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CHAPTER 1
INTRODUCTION AND GENERAL EMPLOYMENT CONDITIONS
Section 1.1 INTRODUCTION AND PURPOSE OF POLICIES

This Employee Handbook ("Handbook") contains policies for the employees of the Village of Mantua
("Village"). The Handbook is a guide to be used by the Mantua Village Council ("Council") and managerial
employees to ensure uniform and nondiscriminatory application of the conditions of employment.

The Village Council reserves the right to change practices and policies, both written and unwritten, as
business requires. Amendments to this document shall be by Ordinance properly considered and passed by
Village Council.

The policies contained in this Handbook are subject to and in accordance with the laws of the State of Ohio.
In the event there is a conflict between this Handbook and any other applicable law the applicable law or
legal document will prevail. In the event that future legislation invalidates or changes any of the provisions
contained herein, the balance will remain in effect.

In the event of conflict between this document and any other Handbooks, Manuals, or other policies in
effect for Village employees, this document shall prevail.

Nothing in this Handbook nor any interpretive or enforcement communication should be construed to grant
a guaranteed right to continued employment or benefits. This Handbook is not an employment contract.
Employment with the Village is not for a fixed term or definite period and may be terminated at any time by
either the employee or the Village according to law.

The policies stated and adopted within this Handbook and the communications interpreting and enforcing
them supersede all previous policies and communications, written and unwritten.

Section 1.2 MANAGEMENT RIGHTS

The Village Council and/or the Mayor maintain the ultimate authority to interpret and administer policies
and direct the operations of the Village.

Section 1.3 SCOPE OF COVERAGE

These policies apply to all employees of the Village. Policies do not apply to elected officials, except when
explicitly stated within a specific policy.

Section 1.4 FAIR EMPLOYMENT PRACTICES
All employees are entitled to equal employment opportunities and no employee or applicant will be

discriminated against in employment decisions because of race, color, religion, creed, age, sex, sexual
orientation, national origin, ancestry or qualifying disability that can be reasonably accommodated.



CHAPTER 2

RECRUITMENT, SELECTION, APPOINTMENT

Section 2.1 RECRUITMENT (Amended Ord. 2020-14, eff. 4/21/20)

A.

Except as provided in subsection “D”, below, when the Village Council approves a new position, the
position will be posted in the Village Hall and all other departments for a period of (7) consecutive
business days. Each job posting will specify the qualifications, essential functions of the job, pay range,
application procedure and deadline for applying.

When a vacancy occurs in a position which has previously been authorized by Council, such vacancy
shall be filled pursuant to the appropriate procedure as set forth in Section 2.4.A, APPOINTMENT -
DEPARTMENTS.

Positions may be advertised in area newspapers. Management and professional positions may be
advertised in newspapers with regional circulation, professional journals, newsletters and the Village's
website.

When a Department Head determines that a current employee of the Village should be promoted to
a newly-created position, such position need not be posted as required by Section A, above, but may
be transmitted directly to the Village Council for approval upon the recommendation of both the De-
partment Head and the Mayor.

Section 2.2 SELECTION

A.

D.

E.

A current or prospective employee must complete the Village job application form in order to be
considered for a position or vacancy. An applicant for a position that requires a license must present the
license for verification.

The Mayor and/or appropriate Department Head will review applications and interview selected
candidates. A fully qualified, current employee will be given first consideration for transfer or promotion
to a vacant position, provided he/she applies during the application period and meets the requirements
set forth for the position. Applications submitted after that date may be considered along with outside
applicants.  Qualifications, not length of service, will be used to determine internal transfers or
promotions.

Reference checks, background checks where required by law and job related testing procedures, may be
conducted. Any job-related employment tests will be administered in an objective manner. If an
individual has a qualifying disability, the test will be administered in a manner that ensures the results
reflect the skills, aptitude or other factors to be measured. Only job related skills will be evaluated.

An applicant shall be required to demonstrate their capacity to fulfill the requirements of the job.

Employment recommendations are subject to Section 2.4(A).

Section 2.3 EMPLOYMENT ELIGIBILITY

A.

DRIVING RECORD CHECK

1. Driving record checks will be conducted for current employees or applicants who must operate a
Village owned or personal motor vehicle as a regular function of the job. All employees and
prospective employees must report any and all traffic citations carrying points.



a. The Bureau of Motor Vehicle Report (MVR) will be requested for each current employee who
drives as a regular function of the job and the MVR will be screened at least annually by the
Village's motor vehicle insurance provider to confirm each employee maintains an acceptable
driving record.

b. The MVR of an applicant or current employee will be reviewed against the following criteria to
determine if the individual can be permitted to operate a motor vehicle on Village business. An
unacceptable driver is defined as one whom, during the previous (3) year period, while driving

c. either a Village vehicle or a personal vehicle for Village business, or a personal vehicle for
personal purposes, has received:

(1) A conviction for (1) of the following:
Drag racing; Reckless operation; Permitting an unlicensed person to drive;
Driving while under the influence of alcohol or drugs; Vehicular homicide;
Leaving the scene of an accident, if the accident resulted in personal injury or death; or
Willfully eluding or fleeing a police officer after a traffic violation.

(2) Two or more chargeable or "at fault" accidents, the nature and severity of the accident to
be taken into account.

(3) Suspended or cancelled license.

(4) Driving while license is suspended or revoked.

(5) Three (3) moving violations for which a total of more than (6) points were received.

(6) Any combination of (1) chargeable or "at fault" accident and (2) moving violations.

c. The Village's automobile liability insurance carrier will determine that the applicant or current
employee presents a liability risk for the Village. Liability risk is a factor that may be used to
determine whether an employee is approved to drive Village vehicles.

d. Current employees that have been approved to drive Village vehicles or personal vehicles on
Village business, must notify the Department Head who shall notify the Fiscal Officer and
Mayor of moving violations or "at fault" accidents within (5) working days of an offense,
violation, conviction, suspension or cancellation of Driver's License.

e. Classification as an "unacceptable driver" is grounds for disqualification of an applicant under

consideration, loss of ability to drive Village vehicles, disciplinary actions including transfer or
discharge of a current employee.

B. QUALIFICATION VERIFICATION

1.

An employee in a position requiring an educational degree certification or a license will have
his/her qualifications verified at the time of employment. However, any requirement for Service
Department employees to obtain a Commercial Driver's License shall be left to the discretion of
the Village Administrator.

Failure to maintain a current required license or certification may result in disciplinary action up to
and including discharge.



3. Obtaining or renewing any license, registration or examination required by the job description
for any position held is the responsibility of the employee. (Amended Ord. 2016-57, eff.
12/15/16)

C. PROOF OF LIABILITY INSURANCE

Proof of liability insurance with limits sufficient to comply with Ohio's Financial Responsibilities Law (Bodily
Injury Liability: $12,500/$25,000 Limit; Property Damage Liability: $7,500 Limit) must be submitted to the
Department Head, who shall notify the Fiscal Officer, by any employee who must drive his/her private vehicle
as

a regular function of the job or who receives mileage reimbursement for traveling on Village business. This
proof must be submitted at hire and on an ongoing basis. Failure to provide proof of liability insurance may
be grounds for discharge of a current employee or disqualification of an otherwise successful applicant, if
driving is an essential function of the job.

D. MANDATORY TRAINING REQUIREMENTS

An employee who holds a position that requires continuing education or training must meet such
requirements in order to remain qualified for the job. (See Section 6.1 DEVELOPMENTAL TRAINING)

Section 2.4 APPOINTMENT
A. DEPARTMENTS (Amended Ord. 2014-46, eff. 10/21/14)
1. Service: The Village Administrator shall appoint his officers, agents, operators, clerks and
assistants, provided such positions are first authorized by Council. Such appointments shall be

subject to approval by the Mayor. Appointments, and the Mayor’s approval thereof, shall be in
writing and filed with the Fiscal Officer. (Amended Ord. 2020-14, eff. 4/21/20)

2. Police: Police officers, other than the Chief of Police and Auxiliary officers, are recommended by the
Chief of Police, and appointed by the Mayor, subject to the confirmation of Village Council. After the
probationary period, pursuant to Ohio Revised Code 737.17 the Mayor shall transmit to Village
Council a record of the employee’s services with recommendation to remove or finally appoint the
employee. Prior to initial appointment, all such officers must submit to and pass a physical
examination at the cost of the Village, pursuant to Ohio Revised Code Section 737.16.

3. Auxiliary Police: The Mayor shall make all appointments and removals of auxiliary police officers,
subject to any general rules prescribed by Council. Auxiliary police officers serve no probationary
period and have no statutory right to continued employment. See Village of Mantua Codified
Ordinances Chapter 139.01.

4. Dispatchers Full-Time: Dispatchers are recommended by the Chief of Police, and appointed by the
Mayor, subject to the confirmation of Village Council. After the probationary period, the Chief of
Police shall recommend to Village Council to either remove or finally appoint the employee.

Dispatchers Part-Time: Part-time dispatchers are recommended by the Chief of Police, and appointed
by the Mayor. After the probationary period, The Chief of Police shall recommend to the Mayor to
either remove or finally appoint the employee.

5. Fiscal Officer’s Office: The Fiscal Officer shall appoint his/her officers, agents, clerks and assistants,
provided such positions are first authorized by Village Council and subject to confirmation of
employee by Village Council.



6. Administrative Services Officer: (Repealed by Ord. 2022-50, eff. 7/20/23)

7. Other Employees: Employees not otherwise provided for in this section or in the Ohio Revised Code
shall only be appointed by approval of a majority of the members elected to Council.

8. Acting Department Heads: In the event of position vacancy, temporary leave or other extended
absence of a Department Head (Police Chief or Village Administrator), the Mayor with the advice
and consent of Council may appoint an interim or acting Department Head until such time as the
current Department Head returns or the position is filled.

PROBATIONARY PERIOD

1. A newly appointed or promoted employee will be closely evaluated by the Department Head during
the first (6) months of employment (the “probationary period™).

2. During this probationary period, the Department Head will assist the employee in developing his/her
job skills and determine if the employee should continue in the position.

3. The Department Head shall recommend to the Mayor retention of only those employees who meet
acceptable job performance standards during the probation period.

APPOINTMENT OF RELATIVES (Amended Ord. 2022-50, eff. 7/20/23)

It is the Village’s policy to employ the best-qualified people, based on competence. However, careful
consideration must be given when employing persons who are related by blood, marriage, romantic
involvement or general influence, to prevent inappropriate working relationships from arising in the
workplace, to maintain the objectivity of supervising, to avoid situations where potential conflicts of
interest could occur, and to prevent the appearance of impropriety to the public. Applicants should
disclose such relationships prior to their employment or transfer.

The Village of Mantua may not hire individuals who have relatives who are employees of the Village
of Mantua. Employees shall be defined as all full-time employees and all part-time employees, con-
sultants, members of the Village Council, and members of council-appointed bodies having direct
oversight on expenditures. Persons involved in husband/wife, parent/child, parent/child-in-law, first
cousins, aunt-uncle/niece, aunt-uncle/nephew, siblings, grandparents/grandchild relationships, and
members of the same household, as defined by the United States Census Bureau, shall be consid-
ered relatives for the purposes of this regulation. It shall be incumbent upon applicants to make
known such relationships. The Council reserves the right to make decisions concerning the hiring of
relatives on a case by case basis.

It is important that village employees guard against relationships which might be construed as evidence
of favoritism, coercion, unfair advantage, or collusion. Although the Village of Mantua has no prohibition
against people in these relationships working together, we are committed to monitoring situations in
which related persons work in the same area. In the case of actual problems, reassignment to another
task or position may be necessary.

1. Exceptions:

a. Existing Appointments;

b. Appointments where neither individual involved is employed in a supervisory or management
position and where neither individual involved, or the work performed, or the employment of
either individual is or may be directly influenced by the other individual. The determination of
such influence shall be at the discretion of the Council. To be eligible for this second
exemption, employees must make application to the Council prior to any event, which would
require exemption to allow continued employment. Failure to notify may result in the
discharge of both parties.



D. PROMOTION

1. A current employee will be considered for promotion to a vacancy only when he/she is determined
by the Department Head to be fully qualified. The Department Head shall recommend the
promotion to the Mayor. The Mayor shall transmit his/her recommendation to Village Council for
confirmation of appointment. See also Section 2.1.C

2. An employee who has been promoted to a higher position will serve a probation period as defined
in Section 2.4 (A).

3.  An employee may be returned to his/her former position and rate of pay if work performance,
behavior and/or work attitude is not satisfactory.

E. TRANSFER

1. An employee is considered to have been transferred when he/she is properly trained and assigned
to a different position.

2. Transfers will be made at the discretion of the Department Head.

3. The needs of the Village take precedence over the wishes of an employee.

4. The Village may initiate a transfer if the transfer would be in the best interest of the Village, or

when an employee with a qualifying disability can no longer perform the essential functions of
his/her current position.

F.  DISABILITY RELATED REASSIGNMENT

1.

When an employee with a qualifying disability becomes unable, even with reasonable
accommodation, to perform the essential functions of his/her position, he/she may request in
writing a reassignment to a vacancy in an appropriate position. The employee will be reasonably
accommodated in the appropriate position if a vacancy exists.

An employee reassigned due to disability will have his/her pay adjusted to a level within the pay
range of the reassigned position.

Section 2.5 EMPLOYEE EVALUATION SYSTEM

1.

Evaluations. Each employee will be evaluated at the completion of the probationary period and,
from that point further, at least once every year. Such evaluation shall be in writing and carried out
by the employee’s supervisor and placed permanently in his or her personnel file. All such
evaluations shall be shown to the employee being rated and discussed thoroughly with him or her.

Performance ratings. The Council may establish a system of service ratings based upon
standards of performance. Such standards shall measure the quantity of work performed, the
manner in which such service is rendered, the faithfulness of the employee to their duties, and
other such characteristics that may measure the value of the employee to the Village.
Performance ratings shall be considered in determining salary increases and decreases within
the fixed limits of the compensation plan, as a factor in determining order of layoff, and as a
factor in determining the demotion or dismissal of an employee. Such service ratings shall be
available for review by the employee rated.

The performance of Department Heads serving Full-time on-site shall be reviewed annually or

more as needed as determined by the appropriate committee, no later than November 1 each
year by the designated Council Committee representing their department (as codified in Village
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of Mantua Codified Ordinances 121.03, Article XI(1), Council Rules - Committees). The Mayor
shall perform a separate and distinct written evaluation of the Village Administrator and Police
Chief. The Mayor shall also perform an annual written evaluation of the Zoning Inspector.

Department Heads or their delegates shall be responsible for the performance of all employees
within their departments.

Section 2.6 PERSONNEL FILES & RECORDS
A. Pertinent Information

The appointing authority shall create, or cause to be created, a personnel file for each employee of
the Village. Such file shall include the original application and the notice of appointment in addition to
other information that may be pertinent. The file of each employee shall be maintained by their
Department Head and shall be the official personnel file. The files of the Department Heads shall be
maintained by the Fiscal Officer.

The Fiscal Officer shall keep on file all personnel wage and benefit records this shall include Holiday,
Vacation, Sick leave and Comp time paid, used and/or earned. The Department Head shall furnish the
Fiscal Officer accurate information to make certain that this information is correct and current. Also in
this file shall be a copy of any permits, special licenses, training or any thing which entitles the
employee additional income in wages or bonuses.

B. Accessing Files

Access to the personnel files shall be in accordance to the Ohio law regarding public records.
Information required to be kept confidential shall be redacted in the event of a public records
request. An employee whose file is the subject of a public records request shall be informed.

C. Updating File

It is the responsibility of the employee to initiate any needed changes. An employee's education,
training and experience background information are important factors in the promotion procedure.
These items should be reviewed by the employee periodically to be sure they are up to date. Also,
the employee should notify the Department Head and Fiscal Officer of any changes in marital status
or dependents as they may relate to insurance coverage. Any changes shall be filed on the Employee
Update Form (APPENDIX N).



CHAPTER 3

CONDITIONS OF EMPLOYMENT FOR
CURRENT AND NEW EMPLOYEES

Section 3.1 EMPLOYMENT STATUS

A.

Employees are defined as full-time, part-time, seasonal, or auxiliary.

1. Full-time employees are those who are regularly scheduled to work forty (40) or more hours
each week.

2. Part-time employees are those who are regularly scheduled to work fewer than forty (40) hours
each week.

3. Seasonal employees work only during a specific portion of each year.

4. Auxiliary is a patrolman in the Police Department appointed pursuant to Codified Ordinance
Section 139.01 and Ohio Revised Code Section 737.161.

Length of service with the Village is the length of time the employee has worked for the Village from
the most recent date of hire.

Paid insurance, paid vacation, sick leave, paid holidays, and longevity pay do not apply to part-time,
seasonal or reserve/auxiliary employees.

Section 3.2 HOURS OF WORK

A.

A regular full-time employee is expected to work a flexible schedule including Saturdays, Sundays,
evenings and nights as required. (Amended Ord. 2022-50, eff. 7/20/23)

MEAL BREAKS: All appointed employees working shifts of five (5) or more hours shall be entitled to
one (1) thirty (30) minute unpaid meal break per shift and one (1) ten (10) minute paid break.
Lunch breaks for employees working “day shift” hours shall occur between the hours of 11:30 a.m.
and 1:30 p.m. Other than during approved break periods, employees shall not be permitted to leave
their designated work areas. The times of all meal breaks taken shall be reflected accurately in the
“Comments” area of the employee’s time sheet. Insofar as adherence to this section may cause a
disruption of service to the public, the Police Department is exempted from the requirements stated
herein. (Adopted Ord. 2013-28, eff. 6/18/13)

REASONABLE BREAK TIME FOR NURSING MOTHERS. (Adopted Ord. 2022-50, eff. 7/20/23)

1. The Village shall provide:
a. a reasonable break time for an employee to express breast milk for her nursing child for 1
year after the child’s birth each time such employee has need to express the milk; and
b. a place, other than a bathroom, that is shielded from view and free from intrusion from cowork-
ers and the public, which may be used by an employee to express breast milk.

Section 3.3 VILLAGE VEHICLES

A.

An employee must have the appropriate valid Ohio Driver's License or Commercial Driver's License
and have an acceptable driving record in order to operate a Village vehicle. Village vehicles may not
be used for driving to or from work or on personal business, except the K9 vehicle. (Amended Ord.
2022-50, eff. 7/20/23)

On-call Police Officers taking a cruiser home and meal breaks within the Village are considered to be
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an authorized use of Village Vehicles.

An employee who receives a citation while driving on Village business is personally responsible for
any fine, penalty or other costs and is, in addition, subject to discipline according to the progressive
discipline policy. (See Section 9.1 PROGRESSIVE DISCIPLINE).



CHAPTER 4
COMPENSATION

Wages and salaries are based on Council annual review of the Village’s financial condition and other
factors as deemed appropriate. Wages and salaries are not guaranteed to increase with cost-of-living or
by periodic increase(s).

Section 4.1 WORKWEEK
The workweek begins at 12:00 a.m. Sunday and ends at 11:59 p.m. on Saturday.
A. Payment of Wages

1. Salaries and compensation will be determined by ordinance or resolution of Council. Employees
will be paid bi-weekly (26 pay periods annually). Payroll will be prepared by the Fiscal Officer. The
payroll check is based upon an eighty (80) hour period, unless part-time, seasonal or salaried.
The pay period starts every other Sunday and runs for (14) calendar days.

If an employee is absent on payday, he or she should notify either the Fiscal Officer or a
supervisor. He or she will determine the time and place for the employee to receive his or her
check. It will not be released to anyone else, unless prior arrangements have been made.

2. Each employee shall be paid every other week on Thursday or on another day as arranged by
the Fiscal Officer and Department Head. Employees shall be paid for the two-week period which
ended the preceding Saturday at 11:59 p.m.

Section 4.2 TIME SHEETS

A. The Fiscal Officer shall specify the format of a time sheet to ensure proper documentation of hours
worked by all employees. Employee time sheets showing hours worked, vacation, sick, and personal
days, shall be filled out and signed by each employee. Department Heads may not fill in hours on
time sheets except in the case(s) of vacation, sick and personal leaves.

Time sheets shall be signed by employee and approved and signed by the Department Head and/or
Mayor. All properly signed and approved time sheets will be submitted to the Fiscal Officer. The
Fiscal Officer shall accept no time sheets without Department Head or Mayor’s signed approval.

B. If time sheets are not properly submitted, the Fiscal Officer's Office may withhold payment of wages
until hours can be verified.

Section 4.3 RECORD KEEPING
The Village keeps an accurate, daily record of each employee’s hours worked. Pay records may include:

A. Employee name, home address (confidential for police officers), job assignment, sex and birth date
Hour and day workweek begins

Total hours worked on each workday and in each workweek/work period

Total daily or weekly/work period straight-time earnings

Regular hourly pay rate for any week when overtime is worked

Total overtime pay for the workweek/work period

Deductions from or additions to wages

IomMMmD O ®

Total wages paid each pay period

10



I. Date of payment and pay period covered
J.  Reimbursement for travel expenses

Any changes to employee payroll or status with the village shall be submitted to the Fiscal Officer on form
Payroll/Status Change Notice form (Appendix O).

Section 4.4 EARNING AND USE OF OVERTIME AND/OR COMP TIME
(Amended Ord. 2012-42, eff. 10/18/12)

Employees shall be compensated for overtime at a rate of 1.5 hours per hour over forty (40) hours per
week worked.

1. It shall be the Department Head’s responsibility to see that accurate time records are kept of all
hours worked. The Department Head shall use his/her best efforts to see that overtime is kept
to a minimum.

2. Cash payment is the default method of pay for overtime. Employees wishing to be compensated
with comp time must make specific request to Department Head prior to the close of pay period.

3. Comp time, vacation time, personal leave. holidays, sick time, and call-ins shall be considered as
hours worked in calculation of overtime compensation. Unpaid leaves of absence or other unpaid
time off shall not be considered as hours worked in calculation of overtime compensation.
(Amended Ord. 2024-09, eff. 2/20/24)

4. Evening Meetings. In order to prevent unnecessary accrual of overtime and/or comp time,
where an hourly employee must attend an evening meeting, such employee shall make note of
the amount of time spent at the meeting, and within that pay week, shall leave early by that
same amount of time as long as leaving early does not create a loss of service to the public.
This shall be reflected on the employee’s time sheet. The Fiscal Officer shall have the right to
withhold pay (overtime or regular), or to refuse to credit comp time, which results from any
failure to adhere to this policy.

5. All records of comp time shall be kept by the Department Head and turned in to the Fiscal
Officer for approval/ payment at the end of each pay period. This is for all employees. No
employee may accumulate more than 80 hours of comp time. Comp time in excess of 80 hours
shall be paid in the employee's next paycheck. (Amended Ord. 2022-22, eff. 7/21/22)

6. Any comp time taken shall only be used with approval of the Department Head.

7. Cashing in compensatory time.

a. Compensatory time can be transferred into cash award to the employee at the current rate
of pay at time of request. The maximum that can be accumulated is 80 banked hours; once
that threshold is reached, additional hours or compensatory time earned will be paid out as
overtime. All requests shall be in writing to the Department Head. The Department Head
will make request to the Fiscal Officer for approval. (Amended Ord. 2023-47, eff. 1/18/24)

b. Upon retirement or any other employment termination, the employee will be paid for any
compensatory time accumulated at the current hourly wage rate.

Section 4.5 LONGEVITY PAY (Repealed by Ord. 2022-50, eff. 7/20/23)

Section 4.6 REIMBURSEMENT OF EXPENSES
Prior to attending a conventions, conferences, required training, and/or other necessary village business,

the individual; must present a written request for attending same. An estimate of expenses for the same
shall be approved by the Department Head, Travel expenses for Department Heads must be authorized
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by the Mayor and presented to the Fiscal Officer for certification that funds are appropriated and
available. If the above provisions are complied with, individual will then be permitted to attend said
conventions, conferences, training, and/or other village business at the expense of the Village of Mantua.
(ORC 733.79)

A. TRANSPORTATION

Council shall establish a policy as to when employees shall be paid for mileage and the rate shall
be that as allowed for the U.S. Internal Revenue Code as it is amended from time to time. The
Village may set limits for reimbursement.

1.

6.

Travel by air, bus or other common carrier must be at the lowest available rate. The employee is
responsible for notifying the carrier of any reservation change or cancellation at the earliest
possible time.

Mileage reimbursement for travel in privately owned vehicles will be at the amount allowed by
Federal IRS regulations in effect at the time travel occurs. The mileage reimbursement will be
deemed to cover all expenses incurred by use of the privately owned vehicle including oil,
gasoline, tires, depreciation, insurance and all other expenses of operation. No reimbursement
for mileage will be made unless an employee carries automobile/liability insurance on his/her
vehicle and maintains a copy of current coverage in his/her personnel file.

When (2) or more employees are traveling to the same destination, they should travel together
and only one may claim mileage reimbursement. Should one employee refuse to travel with
another employee (where the other employee is willing to car-pool), the employee so refusing
shall be deemed to have waived, and may not apply for, reimbursement for mileage.

Reimbursement for reasonable taxi fares, bridge, highway and tunnel tolls and parking may be
claimed upon presentation of receipts.

Mileage will be paid for authorized errands, calculated from the Village to the destination and
back. However, use of personal vehicles for such purposes is discouraged when a village vehicle
is available for the errand.

No reimbursement will be made for travel between the employee's home and the Village.

B. LODGING (Amended Ord. 2016-61, eff. 3/23/17)

1.

Expenses covering the cost of a hotel or motel room will be reimbursed in full for
accommodation at the facility hosting the activity. Any accommodation other than at the hosting
hotel or motel will be reimbursed up to the per diem rate established by the Federal government
and maintained on the GSA.gov website. Cost exceeding that specified on the GSA.gov website
may be approved by Council.

No reimbursement will be made for entertainment, in-room movies, restocking in-room snacks,
room service, dry cleaning or laundry charges, or charges not related to the execution of Village
duties.

C. MEALS (Amended Ord. 2016-61, eff. 3/23/17)

1.

An employee authorized to travel on official Village business may claim reimbursement for meals
including a maximum 15% gratuity up to the daily rate established by the Federal Government
and maintained on the GSA.gov website.

2. The first and last calendar day of travel is calculated at 75% of the daily meal rate.
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D.

3. Alcoholic beverages and entertainment are not reimbursable.

REIMBURSEMENT

1. Travel Expense Reimbursement Form (Appendix H) must be signed and approved by employee’s
Department Head and submitted to the Village Fiscal Officer or the Chair of the Finance
Committee for final approval.

2. Receipts for all expenditures must be attached to the reimbursement request.

Section 4.7 UNIFORM ALLOWANCE (Amended Ord. 2023-33, eff. 8/17/23)

A.

Each full-time police employee who is required to wear a uniform shall be entitled to Six Hundred
Dollars ($600.00) per year as a uniform allowance.

Part-time police employees who are required to wear a uniform shall be entitled to Three Hundred
Dollars ($300.00) per year as a uniform allowance, subject to section 4.7.C.

After five (5) years continuous employment with the Village, Auxiliary and part-time Police Officers
shall be entitled to up to Four Hundred Dollars ($400.00) per year as a uniform allowance.

All Service Department employees shall be entitled to One Hundred Fifty Dollars ($150.00) per year
as a boot allowance.

In the event of termination of employment with the Village, the allowance shall be prorated for the
time the employee is employed with the Village and if over-paid shall be deducted from the final pay
of such employee.

The Village may furnish uniforms to village employees as designated by Council. These uniforms and
all other items issued by the Village remain the property of the Village and must be returned when
the employee leaves the Village's employment. The employee's final paycheck may be held until all
village property has been returned.

Any employee who purchases uniforms and pays for them out of their pocket shall turn invoices in to
the Department Head for approval. The Department Head will submit approved invoices to the Fiscal
Officer for reimbursement.

Uniform Allowance may be used for all uniforms and related equipment purchased for the employee’s
job function. Cleaning and maintenance shall be covered under the uniform allowance provided original
receipts are turned in to the Fiscal Officer before any reimbursement is made.

Section 4.8 CALL-INS

Off-duty employees called in for special circumstances shall be paid for a minimum of two
hours. (Adopted Ord. 2023-47, eft. 1/18/24)

Section 4.9 CREDIT CARD POLICY (Adopted Ord. 2018-52, eff. 1/17/19)

A.

Authorized Users of Village Credit Card. The Fiscal Officer, Mayor, Chief of Police, Village
Administrator and Street Supervisor shall each be issued a Village Credit card imprinted with their
name and Village of Mantua.

Authorized expenses. The Village credit card may only be used for expenses related to Village
operations, travel and meeting expenses, uniforms, equipment and maintenance.

Management of Credit Card Accounts.
1. Bank Credit Cards. The “Bank Credit Cards” are general spending cards issued by

Middlefield Bank (“Bank”) in the name of the Authorized User (Section A, above) and the
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Village. Each time an Authorized User is hired by the Village, the Bank is notified in
writing by the appropriate Committee (Service, Safety or Finance). The Bank's credit
card application form shall be signed by the Fiscal Officer, Mayor and the Authorized User,
who shall also provide the Bank with a copy of his/her Driver's License and any other
documentation the Bank may reasonably require, prior to the Bank ordering the card.

Upon separation from employment with the Village, an Authorized User shall return
his/her Bank Credit Card to the Fiscal Officer, who shall be responsible for its cancellation
and destruction.

The Authorized User retains control over, and is solely responsible for securing, the Bank
Credit Card issued to them and shall immediately report a lost or stolen credit card to the
Bank and the Fiscal Officer. The credit card shall only be re-issued upon satisfaction of
Bank requirements.

2. Credit Card Sign-Out System. (Amended Ord. 2022-50, eff. 7/20/23) The Authorized User
retains possession of the general use credit card assigned to them, which are signed out
to employees pursuant to the following system:

The Authorized User will complete the sign out sheet which lists the name of the person
signing out the credit card, the date and time they sign it out. The employee signing out
the credit card will sign that this information is correct.

When the credit card is returned, the Authorized User will note the date and time that
they return it, and the employee will sign again stating that the return information is
correct. This policy establishes two step verification of the time and date that the card is
checked out and returned.

The employee is solely responsible for securing the Credit Card during the time it is
signed out to them, and shall immediately report a lost or stolen credit card to the Fiscal
Officer who shall immediately report the loss to the card's issuer. The Fiscal Officer shall
be responsible for obtaining a replacement card.

All rewards points earned on Village credit cards shall be used to reduce card balances.

3. Credit Card Checks. The Village does not maintain or authorize the use of checks
associated with the Bank or Store Credit Cards.

Purchase Authorization and Submission of Receipts. When a purchase is anticipated, a purchase
requisition is prepared by the Authorized User making the purchase or the departmental
administrative assistant. The purchase requisition must be authorized and signed by the
Department Head. The purchase requisition is submitted to the Fiscal Officer so that a purchase
order can be prepared or it can be determined that a purchase order is in place with sufficient
funds.

Once the purchase has been made, the Authorized User making the purchase must submit the
receipt or an online order confirmation to the Fiscal Officer for attachment to the purchase
requisition. If a cash register receipt does not contain an itemized description of the item(s)
purchased, the Authorized User shall write it on the tape prior to submission.

Credit Card Credit Limits. Each Bank credit card will be assigned a unique account number and
billed separately by the Bank. No duplicate credit cards will be issued to the same account
except in the event of loss as set forth in Section 4.9.C.

The Bank credit cards issued to the Mayor and the Fiscal Officer are used for travel, conference,
meeting, and other administrative expenses and each card has a $2,000 credit limit.
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The Bank credit cards issued to the Village Administrator, Chief of Police, and the Street
Supervisor will each have a credit limit of $3,000.

Tax Exempt Status. The Village of Mantua is exempt from Ohio sales taxes, and Authorized Users
shall inform in-state suppliers of this exempt status and provide a copy of the Village's Tax
Exempt Certification if necessary.

Misuse of Credit Card Account. The following acts or omissions constitute misuse of the Credit
Card Account and may be subject to disciplinary action and/or criminal prosecution:

Any purchases not first authorized by the Department Head.

Any purchases of alcoholic beverages.

Purchases that are for personal use and not village business.

Cash Advances.

Use of the Credit Card to make any purchase that violates the Village Policy and State of

Ohio Ethics Law prohibiting business transactions which are or may be perceived as a

conflict of interest (i.e., purchases from a business in which the Authorized User, a family

member or a business associate, has a financial or other interest).

6. Receipt of cash refunds or in-store credit for any returns or exchanges. Such amounts
must be credited back to the credit card account. If a supplier issues a refund by check
or other means, it must be submitted to the Fiscal Officer within five (5) days of receipt
by the Authorized User.

7. The Authorized User is liable in person and upon any official bond he/she has given to
the Village to reimburse the treasury any and all amounts for which the Authorized User
does not provide itemized receipts in accordance with the policy described in division D.
of this section.

8. The use of a credit card account for expenses beyond those authorized by Council

constitutes misuse of a credit card account. An officer or employee of the Village or a

public servant as defined under section 2921.01 of the Revised Code who knowingly

misuses a credit card account held by the municipal corporation violates section 2913.21

of the Revised Code. Possession or use of a debit card account by a political subdivision

except for law enforcement purposes is a violation of section 2913.21 of the Revised

Code.

uihwhe

Review. (Amended Ord. 2022-50, eff. 7/20/23) Council will review all credit card accounts and
balances on a monthly basis.

As used in this section, "credit card account" means any bank-issued credit card account, store-
issued credit card account, financial institution-issued credit card account, financial depository-
issued credit card account, affinity credit card account, or any other card account allowing the
holder to purchase goods or services on credit or to transact with the account, and any debit or
gift card account related to the receipt of grant moneys. "Credit card account" does not include a
procurement card account, gasoline or telephone credit card account, or any other card account
where merchant category codes are in place as a system of control for use of the card account.

Fuel Cards. (Ord. 2021-54, eff. 11/18/21) The Village maintains fleet fuel cards in each Village-
owned vehicle (Police and Service Departments). Employees using the vehicles are authorized to
purchase fuel with the fuel cards and their individual identification number and vehicle
identification number.

A log is maintained by the Department Head for each vehicle and its corresponding fuel card, and
for each purchase the following information is entered:

e Date
e Employee Name
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e Vehicle ID
e Odometer Reading
e Gallons purchased

Each vehicle log shall also set out the following vehicle information:

Date placed in service
Fuel tank capacity
Average miles per gallon
Type of Fuel used

For each fuel purchase, the employee shall turn in the receipt and complete the log information
required. The Department head reviews the log on a monthly basis (at the time the bill is
presented by the Fiscal Officer) to confirm accuracy and completeness, to reconcile the log with
the information provided on the bill (which sets out the vehicle and employee ID and fuel
purchase information) and further to identify trends in the data and investigate any anomalies.

Misuse of a fuel card shall be treated as Misuse of a Credit Card as set forth in section 4.9.G,
above.
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CHAPTER 5

BENEFITS

Section 5.1 INSURANCE (Amended Ord. 2017-50, eff. 12/19/17)

A.

Each full-time employee, as defined in Section 3.1.A.1, is entitled to insurance benefits as provided in
other ordinances. Effective January 1, 2008 all full-time employees receiving insurance benefits will
pay a 5% cost sharing on the premium. Insurance benefits include:

1. Group medical insurance for employee and dependents

2. Prescription Drug Program

3. Dental Insurance

4, Term Life Insurance of not less than Ten Thousand Dollars ($10,000).
5. Vision

For a complete description of insurance benefits, please contact the appropriate Insurance provider.

A full-time employee eligible for these benefits may choose to “opt out” of any or all of the available
coverages, and in so doing shall be exempt from the 5% cost sharing for the particular benefit(s)
declined.

If an employee fails to pay the cost sharing portion of a desired benefit, that coverage shall be
terminated.

B.

Part-time employees and elected officials who work at least 30 but less than 40 hours per week are
eligible to avail themselves of the various components of the Village's insurance program, however,
cost sharing of insurance premiums is not available to part-time employees and part-time elected
officials. Elected officials and employees working at least thirty but less than forty hours per week
desiring to obtain Village insurance benefits are required to pay 100% of the relevant monthly
premium through payroll deduction.

Section 5.2 VACATION (Amended Ord. 2013-57, eff. 7/16/13)

A.

Permanent fill-time employees only shall be granted vacation leave with pay at their regular rate of
pay. Vacation leave shall accrue as follows:

Length of Service with the Village Accrual Rate per Pay Period
Up to Ten Years 3.08 hours
Ten Years or More 4.62 hours
Fifteen Years or More 6.16 hours

Additionally, full-time employees hired prior to 1995 only shall accrue additional vacation time as
follows:

Twenty Years or More 7.69 hours
Twenty-Five Years or More 9.23 hours

Existing full-time employees as of July 1, 2013 will begin to accrue vacation at the above rates
beginning January 1, 2014, as their full vacation award for 2013 has previously been granted.

Accrual at a higher rate shall begin with the next pay period after the employee’s start date
anniversary, as appropriate.
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The Village of Mantua does not consider employment with other State agencies when computing
Length of Service for vacation accrual. Vacation leave accrual is based on full-time continuous
employment with the Village. Should an employee voluntarily terminate his employment with the
Village and later be re-hired, prior full-time service will not be considered. Should an employee’s
full-time status be reduced to part-time and later elevated to full time, or the employee be laid off
and later recalled, be on an authorized leave of absence or FMLA, prior full-time service will be
included.

Full-time employees will be eligible to use accrued vacation leave after six months continuous full-
time service with the Village and the successful completion of their probationary period.

If one of the holidays specified in Section 5.3 falls within the employee’s vacation week, the
employee will be given holiday pay for the holiday and will be permitted to use the vacation leave at
another time.

No employee shall be permitted to carry over more than two hundred forty (240) hours of vacation
leave from one calendar year to the next. Accrued but unused vacation time in excess of 240 hours
existing as of December 31% of any year shall be forfeited except for all accumulated time accrued as
of the first effective date of Ordinance 2010-24.

Employees may only use vacation time to replace normally scheduled work hours. Vacation time
shall be considered “hours worked” for calculation of overtime compensation, but shall not be used
to create or increase an overtime situation. Vacation continues to accrue while the employee is on
vacation, personal or sick leave, comp time, administrative leave, or leave of absence less than one
month (section 5.9.G). All vacation time must be approved by the employee’s Department Head.
Vacation Leave of Department Heads must be approved by the Mayor. A vacation request must be
submitted no less than two weeks in advance of the vacation leave. (Amended Ord. 2024-09, eff.
2/20/24)

Upon retirement or any other employment termination, the employee will be paid for any accrued
vacation at his/her current hourly rate, except that an employee who fails to complete the six-month
probationary period will not be paid for accrued vacation.

There will be no cash payment for accrued but unused vacation time, except as provided in Section
5.2.G, or, in individual instances, upon affirmative vote of at least two-thirds of the Village Council
for good cause shown.

Section 5.3 HOLIDAYS

A.

Paid holidays shall be as follows: New Year’s Day, Martin Luther King Day, Presidents Day, Memorial
Day, Juneteenth (June 19™), July 4" , Labor Day, Veteran's Day, Thanksgiving, the day after
Thanksgiving, and Christmas Day. (See Appendix B) (Amended Ord. 2022-50, eff. 7/20/23)

In the event a holiday falls on a Saturday it shall be observed on the preceding Friday and if it falls
on a Sunday it shall be observed on the following Monday. When a holiday falls on Saturday or
Sunday, Village employees that are regularly scheduled to work on that holiday are permitted to take
the actual holiday off with the permission of their Department Head rather than the preceding Friday
or following Monday. Holiday pay remains a cash payment equal to eight (8) hours of wages for all
Village employees.

All full-time employees shall receive eight (8) hours compensation as Holiday pay and said payment
should be reflected on the appropriate time sheets. Employees who work on a Holiday will be paid at
their regular hourly rate and shall be permitted to take an additional day off with pay within six (6)
months.

In cases where an employee is scheduled to work either or both of the days before and after a
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holiday, the employee must work the regularly scheduled days in order to receive the holiday pay.

Holiday pay is a fringe benefit and shall be reflected as hours worked on time sheets. (Amended
Ord. 2024-09, eff. 2/20/24)

Employees will not be paid for holidays which occur during a leave of absence or disciplinary action. If
a holiday occurs during a period of sick leave, the employee will be regarded as having taken the
holiday and will not be charged for sick leave. A holiday occurring while an employee is on vacation
will be counted as a holiday and not as a vacation day.

Other Special Holidays may be allowed without pay or as a vacation day upon advance request of the
individual employee. Requests submitted to the department head and/or Council at least one month
in advance will, as much as possible, be authorized. Reasonable effort shall be made by the
department head or Council to accommodate all requests submitted after that period.

Section 5.4 SICK LEAVE

A.

Each regular full-time employee of the Village shall be entitled, for each completed eighty (80) hours
of service, to sick leave of four and six-tenths hours with pay. Employees may use sick leave, upon
approval of the responsible administrative officer of the department, for absence due to illness,
injury, exposure to contagious disease which could be communicated to other employees and for
illness or death in the employee’s immediate family. Unused sick leave shall be cumulative.

Sick leave in excess of three (3) days will not be approved unless the employee supplies written
documentation signed by a physician.

As of the first effective date of this Ordinance, part-time employees shall no longer accrue sick leave.
Unused sick leave previously accumulated to a part-time employee’s credit shall be retained by the
employee until used or until separation from employment. Should a part-time employee be elevated
to full time status, unused sick leave shall remain to that employee’s credit.

Consistent with Ohio Administrative Code section 123:1-32-10, the previously accumulated sick leave
of an employee who has been separated from the public service may be placed to his credit upon his
re-employment in the public service. An employee who transfers from one public agency to another
shall be credited with the unused balance of his accumulated sick leave. The responsible
administrative authority of the department may require the employee to furnish a satisfactory
affidavit, or a certificate from a licensed physician, as to the nature of his iliness or other acceptable
reason for his absence as provided in this section. No sick leave may be granted to an employee
after his or her retirement or termination of employment.

Employees may only use sick time to replace normally scheduled work hours. Sick time shall be
considered “hours worked” for calculation of overtime compensation, but shall not be used to create
or increase an overtime situation. Sick time continues to accrue while the employee is on
administrative leave or leave of absence less than one month (section 5.9.G), but does not accrue
during holiday, vacation, personal, sick leave, or comp time taken. (Ord. 2024-09, eff. 2/20/24)

Section 5.5 PERSONAL LEAVE (Amended Ord. 2024-09, eff. 2/20/24)

A

Each full-time employee is authorized two personal days per year. A reason for this type of
leave is not required. Department Heads will authorize personal leave in the same manner as
vacation leave. Personal leave will not accumulate from year to year and can only be taken
by employees who have completed the probationary period for their original appointment.

A Village “Request for Leave” form must be completed by employee for use of personal
leave. Employees may only use personal leave to replace normally scheduled work hours.
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Personal leave shall be considered “hours worked"” for calculation of overtime compensation,
but shall not be used to create or increase an overtime situation.

Section 5.6 FUNERAL LEAVE

Each full-time employee who has accrued sufficient paid leave time shall be entitled to three (3) days paid
leave in the event of the death of an immediate family member (parent, grandparent, spouse, sibling, child,
steps and in-laws, other household member or cohabitant.) Time taken for Funeral Leave will be deducted
from the employee’s Sick Leave balance by default, unless the employee requests that the Funeral Leave be
deducted from his/her Vacation or Personal Leave balance instead. (Amended Ord. 2012-35, eff. 6/19/12)

Section 5.7 COURT LEAVE

Full-time employees shall be granted leave with pay to serve on a jury when required to do so, but the
pay will be reduced by the amount of any compensation received for such service. Compensation for
travel or other expenses will not be deducted from the employee’s pay. Employee shall give his/her
Department Head at least one week’s notice of time off that may be needed for Jury Duty.

All employees shall be permitted, without penalty, to honor any subpoenas properly served, if honoring
the subpoena requires absence during regularly scheduled work hours. Police personnel shall be
governed by the Mantua Police Department’s Standard Operating Procedures.

Section 5.8 MILITARY LEAVE WITH PAY

A. The officer or employee of the Village shall be entitled to a leave of absence for a period of not more
than thirty-one days in a calendar year for service with the Ohio National Guard, Ohio Defense Corps,
Ohio Naval Militia or any other reserve component of the Armed Forces of the United States, and
during such leave of absence the officer or employee of the Village shall be entitled to payment by
the Village for only that difference between what he/she earns from the military pay and what the
officer or employee would have received while employed for that period of time with the Village
based upon his or her regular hourly rate. There is no requirement that the service be for one
continuous period of time. The maximum number of hours for which payment can be made in any
one calendar year is one hundred seventy-six hours.

B. The purpose of this policy is to allow the Village to credit the military pay earned by that individual
towards the pay which that individual would have earned during the leave of absence from the
Village, it further being understood that the Village is only obligated to pay the difference between
the military pay and that which would have been paid by the Village to that individual.

Section 5.9 LEAVES OF ABSENCE
A. Any employee of the Village, who has been employed for longer than one year may be granted a
leave of absence for personal reasons at the discretion of Department Head or Mayor with

notification to the appropriate Council Committee.

B. The leave of absence shall be without pay and the employee shall maintain any benefits he/she
desires at his own expense unless otherwise provided in this chapter.

C. The leave of absence shall be granted for a specific period of time not to exceed six months. An
extension may be granted by Council if requested in writing fifteen days prior to the expiration date
of the original leave of absence.

D. Upon timely return from the leave of absence the employee shall be granted employment at his /her
original level if it is available or at similar employment if his original position has been filled.

E. Failure to return from a leave of absence at the specified date will be considered as a resignation.
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All approved leaves of absence shall be confirmed in writing to the employee by the Department
Head with a copy to the employee's file.

Vacation and sick leave do not accrue on a leave of absence in excess of one month. Vacation
allowance is paid at the time of departure on the amount unused and accrued. Any sick days
accumulated prior to the leave may be reinstated immediately upon return.

UNIFORMED SERVICE LEAVE WITHOUT PAY: Uniformed Service leave shall be governed by Ohio
Administrative Code Section 123:1-34-05

Section 5.10 FAMILY AND MEDICAL LEAVE

A.

Eligibility - An employee who has worked (1250) hours in the (12) month period prior to the date
leave is to commence, and has been employed with the Village for a minimum of (12) months, is
entitled to a maximum of (12) weeks leave in any calendar year, if the reason for the leave qualifies
under the Family and Medical Leave Act.

Family Leave

1. Family leave can be taken at the birth of an employee's child or placement of a child into the
employee's home for adoption or foster care.

2. For purposes of family leave, the employee must take the leave within (2) months of the
qualifying event.

Medical Leave

1.  When an absence qualifies for family and medical leave, both the paid and unpaid time off from
work will be charged against that entitlement.

2. Medical leave can be taken to care for an immediate family member with a "serious health
condition" or for the employee's own "serious health condition."

3. "Serious health condition" is defined as an illness, injury or impairment that requires:

a. Inpatient care in a hospital, hospice or residential facility including any period of incapacity
or subsequent treatment in connection with inpatient care; or

b. Continuing treatment by a health care provider involving any of the following:

(1) A period of incapacity of more than (3) consecutive calendar days that involves:
i. Treatment (2) or more times by a health care provider;

ii. (1) treatment by a health care provider that results in a regimen of continuous
treatment.

(2) Any period of incapacity due to pregnancy or pre-natal care;

(3) Any period of incapacity or treatment for incapacity due to a chronic serious health
condition;

(4) Permanent or long-term conditions for which treatment may not be effective, or

(5) Any period of incapacity to receive multiple treatments either for restorative surgery after
an accident or injury or for a condition that would likely result in a period of incapacity of
more than (3) consecutive calendar days in the absence of medical intervention or
treatment.
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c. Examinations to determine if a severe health condition exists and evaluations for the
condition.

4. "Immediate family member" is defined in the Act as a spouse, parent, son or daughter. In-laws
are not included.

D. Use of family/medical leave will be recorded in minimum increments of (1/2) hour.

E.

Leave under this section must be used concurrently with the employee’s previously accrued paid leave
time.

1. In the case of a medical leave, the employee is required to use all accrued sick, vacation and other
available paid leave prior to being placed on unpaid status.

2. In the case of family leave, an employee is required to use all accrued vacation and other paid
leave, not including sick leave, prior to being placed on unpaid status.

3. An employee will not be required to exhaust all paid leave benefits, if he/she is required to take
family/medical leave for a qualifying condition under Workers' Compensation.

4. All medical and/or family leave not compensated under section 5(a) and 5(b) above is unpaid.
Certification/Recertification

1. When an employee requests a medical leave, the employee must furnish a written statement from
his/her health care provider certifying that he/she is unable to work and the expected date of
return to work.

2. When an employee requests leave to care for a family member, the employee must furnish a
statement from the family member's health care provider certifying the condition, the necessity for
the employee's care of the family member, and the expected duration of required care.

3. The employee must comply with any request for certification or recertification as soon as possible,
but not more than (15) days after the request, as a condition of leave approval or continuation of
leave. The cost of certification or recertification will be paid by the employee.

4, If the Mayor doubts the validity of the certification provided, the Mayor may require, at the
Village's expense that the employee obtain the opinion of a second health care provider
designated or approved by the Mayor. If the second opinion differs from the original certification,
the Mayor may require, at the Village's expense, the opinion of a third health care provider jointly
approved by the Mayor and the employee. The opinion of the third provider will be considered
final and binding on both parties.

When an employee requests family leave or leave for a planned medical treatment, the employee must
give (30) days notice of the date the leave is expected to commence and the anticipated length of the
leave. The Village requests that an employee give as much notice as is practicable so that operational
needs can be met. In the case of planned medical leave, the Village requests that the treatment be
scheduled so as to cause minimal disruption to services.

Leave may be taken intermittently (i.e. periods of (1) hour or more over several weeks) or on a
reduced schedule (i.e. less than a full-time basis) when medically necessary or if the employee is
needed to care for a family member with a serious medical condition. Intermittent/reduced schedules
are available subject to the following conditions:

1. The employee must make a reasonable effort to schedule time off so as not to disrupt the
operations of the Village. The employee must provide not less than (30) days notice before the
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date the leave is to begin, unless the medical condition requires leave to begin in less than (30)
days. Finally, the employee must provide his/her Department Head with the dates on which
medical treatment is expected along with the expected duration of the treatment or the length of
time needed to care for a family member.

2. The Mayor may require an employee to transfer temporarily to an available alternative position
offered by the Village, if the employee is qualified, the position has equivalent pay and benefits,
and the position better accommodates recurring periods of leave than the employee's regular
position.

I. Health Insurance

1. The Village will contribute to health care premium for an employee who is not in active pay status,
but is on a family/medical leave.

2. An employee covered under this section must continue to contribute that portion of health benefit
premiums normally attributable to the employee (5%) as they become due by remitting them to
the Fiscal Officer on a monthly basis.

3. An employee for whom the Village maintains health care coverage during a family/medical leave
and who does not return to work at the end of the leave shall be required to repay the Village the
amount it paid to maintain the coverage. (See Section 5.1 Health Insurance).

J.  Return to Work

1. An employee wishing to return before the scheduled end of a leave must give at least (2) working
days advance notice to his/her Department Head.

2. If the employee is on a medical leave due to a serious health condition, the employee will be
required to provide a fitness-for-duty certification before the employee is permitted to return to
work.

3. Upon return from a family/medical leave, an employee will be restored to the position held when
leave commenced, or a position with equivalent benefits, pay, and other terms and conditions of
employment.

4, All benefits accrued prior to the leave will remain intact; however, the employee will not accrue
benefits (seniority, vacation and sick leave) during any unpaid portion of the leave.

K. If it is discovered that a leave of absence granted for a specific purpose is not being used for that
purpose, the Mayor may cancel the leave and direct the employee to report to work and the employee
may be subject to disciplinary action. (See Section 9.1)

L. An employee who fails to return to work at the expiration or cancellation of an approved family/medical
leave, without satisfactory explanation to the Department Head and the Mayor, will be terminated. The
employee's termination date will be established as the starting date of the formerly approved
family/medical leave.

Section 5.11  Employee Discounts

A. Cemetery Plots: During their employment, employees of the Village of Mantua are entitled to
purchase burial plots within the Mantua Village Cemetery at the same rate as a Village resident.

B. Park Lodge: During their employment, employees of the Village of Mantua are entitled to rent the
Buchert Park Lodge at the same rental rate as a Village resident.
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CHAPTER 6

EMPLOYEE DEVELOPMENT

Section 6.1 DEVELOPMENTAL TRAINING

A.

The Village encourages the development of all employees through continuing education and training.
Employees in certain positions are required as a condition of continuing employment to take coursework
and training.

B. All Departments are budgeted funds for employee training based upon the availability of funds
throughout the Village. The approval of payment and/or reimbursement of fees associated with such
trainings is solely within the discretion of the Department Head.

Section 6.2 APPROVAL OF ATTENDANCE
The approval of absence from regularly scheduled employment duties for purposes of attendance at
trainings and seminars is within the discretion of the Department Head. Such approval must be
obtained a reasonable time prior to the date of any such training so as not to cause staffing and
scheduling conflicts within the department.

Section 6.3 PRORATION OF EMPLOYEE TRAINING EXPENSES

(Adopted Ord. 2017-28, eft 9/19/17)

In the event that an employee who has attended training(s) paid for or reimbursed by the Village
voluntarily separates from employment with the Village, the employee will be required to repay a
prorated portion of the training fees based upon the length of time elapsed from the date of the
training and the separation from employment, according to the following schedule:

Cost of Training to Village: Proration Period:

$500.00 - $999.99 One Year
$1000.00 - $1999.99 Two Years
$2000.00 and above Three Years

The default method of reimbursement to the Village shall be deduction from the employee’s final
paycheck. If the final paycheck is insufficient to cover the required amount, the employee shall
tender the remaining amount due within sixty (60) days of separation from employment.

This policy only applies to voluntary separation from Village employment; if the employee is
involuntarily terminated, he/she shall not be responsible for repayment under this section.

Costs subiject to this section include but may not be limited to: tuition fees, lodging, meals, mileage,
training materials, equipment and/or supplies.

The employee shall acknowledge and agree to comply with this policy in writing prior to the
commencement of any training which may become subject to this section.
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CHAPTER 7

EMPLOYEE CONDUCT

Section 7.1 CODE OF ETHICS

A.

An employee must always conscientiously perform all assigned job duties.
An employee must be tactful, patient and courteous when conducting Village business.
An employee may not grant special consideration to any citizen or group of citizens.

An employee may not engage in any outside employment or have a financial interest that will conflict
with his/her duties or be detrimental to the Village. (See Appendix C STATE OF OHIO ETHICS LAW).

An employee may not request or permit the use of Village vehicles, equipment, materials or property
for personal convenience or profit.

An employee may not accept or ask for any gift or consideration that is granted as a result of his/her
employment with the Village.

An employee may not use the Village's name or tax exempt status for his/her personal advantage on
any purchase.

An employee may not discuss or reveal confidential Village information to anyone, under any
circumstances, except within the scope of his/her job duties.

Section 7.2 ATTENDANCE

A.

B.

ABSENCE REPORTING (Amended Ord. 2016-01, eff. 2/16/16)

1.  When an employee is unable to report to work, he/she must notify his/her immediate
Department Head, or another designated person, before the start of his/her scheduled
work hours on the first day of absence and each day thereafter. An employee requesting
sick leave must notify his/her Department Head no later than one-half (/2) hour prior to
the start of the work period, on each day of absence, unless other arrangements have
been made. Employees in the Police Department shall notify the Dispatch Center by
telephone as soon as possible but no later than three (3) hours prior to the start of the
shift. Fiscal Officer’s Office and Service Department employees may notify their
department head by telephone call or text message. The reporting procedure shall apply
unless emergency conditions make it impossible or prior arrangements have been made in
advance.

2. Employees must personally complete and sign Call-Off/Tardy form. (See Appendix D)

FREQUENCY OF ABSENCES

1. Regular attendance is expected of all employees.

2.  An employee who develops a pattern of absences, or whose frequent absences, tardiness/early

departure affects the Village's ability to provide services, will have his/her absences reviewed by
Department Head for possible disciplinary action.

C. TARDINESS/EARLY DEPARTURE

1. Employees are expected to arrive at work promptly and remain at work until the end of the
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scheduled workday. An employee who will be late reporting to work must call the Department
Head by his/her scheduled start time.

2. Tardiness/early departure is defined as late arrival at the employee's work location, early departure
or overstaying scheduled meal periods.

3. Time lost due to tardiness/early departure may be made up only with the permission of the
Department Head and must be completed within the same work week.

4. In the event that an employee whose shift is ending is being relieved by another employee, they
shall not depart until their relief has arrived.

Section 7.3 OUTSIDE EMPLOYMENT

A.

Outside employment for full-time employees is allowed when the following provisions are met:
1. The interests of the second employer do not conflict with those of the Village;
2. The second job does not have a negative impact on the employee's Village job performance; and,

3. Employment with the Village is the employee's primary job and time conflicts are resolved in favor
of the Village.

4. Employee executes “Outside Employment Request” (Appendix J).

B. Primary Employment for part-time employees is governed by the following provisions:
1. The interests of the primary employer do not conflict with those of the Village;
2. The primary job does not have a negative impact on the employee's job performance.

C. When an employee's Department Head has reason to believe the demands of a second job are having a
negative impact upon the employee's performance or availability, the employee will be advised by
Department Head. If the situation is not resolved, appropriate disciplinary action may result.

Section 7.4 DEPARTMENT EQUIPMENT

A. Each employee is responsible for all keys and other assigned equipment, and must return them upon
termination of employment. An employee may be required to pay for lost equipment.

B. Lost keys must be reported immediately to the Department Head.

C. The use of Village equipment, machines and property for purposes other than Village business is
strictly prohibited.

D. Due to safety issues and Village insurance requirements, employees and/or citizens are prohibited from
washing or making repairs to any personal vehicle or personal equipment on Village property or using
Village equipment of any kind, violations are subject to DISCIPLINE Section 9.1.

E. Each employee is responsible for reporting malfunctioning, damaged or defective equipment to the
Department Head.

F.  Each employee is responsible for reporting misuse of Village property or equipment.

G. Department equipment policies apply to all Village employees or volunteers that are actively working or
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not actively working and any citizen or elected official or committee member.

COMPUTER SOFTWARE AND DATA

1.

6.

It is the responsibility of each employee to ensure that software and hardware computer resources
owned, leased by or licensed to the Village are properly secured and controlled.

No employee may misuse his/her authority over any such computer resources.
All computer software, data and information relating to the conduct and operation of the Village
are considered proprietary information belonging to the Village and cannot be appropriated,

altered, sublicensed, copied or used for other than Village business.

No software, data or information may be removed from the Village premises in the form of tape,
diskette, print or other media, unless the removal is related to Village business.

Passwords are regarded as confidential and may not be given to others. Any suspected loss or
misuse of passwords is to be reported immediately to the Department Head who shall also notify
the Mayor. If appropriate, disciplinary procedures shall be initiated.

All data are public records, unless otherwise specified by law.

E-MAIL POLICY

1.

3.

Purpose: Electronic mail, Internet and telecommunication access are resources made available to
village employees to communicate with each other, other governmental entities, companies and
individuals for the benefit of the Village.

Policy: The Village of Mantua Electronic Mail System (e-mail) is designed to facilitate village
business communication among employees and other business associates for messages or
memoranda. Since no computer system is completely secure, the e-mail system is not intended
to transmit sensitive materials, such as personnel decisions and other similar information which
may be more appropriately communicated by written memorandum or personal conversation.

The e-mail system is village property and intended for village business. The system is not to be
used for employee personal gain or to support or advocate for non village-related business or
purposes. All data and other electronic messages within this system are the property of the
Village of Mantua. E-mail messages have been found to be public records and may be subject to
the right-to-know laws, depending on their content.

In addition, the Village, through its Department Heads and supervisors, reserves the right to
review the contents of employee's e-mail communications when necessary for village business
purposes. Employees may not intentionally intercept, eavesdrop, record, read, alter, or receive
other persons' e-mail messages, without proper authorization.

The Village of Mantua, through its Department Heads, purchases, owns and administers the
necessary software and licenses to provide access to e-mail and Internet services. Employees
may not rent, copy or loan the software, or its documentation. The village has invested much
time and money to secure its electronic systems from intrusion and harmful viruses. Therefore,
employees may not provide alternative software to access the system. Employees may be held
responsible for any damages caused by using unauthorized software or viruses they introduce
into the village system. Department Heads are responsible for the implementation and adherence
of this policy within their departments.

Procedures General Information on Passwords
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While you may have a confidential password, users should be aware that this does not mean that
the system is for personal confidential communication, nor does it suggest that e-mail is the
property right of the employee. The use of the e-mail system is for village business. Passwords
should be periodically changed to ensure security of the e-mail system. Users should not share
their passwords with anyone else, other than as his or her managers may require.

Internet

The Internet provides the village with significant access and dissemination of information to
individuals outside of the city. The use of the Internet system for access and dissemination is
intended to serve village business. Like all e-mail messages, Internet messages are capable of
being forwarded without the express permission of the original author. E-mail messages are also
routinely passed through routers before they reach their final destination. A message is "touched"
many times before it gets to its recipient, and the message author should be aware of this.
Therefore, users must use caution in the transmission and dissemination of messages outside of
the city, and must comply with all state and federal laws.

Prohibited Uses

When sending e-mail messages, appropriateness and good judgment should be used. The
following are examples of e-mail uses that are prohibited:

Communications that in any way may be construed by others as disruptive, offensive, abusive, or
threatening;

Communications of sexually explicit images or messages;

Communications that contain ethnic slurs, racial epithets, or anything that may be construed as
harassment or disparagement of others based on race, national origin, sex, age, disability or
religious beliefs;

Solicitation for commercial ventures, religious or political causes, outside organizations, or other
non job-related solicitations; and

Any other use that may compromise the integrity of the village and its business in any way.
Retention of E-mail

Generally, e-mail messages are intended to be temporary communications that are non-vital and
may be discarded routinely. However, depending on the content of the e-mail message, it may be
considered a more formal record and should be retained pursuant to a department's record
retention schedules. As such, these e-mail messages are similar to printed communication and
should be written with the same care. Each department head is responsible for establishing and
maintaining department retention schedules for the information communicated through the e-
mail system.

However, employees should be aware that when they have deleted a message from their
workstation mailbox it might not have been deleted from the central e-mail system. The message
may be residing in the recipient's mailbox or forwarded to other recipients. Furthermore, the
message may be stored on the computer's back-up system for an indefinite period. Note that e-
mail has been classified as "public" documents, i.e. available to the media, in at least one state.
Keep that in mind when you create or store e-mail.

Employees should delete e-mail messages as soon as possible after reading. An accumulation of
files will degrade system performance and response times.
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7.

10.

Applicability to Employees, Part-Time Employees, Contractors, and Other Users

This e-mail policy applies to all public officials, employees, contractors, part-time employees,
volunteers, and other individuals who are provided access to the Village's e-mail system. Third
parties should only be provided access to the e-mail system as necessary for their business
purpose with the village and only if they abide by all applicable rules.

Employee Termination, Leave of Absence, Vacation, and Other

Employees who leave employment with the village have no right to the contents of their e-mail
messages and are not allowed access to the e-mail system. Supervisors or management may
access an employee's e-mail if employees are on leave of absence, vacation, or are transferred
from one department to another department and it is necessary for the city's business purposes.

Penalties

The misuse of the Internet or e-mail privileges may be considered sufficient cause for discipline in
accordance with the Village of Mantua Personnel Policies and Procedures, and/or other applicable
rules or laws. In addition, violations of this policy or misuse of the e-mail system may be referred
for criminal prosecution.

Acceptance

The Village will require employees to read and signify acceptance of the terms of this policy by
signing the following agreement before making electronic systems available. (Appendix I)

11. Agreement to E-mail Policy

All employees must read and sign a statement that the employee has read and agrees to abide
by the E-mail Policy contained in Section 7.19 et seq. The statement shall read:

"I have read and agree to the specifics as stated in the attached E-mail Policy, which includes
the following specifics.

a. That my use of the e-mail system is for the furthering of the business of this municipality;

b. That I may not intentionally intercept, eavesdrop, record, read, alter, or receive other
persons' e-mail messages without proper authorization;

c. That I may not use the e-mail system for solicitation of funds, political messages, or
harassing messages;

d. That my e-mail messages and data are the property of [municipality] and may be accessed
for review by supervisors; and

e. That my e-mail will be retained according to the Village Records Retention of policy.

Section 7.5 USE OF VILLAGE OWNED TELECOMMUNICATION EQUIPMENT

A.

Personal use of Village telecommunication equipment (TE) (including but not limited to telephones, cell
phones, radios, walkie talkies, base unit radios, pagers) is prohibited. Personal use is limited to
emergency situations, and those calls approved by the employee's Department Head. Employees who
have been issued or have access to a Village owned cell telephone shall be responsible for all
charges accrued for all personal or private (non-business) telephone calls.

Use of TE for personal use or charging personal toll calls to the Village will result in disciplinary action.
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C.

Use of cell phones for any purpose while operating a Village vehicle, or personal vehicle for Village
purposes, is prohibited, other than in emergency situations.

Personal (Employee-Owned) Cellular Telephones

Employees may carry personal cell telephones for emergency use. No employee is to make or receive
personal telephone calls while on the job. Employees may make calls when they are on break or
during their lunch period.

Employees that are required or have a Village issued cell telephone may request to use their own
personal cell phone instead. The employee shall submit that request to the Mayor or their designee
for their approval before any compensation is made. Upon agreement, the employee shall be
compensated at the lowest rate the Village pays for Village issued cell telephones.

Passwords and PINs stored on Village Telecommunications equipment and laptops shall, on an ongoing
basis, be reported to the Department Head, who shall convey the information to the Police Chief for se-
cure maintenance. This does not apply to the UAN computer maintained by the Fiscal Officer. (Adopted
Ord. 2022-50, eff. 7/20/23)

Section 7.6 CITIZEN COMPLAINTS OR REPORTABLE INCIDENTS (APPENDIX G)

A.

When a citizen complaint cannot be settled by the employee to whom it is reported, the citizen should
be referred to the Department Head.

When an employee observes or is involved in an incident that is inconsistent with the customary
activities of his/her job, he/she is to report the incident to their Department Head, in writing.

The Department Head shall report the incident to the Mayor in writing, and the Mayor will determine
who will be responsible for making an explanation to the citizen, correcting an error, apologizing on
behalf of the Village, or following-up on the incident, as appropriate.

Section 7.7 SEXUAL HARASSMENT

A.

Sexual harassment is defined as any unwelcome sexual advance, request for sexual favor or other
verbal or physical conduct of a sexual nature, when:

1. Submission to the conduct is made a condition of employment;
2. Submission to or rejection of the conduct is used as the basis for an employment decision; or

3. The conduct interferes with job performance or creates an intimidating, hostile or offensive work
environment.

The Village of Mantua neither condones nor tolerates sexual harassment in the workplace, whether
committed by Department Head or non-Department Head employees or the public. No one is
permitted to imply or threaten that cooperation or refusal of sexual advances will have any effect on an
employee’s status, advancement, assignment, career development, compensation or any other
condition of employment or appointment.

The responsibility for administering and complying with this policy has been delegated and
communicated to all levels of management. Department Heads will ensure that all employees are
aware of the policy against sexual harassment, and that adequate procedures are in place to facilitate
prompt reporting, investigation and remedial action.

Any Department Head or management employee who observes any behavior that could be interpreted
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as sexual harassment is responsible for taking prompt action to stop the behavior.

E. SEXUAL HARASSMENT INVESTIGATION PROCEDURE: Whenever an employee believes he/she is a
victim of sexual harassment, the following investigation procedure is to be followed:

1.

An employee who believes he/she is a victim of sexual harassment may contact any Department
Head to file a complaint. Anyone who receives a complaint is required to immediately notify the
Mayor who will order a thorough investigation. The Mayor will inform the Village Council President
that a complaint has been received.

If a Department Head is the subject of the complaint, the complaint shall be filed with the Mayor.

If a Mayor is the subject of the complaint, the complaint shall be filed with the President of
Council.

When the individual or other appropriate individual, as identified in #2 or #3 above, is advised of
alleged sexual harassment either on the basis of a written or verbal report, a thorough
investigation of the situation will be made in the following manner:

a. The complaint will be documented either in writing or on audiotape. The report will include a
factual description of the incident.

b. If the Solicitor, after a discussion with the complainant and such witnesses he/she deems
necessary, finds that the complaint is credible and may constitute sexual harassment, the
Solicitor shall discuss the findings with the Village Council.

d. If the Village Solicitor has reason to believe the reported acts did occur, the employee will be
advised that such conduct is improper and in violation of federal and state law, and that the
employee is subject to disciplinary action up to and including discharge.

e. If the Village Council determines that the incident did not occur or does not constitute sexual
harassment, no document indicating that a complaint was filed or that an investigation was
undertaken will be placed in the personnel file of either the complainant or the accused
employee.

F.  Whenever an employee believes he/she is a victim of sexual harassment by a member of the public or
a vendor, the incident may be reported in the following manner:

1. The employee will notify any Department Head in the vicinity of the incident.

2. The Department Head will intervene in a manner he/she determines to be appropriate to alleviate
the immediate situation.

3. The employee will document the complaint and include a factual description of the incident.

4, The Department Head will document his/her action and submit it along with the employee's
written complaint to the Mayor.

5. The Mayor will determine if additional action is required and file a report, including required action
with the Village Council.

Section 7.8 DRUG-FREE WORKPLACE

A. The use, sale, distribution, possession or manufacture of illegal drugs on the premises of the Village, in
any of its vehicles or by an employee while on duty is prohibited.
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F.

Employees are prohibited from being under the influence of alcohol, behavior altering legal prescription
drugs or illegal drugs during work hours. Employees are also prohibited from being under the influence
of these substances when they are representing the Village at meetings or in the community. Both
employees and Village owned equipment and containers under their control are subject to search and
surveillance at all times while on Village premises or while conducting Village business, if the occasion
warrants such measures.

An employee who must use prescribed drugs that could impair his/her ability to perform the job duties
must report this fact to his/her Department Head along with acceptable medical documentation. A
determination then will be made as to whether the employee should be able to perform his/her job
safely and properly.

The legal use of non-prescription drugs is permitted on the job only if it does not impair an employee's
ability to perform the job and does not pose a direct threat to the safety of the employee or others in
the workplace.

The Village will not knowingly hire an individual who is currently using illegal drugs. Certain specific
positions may require pre-employment testing for the presence of such substances. Whenever an
employee or applicant for employment in one of those positions must be tested, he/she will be
informed of the test requirement in writing before the test is administered.

The Village may, at its option, administer random drug screening to any and all employees.

Section 7.9 DRUG TESTING

A.

Pre-employment testing: Each applicant for employment with the Village will be notified that he/she
may be required to submit to a drug test should he/she be selected for employment. The taking and
passing of this test shall be a condition of hire.

Post-accident tests: Any Village employee driving a Village owned vehicle involved in a reportable OH-1
accident will be subject to a drug and alcohol test following the accident.

Driver's Responsibility: A driver described under section 7.9.B must report immediately for drug and
alcohol testing upon release from the scene by the responding officer. If hospitalized, driver must
submit to such testing at hospital.

The procedure for when an employee is reasonably suspected to be under the influence of drugs or
alcohol while on duty is as follows:

1. An employee who suspects that another employee is under the influence of drugs or alcohol
should notify the employee’s Department Head or the individual in charge at the time.

2. The Department Head should not leave the presence of the suspected employee.

3. The Department Head will observe the employee and determine through observation and
questioning if the employee is ill, fatigued, under the influence of prescribed drugs, reacting to
environmental substances such as smoke or fumes, or possibly under the influence of illegal drugs
or alcohol. The Department Head will record his/her observations and any information gathered
from the employee.

4. When the Department Head is not available to observe the suspected employee, the supervisor
may determine that there is reason to believe the employee is under the influence of alcohol or
illegal drugs. If the Department Head is available to observe and question the suspected
employee, the Department Head will determine that there is reason to believe the employee is
under the influence of alcohol or illegal drugs.
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5. Prior to testing, the employee will be given a written statement documenting the specific objective
facts leading to reasonable suspicion. The employee will be given an opportunity to read and
understand the reasons for requiring a test and will have an opportunity to respond and/or provide
a written statement. The employee to be tested may be accompanied by another Village
employee during such an explanation.

6. The employee will lose no straight time pay during the drug testing process. Refusal to submit to
a required test will result in disciplinary action.

7. Testing procedure:

a. Testing will be done by a laboratory certified by the State of Ohio as a medical and forensic
laboratory that complies with the scientific and technical guidelines for drug testing programs.

b. The employee to be tested will be escorted to the laboratory preferably by a member of the
Police Department or the Department Head.

c. Specimens will be collected at the laboratory or hospital where the specimen is to be tested,
according to the laboratory's established procedures to ensure procedural integrity and a
chain of evidence.

d. An employee with a positive test result may request that the laboratory conduct a confirming
test, cost to be paid by the Village.

e. If the confirming test result shows the employee was not under the influence of drugs or
alcohol while on duty, the results will be reported as negative and all documentation regarding
the Department Head’s observations and testing will be clearly marked with final disposition.

f.  If the confirming test result shows the employee was under the influence of drugs or alcohol
while on duty, the appropriate disciplinary action will be administered. See Section 9.1.1.3

g. Any such confirming test shall be made part of employee’s personnel file.

If the Department Head has reasonable suspicion that an employee is dependent upon controlled
substances or alcohol, he/she may require that the employee be evaluated by an approved
alcohol/drug rehabilitation program. The employee will be required to submit to the evaluation before
his/her return to work.

The employee will be placed on paid leave during the evaluation process, so long as he/she reports for
the evaluation at the appointed time. The evaluation process paid leave shall not exceed 5 working
days. If the employee refuses to promptly submit to an evaluation, he/she will be placed on an unpaid
leave of absence and will be subject to discipline. See Section 9.1.1.3.

If an employee is found to be dependent upon controlled substances, he/she may use accrued sick
leave or request an unpaid leave of absence during the treatment program and until he/she is released
by his/her physician to return to work.

The established treatment plan will be submitted for approval to the Mayor. Failure to fully cooperate
with a Village approved and established treatment plan may result in discipline, up to and including
discharge. See Section 9.1.1.3.

An employee experiencing problems resulting from drug or alcohol abuse or dependency should seek

counseling. Counseling will be kept confidential and will have no influence upon the employee's
performance evaluation. Job performance alone will be the basis of all performance evaluations.
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L.

An employee convicted of any criminal drug violation, suspension or revocation of license must report
such conviction to the Department Head within (5) days. The Department Head shall report the
conviction to the Mayor.

Section 7.10 ON THE JOB INJURY

A.

An employee who receives an injury or illness arising out of and in the course of employment must
notify his/her Department Head immediately and must submit a written report recording all pertinent
and factual information about the accident. (See Appendix F). This report must be completed on each
work-related injury, whether or not the employee requires medical attention. The report is to be
forwarded to the Department Head and Fiscal Officer for certification within (1) workday of the
accident. In the event of serious injury, the injured employee's Department Head shall be notified
immediately so that an investigation may be initiated. A Workers' Compensation claim for an
unreported injury will not be certified unless the injury required immediate medical attention and was
documented by the Department Head.

If an injury requires medical attention, the Fiscal Officer will provide the injured employee with a
Worker's Compensation form, which is to be completed by the attending licensed practitioner. This
completed report must be forwarded to the Fiscal Officer or his/her designee at the earliest possible
date.

The employee is responsible for notifying the Department Head of his/her expected date of return as
soon as it is known, and keeping the Department Head appraised of his/her condition.

An employee who is injured at work and must leave before completing the workday will be paid at
his/her regular rate for the balance of time left in the scheduled workday. An injured employee is
required to comply with all treatment plans prescribed by the attending licensed practitioner and return
to work as soon as possible.

An injured employee may elect to use accrued sick leave and/or vacation leave prior to receiving
payments from Workers' Compensation. Employees are prohibited, however, from receiving payment
for paid leave while simultaneously receiving payment from Workers' Compensation. The Village has
the right to seek reimbursement for any salary overpayment that may have occurred.

The Supervisor will notify immediately notify the Village M.C.O. (Managed Care Organization) as per
Village contract. Currently the Village M. C. O. is Comp Management Health Systems, Inc., at 1-888-
247-7799. (Amended Ord. 2012-31, eff. 6/19/12)

Section 7.11 CONTACT WITH NEWS MEDIA AND THE PUBLIC (Amended Ord. 2022-50, eff.
7/20/23)

A.

All official communications with the news media will be issued by the Mayor or his/her designee. When
an employee is contacted by the news media, the media person making the contact shall be referred to
the Mayor or his/her designee. The employee shall not offer comment to the media.

Any employee or elected official contacted by the news media or a citizen on a matter related to Village
operations should direct the caller to contact the mayor or his/her designee. This policy is designed to
avoid duplication, assure accuracy, and protect employees and elected officials and the Village from the
dissemination of misstatements and misinformation. This policy does not prohibit employees or elected
officials from making a public statement, in their off-duty hours, on matters of public concern. However,
this policy does prohibit employees and elected officials from making unauthorized public statements
during their working hours and from making public statements about matters of private concern that
negatively impact the Village.
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Section 7.12 GARNISHMENTS

A. A court ordered legal claim served to the Village by the constituted legal authority by a creditor against
the wages of an employee for non-payment of a debt is a garnishment and will be recognized and
executed by the Village.

B. Repeated or multiple garnishments of an employee's wages, not including the court mandated
deduction of child support payments, may result in disciplinary action.

Section 7.13 DRESS STANDARDS

A. Employees are expected to dress appropriately for their assigned duties. Clothing must be clean, neat,
and in good repair. Each Department Head will determine the proper dress standards for his/her
Department.

B. Employees who do not meet the standards of this policy will be required to take corrective action,

which may include leaving the premises. Work time missed by a non-exempt employee will not be
compensated.

C. Uniforms provided by the Village, including any identification tags issued, shall be worn at all times.
Section 7.14 GAMBLING

The Village does not permit gambling in any form by employees during work time. For the purpose of this
policy, work time includes regular work hours, meal periods and other breaks.

Section 7.15 SOLICITATION AND DISTRIBUTION

A. Solicitation, distribution or selling among employees is limited to not-for-profit items and is restricted to
off duty periods.

B. Off duty periods include breaks and meal periods when the employee is free to leave the work area.
The employee may be on either paid or unpaid status.

C. Work area includes any office, building or outside location where Village work is performed by any
employee.

D. Solicitation and distribution by non-employees, in the work or non-work areas is strictly prohibited
Section 7.16 SMOKE AND TOBACCO-FREE ENVIRONMENT

Smoking and tobacco use is prohibited in all Village facilities and vehicles. Smoke means to burn any
substance containing tobacco, including a lighted cigarette, cigar or pipe or to burn a clove cigarette.
Tobacco means to chew or maintain in the mouth any substance containing tobacco, including smokeless
tobacco to derive the effects of tobacco.

Section 7.17  PUBLIC RECORDS POLICY (amended Ord. 2021-60, eff. 12/21/21)

A. Introduction
We are an open government. We welcome participation by our citizens. We believe openness leads
to a better informed public, which leads to more transparent government and better public policy.
Citizens are entitled to access government records and the Public Records Act should be interpreted
liberally in favor of disclosure. (Appendix K)

B. Hours and Costs (Amended Ord. 2022-50, eff. 7/20/23)
You may make public records requests in any Mantua Village Government Office between the hours
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of 8:00AM and 3:00PM on weekdays, excluding government holidays.

For copies of public records on 8.5 x 11 inch one sided paper in black ink, the copy cost is five cents
per page. CDs are $1.00. We may require you to pay the estimated copy costs before copies are
made. All other media (photos, flash drives, etc.) will be provided at actual cost. If records are
mailed to you, we may charge you, in advance, postage and the cost of mailing materials.

How To Make A Public Records Request

We will provide prompt inspection of public records and copies of public records in a reasonable
period of time. When you make a request, we will ask you to complete a “Public Records Request
Form RC 101, (Appendix L)” which will help us locate the records and expedite your request. You

are not legally required to fill out the form, identify yourself, or give the purpose of your request. If
the records cannot be provided while you wait, we will contact you when the records are available.

Definition Of Public Records
Under Ohio law, public records are those items that meet all of the following elements:

1. Any document, device, or item, regardless of physical form or characteristic, including an
electronic record;

2. That is created or received by, or coming under the jurisdiction of a public office; and

3. That documents the organization, functions, policies, decisions, procedures, operations, or
other activities of the office. This does not include records kept for our administrative
convenience.

You may ask for a copy of our records retention schedule, which will familiarize you with the
types of records available.

Records That Will Not Be Released

Under Ohio law, some records that meet the above three elements will still be withheld from release
because state or federal law makes the record confidential. Some commonly-requested records that
are confidential include:

1.  Attorney-client privileged information and trial preparation records
2.  Social Security numbers

3.  Records of ongoing investigations

4.  Medical records

5. BMV records

6. Records that a judge ordered to be sealed per a statute

Peace Officer, firefighter, EMT, prosecutor, assistant prosecutor, children’s services worker, or
corrections officer, Residential and Familial Information (R.C. 149.43(A)(7));

Limitations

We may limit to ten the number of public records mailed to you, unless you certify in writing that
you do not intend to use the records for commercial purposes.

We will not provide copies of public records that we create or receive after your original request
is completed.
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Questions or Concerns

If you have questions or concerns about Ohio Public Records law, please contact your state
legislator. You can find contact information at www.Ohio.gov.

Section 7.18 Work Place Firearms, Deadly Weapons

A.  Purpose

The purpose of this policy is to ensure a safe work environment, free of intimidation and threat of

physical harm. Carrying a firearm is not permitted unless required within the scope and course of job

responsibility of Village employment.

Unless otherwise authorized by law, no employee shall knowingly possess, have under his/her

control, convey or attempt to convey a deadly weapon or dangerous firearm onto Village property;

and no person shall carry or attempt to carry a firearm into a Village building.
B. Definitions

1. Firearm- means any deadly weapon capable of expelling or propelling one or more projectiles by
the action of an explosive or combustible propellant. Firearm includes an unloaded firearm and
any firearm that is inoperable but that can readily be rendered operable. Firearms include, but
are not limited to handguns, pistols, rifles, shotguns, automatic and semi-automatic weapons and
Zip-guns.

2. Deadly Weapon- means any instrument, device or thing capable of inflicting death, and designed
or specially adapted for use as a weapon, or possessed, carried or used as a weapon.

3. Village Property- means the vehicles, facilities, offices and land owned, leased or under the
primary control of the Village of Mantua, including areas under construction.

4. Visitor- means any person who is on village property, who is not an employee of the Village of
Mantua acting in the course and scope of their employment. In terms of the application of this
work rule, unless a certified law enforcement or security officer, visitors are not authorized to
carry firearms or concealed weapons within any Village building.

5. Employee- includes all personnel, full or part time, which are paid by the Village, or are appointed
in an official or quasi-official capacity, whether paid or unpaid. This also includes all personnel
who work within Village facilities under separate service contracts, warranties or agreements.

6. Replica Firearm- is either of the following;

a. An object that is indistinguishable from a firearm, whether or not the object is capable of
being fired.
b.  An object that the person possesses and indicates that it is a firearm, or the person knowing
display or brandishes the object and implies that it is a firearm.
C. Policy (Amended Ord. 2022-50, eff. 7/20/23)

1.

Prohibitions
a. Employees - are prohibited from possessing or carrying a firearm or replica firearm while

acting in the course and scope of their employment on Village property, regardless whether
the employee has a permit to carry a firearm, except as otherwise provided in this policy.
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Visitors - are prohibited from possessing or carrying a firearm while in Village buildings,
regardless whether the visitor has a permit to carry a firearm, except as otherwise provided
in this policy. Signs will be posted on all Village building to notify all persons entering of this
restriction.

2. Exceptions

a.

C.

Certified Law Enforcement Officers - The prohibitions in section A above do not apply to
employees who are commissioned Law Enforcement Officers under Ohio law, when
assigned by the Village to public safety duties and acting within the scope of their duties. It
also includes duly authorized security officers when meeting Ohio Revised Code standards,
and when the contracting agreement with the Village specifies that the person be armed.

Transporting or Storage in Motor Vehicles - This policy does not prohibit the lawful
transportation or storage of firearms inside the person's privately owned motor vehicle as
provided by the Ohio Revised Code.

Other Authorized Uses

Lawful possessions or carry related to use at the Village shooting range or other such law
enforcement programs, approved in writing by the Chief of Police

Other authorized possession, storage or use as approved in writing by the Mayor of the
Village of Mantua.

3. Firearms Storage

No vehicle owned, leased, or otherwise under the control of the Village shall be used to store or
carry a firearm, unless authorized for law enforcement purposes, by job description, or by written
approval of the Mayor of the Village of Mantua.

Nothing in this policy requires the Village to provide storage facilities for employees’ firearms.

The Village has the right to inspect any person or any personal property on Village property for
firearms, including, but not limited to, lockers, furniture, containers, desk drawers, equipment or
other facilities, lunch boxes, briefcases, personal bags, personal tool boxes or tool kits and Village
vehicles.

Violations

1.

Use of Firearms — Violation of this policy by an employee while on duty is grounds for
immediate discharge. An employee who is found in violation of this policy while on duty will
not be defended or indemnified by the Village of Mantua. Furthermore, the Village will refer
suspected violations of law to appropriate law enforcement authorities and will provide
access to investigative or other data as permitted by law.

Display of Firearms or Holsters — Display of a firearm while on or off duty, whether on
Village property or in the parking lot, is considered a threat. This is grounds for immediate
discharge and will be prosecuted by the Village

An Employee, who displays replica firearms or empty holster or ammunition while on duty
or on Village property, creates a physically intimidating and hostile work environment and
will be subject to disciplinary action up to and including termination of employment.

Reporting Responsibility — An employee with a reasonable basis for believing an individual is
in possession of or carrying a firearm in violation of this policy has a duty to report the
suspected act in a timely manner, unless doing so would subject the employee or others to
physical harm.
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Reports should be made to the department head or supervisor. This policy requires prompt
notification of appropriate law enforcement authorities when an immediate threat to
personal safety exists.

Employees who make reports of a suspected violation knowing they are false or in reckless
disregard of the truth are subject to disciplinary action up to and including termination of
employment.

E. Limitations

In the event any other Village policy or procedure is found to be in conflict with this policy, the
terms of this policy shall govern.

To the extent any federal, state or local law, rule or regulation limits or prohibits the application
of any provision of this policy, then to the minimum extent necessary and only for that
geographical area, this policy is deemed to be amended to be in compliance.

Section 7.19 Political Activity
A. Employees May Not

1. Use official authority or influence for the purpose of interfering with an election or nomination to
office, or affecting the results thereof; or

2. Directly or indirectly coerce or attempt to coerce, command, or advise any other officer or
employee to pay, lend, or contribute any part of his or her salary or compensation or anything of
value to any party or committee, organization, agency, or person for political purposes; or

3. Circulate official nominating petitions for any candidate while on village time or property, or

4. Campaign by writing for publications, by distributing political material or by making speeches on
behalf of (or against) a candidate for elective office while on village time or property.

5. Soliciting the sale of or selling political party tickets (e.g. raffles or special functions) while on
village time or property.

B. Employees May

Employees may join or affiliate with civic organizations of a partisan or political nature, give
financial contributions to political candidates and organizations, circulate petitions on legislation
relating to their employment, attend political meetings, and advocate or support the principles
or policies of civic or political organizations while on their own time or property.

Section 7.20 Acceptance of Gifts and Gratuities

An employee may not accept gifts, gratuities, or loans from organizations, business concerns, or
individuals with which he/she has official relationships of business with the Village. These limitations are
not intended to prohibit employees from accepting articles of negligible value, which are widely
distributed to the general public nor from accepting social courtesies, which promote good public
relations. It is particularly important that village employees guard against relationships, which might be
construed as evidence of favoritism, coercion, unfair advantage, or collusion. The securing of a loan by an
employee from a financial institution doing business with the Village does not constitute a conflict of
interest.
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Section 7.21 Fragrance-Free Workplace Policy (Ord. 2024-13, eff. 2/20/24)

A fragrance-free environment promotes a safe and healthy workplace. Products and chemicals related but
not limited to personal care, hygiene, air freshening, and cleaning can emit fragrant or aromatic
properties which adversely affect a person’s health. People with allergies and asthma report certain
odors, even in small amounts, can cause asthmatic symptoms, headaches, upper respiratory symptoms,
shortness of breath, and difficulty with concentration. The Village of Mantua recognizes the hazards
caused by exposure to scented products and chemicals and is dedicated to providing a safe and healthy
workplace; therefore, the Village of Mantua aims, whenever possible, to maintain a fragrance-free
environment for all employees and visitors. The Village of Mantua will work to follow best practices to
limit employee exposure to aforementioned products and chemicals, and will expect property
management to ensure, whenever possible, that the workplace is free from fragrance, and that all
persons who enter or engage with Village properties observe this policy.

A. Policy

1. The Village of Mantua expects all offices and spaces used by employees and visitors to remain free
from scented products.

2. Personal care and hygiene products that are fragrant or aromatic are not to be worn in facilities or
vehicles owned and operated by the Village of Mantua.

3. Use of fragrant or aromatic air freshening products (flammable, meltable, or otherwise) is prohibited
from facilities and vehicles owned and operated by the Village of Mantua.

4. Use of fragrant or aromatic cleaning products is prohibited in personal work spaces, and employees
are to use products purchased by the Village of Mantua.

B. Procedure

1. Employees and visitors will observe the Fragrance-Free Policy, which shall be posted at or within
properties owned and operated by the Village of Mantua.

2. Any violations by employees of this policy will be subject to standard disciplinary procedure. Visitors
who violate this policy may be asked to vacate the property.
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CHAPTER 8
COMPLAINT PROCEDURE
Section 8.1 EMPLOYEE COMPLAINT PROCEDURE

A. A complaint is any disagreement with management about the employment relationship. A formal
complaint exists when an informal resolution to a dispute cannot be achieved, and the employee making
the complaint has submitted a written complaint to his/her Department Head.

B. Complaints are to be settled at the earliest possible step of the procedure. The employee must
proceed through each step of the complaint procedure in proper order and within the prescribed time
limits. Where a complaint cites issues of law that the individual hearing the complaint cannot address,
the complaint will be sent to the Solicitor’s office for an opinion before proceeding. All time limits
stated in this procedure will be held in abeyance until a response from the Village Solicitor is received.
A complaint regarding alleged violations of Civil Rights (discrimination on the basis of race, age,
religion, sex, sexual orientation, national origin or disability) should be brought to the attention of the
Department Head.

C. Nothing in this policy is intended to deny an employee any rights available by law, including the right to
appeal to the Ohio Civil Rights Commission, the Equal Employment Opportunity Commission, or any
court of competent jurisdiction. However, if the employee elects to file a complaint on a matter over
which another appeals body has jurisdiction, it is the employee's responsibility to meet the criteria for
filing with that appeals body.

D. A complainant may be accompanied by (1) other Village employee during any meetings held to resolve
the complaint.

E. A written complaint must state the reason for the complaint and the requested resolution.
F.  Complaints will not be made a part of an employee's personnel file.
G. The following procedure will be followed in processing a complaint:

1. Informal Resolution: Within (5) workdays of the event prompting the complaint, the employee
must meet with his/her Department Head to try to resolve the issue.

2. Level One: If the issue is not successfully resolved through the informal resolution step, the
employee may, within (5) workdays of the informal resolution meeting file a written complaint with
his/her Department Head. The Department Head will reply in writing to the written complaint
within (5) workdays of its receipt.

3. Level Two: If the Level One response is not acceptable, the employee may, within (5) workdays of
its receipt, appeal in writing to the Mayor. The Mayor will respond in writing within (5) workdays
of receipt of the appeal.

4. Level Three: The decision of the Mayor may be appealed to the Village Council within (5) work
days of receipt by the employee. The Village Council will review the written documentation and
responses and conduct a further investigation, if necessary. The Village Council will submit their
written decision within (30) workdays following the conclusion of the investigation. The decision of
the Village Council will be final.

H. When management does not respond within the established time limits, the employee may appeal the

complaint to the next level. When an employee does not appeal within the established time limits, the
complaint is deemed settled with the last management response.
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Section 8.2 COMPLAINTS OF EMPLOYEE MISCONDUCT

A.

Whenever a complaint is filed by a citizen, employee or Village official against a specific employee or
Department, the complaint will be referred to the Department Head, who shall notify the Mayor. If the
Department Head is the subject of the complaint, the complaint shall be filed with the Mayor, if the
Mayor is the subject of the complaint, the complaint shall be filed with the President of Council.
(Complaint Form: Appendix G)

All complaints will be investigated.

The Mayor will notify the Village Council whenever a citizen complaint is filed and keep them informed
of the progress of the investigation and disposition of the complaint. The Mayor may assign an
individual to investigate the complaint.

The individual conducting the investigation may include the following in his/her investigation:

1. Documentation of the date and time of the complaint and the complainant's name, if available.

2. Documentation of an interview with the complainant, if conducted.

3. An interview with the accused employee. The employee may be required to prepare a written,
signed statement.

4. An interview with each witness or other person involved in an incident, with written, signed
statements, if appropriate.

5. Compilation of all written and material documentation or evidence of the allegation.

The individual conducting the investigation shall prepare a written report of the findings of the
investigation.

1. If the alleged conduct is found to have occurred, the report is to include the recommended charge
and appropriate disciplinary action pursuant to Section 9.1. The report and all documentation are
to be submitted to the Mayor.

2. If the alleged conduct is found not to have occurred, or not to be in violation of Village policies and
procedures, the report should recommend that the employee be cleared of any misconduct.

Based upon the final recommendation, the employee’s Department Head will notify the employee that
he/she has been cleared of misconduct or initiate appropriate disciplinary action pursuant to Section
9.1.

Any misconduct found to have occurred shall be made a part of the employee’s personnel file.
Should any statement against an employee prove to have been false or untrue, the employee has the
right to file a civil suit against the complainant making such statement. Any employee of the Village

who knowingly files a false complaint shall be subject to disciplinary action up to and including, if
deemed appropriate, termination of employment.

42



CHAPTER 9

DISCIPLINE

Section 9.1 PROGRESSIVE DISCIPLINE

A. Employees are hereby advised of expected job behavior, the types of conduct that are unacceptable
and the penalties for unacceptable behavior.

B. Department Heads are to follow an established system of progressive discipline when correcting job
behavior. Each offense is to be documented and dealt with objectively.

C. The progressive discipline policy is established as a guide for Department Heads to use in administering
discipline in a uniform manner. The discipline policy in no way alters the at will status of employees.

D. This policy provides standard penalties for specific offenses; however, the examples of specific offenses
given in any grouping are not all-inclusive, and merely serve as a guide.

E. The standard penalties provided in this policy do not prevent the application of a greater or less severe
penalty for a given infraction when circumstances warrant. In instances where a penalty deviates from
the recommended standard penalty, the reason for deviation should be noted.

F.  Different offenses within the same group and related offenses within different groups will be disciplined
progressively (that is, each incident will be disciplined at the next higher level).

G. Unrelated offenses in different groups will be considered individually.

H. A disciplinary action will remain active in the progression of discipline for (24) months. After (24)
months the disciplinary action will become inactive in the progression of discipline (i.e., treated as if it
didn't happen), if there has been no subsequent disciplinary action. Each time an employee is
disciplined, the (24) month period will begin again and all active disciplinary action will continue to be
counted during the ensuing (24) month period.

I.  PROGRESSIVE DISCIPLINE

1. GROUP 1 OFFENSES
Group 1 offenses are minor in nature and cause minimal disruption.
Group 1 offenses include, but are not limited to:

Failure to call in an absence

Excessive absences that disrupt service or other employees

Unexcused absence from a mandatory meeting

Excessive tardiness

Starting late, or leaving early, without following the established procedures
Making preparations to quit work before the appointed break or quitting time
Leaving the assigned work area without authorization

Interfering with the work of others

Malicious mischief, horseplay, wrestling, or other misconduct

Inappropriate shouting or disruption

Use of profane or abusive language

Neglect of work

Unsatisfactory work or failure to maintain required standard of performance
Failure to work cooperatively with other employees

Careless use of Village property or equipment
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Poor housekeeping in work area

Contributing to or creating unsafe or unsanitary conditions

Failure to follow safety rules and procedures

Failure to observe Village rules, policies, or procedures

Unauthorized personal use of telecommunication equipment (TE)
Prohibited use of Village computers and/or software

Gambling during work hours

Excessive garnishments

Unauthorized posting or removal of notices or signs from bulletin boards

Appropriate work attire (Adopted Ord. 2022-50, eff. 7/20/23)

Appropriate disciplinary actions for Group 1 offenses include:

First Offense: Verbal instruction and warning
Second Offense: Written reprimand
Third Offense: Written documentation, (1) to (15) day suspension without pay, demotion or

pay reduction

Fourth Offense: Discharge

GROUP 2 OFFENSES

Group 2 offenses are of a more serious nature than Group I offenses and if left undisciplined, may
cause a serious and lasting disruption to the operation of the Village.

Group 2 offenses include, but are not limited to:

Unauthorized absence from work

Disobeying orders of a Department Head

Failure to report for scheduled overtime

Disorderly conduct

Use of abusive or threatening language toward Department Heads or other employees
Discourteous treatment of the public

Reporting for work or working while unfit for duty

Sleeping during work hours

Repeated failure to provide required documentation of absences

Willful disregard of Village rules, regulations, policies, or procedures

Willful failure to make required reports

Unauthorized use of Village property or equipment

Performing private work on Village time

Solicitation or distribution for profit on Village property

Obligating the Village for any expense or service without authorization

Failure to report an accident, injury, or equipment damage

Refusing to give testimony in an accident or incident investigation

Making or publishing via electronically or verbally, a false, vicious or malicious statement about
Village employees or Village operations, including social media (Amended Ord. 2022-50, eff.
7/20/23)

Appropriate disciplinary actions for Group 2 offenses include:

First Offense: Written documentation and up to (3) day suspension without pay

Second Offense: Written documentation and a (5) to (15) day suspension without pay,
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Section 9.2

A.

demotion or pay reduction

Third Offense: Discharge

GROUP 3 OFFENSES

Group 3 offenses are of a very serious or possibly criminal in nature and cause critical disruption to
the operation of the Village.

Group 3 offenses include, but are not limited to:

Creating a hostile work environment, including sexual harassment

Conviction for breaking a law that would result in a negative image of the Village

Failure to maintain required licenses or registrations, due to employee’s negligence

Absence from duty without leave

Insubordination by refusing to perform assigned work or comply with a written or verbal
instruction from a Department Head

Conduct violating morality or common decency, including sexual harassment

Wanton or willful neglect of duties

Instigating, leading or participating in any illegal walkout, strike, sit-down, stand-in, refusal to
return to work, or other concerted curtailment, restriction or interference with work

Possessing, selling or being under the influence of illegal drugs

Being under the influence of alcohol or illicit drugs during work hours

Carrying or possessing unauthorized firearms, explosives or weapons on Village property
Fighting or attempting to injure another employee, Department Head, or the public
Threatening, intimidating, coercing, or interfering with other employees

Abuse or deliberate destruction of Village property or equipment, or of the property or
equipment of other employees

Stealing, destroying, damaging or concealing property of the Village or of another employee
Dishonesty or dishonest action such as theft, pilfering, making false statements, making
inaccurate or false reports concerning absences, etc.

Giving false information or withholding pertinent information requested in an employment
application

Knowingly concealing a communicable disease that constitutes a direct threat to others in the
workplace

Unauthorized alteration of a time sheet/time card

Making a false claim or misrepresentation in an attempt to obtain a Village benefit

Giving false testimony during an investigation

Falsifying, assisting in falsifying, or destroying Village records

Misusing, removing, or publishing Village records or information without authorization, including
confidential information. (Amended Ord. 2022-50, eff. 7/20/23)

Appropriate disciplinary actions for Group 3 offenses include:

First Offense: From (15) day suspension up to discharge, demotion or pay reduction

Second Offense: Discharge

POLYGRAPH OR COMPUTERIZED VOICE STRESS ANALYSIS EXAMINATION

If the Mayor suspects that a Village employee may be disciplined and/or terminated for an offense that
may involve a criminal offense as it relates to their employment, he may request that the employee
undergo a polygraph or computerized voice stress analysis (CVSA) examination.

If the Police Chief suspects that a Police Department employee may be disciplined and/or terminated
for an offense that may involve a criminal offense as it relates to their employment, the Chief may
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request that the employee undergo a polygraph or (CVSA) examination.

C. The polygraph or (CVSA) examination shall consist of only those questions that are specifically and
narrowly directed towards the particular incident. The questions shall relate directly, specifically, and
narrowly to the individual's specific duties.

D. A polygraph or (CVSA) examination shall only be conducted where there is a reasonable suspicion that
the individual is involved in an activity of a criminal nature.

E. No Department Head shall authorize a polygraph or (CVSA) examination without first consulting with
the Mayor, who shall consult with the Solicitor.

Section 9.3 PRE-SUSPENSION OR DISCHARGE PROCEDURE
(All Village employees other than those specified in Section 9.4)

A. Village employees are at will employees and may be discharged without cause for any non-
discriminatory reason. In order to ensure that all sides of a disciplinary issue are reviewed before
discipline is administered; the following procedure will be followed unless circumstances make the
process unnecessary. This procedure is not intended to limit the at will status of Village employees.

B. When an employee allegedly commits an offense that could result in a suspension or discharge, the
following procedure will be followed:

1. The employee will be provided by his/her Department Head with a written notice advising him/her
of the nature of the charges.

2. The employee will be given an opportunity to give his/her version of events leading to the inquiry.
The employee may be accompanied by (1) other employee or a non-employee representative
during the meeting.

3. At the option of the employee or Department Head, the pre-suspension or discharge procedure
may be recorded.

4. Should the Department Head decide that a disciplinary suspension or discharge is warranted, the
employee will be provided a written statement affirming the charges and imposing discipline.

5. When an employee's behavior requires immediate removal from the premises, the employee may
be suspended with pay for the remainder of the workday. The employee must report to work the
next workday, or at a time established by the Department Head and the procedure as set forth in
section 9.3 will be followed.

Section 9.4 PRE-SUSPENSION OR DISCHARGE PROCEDURE (Police Personnel)
A. POLICE OFFICERS AND EMPLOYEES
1. The Village Police Chief has the exclusive right to suspend any of the officers or employees in the
Village Police Department who are under his control for incompetence, gross neglect of duty, gross
immorality, habitual drunkenness, failure to obey orders given them by the proper authority, or for
any other reasonable or just cause.
2. If an employee is suspended under this section, the Police Chief immediately shall certify this fact
in writing, together with the cause for suspension, to the mayor of the village and immediately

shall serve a true copy of the charges upon the person against whom they are made.

3. Within (5) days of receiving this certification, the Mayor shall inquire into the cause of the
suspension and shall render a judgment on it. If the Mayor sustains the charges, the judgment of
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10.

11.

12.

the Mayor may be for the person’s suspension, reduction in rank, or removal from the department.

Suspensions of more than (3) days, reduction in rank, or removal from the Department may be
appealed to the Village Council within five days from the Mayor's decision. Appeals shall be in
writing and submitted to the Fiscal Officer.

The Village Council will hear the appeal at the next regular public meeting of the Village Council.
The Mayor and employee will be notified of the time and location of the hearing.

Testimony at the hearing will be recorded. A responding employee may also record the
proceedings.

The Mayor or his/her representative will present the Village's evidence to the Village Council. The
employee may appear in person and by counsel at the hearing, and will be permitted to question
any witnesses presented by the Village.

The employee, or his/her representative, may present evidence on his/her behalf. The
Department Head, or his/her representative, may question the employee and any witnesses
he/she presents.

The Council will prepare a written report which sets forth the findings of fact.

By a two- thirds vote of the Village Council, the accused may be suspended for no more than (60)
days, reduced in rank, or removed from the Department.

Should the Village Council decide that a disciplinary suspension or discharge is warranted, the
employee will be provided a written statement affirming the charges and imposing discipline.

In the case of removal from the department, such removal may be appealed as provided in
Section 9.5.

B. POLICE CHIEF

Should the Mayor have reason to believe that the Police Chief has been guilty of misfeasance, malfeasance,
nonfeasance, or any other act warranting discipline, the procedure set forth in Ohio Revised Code section
737.171 shall be followed.

C. CRIMINAL CONVICTION

Notwithstanding the procedure set forth in the above sections, the Mayor shall terminate the employment of
the Police Chief, Police Officer, Reserve Officer, or employee of the Police department, upon occurrence of
any of the following events:

1. Plea to or conviction of a felony;
2. Guilty plea to a misdemeanor in which the officer agrees to surrender the certificate awarded to
that person under Ohio Revised Code Section 109.77.
3. In the event that the officer should appeal a felony conviction resulting in discharge under this
section, the procedure set forth in Ohio Revised Code Section 737.162(b) shall be followed.
Section 9.5 APPEAL TO COURT OF COMMON PLEAS

A. Any Police Officer, who has been removed from the department pursuant to sections 9.4.A or 9.4.B
herein, may appeal the action to the Portage County Court of Common Pleas within (10) days of the
date of the decision of the Village Council.
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CHAPTER 10

SEPARATION FROM EMPLOYMENT

Section 10.1 VOLUNTARY SEPARATION

A. RESIGNATION

1.

2.

3.

Resignation in good standing requires a minimum of (2) weeks’ notice.
Resignation must be in writing and submitted to the Fiscal Officer and Department Head.

An employee who does not resign in good standing is not eligible for future employment with the
Village.

B. ABANDONMENT

1.

An employee who is absent from duty without leave for (3) consecutive days is deemed to have
resigned his/her position.

An employee who has abandoned his/her position is not eligible for future employment with the
Village.

C. RETIREMENT

1.

2.

An employee should inform, in writing, their Department Head and the Fiscal Officer of their
intention of retiring as soon as possible so that paperwork can be processed to ensure a smooth
transition, otherwise processing of paperwork may be delayed. (Amended Ord. 2022-50, eff.
7/20/23)

An employee who wishes to retire should contact the retirement system directly for information.

Section 10.2 INVOLUNTARY TERMINATION

A. LAYOFF (Amended Ord. 2022-50, eff. 7/20/23)

1.

A layoff of employees may become necessary due to a change in finances or work load,
elimination of a position, or a reorganization of job responsibilities. Should a reduction in the work
force of the Village of Mantua be necessary, that reduction shall occur in the manner prescribed
as follows. The Council shall determine those positions which shall be reduced in number. Such
reduction will take place solely in those positions as determined by the Council. Employees may
be laid off at the time and in the number specified by the Council, in inverse order of their
relative merit as established by employee performance evaluations. All part-time employees may
be laid off before full-time probationary employees and all full-time probationary employees
before full-time employees.

Recall Eligibility List: the names of individuals laid off in accordance with this section shall be
placed on a recall eligibility list for a period of 12 months at which time the list be declared
invalid. The order of that list shall be in inverse order of the order in which the layoff
occurred.

Recall to Work: when situations so warrant, those employees who have been laid off shall be
called back to work in the order as indicated on the recall eligibility list. Should an employee be
unavailable to return to work in a period of time as deemed reasonable by the Council, or
refuse to return to work, that employee's name shall be removed from the re-employment list.
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2.

3.

Any such employee shall be eligible to apply for original appointment in accordance with the
appropriate section of these Personnel Rules and Regulations.

An employee will be notified at least (2) weeks before the effective date of a layoff.

The order of layoff will be determined on the basis of performance and Village needs.

Section 10.3 TERMINATION BENEFITS

A. HEALTH CARE BENEFITS CONTINUATION (COBRA)

In certain instances, employees and their families have the right to temporarily extend their health care
benefits at group rates.

1.

An employee covered by the Village's health care plan has a right to choose this continuation
coverage if he/she would lose group coverage because of:

a. A reduction in hours of work below the minimum required for eligibility under the plan, or;

b. Termination of employment for any reason other than gross misconduct.

An employee's spouse and dependent children covered by the Village's health care plan have the
right to continuation of coverage if group health care coverage under the Village's plan would be
lost due to a "qualifying event" such as:

a. Death of the employee,

b. Termination of the employee's employment for any reason other than gross misconduct,

c. Reduction in the employee's hours of work below the minimum required for eligibility under
the plan,

d. Divorce or legal separation,
e. Employee becoming entitled to Medicare, or

f.  Dependent child ceasing to be a "dependent child" under the terms of the Village's health
care plan.

Any person who is covered under the employee's plan on the day before a qualifying event, and
who will lose coverage, will be considered a "qualified beneficiary."

If the qualified beneficiary does not choose continuation coverage, group health care coverage will
end.

Qualified beneficiaries need not show they are insurable in order to qualify for continuation
coverage.

Qualified beneficiaries must pay the Village’s COBRA administrator the full premium at applicable
rates. Late payments may result in loss of coverage.

Questions about this policy may be directed to the Fiscal Officer.

Employees are responsible for notifying the Fiscal Officer of any change in status including, for
example, marital status, dependent status or residence.
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9. The following procedure will be used for notifying employees of COBRA rights:

a. Each employee will be notified of his/her COBRA rights at the time he/she begins coverage
under the Village's health care plan.

b. Spouses of all covered employees will be notified of this policy and its provisions at the time
family or spouse coverage begins under the Village's health care plan.

c. Notification of an employee's spouse will be deemed to serve notice on all dependent
children.

d. Within (30) days, the Fiscal Officer will notify the Plan Administrator of any of the following
"qualifying events":

o Employee's death,

¢ Employee's termination,

e Employee's reduction in hours, making him/her ineligible for benefits,
o Employee's eligibility for Medicare.

e. Within (60) days, a qualified beneficiary is responsible for notifying the Plan Administrator of
any of the following "qualifying events:"

¢ Divorce,
e Legal separation,
e Loss of dependent eligibility under the plan requirements (age or student status).

f.  The employee/beneficiary/dependent must notify the Plan Administrator of his/her decision to
extend benefits within (60) days of the qualifying event or the date of eligibility notice,
whichever is longer.

Under certain circumstances, an employee or his/her beneficiaries may be entitled to disability or
survivor benefits. Eligibility, benefits and procedures are available directly from the retirement systems.

SICK LEAVE CONVERSION UPON RETIREMENT

An employee who retires from the service of the Village, under OPERS or PFDPF, after ten years of
cumulative employment with the State, any political subdivisions, or any combination thereof, may
choose to be paid in cash for one-fourth the value of his/her earned but unused sick leave credit. The
maximum payment for unused sick leave may not exceed (30) days or an amount of not less than one-
fourth of the value of unused sick leave, up to a maximum of 30 days pay. Payment will be at the
employee's current rate of pay and will eliminate any sick leave balance.

Upon separation from employment, an employee must meet with the Department Head to process
paperwork.

The Department Head will inform the employee of all termination benefits, verify forwarding addresses
for the employee and any dependents and get necessary signatures.

The employee will relinquish all identification cards, equipment and keys and account for all Village

property under his/her authority. The final paycheck will be issued after this process has been
completed. The Department Head is responsible to delete accessibility to access codes. (Amended Ord
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2022-50, eff. 7/20/23)

G. If the separation is voluntary, the employee may be asked to participate in an exit interview and
discuss his/her Village employment experience during the exit interview. Information gathered in
exit interviews will be used to evaluate Village practices and identify areas requiring action to make
the Village a more attractive employer.
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Appendix A

ACKNOWLEDGEMENT OF
Mantua Village Employee Handbook

I hereby acknowledge that I have received a copy of, and fully read, the Village of Mantua Employee
Handbook. I also understand that a copy of the Handbook is available in each Department Head'’s office
and the Fiscal Officer’s office, and that I may review the Handbook during work time subject to Department
Head's approval. It is my responsibility to ask my Department Head for clarification of any policy that is

unclear.

In consideration of my employment, I agree to conform to the rules and regulations of the Village of
Mantua. I understand that my employment status is at will and I may be terminated with or without cause
for any non-discriminatory reason, and with or without notice, at any time, at the option of either the
Village or myself. I understand that no individual Council Member, Department Head, or representative of
the Village has the authority to enter into any agreement for employment for any specified period of time,
or to make any agreement contrary to this document. Authority lies with the Village Council, as a whole,

through official action.

This acknowledgment is not an employment contract.

EMPLOYEE SIGNATURE DaTE
PrRINT NAME

ISSUING SIGNATURE DaTE
ACKNOWLEDGEMENT RECEIVED BY F1scAL OFFICER DaTE
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APPENDIX B
(Amended Ord. 2022-50, eff. 7/20/23)

To be Reviewed Annually by Council

Dates of paid holidays will be specified in the Annual Ordinance adopted by Council

Paid Holidays
New Year's Day
Martin Luther King Jr. Day
President’s Day
Memorial Day
Juneteenth
Independence Day
Labor Day
Veteran’s Day
Thanksgiving Day
Friday after Thanksgiving Day
Christmas Day

Life INSUraNCe......cuvvieiiiierernin s eerennns included in health insurance
Health Insurance.........ccccvviieeiiiveeniiiinineeeens per plan currently in effect
Prescription Drug .......ccoovvevviniiinnnininnnnennnnn, per plan currently in effect
[D7] o] v | PR per plan currently in effect
ViISION ovviiiiiiiiin e per plan currently in effect
SCHEDULES

OHIO PUBLIC EMPLOYEES' RETIREMENT SYSTEM (OPERS)
Contributions to OPERS are as follows:

Employer contribution............... 14% of gross pay for employees
Employee contribution............. 10% of gross pay for employees

POLICE AND FIRE PENSION FUND (OP&F)

Employer contribution. .........ccccovviiiviniiinennnn 19.5% of gross pay for police officers
Employee Contribution .........cccoovvvvieriniiiiineeenns 12.25% of gross pay for police officers
MEDICARE TAX

Each employee will have Medicare taxes in the amount of 1.45% of the
employee's gross earnings deducted from his/her pay.
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APPENDIX C

A. STATE OF OHIO ETHICS LAW

1.

No public employee shall knowingly authorize or use his/her authority or influence to (a) secure a
public contract for himself/herself, his/her family or his/her business associates; or (b) secure the
investment of public money in any security in which he/she, his/her family or his/her business
associates has an interest; or for which he/she, his/her family or his/her business associates act as
an underwriter or receive brokerage, origination, or servicing fee. No public employee shall
knowingly profit, during his/her term of office or for (1) year after, from the execution of a public
contract authorized by himself/herself or by a legislative body, commission or board for which
he/she was a member when the contract was authorized, if the contract was not competitively bid
or the contract was not with the lowest and best bidder.

No public employee shall knowingly have an interest in the profits or benefits of a public contract.
Employment with a public office is considered to be a contract with the public office. Therefore
the use of one's position to obtain employment for a family member is prohibited by law.

B. CONFLICTS OF INTEREST

1.

No public employee shall participate as a public official in any license or rate-making proceeding
that directly affects the license or rates of any person, partnership, trust, business trust,
corporation or association in which he/she or his/her immediate family owns or controls more than
five percent, or any business which he/she or his/her immediate family has sold goods or services
of more than one thousand dollars during the preceding year.

No public employee shall use or authorize the use of the authority or influence of employment to
secure anything of value or the offer or promise thereof that is of such a character as to influence
his/her duties.

No public employee shall solicit or accept anything of value that is of such a character as to
influence his/her duties.

Contact Information

US Department of Labor Occupational Safety & Health Administration
Region 5 - Cleveland Area Office

Federal Office Building

1240 East 9th Street, Room 899

Cleveland, Ohio 44199

(216) 615- 4266

(216) 615-4234 FAX
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APPENDIX D

REQUEST FOR LEAVE

Village of Mantua

REQUEST FOR LEAVE

DEPARTMENT

Employes’ sHame

I request leave heginning day of

Ending on day of

For the following Check one:

Medical, Dental, or Optical Examination or Treatment
Ferzonal Illness or Injury

Serious [lness of Ity in Imm ediate Family

Death of

EFLATICHEHE
W acation Hdliday Comp Time

Cowt C ot Dty Tury Duty. Subpoena issued by

Militatry With Pay Withouat Pay
Leave Without P ay
Other

Total Mumber of Pad Hows Requested OfF Mumber of days

Sigmature of Employee

FPHYZICIAN'E STATEMENT

A5 a duly qualified practitioner of medicine [ certify that the use of 3ick Leave described abowe is justified inmy

opindon. The per son itvolved was under my professional care for the above stated period, and ismedically capable to retuen

to wotk,

Doate

Signature of Physician

Address

ity

ADMINIETRATIVE ACTION

Departmernt Head

Ml agror
REMMARKS

Approved with pay Approved without pay Mot A pyerovval

Approved with pay Approved without pay Mot A pproval

TOTAL HOURS WVarcation Comp Time

Fersonal Other
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APPENDIX E

Village of Mantua, Ohio — Employee Handbook Reporting Form

This form is to be used by employees and supervision to report any request, make a statement, authorize an action, and

report a complaint or incident that is outlined in the Employee Handbook.

Employee’s Name Date Time
Department:

__ calloff _____Attendance How Late

Who Reported Call Off What shift
__ Safety Incident __ Citizen Complaint_____Unauthorized Absence

___ Report traffic Incident/Offense ____ Retirement/Voluntary Separation/ Termination
____Absence Leave ____ Sick Leave ____Vacation Leave ____Holiday Leave
___ Comp Leave ___Personal Leave ____Family Leave __ Conduct

Other Reason:

Return to Work Excused Unexcused

Department Head's statement, details, comments:

Signed: Date Signed:
Check when Prior Warnings Apply

Employee Agrees Disagrees with Department Head's Statement

Employee’s statement, details, comments:

Employee signature: Date signed

Department Head signature: Date signed

Check when employee refused this form
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Name

APPENDIX F
Accident/Injury Report
Village of Mantua

Date of Accident

Time of Accident

Type of Injury and/or Accident:

Where did the accident occur?

Cause of the accident:

Emergency procedure followed:

Employee Signature

Date

Witness Signature

Date

cc: Supervisor, Fiscal Officer, Mayor
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APPENDIX G

Complaint Form
Village of Mantua

Date of Report: , 20

Nature of Complaint:

Date & Time of Incident:

Location of Incident:

Complainant’s Name:

Address:

Home Phone Cell Phone

Substance of Complaint:

NOTE: SHOULD ANY STATEMENT AGAINST A MANTUA EMPLOYEE PROVE TO HAVE BEEN
FALSE OR UNTRUE, THE EMPLOYEE HAS THE RIGHT TO FILE A CIVIL SUIT AGAINST THE
COMPLAINANT MAKING SUCH STATEMENT AND/OR CRIMINAL CHARGES.

I, the undersigned, swear the above to be true and correct to the best of my knowledge.

Complainant Signature

Sworn and subscribed before me this day of , 20

Notary Public, State of Ohio
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APPENDIX H

Village of Mantua
Expense Reimbursement Form

Date PO Number

In accordance with the provisions of Section 733.79 of the Ohio Revised Code, I hereby request your

authorization to attend at Village expense, a function relating to municipal affairs.

Name Department

Function Attending

Location

Date(s) to

The following is an itemized of estimated expenses which may incurred during the function noted above.

Registration Fees

Dues

Hotel Charge

Meals

Transportation

Auto Mileage
Other
Estimated Total

I am requesting a check in advance to cover certain fixed expenses at itemized above. Upon return I will

submit receipts for the total expenses incurred.

Yes No Amount $

Payable to

I am requesting to be reimbursed for the above expenses. Receipts attached.

Yes No Amount $
Signed Title Date
Authorized Not Authorized
Department Head Date
Mayor Date
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APPENDIX I
Village of Mantua

E-MAIL POLICY AGREEMENT
EMPLOYEE ACKNOWLEDGEMENT FORM

In accordance to Section 7.4.1, Agreement to the E-mail Policy, in the Village of Mantua, Personnel
Handbook. All Employees must read and sign a statement that the employee has read and agrees to
abide by the E-mail policy contained in Section 7.4.1 et seq.

By initialing the boxes and by signing below the employee asserts that: He/she has read and agrees to
the specifics as stated in the policy, which includes the following specifics.

[ 1 He/she may use of the e-mail system is for the furthering of the business of this
municipality:
[ 1 He/she may not intentional intercept, eavesdrop, record, read, alter, or receive other

persons’ e-mail messages without proper authorization;

[ 1 He/she may not use the e-mail system for solicitation of funds, political messages, or
harassing messages;

[ 1 That he/she e-mail messages and data are the property of the Village of Mantua and
may be accessed for review by supervisors; and

[ 1 Thathe/she e-mail will be retained according to the attached Retention of E-mail
policy.

Employee Signature Date

Issuing Signature Date

Title
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APPENDIX ]
Outside Employment Form
(Amended Ord. 2022-50, eff. 7/20/23)

Village of Mantua

OUTSIDE EMPLOYMENT REQUEST

Employee™s Hame: Present A ssigrum ent:

Prospective Outside Emploet: &ddress:
Business Phone:

Prospective Immediate Supetv sor: HoutsPer Weelk:

Hew Feguest Arwnaal Regquest  Anticipated Starting Date:
Watwre of work to be perform: (general and specific)

MIy outeide employment at: will be terminated by (date)

Is the purpose of your grospective outside em ploym ent to utilize your palice skills and expertize or other specialize training or
licensing that the Village of Mardua has obtain for you? ¥ es Ho
Bryinitialing the howes and by signing below the employee asserts that:

[ ] If 5o, T fully under stand that parsait to the Village of Mantua, T will not be granted injwey leave with payif
becom e injured on this outside employment I must advised my prospective employer of this policy and hisher potential
responsibility if I receve an incapacitating injuy, however, T do understand that T mawuse sick leawve credits I have acoruedif [
hecath e physicallyincapable of reporting for employm ent due to an outside emplotan ent injwey

[ ] I am also aware that if my outside employment is situated outside the corporate lmits of the Village of
Mantua, I will not represent moyself as an employee duning the perfarmance of my doties. In addition, T accept the condibion
that T am fot to use aty Village equipment or wtilize the facilities or owr Records in commection with moy prospective outside
ertpl oy et.

[ ] Inn accordance to Section 7.3, Outside Employn ent, in the Village of Mantua Personnel Handbook, that I
fully wnderstand my responsitilities and conditions as set forth within the policy.

Police Officers Only the Bebw Section:

[ ] If not, and in my prospective outside employn ent I find it necessary to exercise police action which resdts in
an ingury, I fully understand that I would then be eligible for injury leave. I realize this only applies as long as the police action
I exercise occur s within the jurisdictional boundaries of the Village of Mantua

[ ] I acknowledge that I am not to be employed by any special police agency or consdting agency that provides
police services.

Employes Signatire: D ate:

Adminisirative Action:
Request is: Approved

Detied, Reason:

Department Head 3ignature:

Maryor Bignatare:




APPENDIX K

Village of Mantua
Public Records Request

(Amended Ord. 2021-60, eff. 12/21/21; Ord. 2022-50, eff. 7/20/23)

Public Records Requests

The Village of Mantua Government belongs to the citizens of Mantua Village. We conduct our
government activities in the open, and we are proud of our strong commitment to this important
principle of democracy.

If you would like to request public records, you can make a request in writing any time. A writ-
ten request is not mandatory, but it will help us provide the public records you are requesting in a
more timely fashion. You may also keep your identity private if you prefer.

If you want to inspect a record, there is no charge, but it must be done on Village property when
the record is available and during regular business hours of 8:00 am to 3:00 pm, Monday through
Friday. There is no charge if you would like the record emailed to you. If you are requesting paper
copies, the cost is $0.05 per single-sided page. The cost of a CD is $1.00 (one dollar). All other
media (photos, flash drives, etc.) will be provided at actual cost. If you want something mailed to
you, postage costs are assessed at actual cost. The employee handling the request will figure the
total cost for you. Advance payment may be required before your request is fulfilled.

We will do everything possible to fulfill your request in a reasonable amount of time. If the re-
quest is for an older record or a large request, it may take some time to locate and prepare the re-
sponse to your request. The proper subject of a public records request is a record that actually
exists at the time of the request; the Village has no duty to create a record to respond to a request,
nor to provide records that were not in existence at the time of the request or that the Village does
not possess, including records that later come into existence.

If you need more details on our records policy, please ask, and we will be happy to show you or
answer your questions.
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APPENDIX L
Public Records Request
Form RC 101
(Amended Ord. 2021-60, eff. 12/21/21)

The Village of Mantua
4650 High Street  P.0. Box 775
Mantua, Ohio 44255
Phone: 330-274-8776 Fax: 330-274-2884

PUBLIC RECORDS REQUEST FORM RC 101

The Village of Mantua government belongs to the citizens of Mantua Village. We conduct our government
activities in the open and we are proud of our strong commitment to this important principle of democracy.

Mame of Requester: Email Address:
street Address: Date:
City, State, Zip Phone Number:

with as much specificity as possible, please describe the records you are interested in: Please print;

Mantua village provides copies of public records according to the following fee schadule.
. .
*  Cost per page (single-sided) is 50.05 (five cents).
. f the record can be e-mailed, there is no charge.
#  The cost of a CD is 51.00 (one dellar). If you want something mailed to you, postage costs are assessed at actual cost.
#  There is no charge to inspect records while in the building.
Please check your preference:

wiould like to have these records emailed to me at the email address listed above when they are ready.

wiould like to inspect these records in the building when they are ready.

wiould like these records copied, and | will pick them up when they are ready.

wiould like these records copied and mailed to me at the address on this form.

Signature of Requester:

[Below for Village of Mantua Use Only]

Record (s) not available, prohibited by law, or contains non-releasable material that has been redacted.

rRecord has never been maintained by the village of Mantua.

record is no longer maintained or has been disposed of pursuant to Mantua village RC-1 or RC-2.

record is prohibited from release due to an applicable state or federal law.

Record has been forwarded to legal counsel for research or review.

Record has been reviewed and release has been denied by legal counsel.

Record has been reviewed by legal counsel and records are to be released.

Upan review, non-releasable material has been redacted.

Hame of employee handling request: Date request was completed: Date materials were picked up:
pages at the cost of 50.05 (five cents) per page. Total Fee:
Copies of other materials (CD or DVD) at the cost of 51.00 [one dollar) per disk. Total Fee:




APPENDIX N
Employee Update Form

Village of Mantua

EMPLOYEE UPDATE FORR

PERSONAL INFORMATION:

M atme:

Address

Hon e Phone:

EmergencyContact Person

SEH:

DOB:

Hom e Phone:

Wk Phone

EMPLOYMENT INFORMATION:
Department:
Employam ent Status (check all that apply T BT

Relationship:

Drate Hire:

Artive Temp

Hire Soutce:
(check one)
Shift: (Check one

Mewspaper Ad Employm ent Agency

Internal Resun e Sent

Day Afternoon

Walk In
Il chud gt

Employes Referral
Oither
Fotating

SPOUSE INFORMATION:

Hame:

Ilarital Status

Diate of Marriage:

Employet-
Address:

23
DICE:
Fhone:

Inswatice O ompany

Address

Folicy Mo,

Policy Type:

DEPENDENT INFORMATION:
Hame: DOE:
DoE:
DoE:

DOEBE:

Hame:

Hame:

Hame:

AN
AN
AN
AN

NAME OF BENEFICTARY OF YOUR LIFE INSURANCE THROUGHT THE VILLAGE OF

MANTUA:

Current as of: Employee Signature:
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APPENDIX O
Payroll / Status Change Notice
(Amended Ord. 2022-50, eff. 7/20/23)

Village of Mantua
PAYROLL / STATUS CHANGE NOTICE
ROUTING:
Payroll
Department Head
__ Other

EFFECTIVE DATE: EMPLOYEE:

SSN: DEPT:

CHANGE(S)

_ Dept To: Per
Job Title To: Per
Promotion To: Per
Sal/Wage To: Per
Other To: Per

REASON FOR CHANGE:

Demotion Merit Increase Probation Completed
Dismissal Promotion Re-Evaluation of Existing Job
Hired Layoff Length of Service Increase
Transfer Re-Hired Wage Agreement
Resignation Retirement Other

LEAVE OF ABSENCE:
Educational Medical Personal
Maternity Military Other

COMMENTS:

Changes Authorized By: Date:

Changes Approved By: Date:




APPENDIX P

Information regarding the Auditor of State’s fraud reporting system

The Ohio Auditor of State’s office maintains a system for the reporting of fraud, including
misuse of public money by any official or office. The system allows all Ohio citizens, including
public employees, the opportunity to make anonymous complaints through a toll free number,
the Auditor of State’s website, or through the United States mail.

Auditor of State’s fraud contact information:
Telephone: 1-866-FRAUD OH (1-866-372-8364)

US Mail: Ohio Auditor of State’s office
Special Investigations Unit
88 East Broad Street
P.O. Box 1140
Columbus, OH 43215

Web: www.ohioauditor.gov

124.341 [Effective 5/4/2012] Violation or misuse — whistleblower protection

(A) If an employee in the classified or unclassified civil service becomes aware in the course of

(B)

employment of a violation of state or federal statutes, rules, or regulations or the misuse of
public resources, and the employee’s supervisor or appointing authority has authority to
correct the violation or misuse, the employee may file a written report identifying the
violation or misuse with the supervisor or appointing authority. In addition to or instead of
filing a written report with the supervisor or appointing authority, the employee may file a
written report with the office of internal auditing created under section 126.45 of the
Revised Code or file a complaint with the auditor of state’s fraud-reporting system under
section 117.103 of the Revised Code.

If the employee reasonably believes that a violation or misuse of public resources is a
criminal offense, the employee, in addition to or instead of filing a written report or
complaint with the supervisor, appointing authority, the office of internal auditing, or the
auditor of state’s fraud-reporting system, may report it to a prosecuting attorney, director of
law, village solicitor, or similar chief legal officer of a municipal corporation, to a peace
officer, as defined in section 2935.01 of the Revised Code, or, if the violation or misuse of
public resources is within the jurisdiction of the inspector general, to the inspector general in
accordance with section 121.46 of the Revised Code. In addition to that report, if the
employee reasonably believes the violation or misuse is also a violation of Chapter 102.,
section 2921.42, or section 2921.43 of the Revised Code, the employee may report it to the
appropriate ethics commission.

Except as otherwise provided in division (C) of this section, no officer or employee in the
classified or unclassified civil service shall take any disciplinary action against an employee
in the classified or unclassified civil service for making any report or filing a complaint as
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authorized by division (A) of this section, including, without limitation, doing any of the
following:

(1) Removing or suspending the employee from employment;

(2) Withholding from the employee salary increases or employee benefits to which the
employee is otherwise entitled;

(3) Transferring or reassigning the employee;
(4) Denying the employee promotion that otherwise would have been received;

(5) Reducing the employee in pay or position.

(C) An employee in the classified or unclassified civil service shall make a reasonable effort to

determine the accuracy of any information reported under division (A) of this section. The
employee is subject to disciplinary action, including suspension or removal, as determined
by the employee’s appointing authority, for purposely, knowingly, or recklessly reporting
false information under division (A) of this section.

(D) If an appointing authority takes any disciplinary or retaliatory action against a classified or

(E)

unclassified employee as a result of the employee’s having filed a report or complaint under
division (A) of this section, the employee’s sole and exclusive remedy, notwithstanding any
other provision of law, is to file an appeal with the state personnel board of review within
thirty days after receiving actual notice of the appointing authority’s action. If the employee
files such an appeal, the board shall immediately notify the employee’s appointing authority
and shall hear the appeal. The board may affirm or disaffirm the action of the appointing
authority or may issue any other order as is appropriate. The order of the board is appealable
in accordance with Chapter 119. of the Revised Code.

As used in this section:

(1) “Purposely,” “knowingly,” and “recklessly” have the same meanings as in section
2901.22 of the Revised Code.

(2) “Appropriate ethics commission” has the same meaning as in section 102.01 of the
Revised Code.

(3) “Inspector general” means the inspector general appointed under section 121.48 of the
Revised Code.
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Acknowledgement of receipt of Auditor of State fraud reporting system information
Village of Mantua, Ohio Current Emplovees

Pursuant to Ohio Revised Code 117.103(B)(1), a public office shall provide information about

the Ohio fraud-reporting system and the means of reporting fraud to each new employee upon

employment with the public office. Current Employees are being provided this information also,
and are asked to acknowledge receipt by signing below and returning this form to their
department head.

By signing below you are acknowledging that the Village of Mantua has provided you

information about the fraud-reporting system as described by Section 117.103(A) of the Revised

Code, and that you have read and understand the information provided. You are also
acknowledging you have received and read the information regarding Section 124.341 of the
Revised Code and the protections you are provided as a classified or unclassified employee if

you use the before-mentioned fraud reporting system.

I , have read the information provided by my employer

regarding the fraud-reporting system operated by the Ohio Auditor of State’s office. I further

state that the undersigned signature acknowledges receipt of this information.

PRINT NAME TITLE DEPARTMENT

PLEASE SIGN NAME DATE

Please return this executed form to your Department Head within Thirty days and keep the
remaining pages for your records.
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APPENDIX Q
(Ord. 2024-09, eff. 2/20/24)
Authorization for Direct Deposit- Employee Form
This authorizes the Fiscal Officer of Village of Mantua to send payroll deposits electronically or by any
other commercially accepted method, to my account indicated below. This authorizes the financial

institution holding the account to post all such entries. The account number can be changed at any time
by completing a new form.

Account #

Account Type (Circle One) Checking Savings

Name of Your Bank (Huntington, Chase, Key Bank, etc.)

Bank Routing Number (Always 9 digits, sometimes between twao lines that look like “I")

Bank Account Number {The numbers in the middle section as illustrated below)

This authorization will be in effect until the Fiscal Officer receives a written termination notice from mysel
and has reasonable opportunity to act on it.

Signature Date

Printed Name

John Doe 101
123 Some Place
City, State, Zip code Date:

Pay to the Order of

Dollars

Memo

012345678 1234567830 0101
Routing Number Account Mumber Check Number (not needed}

If you would like a copy of your check stub emailed to you for future loans, or any other purpose, please
provide the email address you would like me to email it to on the line below. The email will go out to you
at the time | upload the payroll file to our bank, NOT the day you receive your direct deposit pay.
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