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d) Maintain position descriptions for each position in the Village.

145.03 RESPONSIBILITY; SCOPE.

a) The Director of Finance, or designee, shall be responsible for administering these
regulations. Problems, not specifically covered by these regulations, shall be resolved
by the Director of Finance, or the Manager, using the provisions of the Code and the
Charter, the employee handbook, or, where applicable, the union contracts as a
general guide.

b) All full-time, part-time, and temporary employees, other than those elected to office
or appointed to office by Council, shall be governed by these regulations, policies,
and procedures.

c) Where there is a conflict between a union contract and this personnel policy, the
union contract language shall prevail.

145.04 APPOINTMENT OF EMPLOYEES; RATE AND METHOD OF PAY

A wage scale, with wage rates for each non-bargaining classification, shall be established
by separate resolution annually by Village Council. The Manager and Finance Director may
make recommendations for modifications or increases to the wage rates included in the wage
scale and the assignment of wage rates to the classifications.

The appointment, testing procedures and determination of wage rates assigned to new

employees are functions and responsibilities of the Manager or his designee.

The Manager shall be responsible for the following:

a) The Manager shall appoint in the matter prescribed by the Charter and ordinances all
officers and employees of the Municipality, except those elected to office or
appointed by Council.

b) The Manager may delegate the responsibility for recruitment, testing, interviewing,
and all similar activities to other employees or officers.

Generally, a new employee shall be paid the minimum rate of pay for his/her
classification. Exceptions may be granted with the written prior approval of the Manager in the
following cases:

1) The minimum rate for each class is based upon a new employee meeting the
minimum qualifications and certification requirements stated for the position
description.

2) The Manager may appoint the employee to a higher pay grade if it is determined
that the employee has exceptional training, experience and qualifications.

Village employees will receive wage and salary compensation by means of an electronic
funds transfer from the Village’s bank into a direct deposit account maintained by the employee.

All Municipal employees subject to the provisions of this Chapter shall be paid bi-
weekly.

145.05 CLASSIFICATION AND COMPENSATION PLAN.

The Classification Plan shall be kept up to date by the addition of new classes on the
abolition, consolidation, division or amendment of existing classes by recommendation of the
Director of Finance and the Manager, and approval of Council by resolution. The Compensation
Plan may be similarly amended either through adjustments of rates or by reassignment of classes
of positions to different pay ranges, upon the recommendation of the Manager and approval by
resolution by Council.

145.06 EMPLOYEE STATUS DETERMINATION AND BENEFIT ELIGIBILITY.

The Manager, as advised by the Department head, shall determine the status for each

employee. The employment status shall be one of the following:

a) A full-time employee shall be one who works forty (40) or more hours per week and
whose employment has no scheduled end date.

b) A part-time employee shall be one who works less than forty (40) hours a week and
whose employment has no scheduled end date.

c) A temporary employee shall be one who may work either more or less than forty (40)
hours a week, but who is hired for a limited period of time, less than one year in
duration.

d) A seasonal employee shall be one who is hired for seasonal basis dependent on need.
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1) Sick leave may be accumulated without limit.

2)

3)

4)

5)

6)

7

8)

9)

When used, sick leave shall be deducted from the cumulative total on an hour-
for-hour basis.

Employees may use sick leave for absence due to the employee’s injury or
illness and/or exposure to contagious disease, which could be communicated
to other employees. Where the employee’s presence is reasonably necessary,
as determined by the Village Manager, employees may use sick leave for
absence due to the employee’s immediate family member’s injury or illness.
In addition, for qualifying reasons under the Family and Medical Leave Act of
1993 (“FMLA™), employees will be required to use accrued sick leave prior to
being granted leave without pay.

Immediate family is defined for sick leave purposes as: current spouse,
mother, father, child, step child, or other person who stands in place of a
parent (loco parentis).

Employees may be required by their supervisor to provide proof of illness by
furnishing a doctor’s statement or other satisfactory written, signed statement.
Excessive or repeated use, pattern use or misuse of sick leave, falsification of
sick leave forms, or falsification of reasons for sick leave, may be cause for
disciplinary action up to and including dismissal.

Employees, unable to report to work for any reasons listed above, must report
their anticipated absence to their supervisor before the expiration of the first
half hour before the beginning of their shift on the first day of absence and
each succeeding day of absence unless other arrangements are authorized.
Upon reporting, employees shall give the phone number and address of the
place of convalescence.

While on paid sick leave, employees are not authorized to work at other jobs
outside of their position with the Village without the written permission of the
Village Manager.

Failure to comply with any of the above may result in denial of sick leave pay
and/or disciplinary action, as in compliance with the Family Medical Leave
Act.

b) Sick Leave Conversion. Upon retirement or separation in good standing after five

years of employment, full-time employees may convert unused accrued sick leave to
a lump sum monetary payment under the following conditions:

)
2)

3)

4)

3)

6)

Payment will be on the basis of one day’s pay for each three days of accrued
sick leave.
Payment will be at the hourly rate in effect at the time of retirement or
separation.
Only that sick leave, which is accrued while employed by the Village of
Granville, shall be used in determining the amount of accrued sick leave
eligible for conversion.
Employees terminated for cause, or who fail to give two weeks written notice
of intent to terminate, are not eligible for the sick leave conversion benefit.
Provided the conditions in this section are met, the maximum conversion of
accrued, unused sick leave upon retirement or separation without just cause,
shall be:

e For employees hired on or after January 1, 1999 — one-third (1/3) of

960 hours, or 320 hours maximum;

e For employees hired en-erafterJanuary1-1989-but before January 1,

1999 — one-third (1/3) of 1200 hours or 400 hours maximum;

Conversion of sick leave to vacation leave. After an employee has
accumulated sixty (60) days of sick leave credit, additional unused sick leave
earned thereafter may be converted annually to vacation leave credit on the
basis of one day’s vacation for each five (5) days of accrued sick leave. This
conversion is limited to one week (40 hours) vacation leave per year. Only
that sick leave, which is accrued while employed by the Village of Granville,
shall be eligible for this conversion.
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k) The Village Manager, at his discretion, may give service credit for an employee’s
service with another Ohio municipality or state of Ohio entity provided that written
documentation is received from the prior employer.

1) Employees will be given service credit for all full-time prior service with the Village
of Granville.

m) The Village shall not accept any transfer of vacation time accumulated by another
agency or political subdivision.

145.14 HOLIDAYS

a) All full-time employees in the municipal service shall be entitled to the following
holidays with pay: New Year’s Day, Martin Luther King Day, President’s Day,
Memorial Day, Juneteenth, Fourth of July, Labor Day, Veterans’ Day, Thanksgiving
Day, the day after Thanksgiving Day, and Christmas Day. The Manager may
designate one half a working day immediately preceding Christmas as a paid holiday.

b) Whenever a holiday falls on a Saturday or Sunday, the holiday shall be taken on
Friday or Monday respectively. For employees who work in a 24/7 department, the
holiday will be observed on the day it actually falls.

¢) The rate of pay for each holiday above will be equivalent to a normal shift at straight
time pay to a maximum of eight (8) hours.

d) Employees, required to work or called in to work on an actual holiday or on a Friday
or Monday either preceding or following an actual holiday, if such Friday or Monday
is celebrated as a municipal holiday, shall be compensated at one- and one-half times
their straight time pay in addition to the eight hours holiday pay. Any employee
required to work more than a normal shift on a holiday shall receive one- and one-
half times their normal rate of pay for overtime hours on the holiday, but that rate
shall not be pyramided with the holiday pay.

145.15 INSURANCE COVERAGE.

Full-time employees of the Municipality shall be eligible for life, accidental death and
dismemberment, major medical expense, hospitalization and medical insurance coverage as
provided by Council from time to time, upon such terms, conditions, requirements and such
amounts as Council authorizes. The insurance coverage set forth in this section may be modified
or terminated by Council at any time. Employees shall be given a thirty-day notice of termination
of insurance coverage.

145.16 POLICE CALLED TO TESTIFY

Police officers, who are required to attend a court session while not on regular duty, shall
be entitled to twe three hours minimum pay at their normal rate for the actual hours spent in
court.

145.17 TRAVEL ALLOWANCE

Municipal employees, who are required or permitted to use a personal automobile for
municipal use, shall be reimbursed for such use at the rate set annually by the Internal Revenue
Service as tax deductible mileage rate.

145.18 PHYSICAL EXAMINATIONS.

All Village of Granville employees required to possess an Ohio Commercial Driver’s
License (CDL) are subject to all Department of Transportation (DOT) regulated drug and alcohol
testing (49 CFR, Part 40).

145.19 DISCIPLINE AND DISCHARGE PROCEDURES.

The Manager shall, by policy, establish standards of conduct expected of employees and
for the discipline of employees for violations. The standards and discipline procedures shall not
alter the employment-at-will status of any employee.

145.20 MEMBERS OF RESERVE AND NATIONAL GUARD UNITS CALLED TO ACTIVE
DUTY.

The Village of Granville will comply with all applicable state and federal laws
concerning military leave.
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