of this section to each applicant.

(h) Prior to a drug test being admnistered, the enployee, volunteer,
or applicant shall be requested to sign a consent form authorizing the test
and permitting the release of the result to the municipality or it’'s
aut hori zed agents, and contai ning an acknow edgenent of notification of the
testing policy.

(i) If an individual being tested tanmpers with the testing procedure
or attenpts to falsify a specinen or invalidate the chain-of-custody, he
shall be imrediately disallowed fromcontinuing testing and treated as if a
positive test result had been obt ai ned.
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(j)(1) Violation of this section shall be grounds for discipline,
i ncludi ng dismi ssal.

(2) An unexplained positive test result shall be grounds
for action by the Mayor. This action may require the enployee or volunteer
to submt to a mandatory substance abuse program psychol ogi cal counseling,
or nedical treatnent, all at the enpl oyee’s or volunteer’s expense.

(3) Each case shall be dealt with on an individual basis
with all facts and circunstances being taken into consideration.

(4) Discipline, including dismissal, nay result from cases
of illegal wuse of a non-prescribed controlled substance or controlled
dangerous substance or abuse of prescription medicine.

(5) Any enployee with a positive alcohol test result for
the first time shall be subject to suspension without pay for a period of
five days. A second positive test shall result in dismssal

K. Confidentiality of information; exceptions: Except for proceedings
wherein the results are relevant or ordered produced by the court, all
information, interviews, reports, statenents, nenoranda, and test results
received by the nunicipality in its drug testing program shall renain
confidential to the nunicipality, authorized agents or representatives of
the municipality, authorized agents or representatives of the municipality,
the tested enployee, volunteer, or applicant, or those authorized by the
enpl oyee, volunteer. O applicant to receive such information.

Section 6.16 Enpl oyee Discipline

(A) (1) Subject to RS. 33:404(A)(3), the Mayor may reprimand, verbally
or in witing; suspend with or wthout pay; denote; dismss, or deny a
salary increase to an enployee for any of the foll ow ng reasons:

(a) Behavior that interferes with the efficient performance of duties
by ot her enployees or that is detrimental to the nunicipality.

(b) Failure which falls below the nmunicipality’ s standard.

(c) Failure to abide by any requirenent of this Ordinance or any rule
or policy of the municipality.

(d) O her good cause.

(2) For any cause set forth in (1), an enpl oyee’ s departnent head
may reprimand him verbally or in witing. In addition, for any cause set
forth in (1), an enployee’'s departnment head may recomrend to the Mayor that
the enpl oyee be suspended with or w thout pay, denoted, disnissed, or denied
a sal ary increase.



(4) Before any disciplinary action referred to in Paragraph (1) is
taken, each reason for
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the action nust be conpiled in a witten statenent. The Mayor or the

enpl oyee’ s departnment head shall present a copy of the statement to the

enpl oyee or nail a copy of it to the enployee at his |ast known address. At
the request of the enployee, the Mayor nay conduct an informal neeting
concerning each reason for disciplinary action. The infornmal neeting may be
attended by the Mayor, the enployee’s departnent head, the enployee, and any
to her person who has direct know edge of any reason and whom the Mayor has
asked to attend.

(4) When a disciplinary action referred to in (1) is taken, the
witten statenment concerning each reason for the action, any witten
statenent the enpl oyee submits in connection with any reason for the action
and a notation describing the action taken shall be nade a part of the
enpl oyee’ s personnel file.

(5) Subject to RS. 33:404 (A)(3), the Mayor may dismiss an
enpl oyee and ternminate his enploynent i mediately. |If the enployee is not
avail able, witten notice shall be sent to the enployee’'s |ast known
addr ess.

(B) During the investigation, hearing, or trial of an enployee on any

crimnal charge, or during the course of any civil action involving an

enpl oyee, when suspension would be in the best interest of the nunicipality,
the Mayor may suspend the enpl oyee without pay for the duration of the
proceedi ngs as a non-di sciplinary nmeasure. Back pay shall not ordinarily be
recoverabl e; but where the suspension is term nated by full reinstatenent of
the enpl oyee, the Mayor nay authorize full recovery of pay and benefits for
the entire or for any |esser period of the suspension.

(C An enpl oyee whose performance is unsatisfactory shall be notified
how his work is deficient and what he nust do if his work is to be
satisfactory. If the enployee’'s work continues o be bel ow standard, the
Mayor shall denote or dism ss the enpl oyee subject to RS, 33:404 (A (3).

Section 6.17 Term nation of Service

(A (1) An enployee, other than a departnment head can be di sm ssed only
after approval of the Myor.

(2) A departnent head can be dism ssed only upon reconmendati on
by the Mayor and approval by the Board of Al dernen

(3) In the case of an elected Police Chief, enployees of the
pol i ce departnent can be disnissed only upon reconmendati on of the Chief of
Pol i ce and approval by the Mayor and Board of Al dernen.

(B) In the event the nunicipality nust term nate an enpl oyee t hrough
no fault of the enployees, the followi ng systemw ||l be used:

(1) The enpl oyee having the | east seniority in the respective
department will be laid off first, providing that in the opinion of the
departnment head, that all enployees not laid off due to higher seniority are
qualified to performany job that is asked of them If such enpl oyee cannot



perform such job then he will laid off in lieu of a | ower ranking seniority
enpl oyee who can performany job duties that is asked of him
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(3) Each laid-off enployee shall, upon reapplying to the nunicipality,
be considered for re-enpl oynent.

(C Wen an enpl oyee resigns, he shall submt a letter of resignation
to his departnent head two weeks prior to the date of resignation

Section 6.18 Gievance Procedure

A Any full-time enpl oyee may nake a conpl ai nt about or appeal any
decision to the circunstances of his enploynment except:

(1) A salary recomendation, unless an enpl oyee can denonstrate both
that there has been a significant departure fromestablished office
procedures and such departure significantly affected the nanageria
deci si on.

(2) A pronotional decision, except where an enpl oyee can denonstrate
that established pronotional policies of procedures were either not followed
or were unfairly appli ed.

(3) Wrk activity accepted by the enpl oyee as a condition of
enpl oyment

(4) Work activity which reasonably may be expected to be part of the
enpl oyee’ s regul ar job position

(5) The specific contents (rather than an interpretation of the
contents) of any rmunicipal enployee personnel ordinance, policy, guideline
or regul ati on.

(6) The nethods, neans, and personnel by which managerial and
departnment head enpl oyees choose to carry out the responsibilities property
assigned to the division or office

B. Any question concerning whether a specific conplaint or appeal of a
deci sion may be nmade is within the sole discretion of the Mayor

C (1) The enpl oyee shall first discuss the matter directly with his
departnment head, he may also do so in witing to the Mayor within five work
days after receiving the witten response of the departnent head. The Mayor
nmay neet with the enpl oyee and the enpl oyee’'s departnent head. At (or prior
to) the neeting, the enployee may subnit witten docunentation and
testinony. Oral testinony shall be provided only by the enployee and his
departnment head. The Mayor shall provide the enployee with his witten
deci si on concerning the appeal with a reasonable tinme after the neeting. The
deci sion of the Mayor shall be final

D. If the enployee’s departnent head fails to exercise the
responsibilities assigned in this
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procedure within a reasonable tine, w thout denonstrati ng good reason to the
enpl oyee, the enpl oyee may appeal to the Mayor as provided in (C)(2)

E. If, after having begun this procedure, the nost recent decision
that has been rendered on the conplaint or appeal shall remain in full force
until such time as that decision has been upheld, reserved, or nodified.

F. At any stage of this procedure, the nost recent decision that been
rendered on the conplaint or appeal shall remain in full force until such
time as that decision has been upheld, reversed, or nodifi ed.

Section 6.19 Travel ; expense rei nbursenent

A. Reinbursable traveling expenses are limted to expenses necessarily
incurred by an official or enployee in the perfornmance of a nunici pal
pur pose subject to the restrictions in this section.

B. No claimfor reinbursenment shall be made for any | odging and/ or
nmeal s furni shed at no cost to the enployee or official. No mleage or
transportati on expense will be allowed an enpl oyee or official when
gratuitously transported by another person.

C. Al enployee or officials travel nust be approved in advance by the
Mayor. Approval of travel will be based on whether it relates to a specific
subj ect area that currently or is anticipated to be major issues in the
nmuni ci pality, is consistent with the enployee’s or the official’s
devel opnent or training, or is useful for devel opment of the nunicipality’s
per sonnel

D. Al |odging and conmercial travel for nmust be arranged through the
Mayor’'s OFfi ce.

E. Rei nbursenment for expenses incurred during approved enpl oyee or
official travel shall be in accordance with the foll ow ng
(a) A mleage allowance of $.28 per mle exists for enployees
usi ng personally owned vehicles in the approved conduct of nunici pal
business. In addition, an enployee or official will be reinbursed with
proper receipt for parking fees, ferry fares, and road and bridge tolls.
However, the enployee or official nust pay all of the vehicles operating
expenses, such as fuel, repair, replacenent of parts, and insurance.
(b) Enpl oyees or officials, while on travel on mnunici pal
busi ness, shall be allowed rei mbursenment of their nmeals (including tips) not
to exceed ten dollars per neal.
(c) Only the followi ng expenses incidental to travel shall be
r ei mbur sed
(a) Communi cation expense relative to official municipa
busi ness. (Receipt required for over $3)
(b) Registration fees at conferences
(c) Cost of public ground transportation such as buses and
taxis is reinbursabl e when the expenses are incurred
as part of approved travel. For each transaction over
$10, a receipt is required.
(d) VWhen using a notor vehicle on nunicipal business,
necessary notor
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Vehicle storage and parking fees ferry fares, and road and bridge tolls.
Recei pts are required.

F. Requests for reinbursement are to be subnitted on forns provided by
the municipality. The requesting enployee or official nust sign the
conmpleted form and forward the sane, along with necessary support data for
approval .

Section 6.21 The Mayor shall provide each enpl oyee and volunteer with a copy
of this O dinance.

Section 6.22 Validity and Separability

A. Should any section or provision of this Odinance be declared
unconstitutional or invalid, such decision shall not affect the validity of
this Odinance as a whole or any part thereof other, than the part so

declared wunconstitutional or invalid. It shall be understood that where
simlar provisions are covered in other ordinances, the provisions of this
O di nance shall prevail, unless agreed upon otherwise by the Village Myor

(Adm ni stration)

This Ordi nance shall becone effective on August 14, 2000

Sai d Ordi nance havi ng been introduced on July 10, 2000 by Al der nan
Sanbol a , hotice of public hearing having been published on July

27, 2000 , said public hearing having been held, the title having been

read and the Ordi nance considered, on notion by Al dernman Sanbol a , to

adopt the Ordinance, a record vote was taken and the following result was
had:

Yeas: 2
Nays: O

Absent: 1

Wher eupon, the presiding officer declared the above Ordinance duly adopted
on August 14 |, 2000.

Si gned Joyce Core, Cerk

Si gned Marshell Brunfield, Myor
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Chapter 6
Personnel Policy and O di nances

AN ORDI NANCE TO AMEND PERSONNEL PCLI CY RELATI VE TO MUNI Cl PAL EMPLOYMENT

Be it ordained by the Board of Al dernmen of the Village O Fol som Louisiana
that this Ordinance is hereby enacted to read as foll ows:

Section 6.1 Enpl oynent Generally

A

Enpl oyment is for an indefinite period and unspecified term and neither
this Ordinance nor any rule, guideline, or policy promul gated

suppl emental to this Ordinance is intended to be an enpl oynent
contract.

No person shall, on the basis of race, color, religion, sex, age,
national origin, handicap, veteran status, or any other no-nerit
factor, be discrimnated against in any enpl oynment practice.

Section 6.2 Appointnment, Suspension, D smssal and Conpensati on

A

Appoi nt nent, Suspension, Disni ssal

(1) The Mayor shall appoint or renpbve munici pal enpl oyees, other
than the enpl oyees of a Police Departnment with an el ected
Chief of Police. Wth an appoi nted Chief of Police, the Mayor
has the authority to hire, fire, or discipline police
enpl oyees R S. 33:404. However, before any of the nentioned
action is taken by the Mayor, he/she will consult with the
Police Chief for his recomendati on. The appoi nt ment or
removal of a non-elected Chief of Police, Minicipal derk,
Muni ci pal attorney or any Departnent head shall be subject to
approval by the Board of Al dermen except in the case of atie
vote, the recomendation of the Mayor shall prevail
Appointnents to positions shall be made on the basis of nerit
and fitness. In filling vacancies, an effort should be nmade to
pronote qualified enpl oyees before seeking outside
repl acenment .

(2) The Mayor shall provide a job description for all enpl oyees.

(3) Al'l appointnments to positions in the service of all the
Village shall be for a probationary period of six (6) nonths

(4) The Mayor and Board will conduct an annual review and
apprai sal session the first week in May of each year. This
session shall be used to determ ne status of enployees on an
i ndi vidual basis. Any witten salary request by enpl oyees will
be heard and considered at the June neeting and becone
effective the first pay period in July. The Mayor and the
Board of Aldernen will deternine if any changes in position or
pay are necessary. Any change in status will appear on the
June agenda of the General neeting to be put to vote.

(5) “Vacancy” as used in this section includes a new position and
the filling of a vacancy in an existing position

(6) Vacanci es shall be publicized in order that qualified persons
shal | be encouraged to apply and qualify.

(7) (a) Avacancy in a position listed in R S. 33:404(3) shall be
filled as provided by | aw.
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(b) A vacancy in any other position shall be filled
fromanong qualified applicants.

(c) Applicants shall conplete the application form provided
by the municipality.

(d) The application formshall require the applicant to
di scl ose the conviction of any crine.

(e) Applicants for a position which requires the operation of
a notor vehicle shall provide proof of a valid driver’s
I'icense

(f) Any applicant falsifying any information on the
application may be dropped for consideration of
enpl oynment. Any enpl oyee who provided fal se information
on the application formmy be disnm ssed or otherw se

di sci pl i ned.
(9) Appoi ntnents shall be based on nerit and fitness.
However, in filling a position, an effort shall be nmade

to pronote qualified enpl oyees before seeking other
applicants.

('h) Each applicant who has been offered enpl oynent shall, as
a precondition to such enploynent, take a physical exam
(i) Each applicant who has been offered enpl oynent shall, as

a precondition to such enploynent, take a drug test.

B. Conpensation

(1)
(2)

(3)

Full-time and part-time enployees will be paid on a set hourly
wage.
Sal ari ed enpl oyees will be paid as set forth by O dinance.

Sal ari ed enpl oyees are exenpt fromrecorded tine records.
However, they nust submit a record of vacation and sick tine
used to the payroll department.

Contractual workers are those paid as set forth in a contract
agreenent .

Section 6.3 Job Positions

A. The nunber and kind of positions shall be determi ned by the Mayor and

Boar d.

B. A job description shall be devel oped and mnmi ntai ned for each job
category by the appropriate departnent head and approved by the Mayor
and Board.

Section 6.4 Wrk Conditions

A. Enpl oyees

(1)

(2)

Each munici pal area shall be staffed from8:00a.m to 4:00
p. m on Mnday through Friday and such other tinmes as directed
or approved by the Mayor and Board.

The work week is Thursday through Wednesday for payroll
accounting, |leave, and overtine purposes, except as otherw se
determ ned and approved by the Mayor and the Board. An
“overtime hour” is an hour worked by an hourly enployee at the
direction of the Mayor or authorized departnent head in excess
of 40 hours worked in a regular work week. Vacation and sick
ti me does not count as hours worked.

B. Police Oficers

(1)

The work period is for a two-week period starting on a
Thur sday and endi ng on a Wednesday for payroll, accounting,
| eave, and overtinme purposes. An “overtinme hour” is
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an hour worked by an hourly police officer at the direction of
the Mayor and Police Chief in excess of 80 hours worked in a
regular work period (two weeks). Vacation and sick tine taken
does not count as hours worked.

Section 6.5 Hours of Wrk
A. Enpl oyees

(1) Full -tinme enployees will work forty (40) hours per week and will
be conpensated at the hourly wage established by the Mayor and
Board of Al derman.

(2) Full -time hourly enpl oyees working nore than 40 hours per week
wi Il be conpensated at the rate of 1 % tinmes the established
hourly wage.

(3) Full -time hourly enpl oyees and part-tinme hourly enpl oyees shal
be required to record hours worked by use of a municipal tine
clock. In an energency situation a witten report of hours
wor ked may be substituted. An energency situation will be
determ ned by the Mayor and Board of Al dernen

B. Police Oficers

(1) Full-time hourly police will work 80 hours every two weeks and
will be conpensated at the hourly wage established by the Mayor
and Board of Al dernmen. Days and hours worked will be schedul ed
by the Police Chief.

(2) Full -time hourly police working nore than 80 hours every two
weeks will be conpensated at the rate of 1 Y2tines the
establ i shed hourly wage.

(3) Full-time and part-time hourly police shall be required to
record hours worked by use of tine sheets.

Section 6.6 Overtinme Call Back

Call back is defined as an unschedul ed or energency return to work apart from
officially schedul ed work hours or on a holiday or day off at the request of a
supervisor. If a part-tine or full-time enployee is called back for duty, he or
she shall be granted a mininmumof 1 hour pay at the overtinme rate of 1 “%tines
the established hourly wage.

Section 6.7 Holiday
A. Subject to operating requirenents the Villages paid holidays are:

January 1%

Martin Lut her King Day

Good Friday (Easter Sunday for Police)

Menorial Day to coincide with other public offices
Fourth of July

Col unbus Day

Presidential Election (every 4 years)

Vet er ans Day
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Labor Day

Thanksgi ving Day (2 days-Thursday and Fri day)
Chri stmas Eve

Chri st mas Day

New Year’'s Eve

B. Part-time enpl oyees shall be paid holiday tine at %2 the rate of full-
time enpl oyees provided that part-tinme enployee works at | east 20 hours
per week averaged during the past 4 weeks.

C. For enployees, if designated holiday falls on Saturday, it will be
observed on the proceeding Friday. If a designated holiday falls on
Sunday, it will be observed on the foll owi ng Monday unl ess specifically
changed by the Mayor. Notice of change will be provided to al
enpl oyees by the Miunicipal Cerk. For Police Oficers, the holiday
falls on the above |isted day.

Section 6.8 Wrk on Holidays
A. Enpl oyees

(1) Any full-time hourly enployee who is required to work on a
holiday shall be entitled to receive regular pay for hours
actually worked in addition to regular eight (8) hours holiday
pay. If the total hours worked for the week exceed 40 hours,
the excess hours worked on the holiday will be paid at the
overtime rate.

(2) Hourly part-tinme enpl oyees working nore than 20 hours per week
and | ess than 40 hours per week who are required to work on a
holiday shall be entitled to receive regular pay for the hours
actually worked in addition to the regular four (4) hours
hol i day pay. Hourly part-tine enpl oyees working | ess than 20
hours per week (averaged over a 4 week period) are not
entitled to holiday pay.

(3) At the discretion of the Mayor, enployees who are scheduled to

work on a holiday and fail to work as scheduled will not be
eligible for holiday pay and may be subject to disciplinary
acti ons.

B. Police Oficers

(1) Any full-tinme and part-tinme hourly police officer, who is
scheduled to work a holiday, shall be paid double-tinme for
actual hours worked

(2) Full-time and part-tinme hourly police officers not working a
holiday is not entitled to receive any holiday pay.

Section 6.9 Leave

A. Full-tinme and part-tine enpl oyees working at | east 20 hours per week
shall be eligible for vacation | eave, sick |eave, fanmly and nedi ca
| eave, civil leave, mlitary |eave, and education |eave, as provided in
this section.
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B. Vacati ons

(1)

(2)

(3)

Vacation tine is calculated according to the foll owi ng schedul e
based on the enpl oyees’ /police officers’ anniversary date.

Years of Enpl oynent Full —tine Part-tine
1 year to 5 years 80 hrs. -

5 years to 10 years 120 hrs. 20 hrs
10 years or nore 160 hrs. 40 hrs

A vacation request form should be submtted to the appropriate
departnment head for approval at |east one week prior to requested
vacation. Vacation tine shall not be carried fromone year to the
next. The maxi mum vacation hours that can be taken is up to 8
hours per day, |ess actual hours worked for that day, if any.

Enpl oyees/ police officers who resign, retire or are dismnssed
form enmpl oynment shall not be paid accrued vacation tinme, except
as otherwi se determnmined and approved by the Mayor and/or Police
Chi ef

C. Sick Leave

(1) Sick leave pay is not a right which an enpl oyee may denmand but a
privilege granted by the nunicipality.

(2) Leave from work with pay may be charged as sick leave if the
absence is due to sickness, bodily injury, quarantine, required
physical or dental exam nations or treatnent, exposure to a
contagi ous disease when continued work might |jeopardize the
health of others, illness in the enployees imediate fanm |y which
requires the care of the enployee, or the funeral of a nmenber of
the enployees fanmly. Al such absences except those resulting
fromintenperance or inmorality shall be charged agai nst the sick
| eave credit of the enpl oyee.

(3) Enployees who resign or retire or who are dismssed from
enpl oynment shall not be paid for any accrued sick |eave.

(4) This section shall apply to both full and part tine enpl oyees and
full time police officers, but excludes part tinme police
officers. Part tinme enployees shall accumulate sick |eave at one
half the rate accumulated by full tinme enpl oyees, provided he or
she works at Ileast 20 hours per week. Sick time shall be
cal cul ated according to the foll owi ng schedul e:

Ful | Tinme Enpl oyees and Police Oficers Part Ti nme Enpl oyees only
8 hours per nonth 4 hours per nonth

(5) Sick leave shall be accunulative for a maxi num period of twelve
forty hour work weeks, or sixty days. Sick |eave not in excess of
the sixty day maxinum may be carried over from one year to the
next .

(6) The Mayor/Police Chief shal | determine when a doctor’s

certificate is required and under what conditions certificates



(7

(8)

are required. Departnment heads shall be responsible for the
application of this provision so that
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there will be no abuse of sick | eave privil eges.
Wien a police officer is ill and cannot report for duty, he/she

shall personally (unless he/she is incapacitated) notify his/her
ranki ng supervisor by whatever neans available or if the
enpl oyee’ s ranking officer is unavail able, the ranking supervisor
on duty, not later than two (2) hours before he/she is schedul ed
to report for duty. Failure to call, wll tinme the absence
occurs.

No enpl oyee shall be granted any sick |leave not credited to the
enpl oyee’ s account at the time the absence occurs.

D. Famly and Medical Leave

(1)

(2)

(3)

(4)

(5)

E. Gvil
(1)

Each eligi ble enpl oyee under the federal Family and Medi cal Leave
Act of 1993 nust use accunul ated vacation and sick | eave for any
part or all of the weeks of l|leave to which the enployee is
entitled under the Act.

An enpl oyee on famly and nedical |eave shall report periodically

during the leave period on his leave status and intention to

wor K.

Si ck | eave support:

(a) An enployee who has taken family and nedical |eave shall
provide a certificate signed by a doctor to support his
claimfor leave for his own serious health condition or to
care for a seriously ill child, spouse, or parent. If the
leave is due to the enployee’s own nedical condition, the
certificate must also include a statenent that the enpl oyee
is unable to perform the functions of his position. | the
leave is to care for a seriously ill <child, spouse, or
parent, the certificate nust include an estimate of the
anmount of time the enployee is needed to care for the
child, spouse, or parents.

(b) The municipality may require a second nedi cal opinion and
periodic recertification at its own expense.

(¢) If the first and second opinions differ, the municipality,
at its own expense, nay require the binding option of a
third health care provider, approved jointly by the
muni ci pality and the enpl oyee.

If an enployee takes such leave on an intermittent or on a

reduced | eave schedule that reduces the enployees usual hours

wor ked per week or per work day, the municipality may require
the enployee to transfer tenporarily to an alternative position
whi ch better accommbdates the |eave than the enployee’ s regul ar
position, provided that the position has equivalent pay and
benefits.

An enpl oyee who takes such leave to care for a newborn child or a

child which has been placed with the enployee for adoption o

foster care may not take leave intermittently or on a reduced

| eave schedul e unless the nmunicipality and the enpl oyee agree to
such an arrangenent.

Leave

An enpl oyee shall be given tinme off without |oss of pay, vacation
| eave or sick leave for up to 5 days per year when

(a) Performng Jury Duty

(b) Summned to appear as a witness before a court, grand jury
or other public body or commission, provided that for purposes
of this provision a plaintiff or defendant shall not be



considered a witness. Nor does this provision apply to an
enpl oyee sumoned as a witness as a result of enploynent other
t han nuni ci pal enpl oynent.
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(c) Performng enmergency civilian duty in relation to nationa
def ense.

(d) The Mayor determines that he is prevented by an act of God
fromperform ng duty.

(e) The Mayor determ nes that because of |ocal conditions or
celebrations it is inpracticable for enployees to work.

(f) The enployee is ordered to report for pre-induction physical
exam nation incident to possible entry into the mlitary
forces of the United States.

(g) The enployee is a nenber of the National Guard and is ordered
to active duty incident to | ocal energency, act of God, civil
or crimnal insurrection, civil or crimnal disobedi ence, or
simlar occurrences of an extraordi nary and emergency nature
which threatens or affects the peace or property of the
peopl e.

(2) Enployees may keep all fees received fromjury duty in addition to
regul ar conpensati on.

(3) Police Oficers may not receive or keep witness fees for appearing
in Mayor’s Court in connection with their official duties while on
duty.

F. Mlitary Leave
(1) An enployee who is a nenber of a reserve conponent of the Arned

Forces of the United State is entitled to mlitary |eave with pay

when placed on mlitary active duty for training by order of an

authority of the Armed Forces of the United States and when given
constructive credit for such training.

(2) The maximummlitary leave with pay for mlitary active duty for
training is ten working days per cal endar year.

(3) An enployee may apply for but shall be required to take vacation

| eave or conpensatory leave for nmilitary purposes. However, the

enpl oyee shall be entitled to | eave without pay for a period of up

to ninety consecutive cal endar days:

(a) \When ordered to nilitary active duty.

(b) \When placed on military active duty for training.

(c) \When placed on military training duty and the naxi mum
authorized mlitary |l eave with pay has been exhausted or is
not authori zed.

(4) (a) “Mlitary active duty” neans full tine duty in the active
mlitary service, other than mlitary active duty tour training.

(b) “Mlitary active duty for training” neans full tine paid duty

in the active mlitary service for training purposes.

(dy “Mlitary training duty” includes active and inactive duty
for training such as annual two week summrer encanpnents and
crui ses, weekly and weekend drills or training neetings,
attendance at service schools for refresher training or the
upgrading of military skills, field exercises and the Ilike.

G Education Leave

A |l eave of absence at full or part pay may be granted by the Mayor and the
Board to permt a full-tine enployee to take courses of study which will
better equip the enployee to performduties for the nmunicipality.

H Maternity Leave

(1) Absence from work caused by pregnancy, childbirth, or related
nmedi cal conditions is considered to be a tenporary disability which prevents
an enpl oyee from performng the usual duties associated with



(2)
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An enpl oyee may take up to six weeks of sick leave for maternity
reasons, unless a doctor certifies, in witing that an extended
anount of time is needed due to nedical causes.

If accrued sick | eave is exhausted and additional |eave is needed
due to illness or disability, conpensatory |eave or vacation
| eave, or both may be used, subject to the approval of the
appropri ate departnent head.

Adm ni strati ve Leave

(1)

(6)

Section 6:

The appointing authority may grant adninistrative |eave when
circunstances develop that would warrant the renoval of an
enpl oyee from the departnment wi thout disadvantage in order for
the appointing authority to conduct an investigation concerning
the conduct of the enpl oyee.

Adm nistrative leave may also be granted in order for t he
appointing authority to conduct an investigation concerning the
conduct of the enployee when an enployee, acting in his/her
official capacity, causes serious injury or death to another
per son.

10 Worker’s Conpensati on

A. Enpl oyees shall be covered by worker’s conpensation

B. When an enployee is absent from work du to disabilities for which he is
entitled to worker’s conpensation benefits, he:

(1)

(2)

(3)

Section 6.

shall, to the extent of the anpunt accrued to his credit, be
granted sick | eave not to exceed the amount necessary to receive
total paynents for |eave and worker’'s conpensation equal to his
regul ar sal ary

may, to he extent of the anobunt accrued to his credit, be
granted vacation |eave or a conbination of vacation |eave and
sick leave not to exceed the anobunt necessary to receive total
paynments for |leave and worker’'s conpensation equal to his
regul ar sal ary.

May be granted | eave without pay.

11 | nsurance

Through the plan selected by the Board, the municipality shall offer
group hospitalization insurance to all full tinme enployees or those
working a mninmnum of 32 hours per week. The Mayor and Board of
Al dernmen shall determ ne the anmount the municipality shall continue to
the cost of such insurance.

Section 6.

A

12 Soci al Security

It is the policy and purpose of the nunicipality to extend the
provisions of Section 1 of Act 204, Regular Session of the
Loui siana Legislature of 1952, as anended, providing social
security to eligible officers and enployees of the nunicipality.
In pursuance of t his policy, and for such purpose, the officers
of the nmunicipality shall take such action as may be required by
applicable state and federal |aws and regul ati ons. The coverage of
eligible officers and enployees shall be effective as of the
effective date of this O dinance.



Section 6.

A
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The Mayor nmay execute any necessary agreenent to secure coverage
of eligible officers and enpl oyees as provided in (1).
Wt hhol dings from sal ari es and wages of officers and enpl oyees for
the purposes provided in (1) may be nmade in the anpunts and at the
times as may by required by applicable state and federal |aws and
regul ations and shall be paid in anpbunts and at tines as are
desi gnated by | aw and regul ati on.
Enpl oyer contributions and assessnents for administrative expenses
shall be paid from anmounts appropriated for such purposes to the
state agency in accordance wth applicable state Ilaw and
regul ati ons.
The Cerk shall mintain records and submt reports as nmay be
required by applicable state and federal |aw and regul ation

13 Retirenent

Police Retirenent

(1) Declaration of Policy to cone under Coverage: It is hereby
decl ared to be the policy and purpose of the municipality, to
extend the provisions of Act No. 189, Regular Session,
Loui siana Legislature of 1973, as anended, provi di ng
retirenent to eligible police officers of the nmunicipality.
In pursuance of this policy, and for that purpose, the
officers of the nunicipality shall take the action as nay be
required by applicable state or federal |laws and regul ation
The coverage of eligible officers shall be effective from
August, 1979.

(2) Execution of Agreement wth State Agency: The Myor is
authorized and directed to execute an agreenent with the
Board of Trustees of the Minicipal Police Enpl oyees
Retirenment System to secure coverage of eligible police
officers as provided in (1).

(3) Wthholdings: Wthholdings from salaries or wages of police
officers for the purposes provided in Section 6.13 are hereby
authorized to be made in the anpbunts and at the tinme as may
be required by the Board of Trustees in accordance with Act
No. 189 of 1973, and shall be paid over the Board of Trustees
in the anpbunts and at tines as are designated by state |aws
and regul ati ons of the agency.

(4) Contributions: Enployer contributions and assessnments for
adm ni strative expenses shall be paid from anmounts
appropriated for those purposes to the Board of Trustees in
accordance with applicable state | aws and regul ati ons of the
Board of Trustees.

(5) Records and Reports: The clerk shall maintain records and
submit reports as may be required by applicable state |aws
and regul ations of the Board off Trustees.

Pensi on Pl an

(1) Effective July 11,1995 the Myor entered a Sinplified
Enpl oyee Pension |Individual Retirenent Fund to cover al
enpl oyees except those covered under the Minicipal Police
Enpl oyees Retirenment Fund.

(2) Covered enployees nust neet eligibility requirenents of the
pl an.

(3) The anount contributed by the nunicipality is determ ned by
the Board of Al dernen.
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6. 14 Enpl oyee Standards of Conduct

Acci dents: Enployees are to report the occurrence of any acci dent
while at work, however minor, to the appropriate departnment head.
If the accident happens after 4:00 PM or on a weekend of holiday,
the report nust be nmade on the next working day.
Al cohol :

A

C.

(1)

(2)

No enployee or volunteer shall possess, distribute
di spense, sell, use, or ingest any al cohol beverages during
work hours or on nunicipal premises or in the inmediate
prem ses wherever nmunicipal wrk is being conducted.
“Possess” includes having an alcoholic beverage in the
enpl oyee’ s i nmedi ate work area.

No enployee shall report to work under the influence of
al cohol

Appear ance: Enployees are to dress appropriately and be neat,
clean, and well-grooned at all tinmes while working. The work being
perfornmed by the enpl oyees will be considered.

At t endance:

(1)

(2)

Attendance is expected of all enployees. However, when it
is necessary to be absent from work, an enployee nust
inform his departnent head as soon as possible of the
absence, the reason for the absence, where he can be
reached during his absence, and when he wll return to
wor K.

Enpl oyees are to report to work on tine.

Dr ugs:

(1)

(2)
(3)

(4)

Except for |aw enforcenment purposes, no enpl oyee or vol unteer
shal | possess, use, or ingest any controlled substance or
controlled dangerous substance unless prescribed by a
physi ci an.
No enpl oyer or volunteer, whether on-duty or off-duty, shal
violate the Unifornmed Controll ed Dangerous Substance Law.
No enployee shall report to work, and no volunteer shall
report to serve, under the influence of any controlled
substance or any controlled dangerous substance unless
prescribed by a physi ci an.
(a) An enployee shall notify his departnent head, who shall
then notify the myor, of any crimnal drug statute
conviction for a wviolation occurring in the nunicipa
wor kpl ace no later than five days after such conviction
(b) If the rmunicipality is subject to the federal Drug-Free
Wor kpl ace Act of 1988, the Mayor shall notify the appropriate
federal agency of the conviction no later than 10 days after
receiving notice as described in (3) from the enpl oyee or
ot herwi se receiving actual notice of the conviction
(c) Wthin thirty days after receiving notice of a conviction
described in (3)(a) and subject to R S. 33:404(A)(3), the
Mayor shall take one of the following actions of the
enpl oyee so convi ct ed:
(i) Take appropriate personnel action against the
enpl oyee, up to and including term nation.
(i) Require t he enpl oyee to participate
satisfactorily in a drug abuse assistance or
rehabilitation program approved for such purposes by a
federal, state, or local health, |aw enforcenent or
ot her appropriate agency.
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(5 A wused in this section, “controlled substance” is any
controll ed substance in Schedules | through V of section 202
of the Controlled Substance Act {21 U S. C 812}

(6) As used in this section | through V of the Uniform Controlled
Danger ous Substances Law {R S. 40: 964}

F. Msrepresentation: No enployee shall purport to represent the

nmuni ci pality while engaged in private business

G Munici pal Property:

(1)(a) An enpl oyee shall exercise due care in his use of
muni ci pal property and utilize such property only for
aut hori zed purposes.

(b) Inventory accountability is conducted each January and at
other times at the discretion of the Mayor. To assure
accurate and timely results, enpl oyees shall assist the
personnel responsible for the inventory check. Forns
containing the office furniture and equi pnment assigned
to, used by, or otherwise in the control or possession of
each enployee will be distributed. Each enpl oyee is to
review and revise the formas necessary and then sign the
formverifying the inventory on the form assigned to,
used by, or otherwise in his control or possession. At
each annual inventory accountability, enployees shal
submit a copy of their updated inventory listing. If
di screpanci es occur and the furniture or equipnent is not
| ocated, the | ast enployee verifying the itemshall be
responsible for the mssing item

(c) Unauthorized renoval of nunicipal property fromthe
prem ses or its conversion to personal use is prohibited.

(2) Municipal property is subject to inspection at any tinme and
wi t hout prior warning. “Minicipal property” includes, but
is not limted to, vehicles, desks, files, containers, and
footl ockers. There shall be no exception of privacy by any
enpl oyee’ s or volunteer’s |ocker shall be in the presence
of the enpl oyee or vol unteer.

(3) Minicipal property issued to an enpl oyee nust be returned
to the nunicipality at the time he term nates enpl oynent or
when it is requested by his departnment head. The val ue of
any property issued to an enployee and not returned may be
deducted from an enpl oyee’ s paycheck

Qutside Enploynment: The work of the nunicipality shall have
precedence over the other occupational interest of the enployees.
Al'l outside enploynent for salary, wages, or conmission and all
sel f-enpl oynent nust be reported to the Mayor. Conflicting outside
pr ohi bi t ed.

Political Activity:

(1) Partisan political activity by an enployee which at work,
including publicly or privately advocating or | obbying
passage or defeat of any matter before the nunicipality is
pr ohi bi t ed.

(2) No employee shall participate in any activity in which
woul d substantially conpromise the ability of the enployee
to discharge with neutrality, efficiency, and integrity his
duties and obligations of the nunicipality. Such prohibited



activities shall include, but not be Ilimted to the

fol | owi ng:
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(a) Service as an officer of a political party; a nenber of
a national, state, or local commttee of a political
party; an officer or nmenber of a committee of a partisan
political club; or being a candidate for any of these
positions.

(b) Organizing or reorganizing a political party organization
or political club

(c) Becom ng a candidate for elective public office.

J. Prescription Medicine:

(1) Except for |aw enforcenment purposes, no prescription nedicine
shal | be brought upon nunicipal prem ses by any person ot her
than the person for whomthe nmedicine is prescribed by a
physi ci an, and such nedicine shall be used only in the manner,
conbi nation, and quantity prescribed.

(2) Any enpl oyee or volunteer required to take a prescription
medi ci ne shall notify his departnent head of the type of
medi cati on prescribed and the purpose for the prescription and
may be required to provide witten verification fromthe
prescribi ng doctor.

(3) No enpl oyee or volunteer shall operate a nunicipal notor
vehi cl e or equiprment or carry a firearmwhile taking
prescription nedicine if the known side effects fromthe
medi cation inpairs abilities.

(4) Any enpl oyee or volunteer required to take prescription
medicine that may inpair his ability to operate a notor
vehi cl e or equipnment, carry a firearm or to nmake split-second
deci sions shall report this to his departnent head who shal
alter the enployee’s or volunteer’s assignment without
retribution to the enpl oyee or vol unteer.

K. Purchasing: An enployee may initiate a request for goods or services
through his departnment head using the requisition form provided by the
muni ci pality and followi ng the guidelines established in the Purchase
Order Procedure. Failure to conply with the Purchase Order Procedure
can, at the discretion of the Mayor or all Aldermen, result in the
enpl oyee aut hori zing the purchase or repair, being held responsible or
payrment. Such paynment would be withheld fromhis her paycheck.

L. Sexual Harassment:
(1) Sexual harassnent of or by an enpl oyee is prohibited.
(2) Per federal Equal Enploynment Qpportunity Commi ssion guidelines,
sexual harassment neans any unwel cone sexual advances, requests
for sexual favors, and other verbal or physical contact of a
sexual nature when:
(a) subm ssion to such contact is made either explicitly or
inplicitly a termor condition of an individual’s
enpl oynment ; or
(b) subm ssion to or rejection of such conduct by an
individual is used as a basis for enploynent decisions
af fecting such individual; or
(c) such conduct has the purpose or effect of unreasonably
interfering with an individual’s work performance or
creating an intimdating, hostile, or offensive working
envi ronment .

(3)(a) Conplaints of sexual harassnent nay be directed to the
appropri ate departnment head, or in witing, to the Mayor. A
conplainant is strongly encouraged to consult initially with
his departnment head to attenpt informal resolution, but
failure to do so will innoway limt the right to utilize
fully this grievance procedure if resolution cannot be
acconpl i shed through the departnment head. Conplaints nust be



made within one year after occurrence of the all eged
prohi bited conduct.
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(4) (a) The department head shall, in a tinely manner, conduct an
i nvestigation of the conplaint, interview ng appropriate person,
exam ni ng rel evant reports, and consulting with and utilizing
any appropriate enpl oyee.

(b) If the departnent head deens it appropriate, the conplai nant and
t he person agai nst whomthe conplaint is made may be brought
together to attenpt an infornmal resolution

(c) Both the conplainant and the person agai nst whom the conpl ai nt
is made may have counsel present at any interview or
pr oceedi ngs.

(5)(a) Upon conclusion of the investigation, and within 180 days after
t he conpl ai nant was brought, the departnment head shall make a
witten recommendation to the Mayor, which shall be one of the
fol | owi ng:

(i) A recommendation of a finding that no prohibited
conduct has occurred;

(ii) Arecommendation that material facts in dispute be
resol ved by conducting a formal hearing; or

(iii) A recomendation of a finding that no facts are in
di spute and that prohibited conduct has occurred.

(b) Copies of the departnent head’s written recomendati on shall be
provided to the conplainant and the party agai nst whomthe
conpl ai nt was made.

(6) The Mayor may, but need not, adopt the departnent heads
recommendati on. The Mayor nay adopt the departnent head’s
recomendati on of a finding that prohibited conduct has
occurred, and proceed under Paragraph (9) of this subsection.
The Mayor may adopt the departnent head s reconmmendati on of
finding no cause, and issue a witten deternination dism ssing
t he conpl ai nt.

(7) Upon adopting of the departnment head’'s recommendati on to conduct
a formal hearing, or upon witten request of a party acconpani ed
by a showing of material facts in dispute, the Mayor shal
conduct or cause to be conducted a formal hearing. The hearing
shall provide a fair opportunity for parties, and shall not be
bound by statutory provisions or rules of practice, procedure,
pl eadi ng, or evidence. At the conclusion of the hearing, the
Mayor shall issue a witten statement of findings of facts and
concl usions of law, including a determnation as to whether or
not prohibited conduct has occurred.

(8) The record naintained with respect to each conplaint of sexua
harassnent shall contain, if any; any witten statenent produced
during the investigation; the recomendation of the depart nment
head; if a formal hearing is conducted, a record thereof in a
formdeterm ned by the Mayor; the Mayor’'s statenent of findings
of fact and conclusion of |aw, and the Mayor’'s witten
determ nation. Such record shall be available to either party or
t he desi gnee thereof.

(9) Renedies: If the mayor determ nes that prohibited conduct has
occurred, the Mayor shall order one or nore of the follow ng
remedi es:

(a) an apol ogy by the of fender

(b) Direct the of fender to stop the of fensive behavior

(c) Require the of fender undergo counseling or training

(d) Oral censure of the offender

(e) Witten censure of the offender, to be included in the
of fender’s personnel file

(f) Transfer, suspension, with or w thout pay, or discharge of
t he of fender, or any other action which nay be appropriate
under the circunstances.

(10) If any party is not satisfied with the outcone of the grievance
procedure, appeal nay be taken directly to the Mayor.
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(11) State and Federal |aw provide adm nistrative and judicial
remedi es which may be pursued by filing a conplaint with the
Loui si ana Conmi ssi on on Human Rights and the federal Equa
Qpportunity Conmm ssion. A civil action may be filed in
district court. However, it is recommended, but not legally
required, that the conmplainant first use the grievance
procedure established herein.

(12) No enpl oyees shall be subject to retaliation in any formas a
result of bringing a conplaint or testifying or assisting in a
gri evance brought pursuant to this procedure. A conpliant of
such retaliation should be directed to the appropriate
departnment head or in witing to the Mayor.

(13) No enployee or volunteer shall nmake an intentionally fal se
conpl ai nt .

M Solicitation: Solicitation by and of enpl oyees on nuni ci pal

prem ses is prohibited. However, solicitation for gifts for
muni ci pal enpl oyees (resignations, retirenents, weddi ngs, births,
etc.) are pernitted.

N. Except as otherw se specifically provided, a violation of

this section shall be grounds for disciplinary action, including
di smi ssal

O Police Oficers refer to “Police Oficers’ Policy and

Pr ocedur e Hand Book”

Section 6.15 Drug and al cohol testing

A

The nunicipality desires to maintain a safe, healthful, productive

and efficient environment and workplace for its enployees and
volunteers and the public they serve. The nunicipality acknow edges
t hat substance abuse increases the potential for accidents,
absent eeism substandard performance, poor enployee norale, and
darmage to the municipality's reputation. Therefore, the nunicipality
adopts a policy against substance abuse and places in effect a
testing program for applicants, enployees, and volunteers, as
outlined in this section.

As used in this section, the following terns have the follow ng
meani ng:

(1) “Applicant” neans a person (a) seeking full-tine enploynent
with the nunicipality or (b) seeking to perform vol unteer
service to the nunicipality which involves operating a
muni ci pal nmotor vehicle or equi pnent or carrying a weapon.

(2) “Appointing authority” neans the nunicipal officer or the
muni ci pal body which has the authority to appoint or enploy
the enpl oyee or the volunteer.

(3) “Control |l ed substance” neans a controll ed substance as defined
in 21 US. C812 in Schedules I through V.

(4) “Controlled dangerous substance” nmeans a drug or other
substance or immediate precursor listed in RS 40:964 in
Schedul es | through V.

(5) “Drug” means and includes a person enployed on a full-tinme or
part-time basis by the nunicipality.

(6) “Enpl oyee” neans a person enployed on a full-time or part-tine
basis by the nunicipality.

(7) “Physi ci an” means a physician licensed to practice nedicine in

this state.



(8) “Vol unteer” neans a person who provides volunteer service to
the municipality by operating a nmunicipal notor vehicle or
equi pmrent or by carrying a firearm

This section applies to all enployees, volunteer, and applicants.
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(1)(a) The Mayor and board of Al dermen shall establish a drug-free

awar eness programto inform enpl oyees and vol unteers about:
(i) The dangers of drug abuse in the workpl ace
(ii) The municipal policy of maintaining a drug free workpl ace
(iii) Any available drug counseling, rehabilitation, and
enpl oyee assi stance prograrns.
(iv) The penalties that may be inposed upon enpl oyees for drug
abuse violations occurring in the workpl ace.

(b) The Mayor shall inplenent and maintain the policy set forth in

this section.

(2) Any enployee or volunteer who has reasonable suspicion to
believe that another enployee or volunteer 1is either (a)
i nvol ved in t he manuf act ur e, possessi on, di stribution,
di spensing, sale, or use of controlled substance or controlled
dangerous substance or (b) abusing the | egal use of prescription
or nonprescription medicine shall notify his department head who
shal | advi se the mayor.

(3) The policy and procedures set for the in and under this section
shall conformw th applicable

(4) (a)(i) Each applicant shall submit to a drug screening
urinalysis as a part of his pre-enmploynment/ or pre-qualification
nmedi cal exam

(ii) In addition, each applicant shall conplete a medica
questionnaire providing a conplete list of all prescription
and nonprescription nedici nes being taken at the tinme.

(iii) Any applicant found to test positively for a particular
controll ed substance or controll ed dangerous substance, unless
caused by a nmedicine for which a valid prescription was given
by a physician and which was nmade known to the nunicplaity
prior to testing, shall be rejected and may not re-apply for
enpl oyment or volunteer service for a period of one year from
the date of notification or results.

(iv) Any applicant refusing to subnit to drug testing during pre-
enpl oyment or pre-qualification shall be rejected.

(b) Each enpl oyee and vol unteer shall conplete a nedica
questionnaire providing a conplete list of all prescription
and nonprescription nmedicines being taken at the time. As
medi ci nes change, the enployee or vol unteer shall update his
questionnaire. The questionnaire shall be kept in the mayor’s
of fice and shall remain confidenti al

(c) On and after ninety days after this ordi nance becones
ef fective, each enpl oyee and vol unteer shall subnit to tests
for any drug as announced by the Mayor for the follow ng
pur poses:

(i) Investigation of possible individual enployee or vol unteer
i npai rnent of each enpl oyee or volunteer returning from
drug/ al coholic rehabilitation or nmedical care and at any tine
there is reasonabl e suspicion that an enpl oyee or volunteer is
under the influence of a drug during work or service hours.
“Reasonabl e suspicion” nmeans an articul abl e belief based upon
specific facts and reasonabl e i nferences drawn fromthose
facts that any enpl oyees or volunteer is under the influence
of a drug. Circunstances which constitute a basis for

determ ning “reasonabl e suspicion” may include, but are not



limted to direct observation of drug use; a pattern of
erratic or abnormal behavi or and nood changes; infornmation
provided be a reliable and credi bl e source; an accident;
presence of
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physical synmptons of drug use, such as slurred speech, gl assy
eyes, and poor coordi nation or refl exes; decr eased

productivity; unusual absenteeism or tardiness; or frequent or
prol onged absence from the work area. The departnent head
shall submt to the mayor a witten report stating the facts
and circunstances upon which the recomended testing is based,
and the mayor or his designated representative shall make the
final decision as to whether the test will be conducted

(ii) Investigation of accidents or incidents involving an enpl oyee,
a volunteer, or municipal property or incidents of workplace
theft.

(iii) Mai nt enance of safety for enployees, volunteers, or the
general public

(iv) Mai ntenance of productivity, quality of products or services,
or security of property or information

(v) Monitoring to assure conpliance wth the terms of a
rehabilitation program

(vi) Random testing of enployees who occupy safety-sensitive or
security-sensitive positions

(DAl drug testing, except as otherw se specifically provided in

this section, shall be <conducted at nedical facilities or
| aboratiories selected by the nunicipality. To be eligible as a
site, a nmedical facility or laboratory nust submt in witing a
description of the procedures that wll be wused to collect,
mai ntain, and test sanples and be experienced and capable of
quality control, docunentation, and chain of custody techniques.

(2) Al sanple collection and testing shall be perforned as foll ows:

(a) The enpl oyee, volunteer, or applicant nmay be required to
go to the facility where the l|aboratory is located to
submt to testing

(b) Each enpl oyee, vol unt eer, or appl i cant shal | be
positively identified by picture identification prior to
obtai ning a sanpl e.

(c) A form shall be conpleted prior to the test that wll
serve to establish current nedicines being taken, whether
prescription or nonprescri ption, and any ot her
information which the enployee or volunteer considers
relevant to the test.

(d) The area where a sanple is collected shall be reasonably
free fromany foreign substance.

(e) Speci men collection shall be witnessed without violating
the enployee's, volunteer’s, or applicant’s right to

privacy in a setting that will not deneans, enbarrass, or
cause physical disconfort to the enployee, volunteer, or
appl i cant.

(f) The specinmen taken shall be seal ed, |abeled, and checked
against the identity of the enployee, volunteer, or
applicant. Such sample shall be properly collected,
secured, stored, handled, and transported follow ng
appropriate rules of evidence and chain of custody and so
as to reasonably preclude the probability of sanple
contam nation or adul teration.

(9) Any enployee testing will be done on th nunicipality's
time and the enployee required to test while off duty
shal | be conpensated for the tine.

3(a) The testing nethods used shall be capable of identifying
mari j uana, cocai ne, bar bi t uat es, anphet ni nes,
benzedi azepi nes, opiates, nethadone, propoxyphenes, and



PCP. Personnel utilized for testing shall be qualified
and trained to conduct urinalysis.
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(b) The test shall consist of a two-step procedure:
(i) Initial screening; and
(ii)Confirmtion by gas chromat ography/ nass spectroscopy

(c) An initial screening that proves to be positive shall be
reported, not as a positive test, but as a confirmation
pendi ng.

(d) The time frane between a confirmation pending or confirmation
positive shall not exceed forty-eight hours.

(e) Notification of the confirmation pending or confirmation
positive shall be reported initially to the Mayor.

(f) Any sanple which proves to be positive upon confirmation shall
be retained for a period of a |least twelve nonths to allow the
enpl oyee, volunteer, or applicant adequate time for further
testing in case of dispute.

(g) An enpl oyee or volunteer who is found to be drug-free shall be
notified in witing and may, if he chooses, have a copy of the
notification placed in his personnel file.

F. If the nunicipality has reasonable suspicion to believe that any
enpl oyee or volunteer is under the influence of alcohol during work
or service hours, the enployee or volunteer shall submt to a breath
test wusing the procedures established by the state Departnent of
Public Safety and Corrections. Test results shall be known to the
muni ci pality’ s designated agent upon conpletion of the test. If the
results are positive (i.e. 0.01% or nore), the enployee or volunteer
shall be subject to disciplinary action. Each enployee or volunteer
found to be al cohol free shall be notified in witing and may, if he
so chooses, have a copy of the notification placed in his personnel
file.

The Mayor shall provide a copy of this section to each applicant.

Prior to a drug test being admnistered, the enployee, volunteer, or
applicant shall be requested to sign a consent form authorizing the
test and permitting the release of the result to the nunicipality or
its authorized agents, and containing an acknow edgenent of
notification of the testing policy.

I. If an individual being tested tanpers with the testing procedure or
attenpts to falsify a specinmen or invalidate the chain-of-custody, he
shall be imediately disallowed from continuing testing and treated
as if a positive test result had been obtai ned.

J. (1) Violation of this section shall be grounds for discipline,
i ncl udi ng di sm ssal .

(2) An unexpl ained positive test result shall be grounds for action by
the Mayor. This action may require the enployee or volunteer to
submit to a mandatory substance abuse program psychol ogi cal
counsel i nh, or nmedi cal t reat nent, al | at the enployee’'s or
vol unt eer’ s expense.

(3) Each case shall be dealt with on an individual basis with all facts
and circunstances being taken into consideration.

(4) Discipline, including dismssal, may result from cases of illegal
use of a non-prescribed controlled substance or controlled dangerous
substance or abuse of prescription nedicine.

(5) Any enployee with a positive alcohol test result for the first

tinme shall be subject to suspension w thout pay for a period of
five days. A seconded positive test shall result in dismssal.

I®

K. Confidentiality of information; exceptions: Except for proceedings
wherein the results are
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rel evant or ordered produced by a court, all information, interviews,
reports, statements, menoranda, and test results received by the
muni ci pality in its drug testing programshall renmain confidential to
the municipality, authorized agents or representatives of the
muni ci pality, the tested enpl oyee, volunteer, or applicant, or those
aut horized by the enpl oyee, volunteer, or applicant to receive such

i nformation.

Section 6.16 Enpl oyee Discipline

A (1) Subject to RS. 33:404 (A (3), the Mayor may reprimand, verbally or in
witing; suspend with or w thout pay; denote; dismss, o deny a salary
increase to an enployee for any of the follow ng reasons:

(a) Behavi or that interferes with the efficient performance of
duties by other enployees or that is detrinmental to the
muni ci pality.

(b) Failure which fall s below the municipality s standard

(c) Failure to abide by any requirenments of this O dinance or
any rule or policy of the municipality.

(d) O her good cause.

(2) For any cause set forth in (1), an enpl oyee's departnent head
may reprimand him verbally or in witing. In addition, for any
cause set forth in (1), an enpl oyee' s departnment head may
reconmend to the Mayor that the enployee be suspended with or
wi t hout pay, denoted, dism ssed, or denied a salary increase.

(3) Before any disciplinary action referred to in Paragraph (1) is
taken, each reason for the action nmust be conpiled in a
witten statement. The Mayor or the enpl oyee’s departnent head
shal |l present a copy of the statenent to the enpl oyee or nai
a copy of it to the enployee, and any other person who has
di rect knowl edge of any reason and whom the Mayor has asked to
attend.

(4) When disciplinary action referred to in (1) is taken, the
witten statement concerning each reason for the action, any
witten statement the enployee submits in connection with any
reason for the action and a notation describing the action
taken shall be nmade part of the enployee’s personnel file.

(5) Subject to RS. 33:404 (A (3), the Mayor may disnmiss an enpl oyee
and terminate his enploynent i mediately. |If the enployee is
not available, witten notice shall be sent to the enpl oyee's
| ast known address.

B. During the investigation, hearing, or trial of an enployee on any crim nal
charge, or during the course of any civil action involving an enpl oyee
when suspension would be in the best interest of the nmunicipality, the
Mayor may suspend the enploye wi thout pay for the duration of the
proceedi ngs as a non-di sciplinary neasure. Back pay shall not ordinarily
be recoverabl e; but where the suspension is term nated by ful
rei nstatenment of the enployee, the Mayor may authorize full recovery of
pay and benefits for the entire or for any |lesser period of the
suspensi on.

C. An enpl oyee whose performance is unsati sfactory shall be notified how his
work is deficient and what he nmust do if his work is to be satisfactory.
If the enmployee’s work continues to be bel ow standard, the Mayor shal
denote or disniss the enployee subject to RS. 33:404 (A)(3).
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Section 6.17 Term nation of Service

A

(1) An enpl oyee, other than a departnent head can be dism ssed only
after approval of the Myor.

(2) A departnent head can be dism ssed only upon reconmendati on by

t he
Mayor and approval by the Board of Al dernen.

(3) In the case of an elected Police Chief, enployees of the police
department can be disnmissed only upon reconmendation of the
Chi ef of Police and approval by the Mayor and Board of Al dernen.

In the event the nunicipality nmust terminate an enpl oyee through no

fault of the enployees, the follow ng systemw ||l be used:
(1) The enpl oyee having the | east seniority in the respective
department will be laid off first, providing that in the opinion

of the departnent head, that all enployees not laid off due to
hi gher seniority are qualified to perform any job that is asked
of t hem |If such enployee cannot perform such job then he wll
be laid off inlieu of a |lower ranking seniority enployee who can
performany job duties that is asked of him
(2) Each laid-off enployee shall, upon reapplying to the
nuni ci pality,
be consi dered for re-enpl oynent.

VWhen an enpl oyee resigns, he shall submt a letter of resignation
to his departnment head two weeks prior to the date of resignation

Section 6.18 Gievance Procedure

A

Any full-time enployee, may nake a conplaint about or appeal any

decision to the circunstances of his enploynent except:

(1) A salary reconmendation, unless an enployee can denonstrate
both that a significant departure from the established office
procedures and such departure significantly affected the
nmanageri al deci sion

(2) A pronotional deci si on, except where an enployee can
denonstrate t hat est abl i shed pronot i onal policies or
procedures were either not foll owed or were unfairly applied

(3) Wwrk activity accepted by the enployee as a condition of
enpl oyment

(4) Work activity which reasonably may be expected to be part of
the enpl oyee’ s regul ar job position.

(5) The specific contents (rather than an interpretation of the
contents) of any nunicipal enployee personnel ordinance,
policy, guideline or regulation

(6) The nethods, neans, and personnel by which nanagerial and
depart ment heady enployees choose to carry out t he
responsibilities property assigned to the division or office.

Any question concerning whether a specific conplaint or appeal of a
deci sion may be nade is within the sole discretion of the Mayor.

C. (1) The enpl oyee shall first discuss the matter directly with his

departnment head. If after such discussion, the enployee desires
to pursue the matter, he shall state the conplaint or appeal, in



Section

A

witing. The enployee's departnment head shall neet wth and
provi de a
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witten response to the enployee and a copy to the Mayor within a
reasonabl e tine.

(2) If the enpl oyee desires to appeal the decision of his departnent
head, he nmay do so in witing to the Mayor within five work days
after receiving the witten response of the departnent head. The
Mayor may nmeet with the enpl oyee and the enpl oyee’ s depart nent
head. At (or prior to) the neeting, the enployee may submit
written docunentation and testinony. Oral testinony shall be
provided only by the enployee and his departnent head. The Mayor
shal |l provide the enployee with his witten deci sion concerning
the appeal within a reasonable tine after the neeting. The
deci sion of the Mayor shall be final.

If the enmployee’s departnent head fails to exercise the
responsibilities assigned in this procedure within a reasonable tineg,
wi t hout denobnstrating good reason to the enpl oyee, the enpl oyee may
appeal to the Mayor as provided in (C(2).

|f, after having begun this procedure, the enployee fails to exercise
his responsibilities under any step within specified tinme franes and
wi t hout denonstrating reasonable cause for his failure to do so, the
conpl ai nt or appeal shall be permanently term nated.

G At any stage of this procedure, the nost recent decision that has

been rendered on the conplaint or appeal shall remain in full force
until such tinme as that decision has been upheld, reversed, or
nmodi fi ed.

6. 19 Travel ; expense rei nbursenent

Rei mbur sabl e traveli ng expenses are linmted to expenses necessarily
incurred by an official or enployee in the performance of a nunicipa
pur pose subject to the restrictions in this section.

No claimfor reinbursenment shall be nmade for any | odgi ng and/ or neal s
furnished at no cost to the enployee of official. No ml|eage or
transportati on expense will be allowed an enpl oyee or official when
gratuitously transported by another person.

Al'l enployee or officials travel nust be approved in advance by the
Mayor. Approval of travel will be based on whether it relates to a
specific subject area that currently or is anticipated to be major
issues in the municipality, is consistent with the enployee’ s or the
official’s devel opnment or training, or is useful for devel opnent of the
muni ci pality’ s personnel.

Al'l lodging and commercial travel for approved travel nust be arranged
t hrough the Mayor’'s office

Rei mbur senent for expenses incurred during approved enpl oyee or

official travel shall be in accordance with the foll ow ng

(1) A nileage allowance of $.28 mle exists for enpl oyees or officials
usi ng personally owned vehicles in the approved conduct of
muni ci pal business. In addition, an enployee or official wll be
rei mbursed with proper receipt for parking fees, ferry fees, and
road an bridge tolls. However, the enployee or official must pay
all of the vehicle' s operating expenses, such as fuel, repair,
repl acenent of parts, and insurance.



(2) Enmployees or officials, while on travel on municipal business,
shal |l be all owed rei nbursenment of their nmeals (including tips)
not to exceed ten dollars per neal.
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(3) Only the following expenses incidental to travel shall be
rei nmbur sed:

(a) Commruni cation expense relative to official nunicipa
busi ness (Receipt required for over $3)

(b) Regi stration fees at conferences.

(c) Cost of public ground transportation such as buses and
taxis is reinbursable when the expenses are incurred as
part of approved travel. For each transaction over $10, a
receipt is required

(d) Wien wusing a nmotor vehicle on rmunicipal business,
necessary notor vehicle storage and parking fees, ferry
fees, and road and bridge tolls. Receipts are required.

Requests for reinbursenent are to be submtted on forns provided by the
muni ci pality. The requesting enployee or official nmust sign the
conpleted form and forward the sane, along with the necessary support
data to the Mayor for approval

Section 6.21 The Mayor shall provide each enpl oyee and volunteer with a copy of

this O di nance.

Section 6.22 Validity and Separability

A

Shoul d any section or provision of this Odinance be decl ared
unconstitutional or invalid, such decision shall not effect the
validity of this Ordinance as a whole or any part thereof other, than
the part so declared unconstitutional or invalid. It shall be
understood that where simlar provisions are covered in other

ordi nances, the provisions of this Odinance shall prevail, unless
agreed upon ot herwi se by the Village Mayor (Adm nistration).
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This Ordi nance shall becone effective on Septenber 10, 2001.

Said O dinance having been introduced on August 13, 2001 by Al dernman

Sanbol a, notice of public heari ng havi ng been publ i shed on
, said public hearing having been held, the title having
been read and Ordi nance consi dered, on notion by Al derman Sanbol a , to

adopt the Ordinance, a record vote was taken and the following result was
had:

Yeas: 3
Nays: O
Absent: O

Wher eupon, the presiding officer declared the above Ordinance duly adopted
on Septenber 10, 2001.

Si gned Joyce Core, Cerk

Si gned Marshell Brunfield, Mayor



VI LLAGE OF FOLSOM
STATE OF LQUI SI ANA

ORDI NANCE AMENDI NG PERSONNEL ORDI NANCE
SECTION 6 “LEAVE’ ARTI CLE B(1) “VACATI ONS”

AN ORDI NANCE TO PROVI DE FOR ACCRUAL OF VACATI ON
TI ME FOR PART-TI M= EMPLOYEES

BE IT ORDAINED by the Board of Aldernen of the Village O Fol som
State of Louisiana that the Village O Folsom Personnel O dinance, Section
6 “Leave,” Article B(1l) “Vacations”, be amended to read as foll ows:

(1) Vacation tinme is calculated according to the followng
schedul e based on the enployee' s/police officer’s anniversary

dat e:
Years of Enpl oynent Ful I - Ti me Enpl oyees
1 year to 5 years 80 hours
5 years to 10 years 120 hours
10 years or nore 160 hours

Part-time enpl oyees shall accrue vacation tine at one-half the rate
of full-time enpl oyees

BE IT ORDAINED that this ordinance shall take effect on and after
its promul gation

Sai d ordinance having been introduced on the 10'" day of March |,
2003, notice of public hearing having been published, said published, said
public hearing having been held on the 14'" day of April , 2003, the title
havi ng been read and the ordinance considered, on the notion duly nmade and
seconded to adopt the ordinance, a record vote was taken and the follow ng
was has:

Yeas: Al derman David Pittman
Al dernman George Garrett
Al derman Ronal d Hol |'i day
Nays: None

Absent i ons: None

Absent : None



Wher eupon, the Mayor declared the above orcinance duly adopted on
the 14'" day of April, 2003

Fol som Louisiana this 14'" day of April, 2003

Si gned David Pittman, Al derman
Si gned CGeorge Garrett, Al derman
Si gned Ronal d Hol I'i day, Al der man

Appr oved:
VI LLAGE OF FOLSOM

By:

Si gned Marshell Brunfield, Myor

CERTI FI CATE

I, Joyce Core, certify that the above and foregoing is a true and
correct extract of the mnutes of the regular session of the Village of
Fol som held at the Town Hall in the Village of Folsom Louisiana on the
___day of __, 2003. Present: Marshell Brunfield, Myor, David Pittmn,
Al dernman, George Garrett, Aldernan, Ronald Holliday, Alderman. All present
voted yea and there were no nays.

Si gned Joyce Core, Minicipal derk






