ORDINANCE NO. 16-44 First Reading 6-6-16
INTRODUCED BY: Mr. Clark Second Reading 6-13-16

Amended by Reading 6-20-16
AN ORDINANCE

ENACTING REVISED CODIFIED ORDINANCE CHAPTER 151
ENTITLED EMPLOYMENT PROVISIONS

" NOW THEREFORE, BE IT ORDAINED by the Council of the City of Bay Village,
Ohio:

SECTION 1. That the Codified Ordinances of the City of Bay Village are hereby
amended by enacting revised Chapter 151 to read as follows:

“CHAPTER 151
Employment Provisions

EDITOR’S NOTE: Compensation and bond requirements are not included in
these Codified Ordinances due to the fact that they are subject to constant change.

151.01 Payment to employees on 151.12 Life insurance.

Military leave. 151.13  Privacy Act rules.
151.02 Payment of City wages during 151.14 Surety bonds.

Jury duty. ' 151.15  Equal employment opportunity
151.03 Mileage allowance. Policies.
151.031 Legitimate expenses. 151.16 Compensation payment,
151.04 Holidays. . 151.17 Uniforms and uniform
151.05 Vacations. Allowances.
151.06 Health Insurance. 151.18 PERS pick up.
151.061 Health Insurance eligibility. 151.19 Drug free Workplace and
151.07 Physical examinations. 151.20 Harassment Policy.
151.08 Sick leave. 151.21 PERS pickup of additional service
151.09 Paid Time Off Credit.
151.091 Family Medical Leave Act. 151.22 Whistleblower protection for
151.10 Longevity Employees.

151.11 Overtime Compensation.

151.01 PAYMENT TO EMPLOYEES ON MILITARY LEAVE.

(a) Al] regular full-time employees of the City who are on leaves of absence from
their Municipal duties and in attendance in the military service, field training or other active duty
of the Ohio National Guard, Ohio Defense Corps, Ohio Naval Militia, or as members of other
Reserve components of the Armed Forces of the United States, shall be entitled to receive for the
period of such service, training or active duty not in excess of thirty-one days in any one calendar
year, their regular pay, less the pay received for participation in such service, training or other
active duty. Reimbursed expenses, travel and subsistence pay and other similar allowances shall
not be considered in determining the amount of pay received for such service, training or active
duty. Provisions of this section shall not apply if such military service, field training or other
active duty is less than seventy-two consecutive hours or longer than thirty-one consecutive days.

(b)  Any such City employee may, at his election, credit all or any portion of such
military leave of absence against his regular annual vacation and for such period so charged the

employee shall receive his regular vacation pay without deduction for the pay received for such
service, training or active duty.

151.02 PAYMENT OF CITY WAGES DURING JURY DUTY.

(a) All City employees shall receive their regular wages for time lost from their work
with the City while serving as 2 member of a municipal, common pleas or federal court jury
panel.



{(b) In order to qualify for such pay, the employee shall notify his supervisor of such
service in advance and upon completion of such service present proof safisfactory to the Director
of Finance from the court as to the time spent in such service.

(c) No time spent in such service shall be counted or used for purposes of
determining eligibility for overtime pay or compensatory time off.

(d) The employee may keep any amount received from the court for such services, in
lieu of reimbursement for any expenses associated with such service.

151.03 MILEAGE ALLOWANCE.

All employees and elected officials of the City shall receive, as reimbursement for the use
of their personal motor vehicles on City business, a sum in accordance with the mileage
allowance under the Internal Revenue Service Regulations, plus parking fees. The Director of
Finance shall approve such reimbursement

151.031 LEGITIMATE EXPENSES.
Tips and gratuities which are included in any legitimate expense shail be paid by the City.

151.04 HOLIDAYS.

(a) (1)  All full-time employees of the City, excluding employees covered under
separate labor contract, shall have the following days off with pay:

New Year's Day Day After Thanksiving
Presidents' Day Veterans' Day

Good Friday Thanksgiving Day
Memorial Day Christmas Day

July 4th Martin Luther King Day
Labor Day

(2)  In the event that any of the aforesaid holidays shall fall on a Saturday or
Sunday, when such holiday is not being observed on the preceding Friday
or succeeding Monday, such employee shall receive comparable time off
Kith pay on a date designated by the Mayor or the department or division

ead '

(3)  The preceding provision shall not apply to swimming pool personnel or
temporary, seasonal or per diem personnel. Refusal on the part of an
employee to work on a holiday when requested to do so shall constitute a
forfeiture of all benefits of holiday pay under this section. Failure of an
employee to work on the scheduled work day preceding and the scheduled
work day succeeding the holiday, unless excused by the Mayor or
department or division head, or unless on vacation, shall constitute a
forfeiture of all benefits of holiday pay under this section.

(b)  No employee shall receive the benefit of the provisions of this section in more
than one employment capacity with the City.

()  No part time or seasonal employee will reccive holiday pay.

151.05 VACATIONS.
(a) Effective January 1, 2014, full time employees shall accrue vacation time, as set
forth in the schedule below, uniess otherwise agreed to by contract. An increase in accrual rate
due to increase in longevity will be implemented in the next full pay period following the
anniversary date. The Finance Director is hereby authorized to account for the hourly
accumulation of earned vacation time on the bi-weekly payroll check of all City employees



entitled to vacation time,
(1) More than thirty but less than forty hour employees. Employees who work less
than a forty-hour week shall accrue vacation hours pro-rated, on the basis of a forty-hour week.

(b} Effective January 1, 2014, unless otherwise agreed by contract, no employee shall
be entitled to accumulate more than three weeks of vacation” time. Any vgcation time

LENGTH OF SERVICE ANNUAL VACATION | BI-WEEKLY | ACCRUALS
IN WEEKS 35 Hour Week | 40 Hour Week

0 Months to 4 Years 2 2.69 Hours 3.08 Houwrs

410 10 Years 3 4.04 Hours 4.62 Hours

10to 17 Years 4 5.38 Hours 6.15 Hours

17 to 25 Years 5 6.73 Hours 7.69 Hours

25 or More Years 6 8.08 Hours 9.23 Hours

accumulated in excess of such limit shall be forfeited il not used by the employee by December
31 of each year.

(b),  Effective January 1, 2014, unless otherwise agreed by contract, no employee shall be
entitled to accumulate more than three weeks of vacation time. Any vacation time accumulated
in excess of such limit shall be forfeited if not used by the employee by December 31 of each
year.

(c)  Effective January 1, 2014, unless otherwise agreed by contract, all employees that have
accumulated vacation time in excess of three weeks shall be permitted to sell back to the Cit
any accrued time in excess of three weeks by November 30 of each year. The employec sha]}{
receive a one-time payment from the City in the first regular pay date in December. No
employee will be paid more than three weeks of time under this provision unless approved by
both the Mayor and Director of Finance. Any accrued time in excess of three weeks that an
employee does not sell back or use prior to December 31 shall be forfeited.

(d)  When an employee resigns, retires or dies, salary payments in lieu of unused
vacation allowance shall be granted in accordance with the schedule set forth above, provided
the employee is leaving in good standing and has given two weeks' notice of the separation,
where applicable:

(1) Any employee who has less than one year of service shall not be entitled
to a salary payment in lieu of vacation.

(e) Full time years of service accumulated by any employee in one department or
division shall be credited to such employee who transfers to another department or division for
purposes of computation of vacation time.

® No em{ﬂoyee of the City shall receive the benefit of the provisions of this section
in more than one employment capacity with the City.

The period of vacation shall be designated by the Mayor or the appropriate
department or division head, or in the case of employees of Council, by Council.

() Effective January 1, 2014, no employee of the City shall be permitted to perform
work for the City, in any capacity, while simultaneously receiving vacation pay.

(i) No part-time or seasonal employee will receive vacation pay.
() Any employee who becomes an employee of the City of Bay Village in a position of



Director or Assistant Director after being employed by another political subdivision shall for the
purposes of computation of vacation time be credited with the total years of his prior service with
such political subdivision. The maximum vacation allowance for such an employee may not
exceed 4 weeks for their first year of employment with the City of Bay Village and shall increase
by 1 week for each year of continued service until the employee meets the vacation schedule in
Section 151.06(a). :

151.06 HEALTH INSURANCE.

(a)  Effective Januyary 1, 2010, the City shall pay the cost of health insurance
determined by the Plan adopted annually by the City of Bay Viliage.

(b)  An election to participate in the group shall be made only at such times as
permitted by the insurance carrier.

151.061 HEALTH INSURANCE ELIGIBILITY.

(a) Effective January 1, 2012, the City will providehealth, dental, vision and hearing
insurance to eligible employees, in accordance with state and federal law. The employee’s share
of the cost of such benefits shall be determined annually by the City, unless otherwisc agreed by
contract.

(b) Eligible employees may receive family or employee only coverage per state
and/or federal law and in accordance with the terms of the City of Bay Village's Health Plan.

(c) In lieu of employer sponsored health insurance an opt-out provision is offered as
long as proof of coverage from another source is provided to the City, provided that such
coverage was not purchased through a public health insurance exchange/marketplace. An
employee who elects the opt-out will receive $100 per month in lieu of employee-only coverage
or $250 per month in lieu of family coverage.

(d) Health insurance and the opt-out provision will only be offered to employees
required to be offered health insurance under the Patient Protection and Affordable Care Act and
related regulations.

151.07 PHYSICAL EXAMINATIONS.

(a) Every new employee of the City, except seasonal employees, shall submit to a
physical examination, if necessary to the performance of their job duties.

(b) After a period of illness which requires any employee to be absent from his
employment for ten consecutive working days or more, the Mayor may require the employee to
submit to a physical examination prior to being returned to employment.

(c) Any employee who refuses to undergo such physical examinations as required in
subsections (a) through (b) hereof, may be subject to discharge from his employment by the City.

(d)  The Mayor shall designate the person who is to perform such physical
examinations, and the expenditure of the City funds from the correct account is hereby
authorized.

151.08 SICK LEAVE.

(a) Every full-time employee shall be entitled for each completed eighty hours of
compensated service to sick leave of 4.6 hours with pay. Such employees may use sick leave,
upon approval of the responsible administrative officer of the employing department, for absence



due to personal illness, pregnancy, injury, exposure to contagious disecase which could be
communicated to other employees, and to illness, injury, or death as set forth in the Employee
Handbook. Said Employee Handbook is incorporated herein and made a part hereof as if fully
rewritten herein. For the purpose of this section:

(1)  Department heads (excepting the Director of Law) and division chiefs
shall be considered to-have a work week of 40 hours; and

(2)  “Completed compensated service” shall include paid holiday time, paid
vacation time and paid sick time.

Unused sick leave shall be cumulative without limit. When sick leave is used, it
shall be deducted from the employee's credit on the basis of one hour for every one hour of
absence from previously scheduled work. There will be no reduction of sick leave time when an

employee is absent due to job related injury and that employee has entered into a wage
continuation agreement with the City.

() Any employee who, without resigning or retiring, transfers from one department
of the City to another department of the City shall be credited with the unused balance of his
accumulated sick leave.

(d)  The responsible administrative officer of the employing department may require
an employee to furnish a satisfactory written, signed statement to justify the use of sick leave. If
medical attention is required, a certificate stating the nature of the illness from a licensed
physician may be required to justify the use of sick leave. Talsification of either a written,
signed statement or a physician's certificate shall be grounds for disciplinary action, including

dismissal. No sick leave shall be granted an employee upon or after his retirement or termination
of employment.

(e) Payment at Resignation, Retirement or Death.
(1)  Each employee with ten or more years of service with the City shall

receive payment of his or her accrued but unused sick leave based on his
or her rate of pay at resignation, retirement or death at the following
schedule:

Twenty-five percent (25%) after ten years of service

Forty percent (40%) after fifteen years of service

Fifty percent (50%) after twenty years of service
up to a maximum payment of fifty percent (50%) of the employee's annual
compensation, which payment shall be in full settlement of any and all
accumulated sick leave. In the event of death, such payment shall be made
to the surviving spouse, or if there is no surviving spouse, to the
employee's estate. Employees who are discharged for cause forfeit all
rights to payment under this subsection,

(2)  Employees laid off for more than one year will receive accumulated sick

leave based upon the last day worked and paid in accordance with the
above after lapse of one year if not recalled.

® The following circumstances will conirol the use of "sick leave” time for all
employees of the City of Bay Village:

(1)  Illness of employee: All regularly scheduled working hours.

(2)  Death of employee's: son-in-law, daughter-in-law, or other relatives at the
discretion of the respective department director. Sufficient time to attend
funeral if scheduled to work, four hours maximum time.

(3)  Illness requiring hospitalization of: spouse, child, mother, father, brother,
sister, and any other relative living in the employee's household.



A. Days of admittance to and discharge from hospital.
B. Day of surgery, including child birth.
C. Time certified as "critical" by attending physician.
(4)  Sudden illness or injury: To anyone living in the employee's household.

Sufficient time to make temporary arrangements, but no more than four
hours.

(g)  The following circumstances shall control "bereavement leave" for all employees
of the City of Bay Village, which excused leave shall not be charged against accumulated but

unused sick leave time and for which the employee shall be compensated as though present in his
or her employment with the City.,
(L

Death of employee's: employee's spouse, children, step-children, parents,

parents-in-law, siblings and/or other relative living in the employee's
household.

Scheduled working hours from time of death through and including day of
funeral or memorial services.

(2)  Death of employee's: employee's siblings-in-law, grandparents,
grandchildren, aunt, uncle and spouses grandparents, grandchildren, aunt
and uncle. Day of funeral or memorial services if scheduled to work.

() For the purpose of administering the provisions of this section the following
procedures shall be followed:

(1)  The Director of Finance shall establish for each employee and each
department a sick leave time account,

(2)  Charges against the sum of such accumulated but unused sick leave time

shall be made of one hour for every one hour of absence during regularly
scheduled working hours.

151.09 PAID TIME OFF
(a) Permanent part-time employees compensated on an hourly basis shall earn paid
time off at a rate of .0575 hours earned per hour worked, per pay period. When paid time off is

used, it shall be deducted from the employee’s credit on the basis of one hour for every one hour
absence from scheduled work,

(b) Paid time off may be used when an employee requests scheduled time off upon a
twenty-four (24) hour advance notice by the employee and the approval of the employee’s

supervisor. Paid time off may be taken with less than a twenty-four (24) hour advance notice at
the employee’s supervisor’s discretion.

©) The maximum amount of paid time off an employee can use in one (1) calendar
year is one hundred twenty (120) hours. In the event an employee is on an approved Family
Medical Leave Act (FMLA) absence, any amount of accrued paid time off can be used during
the length of the approved FMLA absence.

(d) If PTO is used for an illness or injury refer to Section 151.08-Sick Leave. This
article also applies to unused PTO in the event of resignation, retirement or death.

151.091 FAMILY MEDICAL LEAVE ACT (FMLA).

Family Medical Leave shall be granted and administered in accordance with applicable
Federal and State laws



151.10 LONGEVITY.

(a) Effective January 1, 2001, there shall be paid to all non-elected regular full-time
employees, excluding employees covered under separate labor contract, additional compensation
based on their years of service, at the rate of one hundred dollars (8100.00) per year of service,
after completion of five years, to a maximum of three thousand dollars ($3,000).

(b)  Tor new hires after January 1, 2016 the following amendment shall apply: full-
time employees shall receive longevity payments after five (5) years of continuous full-time
employment in the following table:

5-9 years $500 each year

10-14 years $1,000 each year

15-19 years $1,500 each year

20-24 years $2,000 each year

25 years and above $2,500 each year

(c) The calculation of "years of service" shall begin on the anniversary date of the
employee's original date of hire by the City.

(d)  No individual employed by the City in more than one capacity shall be entitled to
the benefits of this compensation in other than his primary department.

(e) Termination of employment, for any reason, either voluntary or involuntary, shall
terminate all rights and accrued benefits and eligibility under this section, except that those
retiring shall be paid a pro-rated amount at time of retirement. Any employee who retires and is
hired full-time by another department of the City shall accrue benefits hereunder as if the
employee were a new employee and prior service with the City shall not be counted.

43 For the purpose of determining the eligibility for longevity only, "full-time" shall
be defined as an employee working 35 hours or more each week, The Mayor shall receive
longevity only if specifically provided for in the compensation ordinance for the term in

uestion.
a (8)  The amounts due hereunder shall be paid only to full-time employees, as defined
in Section 151.10(e), on the first regular pay date in December.

(h)  In addition to the cash payments provided for in this chapter, the Mayor is
authorized to present Service Award Pins to those full-time or part-time employees, members of
boards and commissions, and such other persons as the Mayor may designate from time to time,
whether paid or unpaid, who have at least five years® service with the City.

(1) Part-time and seasonal employees shall not be eligible for longevity compensation
hereunder

151.11 OVERTIME COMPENSATION.
(a) Salaried/Exempt employees shall not be paid overtime for hours worked in excess
of forty in workweek, unless otherwise agreed by contract.

(b)  Hourly/Non-exempt employees shall receive overtime for hours worked in excess
of forty in a workweek

(¢)  No employee who serves the City in more than one capacity may combine his
total work hours for the calendar week for the purposes of overtime computation, but each
position work hours are to be counted separately.



(d)  Holiday, vacation and sick leave time shall be included in the computation of
overtime hours for the calendar week.

(e) Payment of overtime compensation (except that for the Department of Public
Safety) shall be made on the first regular payday occurring after the hours have been worked.

151.12 LIFE INSURANCE.

The City shall pay the cost of group term life and accidental death and dismemberment
insurance up to a maximum benefit of $50,000 for employees who work thirty (30) hours or
more in a given workweek, elect to participate, and are acceptable to the insurance company.
However, once obtaining the age of sixty-five (65) said life insurance will be reduced to thirty-
two_thousand five hundred dollars ($32,500.00) and once obtaining the age of seventy (70) said
life insurance will be reduced to twenty five thousand dollars ($25,000.00).

151.13 PRIVACY ACT RULES.

The Mayor is hereby authorized to adopt such written rules and regulations as may be
necessary for the purpose of interpreting and enforcing the Ohio Privacy Act, being Ohio R.C.
1347.01 ot seq. Such rules and regulations shall not conflict with or waive any privileges as
provided by this City's Charter or ordinances. Such rules and regulations shall be on file with the
City, and all parties affected shall be advised of their contents.

151.14 SURETY BONDS. ,

The surety bonds covering the employees of the City shall be as follows:

(a)  Mayor - $15,000 public official bond for term of office.

(b)  Director of Finance - $50,000 public official bond for an indefinite term.
{(c) All other City employees - $25,000 honesty blanket position bond.

151.15 EQUAL EMPLOYMENT OPPORTUNITY POLICIES.

(@)  Council formally declares that the City shall provide equal employment
opportunities (EEO) to all employees and applicants for employment without regard to sex, race,
color, religion, gender, sexual orientation, gender identity or expression, national origin, age,
genetic information, disability or handicap (except where age or handicap would be an obvious
and bona fide obstacle to expected and required job performance), genetic information, marital
status, amnesty status as a covered veteran or pregnancy in accordance with applicable federal,
state and local laws. The City shall comply with a all applicable state and local laws governing
non —discrimination in the employment in every location or facility. This policy applies to all
terms and conditions of employment, including but not limited to recruiting, hiring, placement,
promotion, termination, layoff, recall, transfer, [eaves of absence, compensation and training.

Artificial barriers of personal attitudes and customs cannot be permitted to have
effect in matters of personnel practices.

(¢}  The City expressly prohibits any form of unlawful employee harassment based on
sex, race, color, religion, gender, sexual orientation, gender identity or expression, national
origin, age genetic information, disability, veteran status or pregnancy. Improper interference
with th?:l ability of the City’s employees to perform their expected job duties is absolutely not
tolerated.

(d)  The Director of Finance, by direction of the Mayor, will have overall
responsibility for the implementation of this policy. With the cooperation of appropriate
personnel, the Director of Finance will conduct periodic reviews to determine whether or not this
policy is being adhered to. Reports of these reviews will be the basis for appropriate action to
correct deficiencies.

(e) When outside sources of recruitment are used they shall be informed that the City
is an Equal Opportunity Employer and that legal advertisements for bids include the wording,



"AN EQUAL OPPORTUNITY EMPLOYER" and that Equal Opportunity clauses be included in
all major single purchase orders, leases and contracts.

() The Clerk of Council is hereby directed to post, or have posted, a copy of this
resolution on all departmental bulletin boards as well as provide a copy of this resolution to all
employees of the City.

151.16 COMPENSATION PAYMENT.
(a)  Payment dates shall be:

(I)  TYor howly employees. On February 14, 1975, and every other Friday
thereafter, all hourly paid employees shall be paid for all hours worked
during the previous two weeks;

(2)  For salaried employees and elected officials, All salaried employees and
elected officials shall receive their appropriate annual compensation on a
bi-weekly basis, payment to be made on the same dates as payment is
made to hourly personnel. The Director of Finance shall adjust the pay
period rate so that in each calendar year the precise annual compensation

is paid regardless of the number of bi-weekly payment dates during the
year,

(c) Should any payment date referred to herein fall on a holiday, payment shall be
made on the last working day preceding such holiday.

151.17 UNIFORMS AND UNIFORM ALLOWANCES.
(@)  Department of Public Safety.

(1} Effective January 1, 1998, deputy police officers in the Division of Police
shall receive a five hundred dollar ($500.00) uniform allowance at the
completion of each 1,040 hours of service.

(2) The above payments may be made at any time during the thirty days
following the date on which they are due as may be convenient to the
Director of Finance.

(b)  Department of Public Service and Properties. Effective January 1, 2016, the
Director of Public Services and Properties shall receive a Two Hundred Fifty Dollar ($250.00)
uniform allowance, and the Department of Public Service and Properties shall provide a uniform
allowance of Eight Hundred Dollars ($800.00) for all full-time employees of the Department
whose job requires manual labor outside the office of the Department. This allowance is to be
paid within the 1 pay period in February.

(c) Police Chief and Fire Chief. Effective January 1, 2016, the Chief of the Fire
Division and the Chief of the Police Division shall receive an aliowance of nine hundred dollars

($900.00) uniform allowance. . This allowance is to be paid within the [ pay period in
February.

151.18 PERS PICK UP.

(a)  Effective July 1, 1993, the full amount of the statutorily required contributions to
the Public Employees Retirement System of Ohio shall be withheld from the gross pay of each
person within any of the classes established in subsection (b) hereof and shall be "picked up"
(assumed and paid to the Public Employees Retirement System of Qhio) by the City. This "pick
up" by the City is, and shall be designated as, public employee contributions and shall be in lLieu
of contributions to the Public Employees Retirement System of Ohio by each person within any
of the classes established in subsection (b) hereof. No person subject to this "pick up" shall have
the option of choosing to receive the statutorily required contribution to the Public Employees
Retirement System of Ohio directly instead of having it "picked up" by the City or of being
excluded from the "pick up".















