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EMPLOYEE WELCOME MESSAGE

This Employee Handbook is designed to acquaint you with your employer, the Town of Colton, and
provide you with information about working conditions, employee benefits, and the policies affecting
your employment. You should read, understand, and comply with all provisions of this handbook. It
describes many of your responsibilities as an employee and outlines the programs developed by the
Town of Colton to benefit employees. One of the objectives is to provide a work environment that is
conducive to both personal and professional growth. No information in this handbook should be
construed to alter the Articles of Agreement between the Town of Colton and the Teamsters Local
# 687. If there is a conflict between a policy in this handbook and the Articles of Agreement
between the Town of Colton and the Teamsters Local #687, the Articles of Agreement prevail.

Further, the Town of Colton may terminate the employment relationship, with appropriate notice,
at any time, with or without cause, so long as there is no violation of applicable federal or state
employment law or applicable collective bargaining agreement.

No Employee Handbook can anticipate every circumstance or question about policy. As the Town of
Colton continues to grow, the need may arise, and the Town of Colton reserves the right to revise,
supplement, or rescind any policies or portion of the handbook from time to time as it deems appropriate,
in its sole and absolute discretion. Generally, employees will receive written notification of such changes
to the handbook as they occur.

The Town of Colton Town Board believes that each employee contributes directly to the Town of

Colton's growth and success, and we hope you will take pride in being a member of the team.
We hope that your work experience here will be challenging, enjoyable, and rewarding.

THE TOWN OF COLTON TOWN BOARD



TOWN OF COLTON DESCRIPTION

Located in the foothills of the Adirondacks, the Town of Colton is the largest township in St. Lawrence
County, New York. According to the 2000 census, 1453 individuals reside in the Township. The
Township of Colton was formed in 1843.

The Town of Colton operates the Highway Department, Department of Public Works, Library, Museum,
Community Center, Municipal Court, Transfer Station, the Station, Insect Control Program, Athletic
Field, Skating Rink, Lighting Districts, Water District, and Sewer District.

The Town of Colton owns the following buildings and structures: Town Hall, Museum, Library,
Maintenance & Storage Building, the Station, J. R. Watson Community Center, Water Plant, Water
Tower, Sewer Plant, Skating Rink, Athletic field, and Highway Garage.

The Town of Colton conducts its business operations in accordance with the General Municipal Law of
the State of New York, guidelines issued by the New York State Office of the State Comptroller,
Division of Local Government and School Accountability, and Governmental Accounting Standards
Board statements issued by the American Institute of Certified Public Accountants.



EMPLOYEE ACKNOWLEDGMENT FORM

The Employee Handbook describes important information about the Town of Colton, and T understand
that I should consult the Personnel Records Management Officer regarding any questions not answered
in the handbook. The Personnel Records Management Officer may be contacted at 262-2810, option 2.
I have entered into my employment relationship with The Town of Colton voluntarily and acknowledge
that there is no specified length of employment. Accordingly, either I or the Town of Colton can
terminate the relationship at will, with or without cause, at any time, in accordance with any applicable
federal or state law or collective bargaining agreement.

Since the information, policies, and benefits described here are necessarily subject to change, 1
acknowledge that revisions to the handbook may occur, except to the Town of Colton's policy of
employment-at-will. Generally, such changes will be communicated through official notices, and I
understand that revised information may supersede, modify, or eliminate existing policies. No oral
representations can overrule these written policies. Only the Town of Colton Town Board has the ability
to adopt any revisions to the policies in this handbook.

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal
document. The Highway Superintendent, DPW Superintendent and BTI Supervisor will retain a hard
copy of the handbook that resides in the employees work area or common area for your access. The
Personnel Records Management Officer will also retain a hard copy for employee access. It is the
employee's responsibility to read and comply with the policies contained in this handbook.

SUBMIT THIS SIGNED FORM TO THE PERSONNEL RECORDS MANAGEMENT
OFFICER.

EMPLOYEE'S NAME (printed):

EMPLOYEE'S SIGNATURE:

DATE:
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101 Nature of Employment
Effective: 5/14/2009

Employment with the Town of Colton is voluntarily entered into, and the employee is free to resign with
two weeks’ notice to the employer at any time, with or without cause. Similarly, the Town of Colton
may terminate the employment relationship, with appropriate notice, at any time, with or without
cause, 5o long as there is no violation of applicable federal or state employment law or applicable
collective bargaining agreement.

Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to
constitute contractual obligations of any kind or a contract of employment between the Town of Colton
and its employees. The provisions of the handbook have been developed at the discretion of the Town
of Colton Town Board and may be amended or cancelled at any time, at the Town of Colton's sole
discretion.

These provisions supersede all existing policies and practices and may not be amended or added to
without the express written approval of the Town of Colton Town Board.
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102 Employee Relations
Effective: 5/14/2009

The Town of Colton believes that the work conditions, wages, and benefits it offers to its employees are
competitive with those offered by other employers in this area. If employees have concerns about work

conditions or compensation, they are strongly encouraged to voice these concerns openly and directly to
their immediate supervisor and/or the Safety Officer.

Our experience has shown that when employees deal openly and directly with their supervisors, the work
environment can be excellent, communications can be clear, and attitudes can be positive. The Town of
Colton Town Board believes that the Town of Colton amply demonstrates its commitment to employees
by responding effectively to employee concerns.
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103 Equal Employment Opportunity
Effective: 5/14/2009

In order to provide equal employment and advancement opportunities to individuals, employment
decisions in the Town of Colton will be based on merit, qualifications, and abilities. The Town of Colton
does not discriminate in employment opportunities or practices on the basis of age, race, creed, color,
religion, sex, national origin, age, disability, sexual orientation, conviction record, gender identity or
expression, predisposing genetic information or characteristic, familial status, marital status, military
status, domestic violence victim status, or any other characteristic protected by federal or state law.

The Town of Colton will make reasonable accommodations for qualified individuals with known
disabilities and/or pregnancy-related conditions, where doing so does not impose an undue hardship.
This policy governs aspects of employment, including selection, job assignment, compensation,
discipline, termination, and access to benefits and training. Requests for accommodations should be
made to the Personnel Records Management Officer.

Any employees with questions or concerns about any type of discrimination in the workplace are
encouraged to bring these issues to the attention of their immediate supervisor or the Personnel Records
Management Officer. Employees can raise concerns and make reports without fear of reprisal. Anyone
found to be engaging in any type of unlawful discrimination may be subject to disciplinary action, up to
and including termination of employment.
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104 Ethics and Conduct
Effective: 5/14/2009

The successful operation and reputation of the Town of Colton is built upon the principles of fair dealing
and ethical conduct of our employees. Our reputation for integrity and excellence requires careful
observance of the spirit and letter of applicable laws and regulations, as well as a scrupulous regard for
the highest standards of conduct and personal integrity.

The continued success of the Town of Colton is dependent upon taxpayers' trust and we are dedicated to
preserving that trust. Employees owe a duty to the Town of Colton and its taxpayers to act in a way that
will merit the continued trust and confidence of the public.

The Town of Colton will comply with applicable laws and regulations and expects its elected and
appointed officials and employees to conduct business in accordance with the letter, spirit, and intent of
relevant laws and to refrain from any illegal, dishonest, or unethical conduct.

No Town of Colton employee will have any interest, financial or otherwise, direct or indirect, or engage
in any business or transaction or professional activity or incur any obligation of any nature, which is in
substantial conflict with the proper discharge of his/her duties in the public interest.

In general, the use of good judgment, based on high ethical principles, will guide each employee with
respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the proper
course of action, the matter should be discussed openly with a supervisor, if applicable, and, if necessary,
with the Personnel Records Management Officer for advice and consultation.

Compliance with this policy of ethics and conduct is the responsibility of every Town of Colton

employee. Disregarding or failing to comply with this standard of ethics and conduct may result in
disciplinary action, up to and including termination of employment.

10
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105 Hiring of Relatives
Effective: 5/14/2009

The employment of relatives in the same area of an organization may cause serious conflicts and
problems with favoritism and employee morale. In addition to claims of partiality in treatment at work,
personal conflicts from outside the work environment can be carried into day-to-day working
relationships.

Relatives of persons currently employed by the Town of Colton may be hired if they will not be working
directly for or supervising a relative or will not occupy a position in the same line of authority within the
organization. This policy applies to any relative, higher or lower in the organization, who has the
authority to review employment decisions. Town of Colton employees cannot be transferred into such a
reporting relationship. If the relative relationship is established after employment, the individuals
concerned may decide who is to be transferred. If that decision is not made within 30 calendar days, the
Town of Colton Town Board will decide.

In other cases where a conflict or the potential for conflict arises, even if there is no supervisory
relationship involved, the parties may be separated by reassignment or terminated from employment.
For the purposes of this policy, a relative is any person who is related by blood or marriage, or whose
relationship with the employee is similar to that of persons who are related by blood or marriage. This
includes the employee's parents, siblings, spouse, domestic partner, children, stepchildren,
grandchildren, current mother-in-law, current father-in-law, current son-in-law, current daughter-in-law,
aunt, uncle.

Any situations not covered by the intent of this policy will be reviewed by the Town of Colton Town
Board.

This policy does not apply to elected officials.

11
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106 Employee Medical Examinations
Effective: 2/10/2010
Revised: 2/10/2010

To help ensure that new Highway, Public Works and Insect Control employees are able to perform their
duties safely, medical examinations will be required.

After an offer has been made to an applicant entering one of these designated job categories, a medical
examination will be performed at the Town of Colton's expense by a health professional of the Town of
Colton's choice or by a health professional of the applicant's choice at his/her expense. The applicant
will authorize the health professional to submit the results of the medical examination to the Town and
the offer of employment and assignment to duties will be contingent upon satisfactory results.

Information on an employee's medical condition or history will be kept separate from other employee

information and maintained confidentially. Access to this information will be limited to those who have
a legitimate need to know.

12
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107 Immigration Law Compliance
Effective: 5/14/2009

The Town of Colton is committed to employing United States citizens and aliens who are authorized to
work in the United States and does not unlawfully discriminate on the basis of citizenship or national
origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition
of employment, must complete the Employment Eligibility Verification Form 1-9 and present
documentation establishing identity and employment eligibility. Employees must present original
documents. Thel-9 form lists the acceptable documents that establish identity and employment

eligibility. The Town cannot and will not specify which type of acceptable document can be used to meet
these requirements.

The Town of Colton will photocopy the document(s) presented. These photocopies will only be used for
the verification process and retained with the Form I-9.

Former employees who are rehired must also complete the form if they have not completed an [-9 with
the Town of Colton within the past three years, or if their previous I-9 is no longer retained or valid.
Employees with questions or seeking more information on immigration law issues are encouraged to
contact the Personnel Records Management Officer. Employees may raise questions or complaints about
immigration law compliance without fear of reprisal.

13
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108 Conflicts of Interest
Effective: 5/14/2009

Employees have an obligation to conduct business within guidelines that prohibit conflicts of interest.
This policy establishes only the framework within which the Town of Colton wishes to operate. The
purpose of these guidelines is to provide general direction so that employees can seek further clarification
on issues related to the subject of acceptable standards of operation. Employees should contact the
Personnel Records Management Officer for more information or questions about conflicts of interest.

Transactions with outside firms must be conducted within a framework established and controlled by
the Town of Colton Town Board. Business dealings with outside firms should not result in unusual gain
for those firms. Unusual gain refers to bribes, product bonuses, special fringe benefits, unusual price
breaks, and other windfalls designed to ultimately benefit either the employer, the employee, or both.
Promotional plans that could be interpreted to involve unusual gain require Town of Colton Town Board
approval.

A conflict of interest occurs when an employee or elected official is in a position to influence a decision
that may result in a personal gain for that employee or for a relative as a result of Town of Colton's
business dealings. For the purposes of this policy, a relative is any person who is related by blood or
marriage, or whose relationship with the employee is similar to that of persons who are related by blood
or marriage.

No "presumption of guilt" is created by the mere existence of a relationship with outside firms. However,
if employees have any influence on transactions involving purchases, contracts, or leases, it is imperative
that they disclose, to the Town of Colton Town Board as soon as possible, the existence of any conflict
of interest so that safeguards can be established to protect all parties.

Personal gain may result not only in cases where an employee or relative has a significant ownership in
a firm with which the Town of Colton does business, but also when an employee or relative receives any
kickback, bribe, substantial gift, or special consideration as a result of any transaction or business
dealings involving the Town of Colton.

14
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109 Residency Requirement
Effective: 7/30/2012
Revised: 7/30/2012

Employees of the Town of Colton will be residents of the Town of Colton with the exception of the
Insect Control Department.

Comments: The Town of Colton Town Board reserves the right to make exceptions in some
circumstances, when they believe it is in the best interests of the Town of Colton.

15
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110 Outside Employment
Effective: 5/14/2009

An employee may hold a job with another organization as long as he/she satisfactorily performs his/her
job responsibilities with the Town of Colton. Employees will be judged by the same performance
standards and will be subject to the Town of Colton's scheduling demands, regardless of any existing
outside work requirements.

If the immediate supervisor and/or the Town of Colton Town Board determines that an employee's
outside work interferes with performance or the ability to meet the requirements of the Town of Colton
as they are modified from time to time, the employee may be asked to terminate the outside employment
if he/she wishes to remain employed by the Town of Colton.

Outside employment may present a conflict of interest if it has an adverse impact on the Town of Colton.

16
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114 Disability Accommodation (ADA)
Effective: 5/14/2009

The Town of Colton is committed to complying fully with the Americans with Disabilities Act (ADA)
and NYS Human Rights Law and ensuring equal opportunity in employment for qualified persons with
disabilities. Employment practices and activities are conducted on a non-discriminatory basis.

Hiring procedures have been reviewed and provide persons with disabilities meaningful employment
opportunities. Pre-employment inquiries are made regarding an applicant's ability to perform the duties
of the position. Applicants as well as employees may request accommodations as set forth below.

A post-offer medical examination may be required. A medical examination is required for a person
entering a Highway, Public Works, or Insect Control position after a conditional job offer. Medical
records will be kept separate and confidential.

Reasonable accommodation is available to qualified employees or applicants with a disability, where
their disability affects the performance of job functions, absent an undue hardship. Employment
decisions are based on the merits of the situation in accordance with defined criteria, not the disability
of the individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or
changes in compensation) as well as in job assignments, classifications, organizational structures,
position descriptions, lines of progression, and seniority lists. All accrued leave will be available to
employees on an equal basis.

The Town of Colton is also committed to not discriminating against qualified employees or applicants
because they are related to or associated with a person with a disability. The Town of Colton will follow
federal, state or local law that provides individuals with disabilities greater protection than the ADA.

This policy is neither exhaustive nor exclusive. The Town of Colton is committed to taking actions
necessary to ensure equal employment opportunity for persons with disabilities in accordance with the
ADA and other applicable federal, state, and local laws.

Individuals should contact the Personnel Records Management Officer regarding the provision of a
reasonable accommodation. Individuals requesting an accommodation may be required to provide
supporting documentation to the Personnel Records Management Officer. This information will be kept
in a separate confidential medical file.

115 Accommodation for Pregnancy-Related Conditions
In accordance with NYS Human Rights Law, the Town of Colton will provide reasonable
accommodations for qualified employees and applicants with pregnancy-related conditions, absent

undue hardship.

Individuals with pregnancy-related conditions who require a reasonable accommodation should contact
the Personnel Records Management Officer.

17
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116 Job Posting and Employee Referrals
Effective: 7/30/2012
Revised: 7/30/2012

The Town of Colton provides employees an opportunity to indicate their interest in open positions and
advance within the organization according to their skills and experience. In general, notices of job
openings are posted on the Town of Colton website, although the Town of Colton reserves its
discretionary right not to post a particular opening.

Eligible employees can apply for those posted jobs for which they possess the required skills,
competencies, and qualifications.

To apply for an open position, employees should submit a completed application to the Town of Colton
Town Board and/or Superintendent of Highways and/or the Superintendent of Public Works listing job-
related skills and accomplishments. It should describe how their current experience with the Town of
Colton and prior work experience and/or education qualifies them for the position. Applications received
after the posted deadline will not be considered.

The Town of Colton recognizes the benefit of developmental experiences and encourages employees to
talk with their immediate supervisor about their career plans. Supervisors are encouraged to support
employees' efforts to gain experience and advance within the organization.

An applicant's supervisor may be contacted to verify performance, skills, and attendance. Any staffing
limitations or other circumstances that might affect a prospective transfer may also be discussed.

The Town of Colton also encourages employees to identify friends or acquaintances who are interested
in employment opportunities and refer qualified outside applicants for posted jobs. Employees should
obtain permission from the individual before making a referral, share their knowledge of the
organization, and not make commitments or oral promises of employment.

18
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201 Employment Categories
Effective: 7/30/2012
Revised: 7/30/2012

It is the intent of the Town of Colton to clarify the definitions of employment classifications so that
employees understand their employment status and benefit eligibility. These classifications do not
guarantee employment for any specified period of time. Accordingly, the right to terminate the
employment relationship at any time is retained by both the employee and the Town of Colton.

Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage and hour
laws. NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and
state laws. EXEMPT employees are excluded from specific provisions of federal and state wage and
hour laws regarding overtime and minimum wage requirements. Each employee will be notified of their
EXEMPT or NONEXEMPT status upon hire. If an employee's EXEMPT or NONEXEMPT
classification changed, they will be provided with written notification by the Town of Colton Town
Board.

In addition to the above categories, each employee will belong to one of the following employment
category:

REGULAR FULL TIME salaried employees are those who are not in a temporary or orientation status
and who are regularly scheduled to work the Town of Colton's full time schedule, which is 35-40 hours
per week depending on the department. Generally, they are eligible for the Town of Colton's benefit
package, subject to the terms, conditions, and limitations of each benefit program. Participation is the
New York State Employees' Retirement System is mandatory.

REGULAR PART TIME employees are those who are not assigned to a temporary or orientation status
and who are regularly scheduled to work less than the full time work schedule but at least 1250 hours
per year. Generally, regular part time employees receive legally mandated benefits (Social Security,
Medicare, Unemployment Insurance, and Workers' Compensation) and are eligible for unpaid leave
under the Family and Medical Leave Act (FMLA). Participation in the New York State Employees'
Retirement System is optional for those employees working less than 30 hours per week. Employees
working at least 30 hours per week are eligible to be offered health insurance by the Town.

PART TIME employees are those who are not assigned to a temporary or orientation status and who are
regularly scheduled to work less than 1250 hours per year. While part time employees do receive legally
mandated benefits, they are not eligible for other Town of Colton benefits. Participation in the New York
State Employees' Retirement System is optional.

TEMPORARY employees are those who are hired as interim replacements, to temporarily supplement
the work force, or to assist in the completion of a specific project. Employment assignments in this
category are of a limited duration. Employment beyond any initially stated period does not in any way
imply a change in employment status. Temporary employees retain that status unless and until notified
of a change. While temporary employees receive legally mandated benefits, they are not eligible for the
other Town of Colton's benefits, Participation in the New York State Employees' Retirement System is
optional.

19
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HOURLY/SEASONAL employees are those who have established an employment relationship with
Town of Colton but who are assigned to work on an intermittent and/or unpredictable basis. While they
receive legally mandated benefits, they are not eligible for the other Town of Colton's benefits.
Participation in the New York State Employees' Retirement System is optional.

COMMENTS: Regular full time employee status remains 30 hours per week for those employees who
were considered full time and were hired prior to January 1, 2009.
Health insurance coverage is not offered to hourly/seasonal, temporary, and part time Public Works and

Highway employees who work less than 30 hours/week, in accordance with the Articles of Agreement
between the Town of Colton and The Teamsters Local # 687.

20
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202 Access to Personnel Files
Effective: 5/14/2009

The Town of Colton maintains a personnel file on each employee. The personnel file includes such

information as the employee's job application, resume, records of training, documentation of
performance evaluations and salary increases, and other employment records.

Personnel files are the property of the Town of Colton, and access to the information they contain is
restricted. Generally, supervisors and the Town of Colton Town Board, who have a legitimate reason to
review information in a file, are allowed to do so.

Employees who wish to review their own file should contact the Personnel Records Management
Officer. With reasonable advance notice, employees may review their own personnel files in the Town
Supervisor's office in the presence of the Personnel Records Management Officer.

21
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203 Employment Reference Checks

Effective: 7/30/2012
Revised: 7/30/2012

To ensure that individuals who join the Town of Colton are well qualified and have a strong potential to
be productive and successful, generally, it is the policy of the Town of Colton to check the employment

references of applicants.

The Town of Colton Town Board will respond to reference check inquiries from other employers.
Responses to such inquiries will confirm dates of employment, and position(s) held.

The Town will not provide or request salary history information, in accordance with state law.

22
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204 Personnel Data Changes
Effective: 9/12/2012
Revised: 9/12/2012

It is the responsibility of each employee to promptly notify the Town of Colton of any changes in his/her
personal data. Personal mailing addresses, telephone numbers, number and names of dependents, marital
status, individuals to be contacted in the event of an emergency, training certificates, and other such
status reports should be accurate and current. If any personal data has changed, employees must notify
the Personnel Records Management Officer as soon as possible.

Annual Driver's License Review for Highway, Public Works, Code Enforcement, Dog Control, and
Insect Control Departments:

Each employee who operates a Town vehicle or whose personal vehicle is considered an essential
component in the performance of his/her job must maintain a valid driver's license throughout
employment. These employees must submit a copy of their driver's license to the Personnel Records
Management Office by October first each year, which will be placed in their personnel file.

23
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205 Orientation Period
Effective: 5/14/2009

The orientation period is intended to give new employees the opportunity to demonstrate their ability to
achieve a satisfactory level of performance and to determine whether the new position meets their
expectations. The Town of Colton uses this period to evaluate the employees’ capabilities, work habits,
and overall performance.

The length of the orientation period is determined at the time of hire based on the applicable civil service
rules for those employees not covered by civil service rules, the orientation period shall be a minimum
of six months.

Non-union, new and rehired employees work on an orientation basis for the first year after their date of
hire. Employees who are promoted or transferred within the Town of Colton must complete a secondary
orientation period of the same length with each reassignment to a new position. Any significant absence
will automatically extend the orientation period by the length of the absence.

In cases of promotions or transfers within the Town of Colton, an employee who, in the judgment of
his/her immediate supervisor or the Town of Colton Town Board, is not successful in the new position
can be removed from that position. If this occurs, the employee may be allowed to return to his/her
former job or to any comparable job for which the employee is qualified, depending on the availability
of such positions and the Town of Colton's needs.

During the initial orientation period, new employees are eligible for those benefits that are legally
mandated. Full time salaried employees are also eligible for other Town of Colton benefits, e.g. health
and dental insurance, subject to the terms and conditions of each benefits program. Employees should
read the information for each specific benefits program for the details on eligibility requirements.

COMMENTS: The orientation period for union empldyees is in accordance with the Articles of
Agreement between the Town of Colton and the Teamsters Local # 687.
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208 Employment Applications
Effective: 5/14/2009

The Town of Colton relies upon the accuracy of information contained in the employment application,
as well as the accuracy of other data presented throughout the hiring process and employment. Any
misrepresentations, falsifications, or material omissions in any of this information or data may result in
the Town of Colton's exclusion of the individual from further consideration for employment or, if the
person has been hired, termination of employment. Applications will be forwarded to the Office of the
Town Supervisor for processing.

Applicants will receive an acknowledgment letter from the Town of Colton indicating when their
application was received and if there are any openings at that time.

If there are no openings available, the applicant will be informed that the Town of Colton will keep
his/her application on file for one year from the date of receipt. If there is a position available, applicants
will be selected for interviews by the department supervisor or by the selection committee appointed by
the Town of Colton Town Board. For highway position openings, the selection of applicants for
interviews will be done by the Superintendent of Highways with preferences to be reviewed by the Town
of Colton Town Board for input in the hiring decision. Applications received after the posted deadline
will not be considered.

Applicants will be notified in writing when the position has been filled.
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209 Performance Evaluation
Effective: 7/30/2012
Revised: 7/30/2012

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal,
day-to-day basis. Annual performance evaluations may be conducted to provide both supervisors and
employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and
recognize strengths, and discuss positive, purposeful approaches for meeting goals.
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301 Employee Benefits
Effective: 7/30/2012
Revised: 7/30/2012

Mandated benefits (Social Security, Medicare, Workers' Compensation, and Unemployment Insurance)
cover Town of Colton employees in the manner prescribed by law. Eligible Town of Colton employees
are provided a wider range of benefits.

Benefits eligibility is dependent upon a variety of factors, including employee classification. The
Personnel Records Management Officer can identify the benefits for which employees are eligible.
Details of many of these benefits can be found elsewhere in the employee manual.

The following benefits are available to eligible employees:

*

*

* X % KX X *

*

*

Auto Mileage Reimbursement for use of personal vehicle on Town of Colton business
Holidays

Bereavement Leave

Jury Duty Leave

Personal Leave

Cancer Screening Leave

Crime Victim Leave

Blood/Bone Marrow Donation Leave

Voting Leave

Sick Leave

Vacation Leave

Dental Insurance

Short Term Disability Insurance

Health Insurance

Post-Employment Insurance Continuation (COBRA)

COMMENTS: Employee Benefits for union employees are in accordance with the Articles of
Agreement between the Town of Colton and the Teamsters Local # 687.

Employee Benefits for the Library Technician are designated by the Library Board.
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303 Vacation Leave
Effective: 7/30/2012
Revised: 01/01/2017

Paid Vacation leave is available to eligible employees to provide opportunities for rest, relaxation, and
personal pursuits. Employees in the following employment classification are eligible to earn and use
Vacation Leave as described in this policy:

*  Regular full time salaried employees hired after 10/01/2021 and after one year of employment
*  See Note 1 under comment for DPW/Code Enforcement Supervisor and Bookkeeper hired prior
to 10/01/2021 for vacation.

The amount of paid Vacation Leave employees receive each year increases with the length of their
employment as shown in the following schedule:

*  Upon initial eligibility of one year the employee is entitled to 5 vacation days each year.
*  After 3 years of eligible service the employee is entitled to 10 vacation days each year.
*  After 7 years of eligible service the employee is entitled to 15 vacation days each year.
*  After 12 years of eligible service the employee is entitled to 20 vacation days each year.
*  After 24 years of eligible service the employee is entitled to 25 vacation days each year.

Before Vacation Leave can be used, a waiting period of one year from date of hire must be completed.
After that time, employees can request use of earned Vacation Leave. Following the first anniversary
year, the length of eligible service is calculated on the basis of a calendar year beginning January 1st and
ending December 31st. To take Vacation Leave, employees will request advance approval from their
supervisor. Requests will be reviewed based on a number of factors, including operation needs and
staffing requirements. :

Vacation Leave is paid at the employee's base pay rate at the time of vacation.

Employees may rollover 1 week or 40 hours of vacation time each calendar year, (this is non-cumulative;
may not rollover 80 hours in year 2). Any requested deviations from this policy must be fully justified
and presented to the Town of Colton Town Board for either approval or disapproval at their discretion.
Upon termination of employment, employees will be paid for unused Vacation Leave that has been
earned through the last day of work at their final base pay rate.

COMMENTS: Vacation Leave for union employees is in accordance with the Articles of Agreement
between the Town of Colton and the Teamsters Local # 687.

Note 1: The DPW/Code Supervisor and Bookkeeper hired prior to 10/01/2021 (30 days
vacation per year starting January 1 after one year of employment and not eligible for personal leave).
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304 Cancer Screening Leave
Effective: 7/30/2012
Revised: 7/30/2012

Early screening is extremely important in detecting cancer, treating it and reducing costs of care. In
accordance with Civil Service Law section 159-b, the Town of Colton provides paid leave to employees

who undertake a screening for cancer. Employees are entitled to take up to four hours of paid leave for
cancer screening on an annual basis.

This paid leave is not to be deducted from accrued leave. Physical examinations, blood work, as well as
the travel time to and from these screenings, are included in this four-hour cap. Absence from work
beyond the four-hour cap must be charged to leave credits.

Employees should make requests for leave to their supervisors in a timely manner in advance of the

screening. Employees who undergo screenings outside their regular work schedules do so on their own
time and are not entitled to compensation for that time.

The Town of Colton may require satisfactory medical documentation verifying the employee's absence

was for the purpose of cancer screening, which would be submitted to the Personnel Records
Management Officer upon returning to work.
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305 Holidays
Effective: 1/1/2014
Revised: 1/1/2017

The Town of Colton grants holiday time off to employees on the holidays listed below:

New Year's Day (January 1)

President's Day (3rd Monday in February)

Martin Luther King Day (3rd Monday in January)
Good Friday (Friday before Easter in April)
Memorial Day (last Monday in May)
Independence Day (July 4)

Labor Day (1st Monday in September)

Veterans' Day (November 11)

Thanksgiving (4th Thursday in November)

Day after Thanksgiving (4th Friday in November)
Christmas (December 25)

Employee Birthday

¥ ¥ ¥ ¥

PO B

s

The Town of Colton grants paid holiday time off to eligible employees immediately upon assignment to
an eligible employment classification. The employee must work the last scheduled work day preceding
the holiday and the first scheduled workday succeeding in order to be eligible for pay for the holiday.
. Holiday pay will be calculated based on the employee's straight-time pay rate (as of the date of the
" holiday) times the number of hours the employee would otherwise have worked on that day. Eligible
employee classification:

*  Regular full time salaried employees

A recognized holiday that falls on a Saturday will be observed on the preceding Friday. A recognized
holiday that falls on a Sunday will be observed on the following Monday.

If a recognized holiday falls during an eligible employee's paid absence (Vacation or Sick Leave),
holiday pay will be provided instead of the paid time off benefit that would otherwise have applied.

If eligible nonexempt employees work on a recognized holiday, they will receive holiday pay plus wages
at one and one-half times their straight-time rate for the hours worked on the holiday.

Paid time off for holidays will be counted as hours worked for the purposes of determining whether
overtime pay is owed.

COMMENTS: Union employees are paid for holidays in accordance with the Articles of Agreement
between the Town of Colton and the Teamsters Local # 687.
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306 Workers’ Compensation Insurance and On-The-Job Injuries
Effective: 5/14/2009

The Town of Colton provides comprehensive Workers' Compensation Insurance at no cost to employees.
This insurance covers any injury or illness sustained in the course of employment that requires medical,
surgical, or hospital treatment. Subject to applicable legal requirements, Workers' Compensation
Insurance provides benefits after a short waiting period or, if the employee is hospitalized, immediately.

When an employee has an injury or on the job incident, the Employee is to report the incident to the
safety officer and fill out an incident report that can be obtained from the safety officer. The form is to
be submitted within 24 hours of the accident. The form is then turned over to the Town Clerk to be
inputted to the on-line system handled by the town’s compensation insurance carrier (PERMA).

The incident report needs to be filled out even if you do not lose work from the injury. By reporting the
injury it allows for an employee to file a claim later if the injury is has not healed, or you need to seek
medical attention related to the injury at a later time.

If an employee does seek medical attention and doctor has put you on medical leave, the doctor must
provide the employee with a diagnosis stating the injury and the timeframe that you will be absent from
work. The diagnosis needs to be given to the employee’s immediate supervisor who will then provide
it to the Personnel Records Management Officer for processing. PERMA requires a one week waiting
-period during which time the employee can use sick leave for the waiting period. If the employee has
'no sick time for the waiting period it is unpaid leave by PERMA and the Town of Colton. After the
waiting period PERMA will start payment. The amount PERMA pays is dependent on employees salary
prior to the injury and the existing PERMA policy.

Employee can use their sick time to supplement the PERMA payment if employee has accumulated sick
time once the PERMA payment starts. Employee reimbursement for used sick time is not a guaranteed
event. Reimbursement is on a case by case basis and is dependent on extent of injury and the town being
reimbursed for payment made to an employee by the town.

Neither the Town of Colton nor the insurance carrier (PERMA) will be liable for the payment of workers'
compensation benefits for injuries that occur during an employee's voluntary participation in any off-
duty recreational, social, or athletic activity sponsored by the Town of Colton. The Town of Colton
provides off-the-job disability coverage in that event for eligible employees.

COMMENTS: Union employees are provided with off-the-job disability coverage in accordance with
the Teamsters Council Health and Hospital Fund.
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307 Sick Leave
Effective: 7/30/2012
Revised: 1/1/2017

The Town of Colton provides paid Sick Leave to eligible employees for periods of temporary absence
for medical reasons. Eligible employee classification:

*  Regular full time salaried employees

Eligible employees will accrue 1 sick day per month, (January 1st thru December 3 Ist) up to a maximum
of 30 days by December 31st if not used in the current year, excess will be lost.

Employees, at their own discretion, may donate sick time to another employee.

Employees who are unable to report to work for medical reasons will notify their immediate supervisor
before the scheduled start of their workday, if possible. The supervisor must also be contacted on each
additional day of absence. If an employee is absent for three or more consecutive days due to illness or
injury, a physician's statement must be provided to the Personnel Records Management Officer verifying
the disability and its beginning and expected ending dates. Such verification may be requested for other
Sick Leave absences as well and may be required as a condition to receiving Sick Leave. Before returning
to work from a Sick Leave absence of 5 calendar days or more, an employee must provide a physician's
verification that he/she may return to work. The return-to-work statement must indicate light duty
restrictions or full duty.

Sick leave will be calculated based on the employee's base pay rate at the time of absence.

Unused Sick Leave will be allowed to accumulate until the employee has accrued a total of 30 calendar
days’ worth of Sick Leave. If the employee's Sick Leave reaches this maximum, further accrual of Sick
Leave will be suspended until the employee has reduced the balance below the limit.

Sick Leave is intended to provide income protection in the event of illness or injury. Unused Sick Leave
will be paid to employees upon termination of employment due to retirement and/or resignation.
COMMENTS: Sick Leave for union employees is in accordance with the Articles of Agreement between
the Town of Colton and the Teamsters Local # 687.
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308 Voting Leave
Effective: 1/1/2014
Revised: 11/25/2013

The Town of Colton encourages employees to fulfill their civic responsibilities by participating in
elections. Employees who do not have sufficient time to vote outside of their working hours will be
eligible for up to two hours of paid time off to allow them to vote. An employee has “sufficient time to
vote” outside of their working hours if an employee has four consecutive hours to vote either before or
after their shift and the opening or closing of the polls. Employees are provided with up to two hours of
paid time off to enable the employee to vote when added to their voting time outside of working hours.
An employee may take more than two hours of time to vote, but only the first two hours of the leave will
be paid.

An employee must notify their supervisor at least two working days but not more than 10 days before
the election. The Town may direct that the leave be taken at the beginning or end of the employee’s shift.
The Town will post a notice informing them of the provisions of Election Law 3-110 for at least 10
working days before every election until the polls close on election day.
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309 Bereavement Leave
Effective: 5/14/2009

IMMEDIATE FAMILY:

Employees who wish to take time off due to the death of an immediate family member should notify
their supervisor immediately.

Up to 3 days of paid Bereavement Leave will be provided to eligible employees in the following
classification:
*  Regular full time salaried employees

Bereavement Leave pay is calculated based on the base pay rate at the time of absence.

The Town of Colton defines "immediate family" as the employee's parent, sibling, spouse, children,
stepchildren, grandchildren, current parent-in-law, current son-in-law, and current daughter-in-law.

OTHER RELATIVES:
One (1) full day of paid Bereavement Leave will be provided to eligible employees in the following
classification:

*  Regular full time salaried employees

Bereavement Leave pay is calculated based on the base pay rate at the time of absence.

The Town of Colton defines "other relatives" as grandparents, current brother-in-law and current sister-
in-law.

COMMENTS: Bereavement Leave for union employees is in accordance with the Articles of Agreement
between the Town of Colton and the Teamsters Local # 687.
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311 Jury Duty
Effective: 11/15/2012
Revised: 11/15/2012

The Town of Colton encourages employees to fulfill their civic responsibilities by serving jury duty
when required. All employees who meet the requisite notice requirements set forth below are entitled to
take leave for commensurate with the time the employee is serving jury duty. Employees who have
completed a minimum of 180 calendar days of service in an eligible classification may request up to 2
weeks of paid jury duty leave over any 3 year period.

Jury duty leave pay will be calculated on the employee's base pay rate times the number of hours the
employee would otherwise have worked on the day of absence. Employee classifications that qualify for
paid jury duty leave are:

*  Regular full-time employees

The Town of Colton will pay the jury fee for the first three days of jury service for Part Time employees.
After three days, the State will pay the jury fee to these employees. Part Time employees who do not
miss work due to jury service will be paid the jury fee by the State.

An employee who serves as a juror for part of the day and works for part of the day will be paid by the
employer for the time worked.

If employees are reciuired to serve jury duty beyond the period of paid jury duty leave, they may use any
available paid time off (for example, vacation benefits) or may request an unpaid jury duty leave of
absence.

Employees must show the jury duty summons to their supervisor within 48 hours of receipt of the
summons, so that the supervisor may make arrangements to accommodate their absence. Their
supervisor, in turn, will notify the Payroll Manager when the Jury Duty Leave will begin. Court
verification of days served will be given to the immediate supervisor when jury duty is completed. Of
course, employees are expected to report for work whenever the court schedule permits. (i.e.: for a 1
p-m. jury duty appointment, the employee would be expected to come to work in the a.m.)

Either the Town of Colton or the employee may request a hardship excuse from jury duty if, in the Town
of Colton's judgment, the employee's absence would create serious operational difficulties. Salaried
employees pay benefits will be referred to the Town of Colton Town Board to be decided on an
individual basis. The Town of Colton Town Board may decide to petition for a hardship on behalf of the
employee if it is deemed that the employee is needed for the operation of the Town of Colton.

The Town of Colton will continue to provide health insurance benefits for the full term of the jury duty

absence. Benefit accruals such as vacation, sick leave, or holiday benefits will be suspended during
unpaid jury duty leave and will resume upon return to active employment.
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313 Insurance Continuation (COBRA)
Effective: 5/14/2009

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their
qualified dependents the opportunity to continue health and dental insurance under the Town of Colton's
health and dental plans when a "qualifying event” would normally result in the loss of eligibility. Some
common qualifying events are resignation, termination of employment, death of an employee; reduction
in an employee's hours or a leave of absence; an employee's divorce or legal separation; and a dependent
child no longer meeting eligibility requirements.

Under COBRA, the employee or dependent pays the full cost of coverage at the Town of Colton's group
rates. The Town of Colton provides each eligible employee with a written notice describing rights
granted under COBRA when the employee becomes eligible for coverage under the Town of Colton's
health insurance plan. The notice contains important information about the employee's rights and
obligations.

COMMENTS: COBRA benefits for union employees, regular full-time employees and elected officials
are administered by the Teamsters Council Health and Hospital Fund, Not by the Town of Colton.
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315 Personal Leave
Effective: 7/30/2012
Revised: 1/1/2017

Personal Leave is an all-purpose time-off policy for eligible employees to use for vacation, illness or
injury, and personal business. Employees in the following employment classification are eligible to use
Personal Leave as described in this policy:

* Regular full time salaried employees

The amount of Personal Ieave employees receive each year is:

* The employee is entitled to 3 Personal Leave days each calendar year (January 1st thru
December 31st)

Employees who have an unexpected need to be absent from work should notify their immediate
supervisor before the scheduled start of their workday, if possible, and on each additional day of
unexpected absence.

To schedule planned Personal Leave, employees will request advance approval from their immediate
supervisor. Requests will be reviewed based on a number of factors, including business needs and
staffing requirements.

Personal Leave is paid at the employee's base pay rate at the time of absence.

In the event that available Personal Leave is not used by the end of the year, employees will forfeit the
unused Personal Leave.

Unused Personal Leave will be paid to employees upon termination of employment.

COMMENTS: Personal Leave for union employees is in accordance with the Articles of Agreement
between the Town of Colton and the Teamsters Local # 687.
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316 Health Insurance
Effective: 7/30/2012
Revised: 7/30/2012

The Town of Colton's health insurance plan provides eligible employees and their dependents access to
medical and dental insurance. Employees in the following employment classification are eligible to
participate in the health insurance plan:

*  Effective January 1, 2020, all new regular full-time employees or elected officials will
pay 10% of their monthly health insurance premiums.

* Regular part time employees who work at least 30 but less than 35 hours/week. These
employees are required to pay 10% of their monthly insurance premiums.

Eligible employees may participate in the health insurance plan subject to the terms and conditions of
the agreement between the Town of Colton and the insurance carrier.

A change in employment classification that would result in loss of eligibility to participate in the health
insurance plan may qualify an employee for insurance continuation under the Consolidated Omnibus
Budget Reconciliation Act (COBRA). Employees should contact the Teamsters Council Health and
Hospital Fund for more information about health insurance.

Upon retirement, after fifteen (15) or more years of service with the Town of Colton, and upon receiving
New York State Retirement benefits or Social Security benefits, the Town of Colton will contribute six
hundred ($600), toward the cost of health insurance coverage for the retired employee upon presentation
of a paid bill or receipt from their insurance carrier. Reimbursement shall not exceed the cost of the
insurance. The purchase of said insurance is the sole responsibility of the retiree. To receive payment
the retiree must submit a copy of the insurance paid bill or receipt to the Town of Colton. The retiree
will continue to receive this payment until he/she is eligible for Medicare or until death, whichever
occurs first.

COMMENTS: Full-time employees and elected officials that have health insurance through the town
are provided with health insurance coverage in accordance with the Teamsters Council Health and
Hospital Fund. Retired union employees are reimbursed for health insurance coverage in accordance
with the Articles of Agreement between the Town of Colton and the Teamsters Local # 687.
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317 Life Insurance

Effective: 1/1/2014
Revised: 11/25/2013

Employees in the following employment classification are eligible to apply for participation in the life
insurance plan:
*  Regular full time salaried employees

Eligible employees may participate in the life insurance plan subject to terms and conditions of the
agreement between the Town of Colton and the Teamsters Council Health and Hospital Fund.

Employees should contact the Teamsters Council Health and Hospital Fund for more information about
life insurance benefits.

COMMENTS: Union employees are provided with life insurance coverage in accordance with the
Teamsters Council Health and Hospital Fund.
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318 Short Term Disability: Non-Work Related
Effective: 5/14/2009
Revised: 5/14/2009

The Town of Colton provides a short term disability benefits plan to eligible employees who are unable
to work because of a qualifying disability due to an off-the-job injury or illness.

Eligible employees may participate in the short term disability plan subject to the terms and conditions
of the agreement between the Town of Colton and the insurance carrier (ULLICO).

Disabilities arising from pregnancy or pregnancy-related illness are treated the same as any other illness
that prevents an employee from working and may be eligible for short term disability. Disabilities

covered by worker’s compensation are excluded from this short term disability coverage.

Employees should contact the Personnel Records Management Officer for more information about short
term disability benefits.

COMMENTS: Regular full time employee status remains 30 hours per week for those employees who
were considered full time and were hired prior to January 1, 2009.

Union employees are provided with short term non-work related disability coverage in accordance with
the Teamsters Council Health and Hospital Fund.
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01 Timekeeping
Effective: 8/30/2012
Revised: 8/30/2012

Accurately recording time worked is the responsibility of every nonexempt employee. Federal and state
laws require the Town of Colton to keep an accurate record of time worked in order to calculate employee
pay and benefits. Time worked is the time actually spent on the job performing assigned duties.

Nonexempt employees should accurately record the time they begin and end their work. They should
also record the beginning and ending time of any split shift or departure from work for personal reasons.

Altering, falsifying, tampering with timesheets, or recording time on another employee's timesheet
may result in disciplinary action, up to and including termination of employment.

It is the employees' responsibility to sign their timesheets to certify the accuracy of time recorded. Their
immediate supervisor will review and then initial the timesheet before submitting it for payroll
processing, In addition, if corrections or modifications are made to the timesheet, the supervisor must
verify the accuracy of the changes by initialing the timesheet. A corrected copy of the timesheet will
be provided to the employee, if requested.

The immediate supervisor of hourly employees, paid weekly, will submit their timesheets to the Payroll
Manager no later than 8 a.m. the Monday following the end of the pay period unless otherwise notified.
Hourly employees, paid monthly, will submit their timesheets to the Payroll Manager no later than 8
a.m. the Monday of the last payroll run in the month.

COMMENTS: To drop off timesheets before or after business hours, they may be placed in the night
deposit box located to the left of the doors of the Town Hall Building.
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403 Distribution of Checks
Effective: 1/1/2014
Revised: 11/25/2013

At the annual January Organizational Meeting, the pay periods for employees are designated. Payroll
periods are weekly, monthly, semi-annual and annual. Each paycheck will include earnings for work
performed through the end of the previous payroll period.

Paid Weekly Employees: Wages are paid by direct deposit into an account of an employee. Direct
Deposit is the standard — exceptions will be addressed by the Town Board. Paychecks and pay stubs
are distributed on Thursdays. Checks/stubs not picked up by 4:00 p.m. on Thursday, will be mailed.

In the event that a regularly scheduled payday falls on a day off such as a holiday, employees will receive
pay on the last day of work before the regularly scheduled payday.

If a regular payday falls during an employee's vacation, the employee's paycheck will be available upon
his/her return from vacation unless they have direct deposit or other arrangements are made with the
Payroll Manager.

Reimbursement Cheeks: Checks are mailed to those employees who have indicated to mail their checks.

Those employees who choose to pick up their checks must do so by 4:00 p.m. on the Friday following
the regular Town Board Meeting. Checks not picked up by this time, will be mailed.
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405 Employment Termination
Effective: 5/14/2009

Termination of employment is an inevitable part of personnel activity within any organization, and many
of the reasons for termination are routine. Below are examples of some of the most common
circumstances under which employment is terminated:

*  Resignation - voluntary employment termination initiated by an employee.

*  Discharge - involuntary employment termination initiated by the Town of Colton.

*  Retirement - voluntary employment termination initiated by the employee meeting age, length
of service, and any other criteria for retirement from the Town of Colton.

Resignation is a voluntary act initiated by the employee to terminate employment with the Town of
Colton. Although advance notice is not required, the Town of Colton requests at least two weeks written
resignation notice from an employee to be submitted to the Personnel Records Management Officer.

The Town of Colton will generally schedule exit interviews at the time of employment termination. The
exit interview will afford an opportunity to discuss such issues as post-employment benefits, repayment
of outstanding debts to the Town of Colton, or the return of Town of Colton-owned property.
Suggestions, complaints, and questions can also be voiced.

Employees will receive their final pay in accordance with applicable federal and state laws.

Employee benefits will be affected by employment termination in the following manner: Accrued, vested
benefits that are due and payable at termination will be paid. Some benefits may be continued at the

that may be continued and of the terms, conditions, and limitations of such continuance. In the event of
resignation or retirement, a letter so indicating is required and must be submitted to the Personnel
Records Management Officer. The final check will be issued upon submission of the resignation letter
and meeting the other required criteria. Employees must ensure the Town has an accurate address for
mailing the final check, or may request to pick the check up in person at a time and place approved by
the Town.
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501 Safety
Effective: 9/12/2012
Revised: 9/12/2012

To assist in providing a safe and healthful work environment for employees, customers, and visitors, the
Town of Colton has established a workplace safety program. This program is a top priority for the Town
of Colton. The Safety Officer has responsibility for implementing, administering, monitoring, and
evaluating the safety program. Its success depends on employees' alertness and personal commitment.
The Town of Colton has also developed a Workplace Violence Prevention Program (see Section 522.)

The Town of Colton provides information to employees about workplace safety and health issues
through regular internal communication channels such as supervisor-employee meetings, bulletin board
postings, memos, or other written communications. A safety advisory group, consisting of the Safety
Officer (Public Works Superintendent), Highway Superintendent, Code Enforcement Officer, Insect
Control Supervisor and one Town Board Member, assists in these activities and facilitates effective
communication between employees and management about workplace safety and health issues.

Employees and supervisors receive periodic workplace safety training. The training covers potential
safety and health hazards and safe work practices and procedures to eliminate or minimize hazards.

Some of the best safety improvement ideas come from employees. Those with ideas, concerns, or
suggestions for improved safety in the workplace are encouraged to raise them with their immediate
supervisor. Reports and concerns about workplace safety issues may be made anonymously if the
employee wishes. Reports can be made without fear of reprisal.

Each employee is expected to obey safety rules and to exercise caution in work activities. Employees
must immediately report any unsafe condition to the appropriate supervisor. Employees who violate
safety standards, who cause hazardous or dangerous situations, or who fail to report or, where
appropriate, remedy such situations, may be subject to disciplinary action, up to and including
termination of employment.

In the case of accidents that result in injury, regardless of how insignificant the injury may appear,
employees will immediately notify their immediate supervisor, the Safety Officer and the Personnel
Records Management Officer. Such reports are necessary to comply with laws and initiate insurance and
workers' compensation benefits procedures.

Annual Driver's License Review for Highway, Public Works, Insect Control, and Code Enforcement
Departments:

Each employee who operates a Town vehicle or whose personal vehicle is considered an essential
component in the performance of his/her job must maintain a valid driver's license. These employees
must submit a copy of their driver's license to the Personnel Records Management Office by October
first each year, which will be placed in their personnel file.
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- 502 Work Schedules
Effective: 12/4/2012
Revised: 12/4/2012

The normal work schedule for Highway employees is in accordance with the Articles of Agreement
between the Town of Colton and the Teamsters Local #687. The normal work week for Public Works
union laborers is 40 hours per week with flexible scheduling. The seasonal work schedule for Insect
Control employees is based on 8 hours/day, 5 days/week but is dependent upon weather conditions. In
other departments, supervisors will advise their employees of the times their schedules will normally
begin and end. Staffing needs and operational demands may necessitate variations in starting and ending
times, as well as variations in the total hours that may be scheduled each day and week.

Each work day, full time salaried employees, who work more than six hours, are provided with two rest
periods of 10 minutes in length. To the extent possible, rest periods will be provided in the middle of the
work periods. Since this time is counted and paid as time worked, employees must not be absent from
their work stations beyond the allotted rest period.

Full time salaried employees are entitled to one meal period each workday. Supervisors will schedule
meal periods to accommodate operating requirements. Employees will be relieved of active
responsibilities and restrictions during meal periods of 30 minutes or more and will not be compensated
for that time.

Time spent in a training session or meeting and travel time to and from meetings and training sessions
~ are considered work time, even if outside of normal working hours. Off duty hours while an employee

is in travel status, are not considered hours worked under the Fair Labor Standards Act.

COMMENTS: Rest periods and meal periods for union employees are in accordance with the Articles
of Agreement between the Town of Colton and the Teamsters Local # 687.

45



Town of Colton
Policies and Procedures

504 Use of Phone and Mail Systems
Effective: 7/30/2012
Revised: 7/30/2012

Personal use of the telephone for long-distance and toll calls is not permitted. Employees should practice
discretion when making local personal calls and may be required to reimburse the Town of Colton for
any charges resulting from their personal use of the telephone.

The mail system is reserved for business purposes. Employees should refrain from sending or receiving
personal mail at the workplace. Mail received is considered official Town of Colton mail.

To ensure effective telephone communications, employees should use the approved greeting; speak in a
courteous and professional manner; confirm information received from the caller; and hang up after the
caller has done so.

COMMENTS: Personal calls using personal cell phones should be kept to a minimum during the work
day.
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505 Smoking and Vaping
Effective: 5/14/2009

In keeping with the Town of Colton's intent to provide a safe and healthful work environment and
according to New York State law, smoking in the workplace is prohibited. This policy applies equally
to employees, customers, and visitors. Smoking or vaping is prohibited in all Town of Colton
buildings and vehicles, and employees must respect these designations. Failure to comply may result
in disciplinary action, up to and including termination of employment.

The Town of Colton is committed to assisting employees in achieving healthy lifestyles. In support of
this commitment, the Town of Colton will provide information regarding tobacco cessation programs,
which will be posted periodically on employee bulletin boards at the Highway Garage, the Station, and
Town Hall.

St. Lawrence County Public Health Department has a Tobacco Use Prevention & Education Program.
For  more information employees can  call 315-386-2325 or go online to
www.stlawco.org/departments/publichealth/tobaccocessation.

Also, Canton-Potsdam Hospital currently offers smoking cessation clinics in the evenings. These
workshops are free and open to the public. Employees interested in quitting smoking are encouraged to
attend. For more information employees should contact 315 -353-2572.

Currently New York State has a website (www.nysmokefree.com) which offers free support and
counseling services, and free nicotine replacement medication.
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506 Rights of Nursing Mothers
Effective: 5/14/2009

In compliance with New York State law, the Town of Colton offers employees who are returning to
work following the birth of a child the choice of using unpaid break time or using paid break time or
meal time each work day for the purpose of expressing breast milk for her nursing child for a period of
three years following childbirth.

An employee wishing to avail themselves of this benefit is required to give her immediate supervisor
advance notice prior to her return to work following the birth of her child in order to allow her supervisor
an opportunity to establish a private location and schedule leave.

The Town of Colton will provide unpaid break time once every three hours if requested by the employee.
An employee may choose to use unpaid break time concurrently with regularly scheduled paid break or
meal periods.

The Town of Colton will allow an employee to work before or after her normal work shift to make up
the amount of time used during the unpaid break times so long as such additional time requested falls

within the regular work hours.

The Town of Colton will also provide a private space for the employee to use for the purpose of
expressing breast milk as necessary.

Employees should contact the Personnel Records Management Officer for more information or questions
about the rights of nursing mothers in the work place.
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507 Overtime
Effective: 9/1/2014
Revised: 1/1/2017

Authorization. Department head's may require an employee to work additional hours beyond the
employees normal work day and work week. An employee must receive prior approval from the
department head or supervisor before working additional hours -- except in an emergency situation. An
employee is not entitled to overtime without proper authorization. Overtime compensation is paid to
nonexempt employees IAW federal and state wage restrictions.

Compensatory time is time off to compensate for hours worked beyond the employees normal work
week. Compensatory time will be available to Highway and DPW full-time/nonexempt hourly
employees. The Department Head will decide if an employee is to receive compensatory time at the
employees request or be paid overtime.

When an employee requests and receives approval for compensatory time, the employee will be credited
with the equivalent of 1.5 hours for all authorized time worked over 40 hours in a given workweek. An
employee may accumulate up to 40 hours in compensatory time credits.

An employee must use all compensatory time credited within the calendar year No Later Than December
first of that year. If not used, it will be paid out on the first pay period on December in that year.
Compensatory time cannot be accumulated from year to year. The department head is to make every
effort to assure the employee uses all the time accumulated. Any exception to this policy will be
considered on a case by case basis by the Town Board.

Credit for paid leave. Personal leave, sick leave, vacation leave, bereavement leave, jury duty leave,
military leave and holidays will be included as time worked for the purpose of computing compensatory
time.

Records. Employee timesheet will reflect use of Compensatory time as used. The attached spread sheet
(Attachment I) will be maintained by the Highway or DPW department head during the course of the

calendar year and a copy submitted to the bookkeeper along with the timesheet when comp time is used.

Failure to work scheduled overtime or overtime worked without prior authorization from the immediate
supervisor may result in disciplinary action, up to and including termination of employment.
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508 Use of Equipment and Vehicles
Effective: 5/14/2009

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to
replace. When using property, employees are expected to exercise care, perform required maintenance,
and follow operating instructions, safety standards, and guidelines.

Detailed fuel records will be kept for all fuel consumption.

Employees are responsible for any equipment assigned to them. Arrangements should be made for any
necessary repair or maintenance. Field equipment should be safeguarded so that it will not be damaged
or stolen by careless handling, or by leaving it unattended in the field.

Employees will notify their supervisor if any equipment, machines, tools, or vehicles appear to be
damaged, defective, or in need of repair. Prompt reporting of damages, defects, and the need for repairs
could prevent deterioration of equipment and possible injury to employees or others.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as
well as excessive or avoidable traffic and parking violations, may result in disciplinary action, up to and
including termination of employment.

Those employees holding a valid operators' license are authorized to operate Town of Colton vehicles.
Also, see Vehicle Use Policy #707.

Heavy equipment is not to be used on private property unless authorized by the Town of Colton Town
Board, the Superintendent of Highways, or the Superintendent of Public Works.
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510 Cell Phone Use While Driving
Effective: 7/30/2012
Revised: 7/30/2012

Employees must adhere to all federal, state or local rules and regulations regarding the use of cell phones
while driving. Accordingly, employees must not use cell phones if such conduct is prohibited by law,
regulation or other ordinance.

While operating a Town of Colton vehicle and/or while in the performance of Town business and
operating any vehicle, employees shall not operate a cell phone, electronic communication device or any
other electronic equipment, including hands-free devices.

Employees are directed not to initiate and/or receive calls or use that equipment while driving except
when absolutely necessary during an emergency as provided by law, If an employee must initiate or
receive a call, text message or other communication; they shall drive to a safe location and stop the
vehicle prior to activating the device, remaining there until the communication is completed.

Violations of this policy may result in disciplinary action, up to and including termination of
employment.
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512 Travel Expenses
Effective: 7/30/2012
Revised: 7/30/2012

The Town of Colton will reimburse employees for reasonable travel expenses incurred while at work-
related conferences or training workshops away from the normal work location. Attendance at these
conferences or training workshops, even if mandatory, must be approved in advance for all employees,
elected, and appointed officials by the Town of Colton Town Board if claims will be submitted.

Upon submittal of itemized paid receipts, employees will be reimbursed for hotels, meals and tips. Also,
Town of Colton employees and volunteers may receive reimbursement for lunches when attending out
of town meetings on Town of Colton business upon submittal of an itemized paid receipt.

Expenses that generally will be reimbursed include the following:
*  Airfare or train fare in coach or economy class
*  Shuttle or airport bus service fares
*  Public transportation costs for other ground travel
*  Parking costs, including valet parking
*  Taxi fares
*  Mileage costs for use of personal cars at the applicable IRS rate
*  Charges for telephone calls, fax, and similar services required for work-related purposes
*  Charges for one personal telephone call each day within reasonable limits

An employee who is involved in an accident while traveling must promptly report the incident to the
Town Supervisor who, in turn, will notify the employee's immediate supervisor, the Safety Officer and
the Personnel Records Management Officer. Vehicles owned, leased, or rented by the Town of Colton
may not be used for personal use without prior approval from the Town of Colton Town Board.

The Town of Colton Town Board may make cash advances to employees to cover reasonable anticipated
expenses after travel has been approved. Employees whose travel plans have been approved are
responsible for making their own travel arrangements.

When travel is completed, employees should submit an itemized travel expense report to the Town Clerk
before the next regularly scheduled Town of Colton Town Board Meeting. Reports must be accompanied
by itemized paid receipts for all individual expenses and supporting documentation as to the reason for
the travel expenses. All credit card charges must include supporting documentation - detailed receipts
and credit card slips. A credit card slip without detailed purchase information will not be reimbursed.

Employees should contact their immediate supervisor for guidance and assistance on procedures related
to travel arrangements, travel advances, expense reports, reimbursement for specific expenses, or any
other travel issues. Abuse of this travel expenses policy, including falsifying expense reports to reflect
costs not incurred by the employee, may result in disciplinary action, up to and including termination of
employment.
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516 Computer and E-mail Usage
Effective: 5/14/2009

Computers, computer files, cell phones, the e-mail system, and software furnished to employees are
Town of Colton property intended for business use, As Such, computer files and e-mail usage may be
monitored or accessed. Employees do not have a reasonable expectation of privacy with respect to
actions or communications done on Town computers, cell phones, or other Town-owned devices.
Because the Town of Colton is sensitive to the legitimate privacy rights of employees, every effort will
be made to guarantee that workplace monitoring is done in an ethical and respectful manner.

The Town of Colton strives to maintain a workplace free of harassment and sensitive to the diversity of
its employees. Therefore, the Town of Colton prohibits the use of computers and the e-mail system in
ways that are disruptive, offensive to others, or harmful to morale. The Town’s anti-discrimination and
harassment policy applies in full to communications online or on Town e-mail or computers.

E-mail may not be used to solicit others for commercial ventures, religious or political causes, outside
organizations, or other non-business matters.

The Town of Colton purchases and licenses the use of various computer software for business purposes
and does not own the copyright to this software or its related documentation. Unless authorized by the
software developer, the Town of Colton does not have the right to reproduce such software for use on
more than one computer.

- Employees may only use software on local area networks or on multiple machines according to the
software license agreement. The Town of Colton prohibits the illegal duplication of software and its
related documentation.

Employees should notify their immediate supervisor, the Town Supervisor or any member of the Town

of Colton Town Board upon learning of violations of this policy. Employees who violate this policy may
be subject to disciplinary action, up to and including termination of employment.
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522 Workplace Violence Prevention
Effective: 5/14/2009

The Town of Colton is committed to preventing workplace violence and to maintaining a safe work
environment. Given the increasing violence in society in general, the Town of Colton has adopted the
following guidelines to deal with intimidation, harassment, or other threats of (or actual) violence that
may occur during business hours or on its premises.

Employees, including supervisors and temporary employees, should be treated with courtesy and respect.
Employees are expected to refrain from fighting, "horseplay,” or other conduct that may be dangerous
to others. Weapons and other dangerous or hazardous devices or substances are prohibited from Town
of Colton premises.

Firearms are not allowed in any Town of Colton vehicles without proper authorization from the Town
of Colton Town Board.

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of the public
will not be tolerated. This prohibition includes acts of harassment, including harassment that is based on
an individual's sex, race, age, or any characteristic protected by federal, state, or local law.

Employees should report threats of (or actual) violence, both direct and indirect, as soon as possible to
their immediate supervisor or a Town of Colton Town Board member. This includes threats by
employees, as well as threats by customers, vendors, solicitors, or other members of the public. When
reporting a threat of violence, the employee should be as specific and detailed as possible.

Employees should also report suspicious individuals or activities as soon as possible to their immediate
supervisor. An employee should not place herself/himself in peril.

The Town of Colton will promptly and thoroughly investigate reports of threats of (or actual) violence
and of suspicious individuals or activities. The identity of the individual making areport will be protected
as much as is practical. In order to maintain workplace safety and the integrity of its investigation, the
Town of Colton may suspend employees, either with or without pay, pending investigation.

Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in
violation of these guidelines may be subject to disciplinary action, up to and including termination of
employment.

The Town of Colton encourages employees to bring their disputes or differences with other employees
to the attention of their supervisor or the Town of Colton Town Board before the situation escalates into
potential violence. The Town of Colton is eager to assist in the resolution of employee disputes, and will
not discipline employees for raising such concerns.
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524 SEXUAL HARASSMENT POLICY
Effective 10/9/2018

The Town of Colton is committed to maintaining a workplace free from sexual harassment. Sexual
harassment is a form of workplace discrimination. All employees are required to work in a manner
that prevents sexual harassment in the workplace. This Policy is one component of The Town of
Colton’s commitment to a discrimination-free work environment. Sexual harassment is against the
law! and all employees have a legal right to a workplace free from sexual harassment and employees
are urged to report sexual harassment by filing a complaint internally with The Town of Colton
Personnel Office. Employees can also file a complaint with a government agency or in court under
federal, state or local antidiscrimination laws.

Policy:

1. The Town of Colton policy applies to all employees, applicants for employment, interns,
whether paid or unpaid, contractors and persons conducting business, regardless of Immigration status,
with The Town of Colton. In the remainder of this document, the term “employees” refers to this
collective group.

2. Sexual harassment will not be tolerated. Any employee or individual covered by this policy
who engages in sexual harassment or retaliation will be subject to remedial and/or disciplinary action
(e.g., counseling, suspension, termination).

3. Retaliation Prohibition: No person covered by this Policy shall be subject to adverse action
because the employee reports an incident or sexual harassment, provides information, or otherwise
assists in any investigation of a sexual harassment complaint. The Town of Colton will not tolerate
such retaliation against anyone who, in good faith, reports or provides information about suspected
sexual harassment. Any employee of The Town of Colton who retaliates against anyone involved in
sexual harassment investigation will be subjected to disciplinary action, up to an including termination.
All employees, paid or unpaid interns, or non-employees® working the workplace who believe they
have been subject to such retaliation should inform a supervisor, manager, or The Town of Colton
Personnel Records Management Officer. All employees, paid or unpaid interns or non-employees who
believe they have been a target of such retaliation may also seek relief in other available forums, as
explained below in the section on Legal Protections.

4, Sexual harassment is offensive, is a violation of our policies, is unlawful, and may subject The
Town of Colton to liability for harm to targets of sexual harassment. Harassers may also be
individually subject to liability. Employees of every level who engage in sexual harassment, including

! While this policy specifically addresses sexual harassment, harassment because of and discrimination against persons of
all protected classes is prohibited. IN New York State, such classes include age, race, creed, color, national origin, sexual
orientation, military status, sex, disability, marital status, domestic violence victim status, gender identity and criminal
history.
2 A non-employee is someone who is (or is employed by) a contractor, subcontractor, vendor, consultant, or anyone
, broviding services in the workplace. Protected non-employees include persons commonly referred to as independent
 contractors, “gig” workers and temporary workers. Also included are persons providing equipment repair, cleaning
services or any other service provided pursuant to a contract with the employer.
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managers and supervisors who engage in sexual harassment or who allow such behavior to continue,
will be penalized for such misconduct.

5. The Town of Colton will conduct a prompt and thorough investigation that ensures due process
for all parties, whenever management receives a complaint about sexual harassment, or otherwise
knows of possible sexual harassment occurring. The Town of Colton will keep the investigation
confidential to the extent possible. Effective corrective action will be taken whenever sexual
harassment is found to have occurred. All employees, including managers and Supervisors, are
required to cooperate with any internal investigation of sexual harassment.

6. All employees are encouraged to report any harassment or behaviors that violate this policy.
The Town of Colton will provide all employees a complaint form for employees to report harassment
and file complaints.

7. Managers and supervisors are required to report any complaint that they receive, or any
harassment that they observe to the Town of Colton Personnel Records Management Officer.

8. This policy applies to all employees, paid or unpaid interns, and non-employees and all must
follow and uphold this policy. This policy must be provided to all employees and should be posted
prominently in all work locations to the extent practicable (for example, in main office, not an offsite
work location) and be provided to employees upon hiring.

What Is “Sexual Harassment”?

Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and (where
applicable) local law. Sexual harassment includes harassment on the basis of sex, sexual orientation,
self-identified or perceived sex, gender expression, gender identity and the status of being transgender.

Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is directed
at an individual because of that individual’s sex when:

* Such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile or offensive work environment,
even if the reporting individual is not the intended target or the sexual harassment;

* Such conduct is made either explicitly or implicitly a term or condition of employment;
or

* Submission to or rejection of such conduct is used as the basis for employment
decisions affecting an individual’s employment.

A sexually harassing hostile work environment includes, but is not limited to, words, signs, jokes,
pranks, intimidation or physical violence which are of a sexual nature, or which are directed at an
individual because of that individual’s sex. Sexual harassment also consists of any unwanted verbal or
physical advances, sexually explicit derogatory statements or sexually discriminatory remarks made by
,omeone which are offensive or objectionable to the recipient, which cause the recipient discomfort or
humiliation, which interfere with the recipient’s job performance.
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Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual favors.
This can include hiring, promotion, continued employment or any other terms, conditions or privileges

of employment. This is also called “quid pro quo” harassment.

Any employee who feels harassed should report so that any violation of this policy can be corrected
promptly. Any harassing conduct, even a single incident, can be addressed under this policy.

Examples of sexual harassment

The following describes some of the types of acts that may be unlawful sexual harassment and that are
strictly prohibited:

* Physical acts of a sexual nature, such as:
o Touching, pinching, patting, kissing, hugging, grabbing, brushing against another
employee’s body or poking another employee’s body;
o Rape, sexual battery, molestation or attempts to commit these assaults.

¢ Unwanted sexual advances or propositions, such as:
o Requests for sexual favors accompanied by implied or overt threats concerning the
target’s job performance evaluation, a promotion or other job benefits or detriments;
o Subtle or obvious pressure for unwelcome sexual activities.

° Sexually oriented gestures, noises, remarks, jokes or comments about a person’s sexuality or
sexual experience, which create a hostile work environment.

e Sex stereotyping occurs when conduct or personality traits are considered inappropriate simply
because they may not conform to other people’s ideas or perceptions about how individuals of
a particular sex should act or look.

* Sexual or discriminatory displays or publications anywhere in the workplace, such as:

o Displaying pictures, posters, calendars, graffiti, objects, promotional material, reading
materials or other materials that are sexually demeaning or pornographic. This includes
such sexual displays on workplace computers or cell phones and sharing such displays
while in the workplace.

* Hostile actions taken against an individual because of that individual’s sex, sexual orientation,
gender identity and the status of being transgender, such as:
o Interfering with, destroying or damaging a person’s workstation, tools or equipment, or
otherwise interfering with the individual’s ability to perform the job,
o Sabotaging an individual’s work;
© Bullying, yelling, name-calling.

Who can be a target of sexual harassment?

Sexual harassment can occur between any individuals, regardless of their sex or gender. New York
Law protects employees, paid or unpaid interns, and non-employees, including independent
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contractors, and those employed by companies contracting to provide services in the workplace.
Harassers can be a superior, a subordinate, a coworker or anyone in the workplace including an
independent contractor, contract worker, vendor, client, customer or visitor.

Where can sexual harassment occur?

Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while
employees are traveling for business or at employer sponsored events or parties. Calls, texts, emails,
and social media usage by employees can constitute unlawful workplace harassment, even if they
occur away from the workplace premises, on personal devices or during non-work hours.

Retaliation
Unlawful retaliation can be any action that could discourage a worker from coming forward to make or
support a sexual harassment claim. Adverse action need not be job-related or occur in the workplace
to constitute unlawful retaliation (e.g., threats of physical violence outside of work hours)...
Such retaliation is unlawful under federal, state and (where applicable) local law. The New York

State Human Rights Law protects any individual who has engaged in “protected activity.” Protected
activity occurs when a person has:

e made a complaint of sexual harassment, either internally or with any anti-discrimination
agency;

e testified or assisted in a proceeding involving sexual harassment under the Human Rights Law
or other anti-discrimination law;

* opposed sexual harassment by making a verbal or informal complaint to management, or by
simply informing a supervisor or manager of harassment; '

e reported that another employee has been sexually harassed; or

* encouraged a fellow employee to report harassment.
Even if the alleged harassment does not turn out to rise to the level of a violation of law, the individual
is protected from retaliation if the person had a good faith belief that the practices were unlawful.

However, the retaliation provision is not intended to protect persons making intentionally false charges
of harassment.*

Reporting Sexual Harassment

Preventing sexual harassment is everyone’s responsibility. The Town of Colton cannot prevent or
remedy sexual harassment unless it knows about it. Any employee paid or unpaid intern or non-

employee who has been subjected to behavior that may constitute sexual harassment is encouraged to
report such behavior to a supervisor, manager or the Town of Colton Personnel Records Management
Officer. Anyone who witnesses or becomes aware of potential instances of sexual harassment should
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report such behavior to a supervisor, manager or the Town of Colton Personnel Records Management
Officer.

Reports of sexual harassment may be made verbally or in writing. A form for submission of a written
complaint is attached to this Employee Handbook as Appendix A, and all employees are encouraged to
use this complaint form. Employees who are reporting sexual harassment on behalf of other
employees should use the complaint form and note that it is on another employee’s behalf.

Employees, paid or unpaid intern or non-employee who believe they have been a victim of sexual

harassment may also seek assistance in other available forums, as explained below in the section on
Legal Protections.

Supervisory Responsibilities

All supervisors and managers who receive a complaint or information about suspected sexual
harassment, observe what may be sexually harassing behavior or for any reason suspect that sexual
harassment is occurring, are required to report such suspected sexual harassment to the Town of
Colton Personnel Records Management Officer.

In addition to being subject to discipline if they engaged in sexually harassing conduct themselves,
supervisors and managers will be subject to discipline for failing to report suspected sexual harassment

or otherwise knowingly allowing sexual harassment to continue.

Supervisors and managers will also be subject to discipline for engaging in any retaliation.

Complaint and Investigation of Sexual Harassment

All complaints or information about sexual harassment will be investigated, whether that information
was reported in verbal or written form. Investigations will be conducted in a timely manner, and will
be confidential to the extent possible.

An investigation of any complaint, information or knowledge of suspected sexual harassment will be
prompt and thorough, commenced immediately and completed as soon as possible. The investigation
will be kept confidential to the extent possible. All persons involved, including complainants,
witnesses and alleged harassers will be accorded due process, as outlined below, to protect their rights
to a fair and impartial investigation.

Any employee may be required to cooperate as needed in an investigation of suspected sexual
harassment. The Town of Colton will not tolerate retaliation against employees who file complaints,
support another complaint or employees who participate in any investigation regarding a violation of
this policy.

While the process may vary from case to case investigations should be done in accordance with the
following steps:

» Upon receipt of complaint, the Town of Colton Personnel Records Management Officer will
conduct an immediate review of the allegations, and take any interim actions (e.g., instructing
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the respondent to refrain from communications with the complainant), as appropriate. If
complaint is oral, encourage the individual to complete the “Complaint Form” in writing. If he
or she refuses, prepare a Complaint Form based on the oral reporting.

¢ If documents, email or phone records are relevant to the investigation, take steps to obtain and
preserve them.

* Request and review all relevant documents, including all electronic communications.
* Interview all parties involved, including any relevant witnesses;

* Create a written documentation of the investigation (such as a letter, memo or email), which

contains the following:
= Alist of all documents reviewed, along with a detailed summary of relevant documents;
* A list of names of those interviewed, along with a detailed summary of their statements;
* A timeline of events;
* A summary of prior relevant incidents, reported or unreported; and
*  The basis for the decision and final resolution of the complaint, together with any
corrective actions.

e Keep the written documentation and associated documents in a secure and confidential
location.

¢ Promptly notify the individual who reported and the individual(s) about whom the complaint
was made of the final determination and implement any corrective actions identified in the
written document.

° Inform the individual who reported of the right to file a complaint or charge externally as
outlined below in the next section.

Legal Protections and External Remedies

Sexual harassment is not only prohibited by The Town of Colton but is also prohibited by state,
federal, and, where applicable, local law.

Aside from the internal process at The Town of Colton, employees may also choose to pursue legal
remedies with the following governmental entities. While private attorney is not required to file a
complaint with a governmental agency, you may seek the legal advice of an attorney. In addition to
those outlined below, employees in certain industries may have additional legal protections.

State Human Rights I.aw (HRL)

The Human Rights Law (HRL) codified as N.Y. Executive Law, art. 15, §290 et seq., applies to
employers in New York State with regard to sexual harassment, and protects employees, paid or
unpaid intern or non-employees, regardless of immigration status. A complaint alleging violation of
‘the Human Rights Law may be filed either with the Division of Human Rights (DHR) or in New York
State Supreme Court.

61



Town of Colton
Policies and Procedures

Complaints with DHR may be filed any time within one year of the harassment. If an individual did
not file at DHR, they can sue directly in state court under the HRL, within three years of the alleged
sexual harassment. An individual may not file with DHR if they have already filed a HRL complaint
in state court.

Complaining internally to The Town of Colton does not extend your time to file with DHR or in court.
The one year or three years is counted from date of the most recent incident of harassment.

You do not need an attorney to file a complaint with DHR, and there is no cost to file with DHR.

DHR will investigate your complaint and determine whether there is probable cause to believe that
sexual harassment has occurred. Probable cause cases are forwarded to a public hearing before an
administrative law judge. If sexual harassment is found after a hearing, DHR has the power to award
relief, which varies but may include requiring your employer to take action to stop the harassment, or
redress the damage caused, including paying monetary damages, attorney’s fees and civil fines.

DHR’s main office contact information is: NYS Division of Human Rights, One Fordham Plaza,
Fourth Floor, Bronx, New York 10458, (718) 741-8400 or visit: www.dhr.ny.gov

Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more information about filing a
complaint. The website has a complaint form that can be downloaded, filled out, notarized and mailed
to DHR. The website also contains contact information for DHR s regional offices across New York
State.

Civil Rights Act of 1964

The United Stated Equal Employment Opportunity Commission (EEOC) enforces federal anti-
discrimination laws, including Title VII of the 1964 federal Civil Rights Act (codified as 42 U.S.C.
§2000e et seq.). An individual can file a complaint with the EEOC anytime within 300 days from the
harassment. There is no cost to file a complaint with the EEOC. The EEOC will investigate the
complaint, and determine whether there is reasonable cause to believe that discrimination has occurred
at which point the EEOC will issue a Right to Sue letter permitting the individual to file a complaint in
federal court.

>

The EEOC does not hold hearings or award relief, but may take other action including pursuing cases
in federal court on behalf of complaining parties. Federal courts may award remedies if discrimination
is found to have occurred. In general private employers must have at least 15 employees to come
within the jurisdiction of the EEOC.

An employee believes alleging discrimination at work, can file a “Charge of Discrimination.” The
EEOC has district, area, and field offices where complaints can be filed. Contact the EEQOC by calling
1-800-669-4000 (TTY: 1-800-669-6820), visiting their website at www.eeoc.gov  or via email at
info@eeoc.gov

If an individual filed an administrative complaint with DHR, DHR will file the complaint with the
EEOC to preserve the right to proceed in federal court.
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Local Protections

Many localities enforce laws protecting individuals from sexual harassment and discrimination. An
individual should contact the county city or town in which they live to find out if such a law exists.
For example, employees who work in New York City may file complaints of sexual harassment with
the New York City Commission on Human Rights. Contact their main office at Law Enforcement
Bureau of the NYC commission on Human Rights, 40 Rector Street, 10" Floor, New York, New York;
call 311 or (212) 306-7450; or visit www.nye.gov/html/cchr/html/home/home.shtml

Contact the Local Police Department

If the harassment involves physical touching, coerced physical confinement or coerced sex acts, the
conduct may constitute a crime. Contact the local police department.
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526 Whistle blower
Effective: 1/01/2018

This policy is intended to encourage employees of the Town of Colton to report suspected or actual
occurrence(s) of illegal, unethical or inappropriate events (behaviors or practices) without retribution.

ES

sk

The Whistleblower should promptly report the suspected or actual event to his/her SUpErvisor.
If the Whistleblower would be uncomfortable or otherwise reluctant to report to his/her
supervisor, then the Whistleblower could report the event to a Board member.

'The Whistleblower can report the event with his/her identity or anonymously.

The Whistle blower shall receive no retaliation or retribution for a report that was provided in
good faith — that was not done primarily with malice to damage another or the organization.

A Whistleblower who makes a report that is not done in good faith is subject to discipline,
including termination.

Anyone who retaliates against the Whistleblower (who reported an event in good faith) will be
subject to discipline, including termination.

Crimes against person or property, such as assault, rape, burglary, etc., should immediately be
reported to local law enforcement personnel.

Supervisors, managers and/or Board members who receive the reports must promptly act to
investigate and/or resolve the issue.

If the investigation of a report, that was done in good faith and investigated by internal personnel,
is not to the Whistleblower's satisfaction, then he/she has the right to report the event to the
appropriate legal or investigative agency.

The identity of the Whistleblower, if known, shall remain confidential to those persons directly involved
in applying this policy, unless the issue requires investigation by law enforcement, in which case
employees of the Town of Colton are subject to subpoena.
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527 OUTDOOR WORKSITES —- SUN SAFETY POLICY
Effective 5/10/2019

Hats, Protective Clothing, Sunglasses and Sunscreen

For all outdoor labor occurring on sunny days — especially between 10 AM to 4 PM — employees are
encouraged to:

A. Wear sun-protective clothing that includes:
a. Four-inch or more full brimmed hats that when worn create a shadow that completely
covers the head, face, nose, ears, and neck.
b. Long sleeve shirts (if possible) and full length pants made of tightly woven fabric that
is lightweight.
B. Wear sunglasses that protect 100 percent of UVA & UVRB (full spectrum)
C. Carry and use sunscreen and lip balm with a minimum of SPF-15.

Environmental Controls

As scheduling permits, department heads will schedule outdoor work before 10 AM when feasible
between June through September to avoid peak sun intensity and heavy humidity. However, scheduling
constraints should not reduce productivity.

When possible, shaded break areas should be used.

When feasible temporary shade structures should be used.

Training and Communication

All outdoor employees will receive sun safety training encouraging them to practice sun safety while on
the job.

All new and current employees will receive orientation and training on UV protection, skin cancer
prevention and sun safety. The Sun Safety Policy guidelines will be communicated to employees by

supervisors through verbal reminders, email notifications, signs, and meetings.

Policy Monitoring and Review

Enforcement of this policy is shared by all Town of Colton personnel. All employees are encouraged to
communicate and partake in the necessary precautions of this policy during working hours to prevent
and reduce the risk of skin cancer.

Department heads will encourage and communicate to employees to follow the Sun Safety Policy
guidelines.
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The Town of Colton Safety officer will annually evaluate and recommend any changes to the Sun Safety
Policy, if needed, to the Town Board. The Town Board will modify the policy accordingly and update
the employee handbook.

Contact Regarding Policy:
Contact Department head with questions and answers.
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601 Family and Medical Leave (FMLA)
Effective: 5/14/2009

FAMILY AND MEDICAL LEAVE POLICY
The Town will provide Family and Medical Leave to its eligible employees. This policy provides
employees with a general description of employee FMLA rights. In the event of any conflict between
this policy and the applicable law, employees will be afforded all rights required by law.

A. General Provisions

The Town will grant up to 12 weeks (or up to 26 weeks of military caregiver leave to care for a covered
service member with a serious injury or illness) during a 12-month period to eligible employees. The
leave may be paid, unpaid or a combination of paid and unpaid leave, depending on the circumstances
of the leave and as specified in this policy.

B. Eligibility

To qualify to take family or medical leave under this policy, the employee must meet all of the following
conditions:

1) The employee must have worked for the Town for 12 months or 52 weeks. The 12 months or 52
weeks need not have been consecutive. Separate periods of employment will be counted, provided that
the break in service does not exceed seven years. Separate periods of employment will be counted if the
break in service exceeds seven years due to National Guard or Reserve military service obligations.

2) The employee must have worked at least 1,250 hours during the 12-month period immediately
preceding the commencement of the leave. The 1,250 hours do not include time spent on paid or unpaid
leave. Consequently, these hours of leave should not be counted in determining the 1,250 hours eligibility
test for an employee under FMLA.

C. Type of Leave Covered

To qualify as FMLA leave under this policy, the employee must be taking leave for one of the reasons
listed below: .

1) The birth of a child and in order to care for that child.

Leave for birth, adoption or foster care of a child must be taken within one year of the birth or placement
of the child.

2) The placement of a child for adoption or foster care and to care for the newly placed child.

3) To care for a spouse, child or parent with a serious health condition (described below).

The provision that an employee is "needed to care for" a family member encompasses both physical
and psychological care. It includes situations where, for example, because of a serious health
condition, the family member is unable to care for his or her own basic medical, hygienic, or
nutritional needs or safety, or is unable to transport himself or herself to the doctor, etc. The term also
includes providing psychological comfort and reassurance, which would be beneficial to a child,
Spouse or parent with a serious health condition who is receiving inpatient or home care. You may be
required to have your family member's health care provider certify that you are needed to provide
assistance or that your presence would provide beneficial psychological comfort.

Children are defined as a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a
person standing in loco parentis, who is either under age 18, or age 18 or older and "incapable of self-
care because of a mental or physical disability." Persons who are "in loco parentis” include those with
day-to-day responsibilities to care for and financially support a child or, in the case of an employee,
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who had such responsibility for the employee when the employee was a child. A biological or legal
relationship is not necessary.

4) The serious health condition (described below) of the employee.

An employee may take leave because of a serious health condition that makes the employee unable to
perform the functions of the employee's position. A qualifying serious health conditions as an illness,
injury, or physical or mental condition that involves one or more of the following:

¢ Overnight stay in a hospital, hospice or residential medical care facility;

e incapacity of more than three consecutive calendar days (not necessarily workdays) and
continuing treatment by a health care provider (as defined by the FMLA regulations) or;

* incapacity due to a serious chronjc disorder which requires periodic visits for treatment

® (for example asthma, diabetes, chronic back condition, multiple sclerosis, migraine
headaches);

® incapacity due to pregnancy or for prenatal care;

* long term or permanent conditions under the continuing supervision of a health care
provider, even if the employee is not receiving active treatment by the provider (such as
Alzheimer’s, severe stroke, terminal stages of an illness);

® anabsence to receive multiple treatments for restorative surgery after an injury or for a
condition that would likely result in a period of incapacity of more than three consecutive
days if not treated.

to covered active duty.
An employee whose spouse, son, daughter or parent either has been notified of an impending call or
order to covered active military duty or who is already on covered active duty may take up to 12 weeks

exigency must be one of the following:

a. short-notice deployment

b. military events and activities

¢. child care and school activities

d. financial and legal arrangements

e. counseling

f. rest and recuperation

g. post-deployment activities, and

additional activities that arise out of active duty, provided that the Town and employee agree,
including agreement on timing and duration of the leave,

=
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In order to care for a covered service member, an eligible employee must be the spouse, son, daughter,
or parent, or next of kin of a covered service member.

a) A “son or daughter of a covered service member” means the covered service member’s biological,
adopted, or foster child, stepchild, legal ward, or a child for whom the covered service member stood in
loco parentis, and who is of any age.

b) A “parent of a covered service member” means a covered service member’s biological, adoptive,
step or foster father or mother, or any other individual who stood in loco parentis to the covered service
member. This term does not include parents “in law.”

c¢) The “next of kin of a covered service member” is the nearest blood relative, other than the covered
service member’s spouse, parent, son, or daughter

6) Military caregiver leave (also known as covered service member leave) to care for an injured or ill
service member or veteran.

An employee whose son, daughter, parent or next of kin is a covered service member may take up to 26
weeks in a single 12-month period to take care of leave to care for that service member.

Next of kin is defined as the closest blood relative of the injured or recovering service member.

D. Amount of Leave

An eligible employee can take up to 12 weeks for the FMLA circumstances (1) through (5) above under
this policy during any 12-month period. The Town will measure the 12-month period as a rolling 12-
month period measured backward from the date an employee uses any leave under this policy. Each time
an employee takes leave, the Town will compute the amount of leave the employee has taken under this
policy in the last 12 months and subtract it from the 12 weeks of available leave, and the balance
remaining is the amount the employee is entitled to take at that time.

- An eligible employee can take up to 26 weeks for the FMLA circumstance (6) above (military caregiver
leave) during a single 12-month period. For this military caregiver leave, the Town will measure the 12-
month period as a rolling 12-month period measured forward. FMLA leave already taken for other
FMLA circumstances will be deducted from the total of 26 weeks available.

If spouses both work for the Town and each wishes to take leave for the birth of a child, adoption or
placement of a child in foster care, or to care for a parent with a serious health condition, the spouses
may only take a combined total of 12 weeks of leave. If spouses both work for the Town and each wish
to take leave to care for a covered injured or ill service member, the spouses may only take a combined
total of 26 weeks of leave.

E. Employee Status and Benefits During Leave

While an employee is on leave, the Town will continue the employee's health benefits during the leave
period at the same level and under the same conditions as if the employee had continued to work.

If the employee chooses not to return to work for reasons other than a continued serious health condition
of the employee or the employee's family member or a circumstance beyond the employee's control, the
Town will require the employee to reimburse the Town the amount it paid for the employee's health
insurance premium during the leave period.

If the employee is on unpaid FMLA leave so that deductions for required health insurance contributions
cannot be made through payroll, the employee must continue to make this payment, either in person or
by mail. If the payment is more than 30 days late, the employee's health care coverage may be dropped
for the duration of the leave.

f. Employee Status After Leave
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An employee who takes leave under this policy may be asked to provide a fitness for duty (FFD)
clearance from the health care provider before returning to work. Generally, an employee who takes
FMLA leave will be able to return to the same position or a position with equivalent status, pay, benefits
and other employment terms,

G. Use of Paid and Unpaid Leave

An employee who is taking FMLA leave because of the employee's own serious health condition or the
serious health condition of a family member must use all paid vacation, personal or sick leave prior to
being eligible for unpaid leave. Sick leave may be run concurrently with FMLA leave if the reason for
the FMLA leave is covered by the established sick leave policy. Disability leave for the birth of the child
and for an employee's serious health condition, including workers' compensation leave (to the extent that
it qualifies), may also be designated as FMLA leave and wil] run concurrently with FMLA.

An employee who is using military FMLA leave for a qualifying exigency must use all paid vacation
and personal leave prior to being eligible for unpaid leave. An employee using FMLA military caregiver
leave must also use all paid vacation, personal leave or sick leave (as long as the reason for the absence
is covered by the Town’s sick leave policy) prior to being eligible for unpaid leave.

H. Intermittent Leave or a Reduced Work Schedule

The employee may take FMLA leave in 12 consecutive weeks. Employees may also use the leave
intermittently (take a day periodically when needed over the year) or, under certain circumstances, may
use the leave to reduce the workweek or workday, resulting in a reduced hour schedule, when the leave

>

L. Certification
The Town will require certification for the employee’s serious health condition, to care for a family
member with a serious health condition, for the qualifying exigency for military family leave, and/or the

within 15 days of the request or provide a reasonable explanation for the delay. Failure to provide
certification may result in a denial of continuation of leave.

The Town may directly contact the employee’s health care provider or family member’s health care
provider for verification or clarification purposes. Before the Town makes this direct contact with the
health care provider, the employee will be a given an opportunity to resolve any deficiencies in the
medical certification. The Town has the right to ask for a second opinion if it has reason to doubt the
certification, at the Town’s expense. If necessary to resolve a conflict between the original certification
and the second opinion, the Town will require the opinion of a third doctor.

The Town will require certification of the qualifying exigency for military family leave. The employee
must respond to such a request within 15 days of the request or provide a reasonable explanation for the
delay. Failure to provide certification may result in a denial of continuation of leave, This certification
will be provided using the DOL Certification of Qualifying Exigency for Military Family Leave.

J. Recertification

The Town may request recertification no more frequently than every 30 days unless circumstances have
changed significantly, or if the Town receives information casting doubt on the reason given for the
absence, or if the employee seeks an extension of his or her leave. Otherwise, the Town may request
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603 Blood Donation Leave
Effective: 7/30/2012
Revised: 7/30/2012

In compliance with New York State law and in recognition of the importance of this issue from a public
health perspective, the Town of Colton provides eligible employees three hours of unpaid leave during
the employee's regular work schedule in any twelve-month period for the purpose of donating blood.

Employees who work twenty hours or more per week are eligible.

Employees are required to give a reasonable notice of at least three working days prior to the day on
which leave will be taken. In cases where the employee fills a position deemed essential to the operation
of the Town of Colton and three days’ notice is insufficient to feasibly fill the position during the
donation, the immediate supervisor or the Town of Colton Town Board may require notice up to ten
working days.

Employees may be required to show proof of their blood donation, which would be submitted to their
immediate supervisor upon returning to work, in the form of notice of blood donation or a good faith
effort at blood donation from the blood bank.

Employees should contact the Personnel Records Management Officer for more information or questions
about this issue.

- Bone Marrow Donation Leave

The Town complies with New York State Labor Law Section 202-j which entitles Town employees
who work an average of twenty hours or more per week to a leave of absence for the purpose of making
a blood donation of up to three hours per year. This leave of absence will not be charged against any
available sick, vacation, personal, compensatory or other leave accruals. The leave allowed under this
policy is unpaid, however, this does not preclude an employee’s option to use available paid leave for
this same purpose. The allowed leave may include travel time to and from the appointment. Unused
hours for such leave are not carried forward to the next year.

An employee will be allowed up to 24 hours leave for the donation of bone marrow. An employee may
be required to submit a verification of the purpose and length of the bone marrow donation from a
health care provider for use of this leave.

An employee must receive prior approval from the employee’s Department Head or supervisor to take
leave for this purpose. The request for leave should be submitted to the Department Head or supervisor
in writing a minimum of two days in advance. The Department Head or supervisor will have total
discretion in the approval of this leave, but will not unreasonably deny such request.

Employees should contact the Personnel Records Management Officer for more information or questions
about this issue.
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605 Military Spouse Leave
Effective: 7/30/2012
Revised: 7/30/2012

Under the Military Spouse Leave Act, the Town of Colton will grant an employee's request for an unpaid
leave of absence if he/she works an average of twenty or more hours per week, regardless of length of
employment; and has a spouse serving in the military, including members of the U.S. armed forces,
national guard or reserves, who has been deployed during a period of military conflict to a combat zone.
The Town of Colton will grant an employee (10) ten days unpaid leave when his/her spouse serving in
the military is on leave. Employees are required to give notice of their intention to take such leave.
Vacation days will be unaffected by any decision to take unpaid leave.

This leave applies only to spouses of military personnel.

Employees should contact the Personnel Records Management Officer for more information or questions
about military spouse leave.

Military Leave

Military Leave (New York State Law) — This section refers only to a paid leave for military service
under New York State Law and does not affect an employee’s entitlement to leave needed for military
service under federal statute. The Town recognizes the importance of the Military Reserve and
National Guard, and will permit any employee the use of military leave to perform ordered military
duty or required training. The Town will grant such leave with pay for up to twenty-two workdays or
thirty calendar days in a calendar year, whichever is greater. Such military leave beyond the twenty-
two workdays or thirty calendar days in a calendar year will be unpaid, however accumulated vacation
leave may, at the employee’s option, be used at any time during the leave. In accordance with
applicable New York State law, the employee may keep all pay received for military service.

Military Leave of Absence (Federal Law) — An unpaid leave of absence for a period of up to the
federal statutory limits will be granted to an employee to serve in any of the Armed Forces of the
United States in accordance with the Uniformed Services Employment and Reemployment Act.

Employees should contact the Personnel Records Management Officer for more information or questions
about military leave.
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701 Employee Conduct and Work Rules
Effective: 5/14/2009

Employees will be subject to discipline in accordance with applicable Civil Service Law and/or

collective bargaining agreement. To ensure orderly operations and provide the best possible work

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The
following are examples of infractions of rules of conduct that may result in disciplinary action, up to and
including termination of employment. The list is non-exhaustive.:

* Theft or inappropriate removal or possession of Town of Colton property, including gasoline
usage in personal vehicles

*  Falsification of timekeeping records

*  Working under the influence of alcohol or illegal drugs

*  Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while
on duty, or while operating Town of Colton vehicles or equipment

*  Fighting or threatening violence in the workplace

*  Boisterous or disruptive activity in the workplace

* Negligence or improper conduct leading to damage of Town of Colton or customer-owned
property

*  Insubordination or other disrespectful conduct

*  Refusal to follow directions of the immediate supervisor

*  Violation of safety or health rules

*  Smoking in prohibited areas

*  Sexual or other unlawful or unwelcome harassment

* Possession of dangerous or unauthorized materials, such as explosives or firearms, in the
workplace or on Town of Colton property

*  Excessive absenteeism or any absence without notice

*  Working on personal vehicles on Town of Colton property

*  Unauthorized absence from work station during the workday

*  Unauthorized use of Town of Colton vehicles for personal purposes

*  Unauthorized use of telephones, mail system, or other employer-owned tools & equipment

*  Unauthorized disclosure of confidential business information

*  Violation of personnel policies

*  Unsatisfactory performance or conduct

Disciplinary Steps:

1. Verbal warning - will be documented by the immediate supervisor and the employee will be
made aware of said warning in writing,

2. Written warning - if an additional occurrence happens within 18 months of the verbal warning,
the employee will be made aware of said warning in writing and documentation will be placed
in the employee's personnel file,
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3. Suspension - for up to one week without pay may be imposed if the employee has a third
occurrence within 18 months of the verbal warning and written documentation will be placed in
the employee's personnel file.

4. Termination - may occur if there is a fourth occurrence within 18 months of the verbal warning.

Violations of the rules of conduct will be reviewed on an individual basis.

Disciplinary steps may be bypassed if the violation is of a more serious nature.
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TOWN OF COLTON

EMPLOYEE DISCIPLINARY ACTION FORM

DATE:

EMPLOYEE NAME:

EMPLOYEE LD. NO:

DEPARTMENT:

IMMEDIATE SUPERVISOR’S NAME-

YOUR PERFORMANCE HAS BEEN

FOLLOWING REASON (S):

___ Lateness
____Insubordination
___Absenteeism
____Poor quality work

___Safety violations

___ Drug violations
____Alcohol violations
__Refusal to work overtime

FOUND UNSATISFACTORY FOR THE

___ Number of accidents
___ Failure to follow directions
____ other (see below)

ACTION(S) TAKEN BY THE TOWN BOARD:

___Verbal warning

___ Written warning
___Suspension from regular duties
___ Suspension from work w/o pay
____Salary reduction

___ Termination from employment

Town Supervisor

Given on

Given on

From To
From To
From To
Amt,

Effective date

Immediate Supervisor

Councilperson Councilperson
Councilperson Councilperson
I'have received a copy of this document.
Employee Signature Date

Comments:

cc: Employee Personnel File

6/23/11
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TOWN OF COLTON
EMPLOYEE DISCIPLINARY ACTION FORM

DATE:

EMPLOYEE NAME: EMPLOYEE 1.D. NO:
DEPARTMENT:

IMMEDIATE SUPERVISOR’S NAME:
—_—

YOUR PERFORMANCE HAS BEEN FOUND UNSATISFACTORY FOR THE
FOLLOWING REASON S):

____Lateness ___ Safety violations ___ Number of accidents
___Insubordination ___ Drug violations ___Failure to follow directions
____Absenteeism ___Alcohol violations ____other (see below)

___ Poor quality work __ Refusal to work overtime

ACTION(S) TAKEN BY THE TOWN BOARD:

___ Verbal warning Given on
—__ Written warning Given on
___ Suspension from regular duties From To
__Suspension from work w/o pay From To
____Salary reduction From To
Amt.
_ Termination from employment Effective date
Highway Supervisor
I'have received a copy of this document.
Employee Signature Date
Comments:
cc: Employee Personnel File 6/23/11
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702 Drug and Alcohol Use
Effective: 7/30/2012
Revised: 7/30/2012

It is Colton's desire to provide a drug-free, healthful, and safe workplace. To promote this goal,
employees are required to report to work in appropriate mental and physical condition to perform their
jobs in a satisfactory manner.

While on Colton premises and while conducting business-related activities off Colton premises, no
employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The
legal use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to
perform the essential functions of the job effectively and in a safe manner that does not endanger other
individuals in the workplace.

Violations of this policy may lead to disciplinary action, up to and including immediate termination of
employment, and/or required participation in a substance abuse rehabilitation or treatment program.
Such violations may also have legal consequences.

For those employees in safety sensitive positions and for those who have CDL licenses, Colton has
established a Drug and Alcohol Testing Policy. This policy outlines the procedures for pre-employment,
post-accident, and random testing. It also provides information on the consequences of testing positive
for alcohol and/or drug abuse.

Employees with questions on this policy or issues related to drug or alcohol use in the workplace should
raise their concerns with their supervisor or the Safety Officer without fear of reprisal.

Comments: Public Works and Highway employees should refer to the Drug and Alcohol Testing Policy
for the Towns of Colton, Pierrepont, and Clare located in the next section of their handbook.
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704 Attendance and Punctuality
Effective: 5/14/2009

Poor attendance and excessive tardiness are disruptive. Either may result in disciplinary action, up to
and including termination of employment,

79



Town of Colton
Policies and Procedures

707 Vehicle Use Policy
Effective: 05/14/2009
Revised: 07/12/2017

Policy Statement - Employees of the Town of Colton whose job responsibilities require travel during
scheduled working hours will have Town-owned vehicles available. All vehicles and related equipment

Town. Said vehicles and equipment may not be used for the personal use or private gain of any official
or employee, nor for any other purpose, which is not in the general public interest,

Standards - For the purpose of compliance with this policy, the following standards must be met at all
times; Assignment of vehicles for employees use during their scheduled workday is made by the
Department Head. Town vehicles and related equipment must remain under the general administrative
jurisdiction and direction of the Department Head to which it is assigned.

Town vehicles must be assigned to specific Town officials and employees for specific purposes and
tasks. Said vehicles may not be used for any unauthorized purpose nor to conduct personal, private, or
non-Town related business.

An employee who is required to drive any town vehicle (owned, leased or rented) must possess a valid
NYS driver's license. Supervisors are responsible to ensure such is in place. Further, any traffic
violation/infraction is a personal not a town matter as to any imposed penalties.

Town vehicles must always be operated in a safe and responsible manner and in compliance with all
applicable traffic laws in effect. In the event of an accident, regardless of severity, an accident report
must be filed with the Department Head or Town Supervisor's Office, by the applicable Department
Head within twenty-four hours. If injuries are sustained by any party in the accident 911 or the police

Town vehicles may not be used to transport persons who are not employees of the Town of Colton, nor
material not related to the conduct of official Town business without direct authorization by the
appropriate Department Head or the Town Board. Department Heads may for example make exceptions
for other personnel present and doing town business i.e. contractors, other town officials et al.

Town vehicles must always be maintained in a clean, safe and secure condition when not in use,
including being locked and/or under direct observation; and all keys controlled by the appropriate
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Responsibilities - Employees whose Job responsibilities are such as determined by the Town Board as
to require immediate response are authorized to drive the town vehicle home in order to respond to
emergency situations on a 24-hour, 7-day weekly basis. The positions, which fall into this category, will
be determined by the Town Board to include but not limited to the following:

*  Highway Superintendent
*  Code Enforcement/Safety Officer

*  Water/Sewer Department — one vehicle to cover water/sewer emergencies (Assigned by the
DPW Superintendent.)

The person to whom the vehicle is assigned must be a resident of the Town of Colton. If that person is
on vacation, ill or otherwise unable to fulfill the emergency responder duties the vehicle may be
reassigned to another qualified employee who need not be a resident of the Town of Colton. When able

the original assigned person will resume the emergency responder duties including use of the town
owned vehicle.

Other vehicles may be assigned to employees for specific purposes and at the discretion of the Town
Board. Such employees will comply with IRS Rule 15-B regarding Commuting.
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802 Recycling
Effective: 5/14/2009

The Town of Colton supports environmental awareness by encouraging recycling and waste
management in its business practices and operating procedures. This support includes a commitment to
the purchase, use, and disposal of products and materials in a manner that wil] best utilize natural
resources and minimize any negative impact on the earth's environment.

The Town of Colton encourages reducing and, when possible, eliminating the use of disposable products.
Source reduction decreases the consumption of valuable resources.

Whenever possible, employees of the Town of Colton are encouraged to purchase products for the
workplace that contain recycled or easily recyclable materials. Buying recycled products supports
recycling and increases the markets for recyclable materials.
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850 Transitional Duty
Effective: 5/14/2009

In the effort to create an environment that will facilitate employee recovery from injury or illness, and
to improve operational efficiency, a program of Transitional Duty is hereby established.

On a case-by-case basis, this program covers Town of Colton personnel who sustain a work related
disability injury subject to the following guidelines: The disability must be a temporary, condition, and

This program may also apply voluntarily, on a case-by-case basis, to employees who have sustained a
disabling injury or illness from a non-job related activity, if and when, Transitional Duty tasks become
available with work related injuries receiving priority.

It is the goal of the Town of Colton, with the cooperation of the departments, to locate and assign
Transitional Duty, when feasible, according to the following guidelines:

* The approved physician will be encouraged to release a temporarily disabled employee to a
transitional duty work status and describe the employee's capacities in sufficient detail to enable
the Town of Colton to determine g suitable work or task assignment.

*  The employee's supervisor will attempt to locate or design a work assignment within capacities
described by the physician.

* If the employee's supervisor is unable to assign suitable work, other departments may be
contacted to determine if a suitable work assignment exists. The immediate supervisor will
attempt, when feasible, to coordinate and effect a temporary reassignment of the employee on an
interdepartmental basis. The department in which the employee is regularly assigned will
continue to provide regular wages.

* Upon release to regular work without restrictions, the employee will return to his/her regular
duties.

SAMPLE TRANSITIONAL DUTY ASSIGNMENTS
(this list is not all inclusive)

HIGHWAY & PUBLIC WORKS EMPLOYEES:

Inventory tools, equipment and Light maintenance, housekeeping
parts Inventory street and traffic Record keeping

signs Perform clerical duties Flag person as needed

Answer telephones, dispatch messages Make construction signs

Perform custodial duties at the garage Clean vehicles
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Run errands, deliveries

Supervise community service people
Litter collection at public properties
Attend safety training programs

Present safety programs, talks

Repair water meters

Inspect roads, streets, culverts, sidewalks

CUSTODIAL & MAINTENANCE WORKERS:

Sweep and wash floors
Vacuum rugs

Install shades

Empty wastebaskets

Dust and clean furniture
Clean bathrooms, offices
Outside housekeeping
Conduct safety inspections

OFFICE & ADMINISTRATIVE WORKERS:
Answering phones

Cleaning
Filing

Painting, light carpentry work
Routine vehicle maintenance
Inspect road signs, signals

Clear brush, branch overhangs
Grass mowing, trimming, weeding
Miscellaneous sweeping, cleaning
Pothole inspection and reports

Minor electrical work

Minor plumbing work

Cut grass

Painting Inventory tools, equipment, parts
Attend safety programs

Wash/clean windows

Present safety programs/talks
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851 Communication Systems
Effective: 7/30/2012
Revised: 7/30/2012

The Town of Colton does not reimburse for cell phones and related plans, phone cards, or other wireless
devices except as deemed essential, in the performance of an employee's job, by the Town of Colton
Town Board.

The Town of Colton does not reimburse for internet services located in the homes of Town of Colton
employees.

The Town of Colton pays for portable and base radios for the Insect Control Department, the Department
of Public Works, and the Highway Department. In addition, the Town of Colton pays for truck radios in
Town of Colton vehicles for the Highway Department. These radios are Town of Colton property and
must be treated with care.
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852 Property & Liability
Effective: 7/30/2012
Revised: 7/30/2012

It is the intention of the Town of Colton that next to our employees, our property is our most important
asset.

Proper conservation and maintenance of Town of Colton buildings and properties must be performed so
as to help reduce property loss, as well as to maintain a safe and healthful environment for the general
public.

Generally, the Town of Colton performs annual inspections of Town of Colton-owned buildings,
structures, infrastructure, and recreational areas to determine improvements, repairs or replacements

needed, which are then budgeted for in the Town of Colton's Five-Year Plan.

An inventory list of Town of Colton vehicles, tools and equipment, used by the Highway Department,
is kept current by the Superintendent of Highways.

Public Works, Town Clerk, Code Enforcement Officer, Bti Supervising Technician, Town Justice, and
the Chairperson of the Assessors.

The Library Technician is responsible for the inventory accuracy and maintenance of Library capital
assets.
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853 Reimbursements
Effective: 1/1/2015
Revised: 08/09/2017

Safety Shoes: Union members purchasing OSHA approved safety shoes will be reimbursed in
accordance with the Articles of Agreement between the Town of Colton and Teamsters Local #687. The
Public Works Department shall be reimbursed $250.00 for the purchase of pathogen protection clothing
each year. If necessary, the allowance for boots and clothing can be combined to purchase pathogen
protection boots or clothing. The Town will reimburse up to a maximum of $250/year for OSHA
approved safety shoes or clothing upon presentation of a valid receipt.

The Code Enforcement Officer will be reimbursed when purchasing OSHA approved safety boots
needed for his job up to a maximum of $250.00 per year. The CEO must present a paid receipt for the
purchase of the boots for reimbursement from the Town of Colton. Said reimbursement is not to exceed
the cost of the boots.

Cell Phones: Public Works and Highway full time crew members will be reimbursed for personal cell
phone usage considered essential in performance of their jobs. Upon presentation of cell phone
documentation, employees will be reimbursed $20.00 per month paid semi-annually. Department heads
(to include Superintendent of Highways and Public Works, Code Enforcement, and Assessor) are
reimbursed $32.50 per month for the purchase of cell phone minutes upon presentation of a receipt for
said amount or more.

Insect Control Cell Phones: Department head will be reimbursed $32.50 during the five-month treatment
season. The Insect Control crew members will be reimbursed for personal cell phone usage considered
essential in performance of their jobs during the five-month treatment season. Upon presentation of cell
phone documentation, employees will be reimbursed $10.00 per month paid at the end of the season.
The crew members must work the entire season to receive said reimbursement.

Insect Control Field Gear: The Insect Control employees purchasing field gear needed for their job will
be reimbursed up to a maximum of $250.00 per season toward the purchase of field gear. Employees
must present paid itemized receipts for the purchase of the field gear for reimbursement from the Town
of Colton. Said reimbursement is not to exceed the total cost of the field gear. The crew members must
work the entire season. Town of Colton reimbursement will be at the end of the Insect Control season.
Due to the nature of the BTI program the $250 reimbursement as stated is to be paid at season end to
employees on the payroll at that time. Further, employees may at their own risk take advantage of sales
following the previous season and be reimbursed approximately a year later if employed throughout the
subsequent season. Invoices are to be retained by BTI Supervisor during the interim.

Lyme Disease Screening: Blood screening for Lyme disease is an option for all BTI members employed

throughout and at the end of each season. BTI Supervisor to submit paid invoice for reimbursement
within 60 days of screening.

87



Town of Colton
Policies and Procedures

Work-Related Expenses: Employee claims for expenses incurred in the performance of their job for
professional fees, supplies, postage, or mileage, etc., should be submitted to the Town Clerk for the

card statements without supporting documentation are not sufficient for reimbursement. Claims
submitted for expenses, which were incurred beyond the sixty-day deadline, may not be reimbursed.
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854 Purchasing
Effective: 08/09/2017

Policy Statement — The Town has established an official procurement policy that is to be followed as
written — exceptions only with Board approval. No employee shall make purchases for the Town, or
use the Town's name to make purchases, unless so authorized by the respective Department Head and in

adherence to procedures set forth in the procurement policy — copy of which is available with the Town
Clerk.
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Town of Colton Sexual Harassment Complaint Form

New York State Labor Law requires all employers to adopt a sexual harassment prevention policy that
includes a complaint form to report alleged incidents of sexual harassment.

If you believe that you have been subjected to sexual harassment, you are encouraged to complete this
form and submit it to the Town of Colton Personnel Officer.

If you are more comfortable reporting verbally or in another manner, your employer should complete
this form, provide you with a copy and follow its sexual harassment prevention policy by investigating
the claims as outlined at the end of this form.

For additional resources, visit: ny.gov/programs/combating—sexual-harassment-workplace

COMPLAINANT INFORMATION

Name:

Work Address: Work Phone:

Job Title: Email:

Select Preferred Communication Method: [ IEmail [JPhone [Jin person

SUPERVISORY INFORMATION
Immediate Supervisor's Name:
Title:

Work Phone: Work Address:

COMPLAINT INFORMATION
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1. Your complaint of Sexual Harassment is made about:
Name: Title:
Work Address: Work Phone:
Relationship to you: [_|Supervisor []Subordinate [ ]Co-Worker [ |Other

2. Please describe what happened and how it is affecting you and your work. Please use
additional sheets of paper if necessary and attach any relevant documents or evidence.

3. Date(s) sexual harassment occurred:

Is the sexual harassment continuing? [_[Yes [ |No

4. Please list the name and contact information of any witnesses or individuals who may
have information related to your complaint:

The last question is optional, but may help the investigation.

5. Have you previously complained or provided information (verbal or written) about related
incidents? If yes, when and to whom did you complain or provide information?

If you have retained legal counsel and would like us to work with them, please provide their
contact information.

Signature: Date:
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