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Town of Colton 

Policies and Procedures 

Policy 
316 Health Insurance 
31 7 Life Insurance 
318 Short Term Disability; Non-Work Related 

TIMEKEEPING/PAYROLL 
401 Timekeeping 
403 Distribution of Checks 
405 Employment Termination 

WORK CONDITIONS & HOURS 
501 Safety 
502 Work Schedules 
504 Use of Phone and Mail Systems 
505 Smoking and Vaping 
506 Rights of Nursing Mothers 
507 Overtime 
508 Use of Equipment and Vehicles 
510 Cell Phone Use While Driving 
512 Travel Expenses 
516 Computer and E-mail Usage 
522 Workplace Violence Protection 
524 Sexual Harassment Policy 
526 Whistle Blower 
527 Outdoor Worksites - Sun Safety Policy 

LEAVES OF ABSENCE 
601 Family and Medical Leave (FMLA) 
603 Blood Donation Leave 
605 Military Spouse Leave 

EMPLOYEE CONDUCT & DISCPLINARY ACTION 
701 Employee Conduct and Work Rules 
702 Drug and Alcohol Use 
704 Attendance and Punctuality 
707 Vehicle Use Policy 

MISCELLANEOUS 
802 Recycling 
850 Transitional Duty 
851 Communication Systems 
852 Property & Liability 
853 Reimbursements 

854 Purchasing 

APPENDIX A - Sexual Harassment Complaint Form 

Effective: 
7/30/2012 
1/1/2014 
5/14/2009 

8/30/2012 
1/1/2014 
5/14/2009 

9/12/2012 
12/4/2012 
7/30/2012 
5/14/2009 
5/14/2009 
9/1/2014 
5/14/2009 
7/30/2012 
7/30/2012 
5/14/2009 
5/14/2009 
1/1/2018 
1/1/2018 
5/10/2019 

5/14/2009 
7/30/2012 
7/30/2012 

5/14/2009 
7/30/2012 
5/14/2009 
5/14/2009 

5/14/2009 
5/14/2009 
7/30/2012 
7/30/2012 
01/1/2015 

08/9/2017 

Revised: 
8/14/2021 
8/14/2021 
8/14/2021 

8/14/2021 
8/14/2021 
8/14/2021 

8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 

8/14/2021 
8/14/2021 
8/14/2021 

8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 

8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 
8/14/2021 

8/14/2021 

855 FOIL - Employee Notification 01/01/2025


















































































































































































