Memorandum
To:
From:
Subject:
Subject:
Date:

Mayor & Members of Council
Monica Irelan, City Manager
General Information
August 15, 2014

CALENDAR
AGENDA: City Tree Commission; Monday, August 18th at 6:00 pm
AGENDA: City Council - Monday, August 18th @7:00 pm
C. APPROVAL OF MINUTES –the minutes from the August 4th meeting are enclosed
G. INTRODUCTION OF NEW ORDINANCES AND RESOLUTIONS
1. ORDINANCE NO. 050-14 an Ordinance Supplementing the Annual Appropriation Measure
(Supplement No. 3) for the Year 2014; and Declaring an Emergency

2. RESOLUTION NO. 051-14, a Resolution Authorizing the Finance Director to Transfer Certain
Fund Balances from Respective Funds to Other Funds per Section 5705.14 ORC on an As
Needed Basis in Fiscal Year 2014, Listed in Exhibit "A" (Transfer 3); and Declaring an
Emergency

3. RESOLUTION NO. 052-14, a Resolution Authorizing the City Manager to File for and Execute All
Documents Necessary to Apply for the Natureworks Grant Program, and Declaring an
Emergency
 Resolution No. 053-14 and 054-14 will be passed out at the meeting Monday evening.

4. RESOLUTION NO. 053-14 a Resolution Authorizing the Offer of a Pick-Up for the Voluntary
Purchase of Service Credit for Participating Employees of the Police Department; and Declaring
an Emergency. (Suspension Requested)

5. RESOLUTION NO. 054-14 a Resolution Authorizing the Offer of a Pick-Up for the Voluntary
Purchase of Service Credit for Participating Employees of the Fire Department; and Declaring an
Emergency. (Suspension Requested)

H. SECOND READINGS OF ORDINANCES AND RESOLUTIONS
1. ORDINANCE NO. 048-14 an Ordinance Amending the Employment Policy Manual of the City of
Napoleon, Ohio

I. THIRD READINGS OF ORDINANCES AND RESOLUTIONS - NONE

J. GOOD OF THE CITY (Discussion/Action)
1. Recommendation to Approve August Billing Determinants
a.

The billing determinants were approved by the Electric Committee and BOPA at their August 11th
meeting.

2. Review of Current Mutual Aid for Operations Equipment Contract (ShareOhio Program)

3. Review of Sewer Lateral Charge for Multi-Story Discount (Refer to Committee)
a.

Enclosed is information Greg has put together.

4. Road through MWT Subdivision Assessment
INFORMATIONAL ITEMS
1. Cancellation – Parks & Recreation Committee Meeting
2. Rep. Latta Letter Acknowledging City’s BABs and CREBs concerns
3. Email Greg Heath received: Governor/BWC Rebate and Safety Initiatives for Ohio Employers
4. OML NEWSLETTER/August 8, 2014

MI:rd
Records Retention
CM-11 - 2 Years
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Calendar
Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

27
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29

30

31

1

2

7:00 PM - 11:00 pm / Rally in
the Alley

3

4
7:00 PM City COUNCIL
Meeting
Bisher - Up North

10
6:00 PM TOMATO
FESTIVAL PARADE
Bisher - Up North

17
Greg Heath - Off

24

31
Bisher - up North
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11
6:30 PM ELECTRIC
Committee
Board of Public Affairs
7:00 PM Joint Meeting:
WATER/SEWER Committee
Special CITY COUNCIL

18

5
Bisher - Up North

12

7

13

14

19

8
Bisher - Up North

15
Greg Heath - Off

4:30 PM Board of Zoning
Appeals Meeting

20
AMP - Monica - Bisher

6:00 PM City TREE
Commission Meeting
7:00 PM City COUNCIL
Meeting
Greg Heath - Off

25

6

Bisher - Up North
6:00 PM - 8:00 PM RIVER
CITY RODDERS CRUISE-IN
AMP
Bisher - Up North

21

22

9
Bisher - Up North

16
Greg Heath - Off

23

AMP - Bisher

26

27

28

29

30

Bisher - up North
6:30 PM FINANCE &
BUDGET Committee Meeting
7:30 PM SAFETY & HUMAN
RESOURCES Committee
Meeting

Bisher - up North

Bisher - up North

Bisher - up North

Bisher - up North

3

4

5

6

1

2

HOLIDAY - Labor Day - City Offices
Closed
6:15 PM
TECHNOLOGY
Committee
Bisher - up North
7:00 PM City COUNCIL
Meeting
Bisher - up North

8/15/2014 at 9:47 AM
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City of Napoleon, Ohio

TREE COMMISSION
LOCATION: City Hall Offices, 255 West Riverview Avenue, Napoleon, Ohio

Meeting Agenda
Monday, August 18, 2014 at 6:00 PM

I.

Approval of Minutes

(In the absence of any objections or corrections,

the minutes shall stand approved.)

II.

Tree Call Report

III.

Review of Fall Stump and Tree Removal Bids

IV.

Review of Topsoil and Planting Contracts

V.

Yard Waste Site Planting

VI.

Scott Street Planting

VII.

Any Other Matters to Come before the Commission

VIII.

Adjournment

__________________________________________
Gregory J. Heath, Finance Director/Clerk of Council

City of Napoleon, Ohio

TREE COMMISSION
Meeting Minutes
Monday, June 16, 2014 at 6:00 pm
PRESENT
Commission
City Staff
Recorder
Others
ABSENT
Members

David Volkman – Chair, Kirk Etzler, Jeffrey Marihugh, Becky Rohre, Bill Rohrs
Marty Crossland, Staff Engineer
Tammy Fein

Anella Huff

Call To Order

Chairperson Volkman called the meeting to order at 6:05 pm.

Approval Of Minutes

The minutes from May 19 stand approved with no corrections or objections.

Tree Call Report

Crossland reported that Marihugh distributed maps regarding 221 Meekison having
dead limbs to be trimmed and 909 North Perry Street will be added to the Fall
removal list; see attached.
Crossland distributed a Tree Tracker Report to the Commission; see attached.
Crossland counted sixteen (16) trees at Hogrefe’s to be removed; Marihugh
suggested requesting Council’s permission for this project as these trees were planted
as a privacy wall. Crossland stated there are vehicles behind the treeline and they
may have to be moved.
Crossland reported that 605 Haley Avenue has an approximate six (6) inch diameter
tree with an apparent metal cage wrapped around the root ball that may be killing it.
Crossland spoke with Bob Moon of 191 Hudson Street; a tree was recently removed
from the East side of the property and there are other Cottonwood trees along the
back of the property on Oakwood Park property that should also be removed;
Crossland stated if the funds were available in the Fall, the City would research
removing these trees.
Richard Mengerink, 909 Lumbard Street, would like a tree removed as the limbs are
hitting his house; the treelawn is only four (4) feet wide.
Crossland reported that the Parks Department has stumps to be removed from East
Riverdowns Park, Meyerholtz Park, and the Parks storage garage on Oakwood
Avenue.
Crossland stated there are trees in the Arboretum that should be removed; the trees
are not donated and not plaqued.
Crossland reported that 735 Sheffield has a tree that did not bloom this year and
should be removed in the Fall.
Crossland reported that 305 West Clinton Street has a crabapple tree that has
branched into two (2) trunks, and one (1) trunk is completely dead; the healthy part
of the tree is hanging over the street; Crossland suggested taking the entire tree
down.
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Crossland reported that 650 West Clinton Street had a portion of a tree removed last
Summer due to storm damage, however half of the tree remains and should be
removed.
Crossland reported that 729 West Clinton Street has a tree that had lost limbs due to
storm damage; Crossland stated the rest of the tree should be removed.
Crossland reported that 889 West Graceway Avenue has a pear tree that is hitting the
resident’s car; the resident would like the tree removed and is requesting no tree be
replanted.
Crossland reported that 680 West Riverview Avenue has a tree that should be
removed.
Crossland reported that 232 West Washington Street has a tree that should be
removed on the Webster Street side; Crossland suggested planting a smaller tree in
its place.
Crossland reported that 145 Wayne Park Drive has an Ash tree in the embankment
that should be removed; leaving the stump flush with the ground.
Crossland reported that 405 and 413 Rohrs Avenue have replanted trees that did not
make it; these trees should be removed and replaced.
Crossland reported that 107 West Main had a Rose of Sharon bush that did not come
out; this bush was removed by City Operations leaving the stump; request the stump
be removed this Fall and replaced with a tree.
Spring Programs

Crossland distributed information regarding the Spring Programs; see attached.
Crossland reported that the Spring Programs are complete.

Fall Programs

Crossland distributed a preliminary list for the Fall Programs; see attached.
Crossland stated there are a few trees that he is still deciding on at Oakwood Park;
adding there are currently approximately thirty two (32) trees to be planted in the
Fall; adding that this does not include the Scott Street planting.
Crossland stated that the dead tree at 1425 Seward Avenue may still be under
warranty.
Crossland stated the budget for trimming should be approximately $20,000.

Scott Street Replanting

Crossland stated that the Scott Street replanting will be held off until the Utilities can
be located; adding that the street signs are up, so view obstruction will be a
consideration.

Any Other Matters To
Come Before The
Commission

Crossland reported that Stephanie Miller is researching having Bryan host an
upcoming Tree Academy; adding that Napoleon has already hosted this program.
Marihugh asked if there is a disease affecting hard Maple trees; Volkman replied no.
Marihugh asked what the life expectancy of a hard Maple tree is; Volkman replied
pretty long. Etzler suggested that hard Maple trees are susceptible to heart rot;
Volkman replied that the hard Maple trees are prone to root issues as well as tarspot,
but tarspot would not kill the tree. Volkman suggested that there is a verticillium
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wilt disease that could kill branches, but not the whole tree.
Motion To Adjourn

Passed
Yea- 5
Nay- 0

Approval Date:

Motion:
Rohre
To adjourn the meeting at 6:39 pm.

Second:

Roll call vote on above motion:
Yea- Rohre, Volkman, Rohrs, Etzler, Marihugh
Nay-

____________________________________________
David Volkman , Chair
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Rohrs

City of Napoleon, Ohio

CITY COUNCIL
LOCATION: City Hall Offices, 255 West Riverview Avenue, Napoleon, Ohio

MEETING AGENDA
Monday, August 18, 2014 at 7:00 pm
A.
B.
C.
D.
E.

F.

G.

H.
I.

Attendance (Noted by the Clerk)
Prayer & Pledge of Allegiance
Approval of Minutes: August 4 (In the absence of any objections or corrections, the minutes shall stand approved.)
Citizen Communication
Reports from Council Committees
1. Parks & Recreation Committee did not meet on Monday, August 18 due to lack of agenda items.
2. Electric Committee (Majority Report) met on Monday, August 11 and recommended:
a. Tabling Electric Rate Design Discussion
b. Approval of August billing determinants
3. Water, Sewer, Refuse, Recycling & Litter Committee met on Monday, August 11 and recommended:
a. Proceeding with GAC Testing
b. Keeping City ownership of the Water Plant, all attached assets and infrastructure
c. Authorizing the City Manager to enter into any contract necessary with a third party mediator to mediate
any Consortium discussions
d. Moving forward to rehab the existing Water Plant and start the design and EPA paperwork for the
City Engineer to begin the Quality Based Selection process
4. Municipal Properties, Buildings, Land Use & Economic Development Committee did not meet on
Monday, August 11 due to lack of agenda items.
Reports from Other Committees, Commissions and Boards (Informational Only-Not Read)
1. Board of Public Affairs met on August 11 with the following agenda items:
a. Review of Electric Billing Determinants
b. Electric Department Report
2. Board of Zoning Appeals met on August 12 with the following agenda items:
a. BZA 14-01 23 Lakeview Drive
3. Planning Commission did not meet on August 12 due to lack of agenda items.
4. Tree Commission met tonight with the following agenda items:
a. Review of Fall Stump and Tree Removal Bids
b. Review of Topsoil and Planting Contracts
c. Yard Waste Site Planting
d. Scott Street Planting
Introduction of New Ordinances and Resolutions
1. Ordinance No. 050-14, an Ordinance supplementing the Annual Appropriation Measure (Supplement
No. 3) for the year 2014; and declaring an Emergency (Suspension Requested)
2. Resolution No. 051-14, a Resolution authorizing the Finance Director to transfer certain fund balances
from respective funds to other funds per Section 5705.14 ORC on an as needed basis in Fiscal Year
2014, listed in Exhibit “A” (Transfer 3) for Local Share on Grant Funding; and declaring an
Emergency (Suspension Requested)
3. Resolution No. 052-14, a Resolution authorizing the City Manager to apply for the Nature Works Grant; and
declaring an Emergency (Suspension Requested)
4. Resolution No. 053-14, a Resolution authorizing the offer of a Pick-Up for the voluntary purchase of service
credit for participating employees of the Police Department; and declaring an Emergency (Suspension
Requested)
5. Resolution No. 054-14, a Resolution authorizing the offer of a Pick-Up for the voluntary purchase of service
credit for participating employees of the Fire Department; and declaring an Emergency (Suspension
Requested)
Second Readings of Ordinances and Resolutions
1. Ordinance No. 048-14, an Ordinance amending the Employment Policy Manual of the City of Napoleon
Third Readings of Ordinances and Resolutions
There are no third readings of Ordinances and Resolutions.

J. Good of the City Any other business as may properly come before Council, including but not limited to:
1. Discussion/Action: Recommendation to approve August billing determinants as follows:
Generation Charge: Residential @ $0.09399; Commercial @ $0.11813; Large Power @ $0.05618; Industrial
@ $0.05618; Demand Charge Large Power @ $15.16; Industrial @ $15.71; JV Purchased Cost: JV2 @
$0.03348; JV5 @ $0.03348
(Billing determinants for month before: Generation Charge: Residential @ $0.09302; Commercial @
$0.11823; Large Power @ $0.05662; Industrial @ $0.05662; Demand Charge Large Power @ $15.95;
Industrial @ $16.95; JV Purchased Cost: JV2 @ $0.04114; JV5 @ $0.04114)
2. Discussion/Action: Review of current Mutual Aid for Operations Equipment Contracts (Share Ohio Program)
3. Discussion/Action: Review of Sewer Lateral Charge for a Multi-Story Discount (Refer to Committee)
4. Discussion/Action: Road through MWT Subdivision Assessment
K. Executive Session: Collective Bargaining and Economic Development
L. Approve Payment of Bills and Approve Financial Reports (In the absence of any objections or corrections, the
payment of bills and financial reports shall stand approved.)

M. Adjournment
______________________________________________
Gregory J. Heath, Finance Director/Clerk of Council

A. Items Referred or Pending in Committees of Council
1. Technology & Communication Committee (1st Monday)
(Next Regular Meeting: Tuesday, September 2 @ 6:15 pm)
2. Electric Committee (2nd Monday)
(Next Regular Meeting: Monday, September 8 @ 6:30 pm)
a. Electric Rate Design Discussion (Tabled)
b. Review of Electric Billing Determinants
c. Electric Department Report

3. Water, Sewer, Refuse, Recycling & Litter Committee (2nd Monday)
(Next Regular Meeting: Monday, September 8 @ 7:00 pm)
4. Municipal Properties, Buildings, Land Use & Economic Development Committee (2nd Monday)
(Next Regular Meeting: Monday, September 8 @ 7:30 pm)
a. City Manager update on Economic Development Plan
b. Updated Info from Staff on Economic Development (as needed)

5. Parks & Recreation Committee (3rd Monday)
(Next Regular Meeting: Monday, September 15 @ 6:15 pm)
6. Finance & Budget Committee (4th Monday)
(Next Regular Meeting: Monday, August 25 @ 6:30 pm)
7. Safety & Human Resources Committee (4th Monday)
(Next Meeting: Monday, August 25 @ 7:30 pm)
a. Highland Avenue Parking
2014 Regular Meetings with Townships scheduled for February and November
8. Personnel Committee (As needed)

B. Items Referred or Pending In Other City Committees, Commissions & Boards
1. Board of Public Affairs (2nd Monday)
(Next Regular Meeting: Monday, September 8 @ 6:30 pm)
a. Electric Rate Design Discussion (Tabled)
a. Review of Electric Billing Determinants
b. Electric Department Report

2. Board of Zoning Appeals (2nd Tuesday)
(Next Regular Meeting: Tuesday, September 9 @ 4:30 pm)
3. Planning Commission (2nd Tuesday)
(Next Regular Meeting: Tuesday, September 9 @ 5:00 pm)
4. Tree Commission (3rd Monday)
(Next Regular Meeting: Monday, September 15 @ 6:00 pm)
5. Civil Service Commission (4th Tuesday)
(Next Regular Meeting: Tuesday, August 26 @ 4:30 pm)
6. Parks & Recreation Board (Last Wednesday)
(Next Regular Meeting: Wednesday, August 27 @ 6:30 pm)
7. Privacy Committee (2nd Tuesday in May & November)
(Next Regular Meeting: Tuesday, November 11 @ 10:30 am)
8. Records Commission (2nd Tuesday in June & December)
(Next Regular Meeting: Tuesday, December 9 @ 4:00 pm)
10. Health Care Cost Committee (As needed)
11. Preservation Commission (As needed)
12. Infrastructure/Economic Development Fund Review Committee (As needed)
13. Tax Incentive Review Council (As needed)
14. Volunteer Firefighters’ Dependents Fund Board (As needed)
15. Lodge Tax Advisory & Control Board (As needed)
16. Board of Building Appeals (As needed)
17. ADA Compliance Board (As needed)
18. NCTV Advisory Board (As needed)

A. Items Referred or Pending in Committees of Council
1. Technology & Communication Committee (1st Monday)
(Next Regular Meeting: Tuesday, September 2 @ 6:15 pm)
2. Electric Committee (2nd Monday)
(Next Regular Meeting: Monday, September 8 @ 6:30 pm)
a. Electric Rate Design Discussion (Tabled)
b. Review of Electric Billing Determinants
c. Electric Department Report

3. Water, Sewer, Refuse, Recycling & Litter Committee (2nd Monday)
(Next Regular Meeting: Monday, September 8 @ 7:00 pm)
4. Municipal Properties, Buildings, Land Use & Economic Development Committee (2nd Monday)
(Next Regular Meeting: Monday, September 8 @ 7:30 pm)
a. City Manager update on Economic Development Plan
b. Updated Info from Staff on Economic Development (as needed)

5. Parks & Recreation Committee (3rd Monday)
(Next Regular Meeting: Monday, September 15 @ 6:15 pm)
6. Finance & Budget Committee (4th Monday)
(Next Regular Meeting: Monday, August 25 @ 6:30 pm)
7. Safety & Human Resources Committee (4th Monday)
(Next Meeting: Monday, August 25 @ 7:30 pm)
a. Highland Avenue Parking
2014 Regular Meetings with Townships scheduled for February and November
8. Personnel Committee (As needed)

B. Items Referred or Pending In Other City Committees, Commissions & Boards
1. Board of Public Affairs (2nd Monday)
(Next Regular Meeting: Monday, September 8 @ 6:30 pm)
a. Electric Rate Design Discussion (Tabled)
a. Review of Electric Billing Determinants
b. Electric Department Report

2. Board of Zoning Appeals (2nd Tuesday)
(Next Regular Meeting: Tuesday, September 9 @ 4:30 pm)
3. Planning Commission (2nd Tuesday)
(Next Regular Meeting: Tuesday, September 9 @ 5:00 pm)
4. Tree Commission (3rd Monday)
(Next Regular Meeting: Monday, September 15 @ 6:00 pm)
5. Civil Service Commission (4th Tuesday)
(Next Regular Meeting: Tuesday, August 26 @ 4:30 pm)
6. Parks & Recreation Board (Last Wednesday)
(Next Regular Meeting: Wednesday, August 27 @ 6:30 pm)
7. Privacy Committee (2nd Tuesday in May & November)
(Next Regular Meeting: Tuesday, November 11 @ 10:30 am)
8. Records Commission (2nd Tuesday in June & December)
(Next Regular Meeting: Tuesday, December 9 @ 4:00 pm)
10. Health Care Cost Committee (As needed)
11. Preservation Commission (As needed)
12. Infrastructure/Economic Development Fund Review Committee (As needed)
13. Tax Incentive Review Council (As needed)
14. Volunteer Firefighters’ Dependents Fund Board (As needed)
15. Lodge Tax Advisory & Control Board (As needed)
16. Board of Building Appeals (As needed)
17. ADA Compliance Board (As needed)
18. NCTV Advisory Board (As needed)

City of Napoleon, Ohio

CITY COUNCIL
COUNCIL
Meeting Minutes
Monday, August 4, 2014 at 7:00 pm
PRESENT
Council
Mayor
City Manager
Law Director
Finance Director/Clerk
Recorder
City Staff

Others

John Helberg (President), Jason Maassel (President Pro-Tem), Jeff Comadoll, Jeffrey
Marihugh, Christopher Ridley, Travis Sheaffer, Heather Wilson
Ronald A. Behm
Monica S. Irelan
Trevor M. Hayberger
Gregory J. Heath
Tammy Fein
Chad Lulfs, City Engineer
Dan Wachtman, MIS Administrator
Robert Weitzel, Police Chief
News Media; NCTV; Judge Amy Rosebrook; Rob McColley, CIC Director; Steve
Lankenau; Sherri Harper; Betty Smith; Chris Wallace

ABSENT
Council
City Staff
Prayer

President Helberg called the meeting to order at 7:00 pm with the Lord’s Prayer
followed by the Pledge of Allegiance.

Approval Of Minutes

Minutes of the July 21 Council meeting stand approved with no objections or
corrections.

Citizen
Communication

Sherry Harper, 1050 Highland Avenue, stated that she had contacted the post office
many times regarding the mail delivery on Highland Avenue as it is related to cars
being parked in front of the mailboxes, and was told that a thirty foot (30’) approach
and departure from each mailbox on the street was required. Harper believes that
Highland Avenue is the only road within the City that has the allowed parking on the
same side of the street as the required mailboxes. Harper’s property is located
between Ohio Street and Woodlawn Avenue with approximately fourteen (14)
vehicles parked between the four (4) houses in that area. Harper believes that
parking should be on her side of the street, adding that if there are two (2) vehicles in
the driveway then there is no room for any other parking other than on the street.
Harper referenced Ronald Pugh speaking to Council at the July 21 meeting; Pugh
requested that the parking not be altered from the current procedure, Harper stated
that Pugh’s mailbox is between the “no parking from here to corner” sign and the
corner. Harper asked Council to approve the parking to be changed to the opposite
side of the street from the current procedure, as she has not received her mail due to
this issue before, and Harper believes that the post office is backlashing against these
residents due to the numbers of complaints that they have made. Harper added that
she believes there are issues on the corner of Woodlawn Avenue due to these
residents also parking on Highland Avenue due to lack of space for parking.
Betty Smith, 1035 Highland Avenue, believes there is no room for parking as is
currently set up with the current thirty foot (30’) requirement stated by the post
office. Smith stated that she receives her medicine through the mail and doesn’t
always receive her mail due to this issue. Smith suggested there be no parking
between 10:00 am and 2:00 pm while the mail is being delivered, as there are no
issues regarding parking on the street during the evening. Helberg asked if any of
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the cars were parked for days at a time; Smith stated that the postman measured the
approach when the cars were parked there; adding that a neighbor has written letters
to the newspaper regarding this issue. Wilson asked if vehicles parked on the road
were owned by students that will be going back to school during the day; Smith does
not believe the owners are students. Maassel asked if Smith picked the location of
her mailbox; Smith stated that she called the OUPS line to find out where the lines
were located and where the mailbox could be placed; the mailbox could not be
placed closer to her driveway due to the location of the lines. Helberg stated that this
is a City right of way; Smith stated that she realizes this will cause a domino effect
on other streets. Wilson commented that she appreciated the suggestions for
alternatives from Harper; Harper invited Council to drive down Highland Avenue to
see this issue; Council members have already driven the area to see the issue
firsthand. Maassel asked if the mail is regularly delivered between 10:00 am and
2:00 pm; Smith stated that the mail generally arrives at approximately 2:00 pm and it
is only later than that occasionally. Ridley asked where the cars would go between
this time; Harper and Smith stated that the sometimes there are cars that are parked
for days in front of their mailboxes and they do not know who the owner of these
vehicles are. Smith stated that residents are aware that they could park in the alley,
but they do not want to block the alley in case of an emergency. Marihugh asked if
the mailboxes could be clustered in the middle of the street in a no parking zone;
Helberg asked if there was a convenient spot for this to be placed along with “no
parking” signs to be added. Weitzel stated there is a parking pattern that was
followed; Marihugh stated that some exceptions were made for half-blocks at a time
when this pattern was created. Hayberger suggested referring the issue back to
Committee.
Helberg Referred
Highland Avenue
Parking Issue To
Safety & HR
Committee

Helberg referred the Highland Avenue parking issue to the Safety and Human
Resources Committee.

Chris Wallace, 115 Northcrest Circle, spoke regarding the required sidewalk
installation, stating that no residents of this area want to put sidewalks in due to the
lack of frontage. Wallace stated that she would like to start a resident petition
regarding this issue. Lulfs stated that the Engineering rules require that all streets
within City limits must have sidewalks; an exception was made only on lots that
were not developed. Wallace stated this subdivision only has eight (8) houses and
none of the property owners want sidewalks. Lulfs will research the Ordinance
number regarding the sidewalk ruling.
Committee Reports

The Technology & Communication Committee did not meet on Monday, August 4
due to lack of agenda items.
Chairman Maassel reported that the Finance & Budget Committee met on Monday,
July 28 and recommended:
1. Approval of the Audit Report (CAFR)
The Safety and Human Resources Committee did not meet on Monday, July 28 due
to lack of agenda items.

Introduction Of
Ordinance No. 048-14
Motion To Approve
Council Meeting Minutes

President Helberg read by title Ordinance No. 048-14, an Ordinance amending the
Employment Policy Manual of the City of Napoleon
Motion:

Maassel
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Second: Ridley
8/14/2014

First Read
Discussion

To approve first read of Ordinance No. 048-14
Irelan stated that these two (2) changes result from the discussion at the previous
Council meeting.
Irelan stated there was a change to Policy 7.9 regarding City owned property, stating
that the language was edited to read “pending approval by Appointing Authority”
instead of Department Head. Wilson asked if this would prohibit any work being
completed in a timely manner; Irelan stated that permission would be given for daily
equipment, and this is an extra level of protection for larger equipment not to be used
inappropriately. Hayberger added that this change to the Policy is a proactive step.
Hayberger stated that Policy 21.2 was changed to strike ‘Municipal Golf Course’
from the Policy as compromised by Council at the last meeting. Sheaffer stated the
cost of this benefit last year was $180, including the benefit of the Golf Course.
Maassel reminded Council that this benefit was stricken from the Policy on
recommendation of the Parks and Recreation Board and as a compromise by Council
at the last meeting.
Behm asked if Policy 5.10 regarding weapons adhered to State Law; Irelan stated
that it does; adding that the Conceal and Carry permits have been discussed
regarding this Policy.
Ridley asked if State or Federal Law would be followed if there was a conflict
between them regarding Policy 3.5, not discriminating in employment practices as
prohibited by State or Federal law; Hayberger stated Federal Law is followed in the
event of a conflict.

Motion To Strike
‘Federal Law’ From
Policy 3.5

Motion: Ridley
Second:
To strike ‘follow Federal Law’ from Policy 3.5

Motion Died Due To
Lack Of A Second

Motion died due to lack of Second

Motion To Add
Municipal Golf
Course Benefit Back
Into Policy 21.2

Motion: Sheaffer
Second:
Comadoll
To add Municipal Golf Course benefit back into Policy 21.2

Failed
Yea- 2
Nay- 3
Abstain- 2

Roll call vote on above motion:
Yea- Sheaffer, Comadoll
Nay- Maassel, Helberg, Ridley
Abstain- Marihugh, Wilson
Motion failed due to lack of a Majority

Motion To Suspend
The Rules

Motion: Sheaffer
Second:
To suspend the rules requiring three readings

Motion Died Due To
Lack Of A Second

Motion to Suspend fails due to lack of Second

Passed
Yea- 4
Council Meeting Minutes

Roll call vote to approve first read of Ordinance No. 048-14
Yea- Maassel, Helberg, Wilson, Ridley
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Nay- 3
Introduction Of
Resolution No. 049-14

Nay- Sheaffer, Marihugh, Comadoll
President Helberg read by title Resolution No. 049-14, a Resolution authorizing the
City Manager to execute all documents necessary to enter into a Contract with
Innovative Financial Technologies, LLC (INFINTECH); and declaring an
Emergency (Suspension Requested)

Motion To Approve
First Read

Motion:
Ridley
Second: Maassel
To approve first read of Resolution No. 049-14

Discussion

Irelan distributed a memo regarding Third Party Credit Card Payments Proposal; see
attached.
Judge Rosebrook stated that the Court has been improving its website and updating
technology. Rosebrook stated that she wants to be able to take credit card payments
online for all court related payments, adding that credit card payments are currently
taken over the phone and the credit card fees have increased to four percent (4%)
which is currently being absorbed by the Court; totaling $12,500 for the current
budget. Rosebrook stated that this contract is with a different credit card company
that would contract to the Court to operate a component on the website with no fees
to the Court for this process; the fee would be assessed to the individual making the
payment, adding approximately $2.50 - $3.00 to the bill. Rosebrook restated that the
individual with the payment obligation would be responsible for the fee. Rosebrook
stated there would be no cancellation or early termination fee attached to the
contract, adding that this company currently works with municipalities including
Defiance Municipal Court which has worked well, and Bryan Municipal Court does
the web based payment system as well. Rosebrook stated that her goal is to have this
process completed and running by December 31, 2014, and at this point credit card
payments would no longer be allowed by phone. Rosebrook stated that there would
be a computer terminal dedicated to the credit card payment system located at the
Court. Heath asked if credit card payments were currently taken at the counter;
Rosebrook stated they are but that would be eliminated when the new process was in
place, and that may free up the Deputy Clerks who are required to currently accept
these payments over the counter. Maassel asked if the current Utilities Department
system could be used; Rosebrook stated that system is not compatible with the
Court’s software, adding that Court fees are split up among the different categories
automatically by the software. Heath stated that the Court has historically operated
separately from the Utilities system, even being audited separately. Heath stated that
INFINTECH company was researched a few years ago, but rejected because they did
not offer a phone option. Heath stated that prior to 2013, the Court has always been
allowed to add conveyance fees if they chose, though Napoleon Municipal Court
chose not to. Heath believes that most places are adding their conveyance fees to the
amount charged to the individual. Rosebrook stated that the Court could choose to
accept credit card payments over the phone also, but more money would need to be
added to the budget. Heath stated that he believes INFINTECH to be a reputable
firm.

Motion To Suspend
The Rules

Motion: Sheaffer
Second: Ridley
To suspend the rules requiring three readings

Passed
Yea- 7
Nay- 0

Roll call vote on above motion:
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
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Passed
Yea- 7
Nay- 0
Third Read Of
Ordinance No. 042-14

Roll call vote to pass Resolution No. 049-14 under suspension of the rules
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
NayPresident Helberg read by title Ordinance No. 042-14, an Ordinance amending the
Personnel Code Chapter 197 of the Codified Ordinances of the City of Napoleon

Motion To Pass
On Third Read

Motion: Ridley
Second: Maassel
To pass Ordinance No. 042-14 on third read

Discussion

Irelan stated there are no changes to Ordinance No. 042-14 since the Second Read.

Passed
Yea- 7
Nay- 0

Roll call vote to pass Ordinance No. 042-14 on third read
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
Nay-

Third Read Of
Resolution No. 045-14

President Helberg read by title Resolution No. 045-14, a Resolution
authorizing enrollment in the Ohio Rural Water Association 2015 Worker’s
Compensation Pool, and authorizing the expenditure of funds and directing the City
Manager to enter into a Professional Service Contract with Comp Management, Inc.
(CMI) a Worker’s Compensation Administrator; and declaring an Emergency

Motion To Pass
On Third Read

Motion: Marihugh
Second: Maassel
To pass Resolution No. 045-14 on third read

Discussion

Irelan stated there were no changes to Resolution No. 045-14 since the Second Read.

Passed
Yea- 7
Nay- 0

Roll call vote to pass Resolution No. 045-14 on third read
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
Nay-

GOOD OF THE CITY
Discussion/Action
Approval Of The Audit
Report (CAFR)

Maassel reported an overview of the CAFR and the Management Letter with
comments; stating that the Auditors perform means testing during the audit,
reviewing procedures in the income tax and utility billing departments, and focusing
on different processes during the audit.
Maassel stated that the Finance and Budget (Audit) Committee found no issues with
the Audit Report (CAFR).

Motion To Approve
The Audit Report
(CAFR)

Motion: Marihugh
Second:
To approve the Audit Report (CAFR)

Passed
Yea- 7
Nay- 0

Roll call vote on above motion:
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
Nay-

MWT Subdivision

Sheaffer

Irelan distributed a memo regarding the MWT Subdivision; see attached.
Robert McColley, CIC Director, stated the next step from an Economic Development
perspective would be to build the road at this property as a road would make the
property more marketable and profitable, but there are factors to be considered such
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as the businesses potentially served by this area, and the best assessment for this
area. McColley stated that there are some limiting factors to the marketability of this
property including the zoning being set up for retail businesses and the lots being
better suited to smaller businesses as the lots are not that big. McColley believes that
a high assessment may not be able to be paid back by these smaller businesses to pay
for building the road; McColley suggested choosing as low an assessment as
possible.
Irelan recommended an Executive Session to discuss economic development before
deciding on the assessment amount, with McColley and Lankenau being invited to
attend the Execute Session discussion.
Approval of Plans,
Specifications,
Documentation And
Contracts For South
Side Interceptor
Project (Issue II)

Lulfs requested approval of the plans and specifications for the South Side
Interceptor project. Lulfs reported that this project consists of: replacing the existing
brick interceptor sewer from Perry Street to Daggett Drive in the rear of the
properties, parallel to the Maumee River; replacing the collector sewers on W.
Maumee Avenue from Perry Street to First Street; and replacing all affected sanitary
sewer laterals from the sewer main to the right-of-way or easement line.
Lulfs stated that the Engineer’s Estimate of Construction and the budgeted amount
for this project were both $800,000, with an Ohio Public Works Commission Grant
attached to this project; the maximum amount for the grant is 41% or $325,000.00,
whichever is less.
Irelan stated that she and Lulfs met with the property owners; Lulfs stated the
original sewer was put in over 100 years ago, and the property owners have
landscaping, a pool, among other obstacles in the way, but all of these obstacles were
avoided by adjusting the alignment and adding an extra manhole. Lulfs stated that
all property owners were pleased with the new plans and alignments. Lulfs stated
that the brick sewer would also be replaced to be proactive regarding any I/I issues.
Ridley asked if the remainder of the cost due to the new alignment would be debted;
Heath replied no, this is listed in the current budget. Lulfs added that the increase in
cost was under $10,000 and easement issues were now avoided which could have
been more costly to the City.

Motion To Approve
Plans, Specifications,
Documentation And
Contracts For South
Side Interceptor
Project (Issue II)

Motion: Ridley
Second: Sheaffer
To approve plans, specifications, documentation, and contracts for the South Side
Interceptor Project (Issue II)

Passed
Yea- 7
Nay- 0

Roll call vote on above motion:
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
Nay-

Good Of The City
(Cont.)

Irelan

Irelan distributed a memo regarding the Share Ohio program that she, Lulfs,
Hayberger and Behm attended; see attached.
Marihugh believes that there are already agreements in place with hourly rates along
with the other benefits listed from the Share Ohio program. Helberg asked if the
agreement would replace the previous agreements; Marihugh stated the previous
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agreements also deals with the incident command equipment. Irelan requested
Council approval to participate in this program; Helberg suggested researching all
the previous agreements beforehand.
Motion To Review
Current Contracts
Regarding Mutual
Aid Of Operations
Equipment

Motion: Marihugh
Second: Ridley
To review all current contracts regarding mutual aid of Operations equipment

Passed
Yea- 7
Nay- 0

Roll call vote on above motion:
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
NayIrelan reported that the Fire Department was awarded a grant from the Bureau of
Workers Compensation (BWC) and distributed a memo; see attached.
Irelan stated that this BWC Grant was for an upgrade of the patient loading system in
the new ambulance; adding that the grant has a 25% matching requirement, with a
total of $13,314.45 still required, however most of this amount has been identified by
forgoing replacement of other equipment. Irelan requested, on behalf of Chief
Bennett, that the recent $3,000 donation from the VFW be transferred to the
appropriate account to cover the funds needed for the remainder of the cost of the
equipment.

Motion To Approve
BWC Grant And
Transfer Of Donation
Funds

Motion: Ridley
Second:
Maassel
To approve acceptance of the BWC Grant and the transfer of donation funds

Passed
Yea- 7
Nay- 0

Roll call vote on above motion:
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
Nay-

Hayberger

None

Comadoll

None

Marihugh

Marihugh requested a copy of the maintenance agreements with the Village of
Florida/Okolona (monthly) and the Henry County Water and Sewer District.
Marihugh will be having surgery next Friday, and he unsure if he will be able to
attend the upcoming Water, Sewer, Refuse, Recycling & Litter Committee meeting;
Helberg offered to have teleconferencing available for Marihugh.
Marihugh stated that he has reviewed the bills and would like to make sure that the
City staff is cognizant of local City merchants offering the same services and goods
as vendors outside the City.

Sheaffer

Sheaffer thanked the City Manager for handling the local information regarding the
Toledo water crisis.

Behm

Behm asked if the geese excrement at Oakwood Park on the gazebo could be cleaned
as he will be performing a wedding there in a couple of weeks; Behm would like to
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know if there are options in ridding the park of the geese as it makes it difficult for
residents to use the amenities there; Helberg agreed. Hayberger will contact the
Ohio Department of Natural Resources (ODNR) to research what can be done, and
report back to Council.
Behm stated that he is having difficulty attending the CIC Board meetings due to
scheduling conflicts, and he would like to step down, adding that Maassel is willing
to fill this position.
Behm recommends appointing Maassel to the CIC Board.
Motion To Approve
Behm’s
Recommendation To
Appoint Maassel To
CIC Board

Motion: Ridley
Second: Wilson
To approve Behm’s recommendation to appoint Maassel to the CIC Board

Passed
Yea- 6
Nay- 0
Abstain- 1

Roll call vote on above motion:
Yea- Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
NayAbstain- Maassel
Behm stated that Reveille will be submitting a final Economic Development Plan in
September to the CIC Board; and the proposal will then be brought to Council.
McColley stated there was a delay in gathering data, and the target date is September
for review and feedback, then the report will be disbursed after that. Behm stated he
would still be available per phone and email regarding any CIC questions even
though he no longer sits on the Board. McColley stated the City was extremely
cooperative regarding the Economic Development plan.
Behm spoke with Joel Miller regarding postings on Facebook regarding business
startups looking for investors; Behm believes that Council should stay abreast of this
information and distribute information for incoming businesses; adding that Miller
stated this information may be attached to City or County website in the future; the
current businesses listed include the Perry St. Grill, FlatRock Brewery, and M. Kat’s
Antiques.

Helberg

Helberg asked if private property owners could be included in the discussion
regarding the geese issue at Oakwood Park; Hayberger will research this with the
ODNR.

Maassel

Maassel thanked the City Manager and Chiefs Bennett and Weitzel for the
information given regarding the Toledo water crisis.
Maassel stated that he received a call from a property owner that would like to get a
utility bill history for his tenants; Heath replied there are Federal Red Flag Laws that
prohibit this, however the tenants can give the landlord permission to get this
information, there is a form to sign in the Utilities Department.

Ridley

Ridley thanked the City Manager for the information updates regarding the Toledo
water crisis, adding that these events underscore the critical aspect of the water plant.

Wilson

Wilson requested a tour of water plant facility for Council, as she believes it is
critical to know how it functions. Wilson believes that Council should extend the
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invitation to County members as potential Consortium members to be aware of the
plant functions and what a good resource it is. Behm stated he was there last
Monday for a tour and speaking with the employees and he is grateful for the tour.
Heath reminded Council that if a quorum from the Water and Sewer Committee or
Council attend the tour, then the tour will be considered a meeting and must be
published as required by the Open Meetings Law; adding that this has been done in
the past.
Wilson thanked the City Manager and Chiefs Bennett and Weitzel for the
information updates and hard work of the employees over the weekend regarding the
Toledo water crisis.
Heath

None

Motion To Go Into
Executive Session:
Economic Development

Motion: Maassel
Second: Ridley
To go into Executive Session to discuss economic development; Steve Lankenau and
Rob McColley were invited to attend

Passed
Yea- 7
Nay- 0

Roll call vote on above motion:
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
Nay-

Into Executive Session

Council went into Executive Session at 8:38 pm.

Motion To Come Out
Of Executive Session

Motion:
Sheaffer
To come out of Executive Session

Passed
Yea- 7
Nay- 0

Second: Ridley

Roll call vote on above motion:
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
Nay-

Out Of Executive
Session

Council came out of Executive Session at 9:16 pm. President Helberg reported that
the discussion was regarding economic development and no action was taken.

Approval Of Bills

Bills and financial reports stand approved as presented with no objections.

Motion To Adjourn

Motion:
Maassel
To adjourn the meeting

Passed
Yea- 7
Nay- 0

Second: Marihugh

Roll call vote on above motion:
Yea- Maassel, Helberg, Sheaffer, Marihugh, Comadoll, Wilson, Ridley
Nay-

Adjournment

Meeting adjourned at 9:17 pm.

Approved:

_____________________________________________________________
John A. Helberg, Council President
_______________________________________________________________
Ronald A. Behm, Mayor
_________________________________________________________________
Gregory J. Heath, Finance Director/Clerk of Council
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ORDINANCE NO. 050-14
AN ORDINANCE SUPPLEMENTING THE ANNUAL APPROPRIATION
MEASURE (SUPPLEMENT NO. 3) FOR THE YEAR 2014; AND DECLARING
AN EMERGENCY
BE IT ORDAINED BY THE COUNCIL OF THE CITY OF NAPOLEON, OHIO:

Section 1.
That, the annual appropriation measure passed in Ordinance No. 069-13, 019-14
and 043-14 for the fiscal year ending December 31, 2014 shall be supplemented (Supplement No. 3) as
provided in Exhibit "A", attached hereto and made a part hereof.
Section 2.
That, it is found and determined that all formal actions of this City Council
concerning and relating to the adoption of this Ordinance were adopted in open meetings of this City
Council, and that all deliberations of this City Council and any of its committees that resulted in such
formal actions were in compliance with all legal requirements, including Section 121.22 of the Ohio
Revised Code and the Codified Ordinances of the City of Napoleon, Ohio.
Section 3.
That, if any other prior Ordinance or Resolution is found to be in conflict with
this Ordinance, then the provisions of this Ordinance shall prevail. Further, if any portion of this
Ordinance is found to be invalid for any reason, such decision shall not affect the validity of the
remaining portions of this Ordinance or any part thereof.
Section 4.
That, this Ordinance is declared to be an emergency measure necessary for the
immediate preservation of the public peace, health or safety of the City and its inhabitants, and for the
further reason that this legislation must be in effect at the earliest possible time because this Ordinance
provides for appropriations for the current expenses of the City which are related to public peace, health
or safety; therefore, provided it receives the required number of votes for passage as emergency
legislation, it shall be in full force and effect immediately upon its passage; otherwise, it shall be in full
force and effect at the earliest time permitted by law.
Passed: ______________________________

______________________________
John A. Helberg, Council President

Approved: ___________________________

______________________________
Ronald A. Behm, Mayor

VOTE ON PASSAGE _____ Yea _____ Nay _____ Abstain
Attest:
_________________________________
Gregory J. Heath, Clerk/Finance Director
I, Gregory J. Heath, Clerk/Finance Director of the City of Napoleon, do hereby certify that the foregoing
Ordinance No. 050-14 was duly published in the Northwest Signal, a newspaper of general circulation in said City,
on the ________ day of _____________________, ______; & I further certify the compliance with rules
established in Chapter 103 of the Codified Ordinances Of Napoleon Ohio and the laws of the State of Ohio
pertaining to Public Meetings.

_______________________________________
Gregory J. Heath, Clerk/Finance Director
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RESOLUTION NO. 051-14
A RESOLUTION AUTHORIZING THE FINANCE DIRECTOR TO
TRANSFER CERTAIN FUND BALANCES FROM RESPECTIVE FUNDS
TO OTHER FUNDS PER SECTION 5705.14 ORC ON AN AS NEEDED
BASIS IN FISCAL YEAR 2014, LISTED IN EXHIBIT "A" (TRANSFER
3); AND DECLARING AN EMERGENCY
WHEREAS, the City is a charter municipality having those powers of self government as
stated in Article I of its Charter, and,
WHEREAS, in order to provide Fund Balances for approved expenditures in certain
funds on an as needed basis, it is necessary to transfer funds from respective funds to other funds;
Now Therefore,
WHEREAS, Council previously authorized transfers in Resolution No. 070-13 and
Resolution No. 020-14; however, another transfer is necessary; Now Therefore,
BE IT RESOLVED BY THE COUNCIL OF THE CITY OF NAPOLEON, OHIO:
Section 1.
That, pursuant to Section 5705.14 of the ORC and this Resolution, the
Finance Director is hereby authorized and directed to transfer monies among the various funds on
an as needed basis in Fiscal Year 2014 as listed in Exhibit "A" (Transfer 3), attached hereto and
made a part of this Resolution.
Section 2.
That, it is found and determined that all formal actions of this City Council
concerning and relating to the adoption of this Resolution were adopted in open meetings of this
City Council, and that all deliberations of this City Council and any of its committees that
resulted in such formal actions were in compliance with all legal requirements, including Section
121.22 of the Ohio Revised Code and the Codified Ordinances of the City of Napoleon, Ohio.
Section 3.
That, if any other prior Ordinance or Resolution is found to be in conflict
with this Resolution, then the provisions of this Resolution shall prevail. Further, if any portion
of this Resolution is found to be invalid for any reason, only that portion shall be held invalid and
the remainder shall remain valid.
Section 4.
That, this Resolution is declared to be an emergency measure necessary for
the immediate preservation of the public peace, health or safety of the City and its inhabitants,
and for the further reason that this legislation must be in effect at the earliest possible time to
assure the prompt and efficient conduct of the municipal operations related to public peace,
health or safety of the City; therefore, provided it receives the required number of votes for
passage as emergency legislation, it shall be in full force and effect immediately upon its passage;
otherwise, it shall be in full force and effect at the earliest time permitted by law.
Passed: ______________________________

______________________________
John A. Helberg, Council President

Approved: ___________________________

______________________________
Ronald A. Behm, Mayor

Resolution No. 051-14
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VOTE ON PASSAGE _____ Yea _____ Nay _____ Abstain

Attest:
_________________________________
Gregory J. Heath, Clerk/Finance Director
I, Gregory J. Heath, Clerk/Finance Director of the City of Napoleon, do hereby certify that the
foregoing Resolution No. 051-14 was duly published in the Northwest Signal, a newspaper of general
circulation in said City, on the ________ day of _____________________, ______; & I further certify
the compliance with rules established in Chapter 103 of the Codified Ordinances Of Napoleon Ohio and
the laws of the State of Ohio pertaining to Public Meetings.
_______________________________________
Gregory J. Heath, Clerk/Finance Director

RESOLUTION NO. 052-14
A RESOLUTION AUTHORIZING THE CITY MANAGER TO
FILE FOR AND EXECUTE ALL DOCUMENTS NECESSARY TO
APPLY FOR THE NATUREWORKS GRANT PROGRAM, AND
DECLARING AN EMERGENCY
WHEREAS, the State of Ohio through the Ohio Department of Natural
Resources, administers financial assistance for public recreation purposes,
through the State of Ohio NatureWorks grant program; and
WHEREAS, The City of Napoleon desires financial assistance under the
NatureWorks Grant Program; Now therefore,
BE IT RESOLVED BY THE COUNCIL OF THE CITY OF NAPOLEON,
OHIO:
Section 1.
That, the City of Napoleon approves this application for financial
assistance.
Section 2.
That, the City Manager, Monica S. Irelan, is hereby authorized and
directed to execute any and all documents necessary to file an application with the Ohio
Department of Natural Resources and to provide all information and documentation
required to become eligible for possible funding assistance.
Section 3.
That the Henry County Chamber of Commerce and Napoleon
Rotary Club have obligated the funds required to satisfactorily complete the proposed
project and become eligible for reimbursement under the terms of the NatureWorks
Grant Program.
Section 4.
That the City of Napoleon will enter into a Memorandum of
Understanding with the Napoleon Rotary Club and Henry County Chamber of Commerce
with regard to processing reimbursements and administering the project
Section 5.
That, it is found and determined that all formal actions of this City
Council concerning and relating to the adoption of this Resolution were adopted in open
meetings of this City Council, and that all deliberations of this City Council and any of its
committees that resulted in such formal actions were in compliance with all legal
requirements, including Section 121.22 of the Ohio Revised Code and the Codified
Ordinances of Napoleon Ohio.
Section 6.
That, if any other prior Ordinance or Resolution is found to be in
conflict with this Resolution, then the provisions of this Resolution shall prevail. Further,
if any portion of this Resolution is found to be invalid for any reason, such decision shall
not affect the validity of the remaining portions of this Resolution or any part thereof.
Section 7.
That, this Resolution is declared to be an emergency measure
necessary for the immediate preservation of the public peace, health or safety of the City
and its inhabitants, and for the further reason that this legislation must be in effect at the
earliest possible time to meet the application deadline of August 31st, 2014; therefore,
provided it receives the required number of votes for passage as emergency legislation, it
shall be in full force and effect immediately upon its passage; otherwise, it shall be in full
NatureWorks Grant -052
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force and effect at the earliest time permitted by law.

Passed: ______________________________

______________________________
John A. Helberg, Council President

Approved: ___________________________

______________________________
Ronald A. Behm, Mayor

VOTE ON PASSAGE _____ Yea _____ Nay _____ Abstain
Attest:

_____________________________________
Gregory J. Heath, Clerk/Finance Director
I, Gregory J. Heath, Clerk/Finance Director of the City of Napoleon, do hereby certify
that the foregoing Resolution No. 052-14 was duly published in the Northwest Signal, a
newspaper of general circulation in said City, on the ________ day of _____________________,
______; & I further certify the compliance with rules established in Chapter 103 of the Codified
Ordinances Of Napoleon Ohio and the laws of the State of Ohio pertaining to Public Meetings.
_______________________________________
Gregory J. Heath, Clerk/Finance Director
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ORDINANCE NO. 048-14
AN ORDINANCE AMENDING THE EMPLOYMENT POLICY
MANUAL OF THE CITY OF NAPOLEON
WHEREAS, the Safety and Human Resources Committee met in regular meetings
and reviewed the entire Employment Policy Manual and suggested changes presented by
staff and recommended that the City should adopt the amended Employment Policy
Manual; and,
WHEREAS, this matter was previously brought before City Council at which time
the Ordinance did not receive the required number of votes for passage, and after
discussion a change was proposed, and staff does hereby submit the proposed changes to
Council;
WHEREAS, City Council acknowledges that from time to time it must review the
various codes and policies of the City of Napoleon; and
WHEREAS, City Council now desires to amend the Employment Policy Manual
of the City of Napoleon; Now Therefore,
BE IT ORDAINED BY THE COUNCIL OF THE CITY OF NAPOLEON,
OHIO:
Section 1.
That, the City of Napoleon does hereby amend the Employment
Policy Manual, as set forth in “Exhibit A” which is attached and incorporated herein.
Section 2.
That, it is found and determined that all formal action of this City
Council concerning and relating to the adoption of this Ordinance were adopted in open
meetings of this City Council, and that all deliberations of this City Council and any of its
committees that resulted in such formal actions were in compliance with all legal
requirements, including Section 21.22 of the Ohio Revised Code and the Codified
Ordinances of Napoleon, Ohio.
Section 3.
That, unless otherwise stated, if any other prior Ordinance or
Resolution is found to be in conflict with this Ordinance, then the provisions of this
Ordinance shall prevail. Further, if any portion of this Ordinance is found to be invalid for
any reason, such decision shall not affect the validity of the remaining portions of this
Ordinance or any part thereof.
Section 4.
That, this Ordinance shall be in full force and effect at the earliest
time permitted by law.
Passed: ______________________________

______________________________
John A. Helberg, Council President

Approved: ___________________________

______________________________
Ronald A. Behm, Mayor
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VOTE ON PASSAGE _____ Yea _____ Nay _____ Abstain
Attest:
____________________________________
Gregory J. Heath, Clerk/Finance Director
I, Gregory J. Heath, Clerk/Finance Director of the City of Napoleon, do hereby certify that
the foregoing Ordinance No. 048-14 was duly published in the Northwest Signal, a newspaper of
general circulation in said City, on the _______ day of _____________________, ________; & I
further certify the compliance with rules established in Chapter 103 of the Codified Ordinances Of
Napoleon Ohio and the laws of the State of Ohio pertaining to Public Meetings.
____________________________________
Gregory J. Heath, Clerk/Finance Director
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Employment
Policy
Manual
City of Napoleon, Ohio

History
• Adopted No. CN98-1 – March 18, 1998 – Ordinance No. 14-98
• Revised No. CN98-1– April 6, 1998 – Ordinance No. 28-98
• Repealed No. CN98-1 and Adopted PM2001-1 – October 1, 2001 – Ordinance No. 102-01
• Amended PM2001-1 – June 2, 2003 – Resolution No. 65-03
• Amended PM2001-1 – March 1, 2001 – Resolution No. 012-04
• Amended PM2001-1 – April 19, 2004 – Resolution No. 055-04
• Amended PM2001-1 – August 1, 2005 – Ordinance No. 072-05
• Amended PM2001-1 – December 5, 2005 – Ordinance No. 110-05
• Amended PM 2001-1 – April 17, 2006 – Ordinance No. 028-06
• Amended PM 2001-1 - July 7, 2008 - Ordinance No. 046-08
• Amended PM 2002-1 - October 5, 2009 - Ordinance No. 074-09
• 2014
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Policy 1

Preamble
The term "Manual" as used in this policy book shall be interpreted to
mean the "Employment Policy Manual" unless its context clearly indicates
otherwise.
Any resolution, ordinance, code or other similar instrument that refers to
the "Employment Policy Manual" or "Policy Manual" when dealing with
personnel issues shall be construed to mean this Manual.
This Manual will provide answers to most questions regarding the City's
policies and procedures, the City's responsibilities to employees, and
employee's responsibilities to the City. This Manual is not an
"employment contract" nor shall it be construed as such.
This Manual is secondary to the administrative code (including the
personnel code), civil service rules and any collective bargaining
agreement [in any case, the collective bargaining agreement merely
controls over persons covered by a certain collective bargaining
agreement]. In the event of a discrepancy between the contents of this
Manual and the code, civil service rules or the collective bargaining
agreement, the code, civil service rules or collective bargaining agreement
shall prevail in the established order of priority. In the event of a
discrepancy between the contents of this Manual and an officially adopted
City policy, the document, or any modification thereof, occurring latest in
time shall control. Any economic or benefit policy contained in this
Manual is not intended for employees covered by a collective bargaining
agreement; therefore, shall not be applicable to such, unless specifically
approved by the employee's Appointing Authority.
Moreover, taking into consideration hourly vs. salary employee type
policies, any economic or benefit policy stated herein is deemed
applicable to members of the Appointing Authority, in this context being:
the City Manager, City Finance Director, City Law Director, and
Assistants thereto, and Clerk of the Municipal Court; also, any economic
or benefit policy shall apply to the Judge of the Municipal Court and
members of Council and the Mayor when permitted by law, and when
authorized by Council, except that the De Minimus Cellular Telephone
Use Policy No. 7.3 shall not be applicable to members of City Council and
the Judge of the Municipal Court, but shall be applicable to the Mayor
when permitted by law; further, longevity pay is not applicable to the City
Manager, City Finance Director, City Law Director, Mayor, Members of
Council, and the Judge of the Municipal Court. When a policy places
discretion or determination on the "Appointing Authority" and the policy
question directly concerns the acts of the City Manager, City Finance
Director, City Law Director, or Clerk of Council, for this limited purpose,
City Council shall be considered the "Appointing Authority". When a
policy places discretion or determination on the "Appointing Authority"
and the policy question directly concerns the acts of the Clerk of Court,
then the Judge of the Municipal Court shall be considered the "Appointing
Authority". When a policy is a non-mandatory economic policy
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concerning the availability to, or extent a policy is applicable to the
Mayor, members of Council, or Judge of the Municipal Court, then, to the
extent permitted by law, Council as a whole shall be the sole determining
body. Reviewers of policies concerning the Mayor and/or members of
Council should also consult the Rules and Regulations of City Council.
If anything is unclear, employees are encouraged to discuss the matter
with their immediate supervisor or Department Head. Employees are
responsible for reading and understanding this Manual, and employee
performance evaluations will reflect their adherence to City policies. In
addition to clarifying responsibilities, we hope this Manual also gives
employees an indication of the City's interest in the welfare of all who
work here. Also, any policy pertaining to probationary periods is not
intended to apply to the appointing authorities, their assistants, or any
unclassified employee, or to permanent part time, part time, or temporary
employees. Finally, permanent part time, part time, and temporary
employees are not entitled to any benefits contained herein unless clearly
stated in policy or to the extent as mandated by federal, state, or local law,
including the City's Personnel Code.
Compensation and personal satisfaction gained from doing a job well are
only some of the reasons most people work. Most likely, many other
factors count, such as: pleasant working relationships and working
conditions, career development and promotion opportunities, and health
benefits, to name just a few. The City of Napoleon is committed to doing
its part to assure employees of a satisfying work experience.
As a member of the City of Napoleon's team, employees will be expected
to contribute their talents and energies to improve the environment and
quality of the City, as well as the City's services. In return, employees will
be given opportunities to grow and advance in their career.
Mission Statement
To provide our citizens with the best quality services at the lowest cost
possible.
To provide our employees with wages and benefits competitive with
others doing similar work within the field and within the region.
Purpose Of This Manual
This Manual has been prepared to inform employees about the City of
Napoleon's philosophy, employment practices, and policies, as well as the
conduct expected from employees.
No Manual can answer every question, nor would we want to restrict the
normal question and answer interchange among us. It is in our person-toperson conversations that we can better know each other, express our
views, and work together in a harmonious relationship.
We hope this Manual will help employees feel comfortable with us. We
depend on employees, their success is our success. Employees are
encouraged to ask questions and Department Heads will gladly answer
them. We believe employees will enjoy their work and their fellow
employees here. We also believe employees will find the City of
Napoleon a good place to work.
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We ask that all employees read this Manual carefully, and refer to it
whenever questions arise. We also suggest that employees take it home so
family members can become familiar with the City of Napoleon and our
policies.
The policies in this Manual are to be considered as guidelines. Due to
changing circumstances, the City of Napoleon, at its option, may change,
delete, suspend, or discontinue any part or parts of the policies in this
Manual at any time. Any such action shall apply to existing as well as
future employees with continued employment being the consideration
between the City and its employees. When changes are made, every effort
will be made to keep employees informed through suitable lines of
communication, including postings on City bulletin boards and/or notices
sent directly to employees in-house.
No one other than the City Manager, Finance Director and Law Director
acting jointly, who are the three appointing authorities established in the
City's personnel code, may alter or modify any of the policies in this
Manual; however, nothing in this Manual shall be construed as limiting
the authority of any Appointing Authority or Department Head to establish
additional work rules and policies not inconsistent with this Manual
without necessity of Council approval; moreover, nothing in this Manual
shall be construed as limiting the Judge of the Municipal Court from
establishing other policies or from varying from polices contained herein
as it relates to his/her employees. No statement or promise by a supervisor
or Department Head may be interpreted as a change in policy nor will it
constitute an agreement with an employee.
Should any provision in this Manual be found to be unenforceable and
invalid, such finding does not invalidate the entire Manual, but only that
provision.
This Manual is an important document intended to help employees
become acquainted with the City of Napoleon. This Manual will serve as
a guide; it is not the final word in all cases. Individual circumstances may
call for individual attention.
How Employees Are Selected
We carefully select our employees through written application, personal
interview, reference checks, and when applicable, written examinations.
After all available information is carefully considered and evaluated; an
employee is selected to become a member of our team based on fitness
and merit.
This careful selection process helps the City of Napoleon to find and
employ people who are concerned with their own personal success and the
success of the City of Napoleon, people who want to do a job well and
who can carry on their work with skill and ability, and people who are
comfortable with the City of Napoleon and who can work well with our
team.
Employee Relations Policy
The City of Napoleon's established employee relations policy is to:
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•

Select people on the basis of skill, training, ability, attitude, and
character without discrimination with regard to age, sex, color, race,
creed, national origin, religious persuasion, marital status, political
belief, or disability that does not prohibit performance of essential job
functions;

•

Pay all employees according to their effort and contribution to the
success of our operations;

•

Review wages, employee benefits and working conditions periodically
with the objective of providing appropriate benefits in these areas,
consistent with sound business practices;

•

Provide paid vacations and holidays to all eligible employees;

•

Provide eligible employees with medical, disability, retirement, and
other benefits;

•

Dedicate ourselves to constant and never ending improvement;

•

Develop competent people who understand and meet our objectives,
and who accept with open minds the ideas, suggestions, and
constructive criticisms of fellow employees;

•

Assure employees, after talking with their Department Head, an
opportunity to discuss any problem with the applicable appointing
authorities of the City of Napoleon;

•

Make prompt and fair adjustment of any complaints which may arise
in the everyday conduct of our business, to the extent that is
practicable;

•

Respect individual rights, and treat all employees with courtesy and
consideration;

•

Maintain mutual respect in our working relationship;

•

Provide buildings and offices that are attractive, comfortable, orderly,
and safe;

•

Promote employees on the basis of their fitness and merit;

•

Make promotions or fill vacancies from within the City of Napoleon
whenever practical;

Keep all employees informed of the progress of the City of Napoleon,
as well as the City's overall aims and objectives;
Employee Responsibilities
An employee's first responsibility is to know their own duties and how to
do them promptly, correctly, and pleasantly. Secondly, employees are
expected to cooperate with management and their fellow employees and
maintain a good team attitude.
How employees interact with fellow employees and those whom the City
of Napoleon serves, and how employees accept direction can affect the
success of a department. In turn, the performance of one department can
impact the entire service offered by the City of Napoleon. Consequently,
whatever position, employees have an important assignment; perform
every task to the very best of their ability. The result will be better

•
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performance for the City overall and personal satisfaction for the
employee.
Employees are encouraged to grasp opportunities for personal
development that are offered to them.
We strongly believe employees should have the right to make their own
choices in matters that concern and control their life. We believe in direct
access to management. We are dedicated to making the City a place
where employees can approach their Department Head, or any member of
management, to discuss any problem or question; however, we do respect
the chain of command as well and expect all employees to address issues
with their supervisors first. We expect employees to voice their opinions
and contribute their suggestions to improve the quality of the City. We're
all human, so employees are encouraged to communicate with each other
and with management.
Remember, employees help create the healthful, pleasant, and safe
working conditions. An employee's dignity and that of fellow employees,
as well as that of our citizens, is important. The City of Napoleon needs
an employee's help in making each working day enjoyable and rewarding.

12

Policy 2

Personnel Administration Policies
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Personnel File
Keeping an employee's personnel file up-to-date is important to the
employee as well as the City of Napoleon with regard to pay, deductions,
benefits, and other matters. If an employee has a change in any of the
following items, the employee is responsible to, and shall notify their
Department Head or payroll personnel as soon as possible:

Policy 2.2

•

Legal name;

•

Home address;

•

Home telephone number;

•

Person to call in case of emergency;

•

Number of dependents;

•

Marital status;

•

Change of beneficiary;

•

Driving record or status of driver's license, if an employee operates
any City of Napoleon vehicles;

•

Military or draft status;

• Exemptions on the W-4 tax form.
Coverage or benefits that an employee and their family may receive under
the City of Napoleon's benefits package could be negatively affected if the
information in the personnel file is incorrect.
Since the City of Napoleon refers to the personnel file when we need to
make decisions in connection with promotions, transfers, layoffs, and
recalls, it's to an employee's benefit to be sure their personnel file includes
information about completion of educational or training courses, outside
civic activities, and areas of interest and skills that may not be part of their
current position here.
All employee acknowledgment forms, evaluations and employee
disciplinary action will be kept in the personnel file. Employees may see
information which is kept in their own personnel file if desired and,
employees may request and receive copies of all documents signed by
them. Department Heads may make the necessary arrangements for an
employee. Twenty-four (24) hours notice for copies to be made is
requested; however, copies will be made available as soon as practical.
There may be a reasonable fee requested for such copies.
Employees Right To Benefits
Generally, only REGULAR full time employees (regular) are entitled to
benefits as contained in the Personnel Code and this Manual. Such
employee is defined as an employee hired to work for the City full time, at
least thirty (30) -seven and one-half (37-1/2) hours per week on a regular
basis (normally fifty-two (52) weeks per year) (except authorized leave).
All other employees, i.e. part time, permanent part time, and temporary as
13

defined in the personnel code, are not entitled to benefits unless
specifically authorized or mandated by the Federal, State, Local Law, the
personnel code or this Manual.
Policy 2.3

Identification Cards
In order to maintain security for all employees of the City of Napoleon,
Ohio, every employee shall be issued an Identification Card that is
required to be displayed in a manner as determined by the Appointing
Authority.
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General Personnel Policies

Policy 3.1

Business Hours Of The City
The Appointing Authority for the Department of Management, Finance,
and Law will in cooperation with each other establish work hours,
including multiple work schedules, for its divisions (sub-departments) in a
manner so as to provide efficient service to the public.
Bonding Requirement
Under certain circumstances, the City of Napoleon may require that an
employee be bonded. It is an employee's responsibility to assure that they
are bondable. The City of Napoleon will pay the cost of bonding. Should
an employee fail to maintain these qualifications, an employee will be
subject to transfer to another position, if available, or dismissal.
Aptitude & Ability Tests
Job related tests may be given to help determine an employee's aptitude or
ability to perform a specific job. Such tests may be given to candidates for
job changes and promotions, as well as to new applicants. All employees
must be able to perform the essential functions of the job, with or without
reasonable accommodations. ADA requirements will be followed by the
City of Napoleon.
Citizen Relations
The success of the City of Napoleon depends upon the quality of the
relationships between the City of Napoleon, our employees, our suppliers,
and our citizens. Our citizens' impression of the City of Napoleon and
their interest and willingness to work with us is greatly formed by the
people who serve them. In a sense, regardless of an employee's position,
an employee is the City of Napoleon's ambassador. The more goodwill an
employee promotes, the more our citizens will respect and appreciate
them, the City of Napoleon and the City of Napoleon's services.
Here are several things employees can do to help give citizens a good
impression of the City's operations:

Policy 3.2
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•

Act competently and deal with citizens in a courteous and respectful
manner;

•

Communicate pleasantly and respectfully with other employees at all
times;

•

Follow up on orders and questions promptly, provide businesslike
replies to inquiries and requests, and perform all duties in an orderly
manner;

• Take great pride in the work and enjoy doing the very best.
These are the building blocks for employees and the City of Napoleon's
continued success. An employee's support is appreciated.
Equal Employment Opportunity
THE CITY OF NAPOLEON IS AN EQUAL OPPORTUNITY
EMPLOYER. IT IS OUR POLICY TO ADMINISTER ALL OF OUR
15
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EMPLOYMENT PRACTICES, INCLUDING THOSE PERTAINING
TO RECRUITMENT, HIRING, PLACEMENT, TRANSFER,
PROMOTION OR COMPENSATION, LAYOFF OR
TERMINATION/DISCHARGE, AND SELECTION FOR TRAINING
IN A NONDISCRIMINATORY MANNER WITHOUT REGARD TO
AGE, COLOR, SEX, NATIONAL ORIGIN, DISABILITY, RACE,
RELIGION, MILITARY/VETERAN STATUS, GENETIC
INFORMATION OR ON ANY OTHER BASIS PROHIBITED BY
STATE OR FEDERAL LAW. WE WILL ALSO MAKE REASONABLE
ACCOMMODATIONS FOR QUALIFIED INDIVIDUALS WITH
KNOWN DISABILITIES UNLESS DOING SO WOULD RESULT IN
AN UNDUE HARDSHIP.
It is the policy of the City of Napoleon, Ohio to provide employment,
training, compensation levels, transfer or promotion opportunities, and all
other aspects of employment without regard to sex, race, color, religion,
national origin, age, or for qualified handicapped individuals, disabled
veterans, or Vietnam Era veterans.
When hiring or promotion activity occurs, and in those job categories
where we have identified under-utilization, we will take affirmative action
to seek out qualified applicants without regard to sex, race, color, religion,
national origin, age handicap, or veteran status.
At the City of Napoleon, all terms and conditions of employment are and
will continue to be established on the basis of the individual's
qualifications and ability to perform the job.
Application Process
To give all persons an opportunity to fill a position within the City
employment, employment with the City will commence only through the
application process. No applications will be accepted or considered prior
to notice of vacancy or anticipated vacancy by the Appointing Authority,
except when deemed necessary by the City Civil Service. A uniform
application process will be followed. Unsolicited applications will not be
accepted.
Former Employees Rehire
Except when filling competitive civil service positions, despite any other
hiring procedure established by the City, in an effort to capture
employment experience and save on training costs, the Appointing
Authority may rehire a prior City employee that retired under an Ohio
Public Retirement System. The rate of pay shall be that as determined by
the Appointing Authority within the pay scale as established by City
Council unless Council authorizes, by separate resolution or ordinance, a
different amount. Any person rehired after retirement under this provision
shall enjoy vacation benefits and other applicable benefits as if the
employee did not retire, except that personal days shall not be again
credited to a rehired employee for the intended calendar year if the
employee received the personal days prior to departure, and except that
longevity benefits will no longer exist. (Example, if an employee receives
his or her personal days in January and then terminates his or her
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employment in February, the employee shall not again receive additional
personal days if rehired in March).
No person, except a retiree from the City as discussed above whom was
previously employed by the City as a full time (regular) employee, shall
be rehired by an Appointing Authority as a full time (regular) employee
without prior approval from City Council.
Persons that were previously employed by the City desiring a part time
position with the City need merely Department Head approval of rehire.
To be considered for rehire by the City to any position, the person
applying for rehire must have been in good standing with the City at the
time employment previously terminated with the City.
Health And/or Psychiatric Examinations
Employment with the City of Napoleon may be contingent on passing a
physical/health or psychiatric examination at the City of Napoleon's
expense. Also, at any point during ones employment, an employee may
be asked to undergo a health and/or psychiatric examination on City time
and at the City of Napoleon's expense. This may be necessary to insure
that employees are physically and/or mentally capable of performing the
essential functions of the job position safely, and without potential harm to
others. Employees may be relieved from duty, utilizing sick leave time
when available, when a Department Head has reasonable cause to believe
that the employee is physically and/or mentally incapable of performing
the essential functions of the job position safely, and without potential
harm to him/herself or others.
Credit Investigation
In order to determine employee stability with the City of Napoleon,
following the requirements imposed by the Fair Credit Reporting Act 15
U.S.C. Sec. 1681 et. seq., the City of Napoleon may conduct a preemployment credit check on all applicants who are offered and who accept
an offer of employment as to credit worthiness, standing, and capacity
without notification to the applicant. If an investigative consumer report is
requested by the City of Napoleon as to the character, general reputation,
personal characteristics, or mode of living, the applicant will be made
aware of the same in writing and the applicant is entitled to complete
disclosure of the nature and scope of the investigation. If the applicant is
denied employment in whole or in part on the basis of the consumer
report, he/she will be notified of the same. Remember, employees have
certain legal rights to discover, and to dispute or explain, any information
prepared by the credit checking City.
Job Descriptions
It is important for the employee to understand their duties; therefore, we
maintain a job classification description for each position in the City of
Napoleon. When an employee's duties and responsibilities are changed,
the job description will be updated. If an employee wishes to see their job
description, such request should be asked of the Department Head.
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Knowledge Of The City Of Napoleon
After having learned to competently perform one’s own duties, an
employee's next step is to familiarize him or herself with other City of
Napoleon activities. This can prove valuable to an employee, our citizens,
and the City of Napoleon as well. The City may provide additional
"cross-training."
Knowledge of the services of the City of Napoleon will help employees
avoid the "I don't know" syndrome. Our citizens' confidence in an
employee increases as employees are able to answer their basic questions;
however, an employee is encouraged not to pretend to know the answer or
try to guess the answer when there is uncertainty. If an employee is
unsure of the correct information, the employee is to refer the inquiry to
the appropriate Department Head, or to a person more qualified to
respond.
Probationary Period
The first twelve (12) months of employment at the City of Napoleon are
considered a probationary period for classified employees, and during that
period an employee will accrue benefits described in this Manual unless
otherwise noted. This probationary period will be a time for getting to
know fellow employees, Department Heads and the tasks involved in a
specific job position, as well as becoming familiar with the City of
Napoleon's services. The employee's own Department Head will work
closely with the employee to help an employee understand the duties and
processes of his/her job.
This probationary period is a try out time for both the employee and the
City of Napoleon as an employer. During this probationary period, the
City of Napoleon will evaluate an employee's suitability for employment,
and the employee can evaluate the City of Napoleon as well. At any time
during this first twelve (12) months, an employee may resign without any
detriment to their record. If, during this period, an employee's work
habits, attitude, attendance, or performance do not measure up to our
standards, we may release the employee. If an employee takes approved
time off in excess of five (5) work days during the probationary period, the
probationary period may be extended by that length of time.
At the end of the probationary period, an employee's Department Head
will discuss job performance with the employee. This review will be
much the same as the normal job performance review that is held for full
time (regular), permanent part time, part time, or temporary employees.
During the course of the discussion, employees are encouraged to give
their comments and ideas as well.
The completion of the probationary period does not guarantee continued
employment for any specified period of time, nor does it require that an
employee be discharged only for "cause".
A former employee who has been rehired to a full time (regular) classified
position after a separation from the City of Napoleon is hired in with
probationary employee status; further, permanent part time, part time, or
temporary employees taking a full time (regular) classified position with
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the City of Napoleon shall be considered a newly hired employee for all
purposes, except that: (i) to the extent permitted by any public retirement
system, it shall not be construed as a break in service for pension rights;
and, (ii) any accrued benefits received may continue. Permanent part
time, part time, or temporary employees taking a full time (regular)
classified position with the City of Napoleon shall have the same
probation period as established in code or this Policy for full time (regular)
classified employees commencing from the date the full time position is
filled.
Performance Reviews
An employee's Department Head and immediate supervisor are
continuously evaluating an employee's job performance. Day-to-day
interaction between an employee and their Department Head should give
an employee a sense of how their Department Head perceives their
performance.
However, to avoid haphazard or incomplete evaluations, the City of
Napoleon conducts a formal review at least once a year for each
employee. New employees may be reviewed more frequently. A review
may also be conducted in the event of a promotion or change in duties and
responsibilities.
During formal performance reviews, Department Heads will consider the
following things, among others:
•

Attendance, initiative, and effort;

•

Knowledge of the work;

•

Willingness to work;

• The quality and quantity of the work.
The primary reason for performance reviews is to identify an employee's
strengths and weaknesses in order to reinforce good habits and develop
ways to improve in weaker areas. This review also serves to make an
employee aware of, and to document, how the employee's job
performance compares to the goals and description of the job. This is a
good time to discuss interests and future goals. An employee's
Department Head is interested in helping the employee progress and grow
in order to achieve personal, as well as work related, goals. A
performance review also affords the Department Head an opportunity to
recommend further training or additional opportunities for the employee.
In addition to individual job performance reviews, the City of Napoleon
periodically conducts a review of job descriptions to insure that we are
fully aware of any changes in the duties and responsibilities of each
position and those changes are recognized and adequately compensated.
Proof Of U.S. Citizenship and/or Right To Work
Federal regulations and this policy require that:
•

Before becoming employed, all applicants must complete and sign
Federal Form I-9, Employment Eligibility Verification Form; and,
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All applicants who are hired need to present documents of identity and
eligibility to work in the United States.
Relatives And Employment
In order to assure equal treatment in the workplace, if an employee and
members of their immediate family are employed by the City of Napoleon,
one may not supervise the other nor may they work in the same
department. For purposes of this section, an employee's immediate family
includes an employee's spouse, children, siblings, parents, grandparents,
and an employee's spouse's children, siblings, parents, and grandparents.
Should two (2) present employees marry, they may not work in the same
department. If the employees are unable to develop a workable solution,
the Appointing Authority will decide which employee may be transferred
in such situations.
This policy will not disturb employment and family situations as they exist
prior to the adoption of these policies; moreover, due to the nature of part
time fire service, this policy is not applicable to part time employees who
are members of the Napoleon City Fire Department (example: a full time
fire person may supervise or be supervised by a part time member of
his/her immediate family or work in the same department; or two (2) part
time persons in the fire department may be immediate family.)
Employee's Ideas
If employees ask ASK any of our employees who have worked with us for
a long time and they will probably tell them of the many changes and
improvements that have come about in their departments since they first
joined us. We believe the person doing a job is in the best position to
think of ways of doing it more easily, more efficiently, and more
effectively. If an employee thinks of a better way of doing their job or the
job of a fellow employee, an employee is encouraged to discuss it with
their Department Head who will welcome the suggestions and ideas.
There may be areas in the City of Napoleon's operation that can be
improved. These could be in service, production methods, equipment,
communications, safety, ways to reduce costs, losses, and/or waste, or
other improvements an employee may see a need. Employees are
encouraged to give us the benefit of their unique experience and thoughts.
Also, to document their innovations and money saving efforts and have
them placed in their personnel file (include dates, detailed descriptions of
their contributions, estimates from the accounting department regarding
cost savings or revenues generated, etc.) these may favorably affect an
employee's wage, salary, or promotion reviews.
•

Policy 3.15

Policy 3.16
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Policy 4

Hours Of Work Policies (Hourly Paid Employees)

Policy 4.1

Hours Of Work
Particular hours of work and the scheduling of an employee's lunch period
will be determined and assigned by their Department Head. Most
employees are assigned to work a forty (40) hour work week, except that
certain Fire Department personnel work a fifty-three (53) hour work week.
Employees will be notified promptly whenever a change in their work
schedule is necessary. Should questions concerning a work schedule arise,
employees should contact their Department Head.
Overtime Pay
Overtime is controlled by §197.14 of the City's Personnel Code (which
includes actual pay and compensatory time), except certain Fire
Department personnel shall work an average work week of fifty-three (53)
hours per week. Employees are encouraged to review this specific
section; copies may be obtained from the payroll department. From time
to time, it may be necessary for employees to perform overtime work in
order to complete a job on time. All overtime must be approved in
advance by an appropriate supervisor. When it is necessary to work
overtime, employees are expected to cooperate as a condition of their
employment. There are two (2) types of overtime work:

Policy 4.2

•

Scheduled Overtime
Scheduled overtime work is announced in advance and generally will
involve an entire department or operation. This type of overtime
becomes part of the required work week of the people who are
members of the department or operation. If an employee needs to be
excused from performing scheduled overtime, an employee should
speak with their Department Head. He or she will consider the
employee's situation and the requirements of the department or
operation in deciding whether an employee may be excused from
performing the scheduled overtime.

•

Incidental (Unscheduled) Overtime
Incidental overtime isn't scheduled; it becomes necessary in response
to extenuating circumstances. It is extra time needed to complete work
normally completed during regular hours, or work caused by weather
or other unforeseeable causes or when an illness or emergency keeps
coworkers from being at work as anticipated. It may require an
employee to return to the workplace for emergency work.
The opportunity to perform incidental overtime will be given first to
the employee who normally performs the task. If that employee
cannot perform the overtime, the Department Head will offer the
overtime to another suitably qualified person who is available to
perform the overtime attempting to spread the overtime equally among
all employees so far as practical.
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Part Time, Permanent Part Time, Temporary Employees (Overtime)
For part time Firefighters and Emergency Medical Technicians (EMT's) to
be eligible for overtime, the part time employee must work in excess of
one hundred and six (106) hours for a biweekly pay period (work period)
(14 days).
For part time, permanent part time and temporary (not Firefighters or
EMT's) to be eligible for overtime, the employee must work in excess of
forty (40) hours in a work week, regardless if they work over eight (8)
hours in any given work day, (except that any employee working in a City
amusement or recreational establishment (example: public pool, golf
course) that is open less than seven (7) months is exempt from any
overtime rate of pay.)
Effects Of Time Off On Ability To Earn Overtime Pay
Overtime is controlled by the Personnel Code §197.14, and is computed
on work performed in excess of eight (8) continuous hours per day or in
excess of a regular forty (40) hour work week, except fire and rescue
personnel and part time, permanent part time and temporary personnel,
which is as otherwise provided in this Manual. For all hourly employees,
including fire and rescue personnel, time actually worked does not include
leave of any type. WHEN A POLICE LIEUTENANT IS FORCED TO
WORK AS A CONTRACTED POLICE OFFICER, THEN HE/SHE
SHALL BE PAID PER ARTICLE 25.1 OF THE POLICE UNION
CONTRACT. A Department Head may require an employee to return to
work on any particular day to work over and above the standard work
schedule without the necessity of paying the overtime rate, so long as the
above formula for overtime is followed.
Reporting Time Pay: Inclement Weather & "Acts Of God"
Temporary closing of City facilities is at the sole discretion of the City
Manager. It is an employee's responsibility to listen for public
announcement for City closing of employment due to special
circumstances. Special circumstances include inclement weather, fire,
flood or some other "Act of God", power/utility failure, an inoperable
computer system, or lack of work. In the event an employee reports for
work without being notified in advance that we are temporarily closed due
to special circumstances, such employee will receive a minimum of two
(2) hours of straight time pay. An employee may be asked to perform
other available work for the two (2) hour period. If refused, the employee
will forfeit their claim to reporting pay. This policy applies to only our
hourly employees.
For the purpose of this policy an employee is deemed to have been
notified if their residence is reached or public announcement is made sixty
(60) minutes prior to an employee's scheduled report time. Employees are
encouraged to tune to Napoleon's local radio station for updates on current
conditions.
Vacation time or other type personal time (holidays and etc.) may be used
by the employee when the City closes pursuant to this policy; however,
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sick leave will be permitted only as a last resort if no other type leave
exists unless the person is genuinely ill.
This policy is not applicable to emergency services such as police and
fire/rescue or to members of the operations or electric departments;
moreover, salary employees may not accrue more time as a result of this
policy nor be deducted for the same.
Time Sheets/Time Cards
We are obligated to keep accurate records of the time worked by hourly
employees. This is done by time clock sheets and/or other written
documentation.
Employees are responsible for their time sheet. Employees should
remember to record their time. The time sheet is the only way the payroll
department knows how many hours an employee worked for the purpose
of determining how much to pay. All employees are required to keep their
Department Head advised of their departures from and returns to the
premises during the work day.
In the event of an error in recording an employee's time, the matter should
be reported to their Department Head immediately. The employee's
Department Head must make the correction and both the Department Head
and the employee must initial the correction. Department Heads are
expressly authorized to modify time sheets when unauthorized time is
documented. If a Department Head makes such modification, it should be
noted and initialed by both the Department Head and the employee.
Should the employee refuse to initial the same, it should be so stated on
the sheet.
Time sheets must be turned into an employee's Department Head by 10:00
a.m. Monday following the last day of the pay period. IF A HOLIDAY
FALLS ON A MONDAY THEN TIME SHEETS ARE DUE THE
NEXT SCHEDULED WORK BUSINESS DAY BY 10:00AM.
Except as above provided, no one may record hours worked on another's
sheet. Tampering with another's time sheet is cause for disciplinary
action, including possible dismissal of both employees. It is prohibited to
alter another person's record, or influence anyone else to alter an
employee's record for them.
Time Clocks
If time clocks are installed and the City requires that employees use the
time clock to record their time worked, the following rules shall apply:
•

Time sheets must still be completed in order for an employee to be
paid;

•

No employee may punch any other employee in or out. Infractions of
this rule will be grounds for disciplinary action against both
employees, up to and including dismissal;

•

An employee must punch in and out at the beginning and end of the
work day, and the beginning and end of unpaid lunch breaks.
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•

Except as outlined next, an employee must punch in and out at the start
and end of any overtime work period not contiguous to a regular work
day.

If an employee is called out to investigate a situation, the employee
may check the situation first if the situation has occurred between an
employee's residence and their regular reporting station. If an
employee resolves the situation in a short period of time, the employee
shall end the call out by punching in and out in a single stop at their
regular reporting station. If the situation requires that the employee
stay on the scene for an extended period of time, the employee shall
punch in and out when the work is complete and make a note of the
actual hours worked on the time card. The Department Head should
approve the handwritten record at the earliest opportunity.
Attendance
Employees are expected to be at their work station and ready to work at
the beginning of their assigned daily work hours, and employees are
expected to remain at their work station until the end of their assigned
work hours, except for approved breaks and lunch. When an employee's
work takes them away from their work station, the employee must let their
Department Head know where they are going and how long they are
expected to be gone.
Absenteeism And Tardiness
From time to time, it may be necessary for an employee to be absent from
work. The City of Napoleon is aware that emergencies, illness', or
pressing personal business that cannot be scheduled outside an employees
work hours may arise. Days and personal days (personal holidays) have
been provided for this purpose.
If the employee is unable to report to work, or if the employee will arrive
late, the employee must contact their Department Head immediately. The
employee must give him or her as much advance notice as possible. If an
employee knows in advance that he/she will need to be absent, the
employee is required to request this time off directly from their
Department Head. He or she will determine when will be the most
suitable time for the employee to be absent from their work.
When an employee calls in to inform the City of Napoleon of an
unexpected absence or late arrival, the employee must ask for their
Department Head directly. For late arrivals, the employee should indicate
when he/she expects to arrive for work. Notifying the switchboard
operator or a fellow employee is not sufficient. If an employee is unable
to call in themselves because of an illness, emergency or for some other
reason, the employee must be sure to have someone call on their behalf. If
the employee's Department Head is not available when the employee calls,
the information may be left with another Department Head or on the City's
recorder, except that employees of the Electric and Operation's
Department shall contact the City's Police Department.

•
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Absence from work for five (5) consecutive days without notifying the
appropriate Department Head or the Appointing Authority will be
considered a voluntary resignation.
Tardiness or leaving early is detrimental to the City of Napoleon, and is an
unauthorized absence. Three (3) such unexcused incidents in a ninety (90)
day period will be considered a "tardiness pattern", and will be grounds
for disciplinary action, in addition to the losses of pay specified below.
Other factors, like the degree of lateness, may be considered.
The rules with respect to tardiness for hourly employees are as follows:
•

Employees who arrive from one (1) to fifteen (15) minutes late, either
in the morning or after lunch, may be stopped from working until the
next quarter hour commencement of time and in such case will have
fifteen (15) minutes pay deducted from that day's pay.

Employees arriving more than fifteen (15) minutes late, either in the
morning or after lunch, may be stopped from working in fifteen (15)
minute blocks, with pay deductions made accordingly, or may be sent
home for the remainder of the day, without pay.
The City may install time clocks to enforce these policies.
Breaks/Rest Periods
The City recognizes the need for breaks and rest periods; however, in
order to still maintain service to the public, employees may take at most,
two (2) fifteen (15) minute paid rest breaks each day at the work site.
Normally these rest breaks will be scheduled in mid-morning and midafternoon. These breaks will be determined by the employee's Department
Head. If an employee works in a department where breaks are not directly
assigned, an employee must coordinate with their coworkers to maintain
adequate coverage at all times. Employees must always be sure to return
to work on time at the end of any break. If breaks are not taken, they are
considered a voluntary waiver and an employee will not be additionally
compensated; moreover, an employee may not arrive late or leave early in
return for not taking breaks.
In the unlikely event of an emergency or unusual condition, an employee's
Department Head may ask the employee to change or postpone their break
in order to finish a particular project.
Closure After Starting Time
If severe weather conditions exist and the City Manager (or designated
representative) decides to close the City's operation(s) and/or City
building(s) for the remainder of the day, the employee will be notified as
soon as possible by their Department Head. If an employee is sent home
before having worked two (2) hours, the employee will be paid for two (2)
hours of work. If an employee is sent home after having worked two (2)
hours, the employee will be paid for the time actually worked.
If an employee's Department Head asks that the employee remain at work
after their department has closed because of severe weather conditions, the
employee will be paid at their regular base rate for the remaining hours
that are worked beyond the announced closing time. (This policy does not

•
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apply to emergency services i.e. police or fire, or the operations or electric
department.)
Lunch Period
If an employee works longer than four (4) hours, the employee will be
given an unpaid lunch period (Police and Fire employees are paid lunch
periods). The time when lunch periods are scheduled varies among
departments, depending on the needs of each department. Employee's
Department Head will give the employee their lunch period schedule.
Employees are expected to take their full allotted time for lunch.
Employees are requested not to perform any work during their regularly
scheduled lunch period, unless specifically requested to do so by their
Department Head. In that event, their lunch will be rescheduled or the
employee will be paid for the time that he or she worked.
The employee may leave the premises during their lunch period. It is
important to return to work on time at the end of the lunch period.
If the Department Head determines that an hourly employee is required to
remain at the work site for the entire length of a period of eight (8) hours
or more, then the employee shall be permitted a one-half (1/2) hour paid
lunch break during said period, provided the employee shall make himself
or herself available to respond to work demands during the lunch period if
the need arises.
Wash Up Time
In order to maintain service to the public, employees are not permitted to
wash up on City time prior to their lunch or rest breaks.
Acting Time
When the City determines it necessary to temporarily assign an hourly
employee to work in a higher non bargaining unit classification, said
employee shall be eligible to receive a rate of pay equaling one dollar
($1.00) per hour above the hourly rate that which he/she usually receives.
"Temporarily" shall mean for a minimum of four (4) hours and shall mean
that the employee is available for call as an employee acting as a higher
authority after working hours on the day that he/she receives acting time
pay.
Should the employee be called as an employee acting as a higher authority
after working hours while receiving acting time pay, he/she shall be
entitled to receive pay for any actual time worked at one and one-half (11/2) his/her revised rate of pay; however, it shall not affect longevity rates.
When acting time is determined necessary by the City, the best qualified
employee in the affected section or department shall be given the acting
time as determined in the sole discretion of the Appointing Authority. In
the event there are two (2) or more otherwise equally qualified employees,
then the most senior employee shall be given the acting time. In the event
there is no qualified person, then the same selection process may apply
outside the affected section or department with Appointing Authority
approval. Nothing in this policy shall be construed to prohibit the City
from engaging service from outside the City services.
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Acting time shall be paid for the actual number of hours worked in the
higher classification.
Acting time is not intended for those employees that have a job description
requiring them to act in the absence of a higher class employee.
Flex Time
The City confirms its commitment to develop, maintain, and support a
comprehensive policy of equal opportunities in employment within the
Organization. To assist in this, the Organization will actively support
Flex-Time where it is reasonable and practical to do so, and where
operational needs will not be adversely affected.
Flex time is a work schedule which allows employees to work hours that
are not within the standard business schedule, while maintaining a high
level of service during the organization's peak operating hours. With a
flex-time schedule, non-exempt employees are still subject to all
requirements of the Fair Labor Standards Act. Employees who are exempt
from FLSA are expected to work whatever number of hours are required
in order to accomplish their duties and are permitted to set their own
schedules.
This flex-time schedule, subject to department head approval, will allow
an employee to shift daily work hours while still working an 8 hour day.
For instance, in the event normal business hours are 7:30 AM to 4:00 PM,
an employee could work from 8:00 AM to 4:30 PM or 8:30 AM to 5:00
PM, etc. Working any arrangement of hours within an 8 hour day
constitutes a valid work day. Further, an employee may arrive early or
leave early by working through his or her unpaid lunch break or scheduled
breaks. It is important to remember that the level of service must be
maintained during peak hours; therefore, department heads will need to
coordinate the schedules of all flex-time participants to ensure ample
coverage during these hours. In the event an employee is eligible for
overtime based on hours worked in excess of eight (8) hours, then flextime must be adjusted in the same work day; however, if an employee
is eligible for overtime based on hours worked in excess of forty (40)
hours, then flex-time must be adjusted in the same work week.
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Standards Of Conduct Policies

Policy 5.1

General
Whenever people gather together to achieve goals, some rules of conduct
are needed to help everyone work together efficiently, effectively, and
harmoniously. Some people have problems with "rules" and "authority
figures," and past experience may have justified these thoughts and
feelings; however, at the City of Napoleon, we hold ourselves to a high
standard of quality where the rules and authority figures simply assure that
quality is maintained.
By accepting employment with us, employees have a responsibility to the
City of Napoleon and to their fellow employees to adhere to certain rules
of behavior and conduct. The purpose of these rules is not to restrict an
employee's rights, but rather to be certain that they understand what
conduct is expected and necessary. When each person is aware that he or
she can fully depend upon fellow workers to follow the rules of conduct,
then our organization will be a better place to work for everyone.
Confidential Information
Our citizens and suppliers entrust the City of Napoleon with important
information relating to their businesses. The nature of this relationship
requires maintenance of confidentiality. In safeguarding the information
received, the City of Napoleon earns the respect and further trust of our
citizens and suppliers.
An employee with the City of Napoleon assumes an obligation to maintain
confidentiality, even after departure from employment.
Any violation of confidentiality seriously injures the City of Napoleon's
reputation and effectiveness. Therefore, it is prohibited to discuss the City
of Napoleon business with anyone who does not work for us, and it is also
prohibited to discuss business transactions with anyone who does not have
a direct association with the transaction. Even casual remarks can be
misinterpreted and repeated, so personal discipline is necessary to
maintain confidentiality.
If an employee is questioned by someone outside the City or their
department and the employee is concerned about the appropriateness of
giving certain information, an employee is not required to answer, and we
do not wish employees to do so. Instead, the employee must as politely as
possible, refer the request to the appropriate Department Head or to the
appropriate Appointing Authority.
Records
It is the purpose of the Policy to promote proper and timely retention,
production, and disposal of public records.

Policy 5.2

Policy 5.3
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B.

C.

Definitions
Public Records: Records kept by any public office, including, but
not limited to, state, county, City, village, township, and school
district units, and records pertaining to the delivery of educational
services by an alternative school in Ohio kept by a nonprofit or for
profit entity operating such alternative school pursuant to Section
3313.533 of the Ohio Revised Code.
Public Office: Any state agency, public institution, political
subdivision, or other organized body, office, agency, institution, or
entity established by Ohio law for the exercise of any function of
government.
Elected Official: An official elected to a local or statewide office.
Elected official does not include the Chief Justice or a Justice of
the Supreme Court, a Judge of a Court of Appeals, Court of
Common Pleas, Municipal Court, or County Court, or a clerk of
any of those courts.
Designee: A designee of the elected official in the public office if
that elected official is the only elected official in the public office
involved or a designee of all of the elected officials in the public
office if the public office involved includes more than one elected
official.
Redaction: Obscuring or deleting any information that is exempt
from the duty to permit public inspection or copying from an item
that otherwise meets the definition of "record". A redaction is
deemed a denial of a request to inspect or copy the redacted
information except if federal or state law authorizes or requires a
public office to make the redaction.
Record: Any document, device, or item, regardless of physical
form or characteristic, including an electronic record as defined in
ORC 1306.01, created or received by or coming under the
jurisdiction of any public office of the state or its political
subdivisions, which serves to document the organization,
functions, policies, decisions, procedures, operations, or other
activities of the office.
Training for Public Officials
To ensure that all employees of public offices are appropriately
educated about a public office's obligations to make public records
available for public inspection and copying, all elected officials or
their appropriate designees must attend training approved by the
Attorney General. Employees shall be given this policy for
guidance, to be contained in the Employee's Policy Manual, with
receipt acknowledged. Moreover, a poster that describes this
policy shall be created and posted in a conspicuous place in each
department that describes this policy.
Organization and Availability of Public Records
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D.

Organization and Availability: Public offices must maintain
public records in a manner so that they can be made available for
inspection under the Public Records Law; therefore, the
responsibility of retaining, production, and retention of its
department records falls upon the Department Head. To facilitate
broader access to public records, a public office or the person
responsible for public records must organize and maintain public
records in a manner that they can be made available for inspection
or copying in accordance with the Public Records Law. The City
should take steps to centralize records when practical.
Records Retention Schedule: The public office must have
available a copy of its current records retention schedule. This
schedule shall be in a location readily available to the public;
moreover, the schedules should be reviewed every six months for
accuracy. Master copies of the retention schedules shall be filed
with the clerk's office of the City. Amendments to the records
retention schedule must be approved by the City's Records
Commission.
Ambiguous Request: If a requester makes an ambiguous or
overly broad request or has difficulty in making a request for
copies or inspection of public records such that the public office or
person responsible for the requested public record cannot
reasonably identify what public records are being requested, the
public office or the person responsible for the requested public
record may deny the request but must provide the requester with an
opportunity to revise the request by informing the requester of the
manner in which records are maintained by the public office and
accessed in the ordinary course of the public office's or person's
duties.
Procedure
Inspection and Copying of Public Records; Redaction: It is
generally required, subject to ORC 149.43(B)(8), that all public
records be promptly prepared and made available for inspection to
any person at all reasonable times during regular business hours of
the department. It is also generally required that upon request and
subject to ORC 149.43(B)(8), a public office or person responsible
for public records must make copies available at cost. Upon
request, all public records responsive to the request will be
promptly prepared and made available for inspection to any person
at all reasonable times during regular business hours of the
department that possesses the record.
Except as otherwise provided in the Public Records Law, the
number of public records that the public office will make available
to a single person may not be limited, the number of public records
that will be made available during a fixed period of time may not
be limited, and a fixed period of time before responding to a
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request for inspection or copying of public records may not be
established, unless that period is less than eight hours.
If a public record contains information that is exempt from the
duty to permit public inspection or to copy the record, the public
office or the person responsible for the public record must make
available all of the information within the public record that is not
exempt. When making that public record available for public
inspection or copying, the public office, or the person responsible
for the public record must notify the requestor of any redaction or
make the redaction plainly visible. A redaction shall be deemed a
denial of a request to inspect or copy the redacted information,
except if federal or state law authorizes or requires a public office
to make the redaction.
Explanation for Denial of Request: If a request is ultimately
denied, in part or in whole, the public office or the person
responsible for the requested public record must provide the
requester with an explanation, including legal authority, setting
forth why the request was denied. If the initial request was
provided in writing, the explanation must be presented to the
requester in writing. The explanation shall not preclude the public
office or the person responsible for the requested public record
from relying upon additional reasons or legal authority in
defending an action in mandamus.
Requester's Identity and Intended Use of Requested Records:
Unless specifically required or authorized by state or federal law or
in accordance with the Public Records Law, no public office or
person responsible for public records may limit or condition the
availability of public records by requiring disclosure of the
requester's identity or the intended use of the requested public
record. Any such requirement constitutes a denial of the request.
However, a public office or person responsible for public records
is allowed to ask a requester to make the request in writing, to ask
for the requester's identity, and to inquire about the intended use of
the information requested, but only after disclosing to the requester
that a written request is not mandatory, nor declaring the intended
use; moreover, that the requested may decline to identify him or
herself. When written requests, identification or intended use is
requested, the requester must be informed that a written request or
disclosure of the identity or intended use would benefit the
requester by enhancing the ability of the public office or person
responsible for the public records to identify, locate, or deliver the
public records sought by the requester.
Obtaining Copies of Public Records
Choice of Duplicating Medium: If any person chooses to obtain
a copy of a public record in accordance with the Public Records
law, the public office or person responsible for the public record
must permit the person to choose to have the public record
duplicated upon paper, upon the same medium upon which the
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public office or person responsible for the public record keeps it, or
upon other medium upon which the public office or person
responsible for the public record determines that it reasonably can
be duplicated as an integral part of the normal operations of the
public office or person responsible for the public record. The
public office or person responsible for the public record may
require that person to pay in advance the cost involved in
providing the copy of the public record in accordance with the
choice made by the person seeking the copy. Normal paper copy
cost has been established by the City at the rate of five cents per
page. Nothing in the Public Records Law requires a public office
or person responsible for the public record to make the copies of
the public record; however, when requested by a person and when
practical to do so, it will be the policy of the City to do the same.
In the event that contracted labor is required to meet a public
records request, then, when practical, those charges should be
ascertained in advance of filling the records request and collected
from the requester prior to retrieving the records requested.
Transmission of Copies: Upon a request made in accordance
with the Public Records Law and subject to the provision described
above in Choice of Duplicating Medium, a public office or person
responsible for the public records must transmit a copy of a public
record to any person by United States mail or by any other means
of delivery or transmission within a reasonable period of time after
receiving the request for the copy. The public office or person
responsible for the public record may require the person making
the request to pay in advance the cost of postage if the copy is
transmitted by United States mail or the cost of delivery if the copy
is transmitted other than by United States mail, and to pay in
advance the costs incurred for other supplies used in the mailing,
delivery, or transmission. Each department of the City shall limit
the number of records requested by a person that the office will
transmit by United States mail to ten per month, unless the person
certifies to the office in writing that the person does not intend to
use or forward the requested records, or the information contained
in them, for commercial purposes. For these purposes,
"commercial" shall be narrowly construed and does not include
reporting or gathering news, reporting or gathering information to
assist citizen oversight or understanding of the operation or
activities of government, or nonprofit educational research.
Disposal of Public Records
Records Commissions: The City has established a records
retention commission pursuant to Chapter 173 of the Codified
Ordinances of the City of Napoleon, Ohio. Section 173.05 shall
control the disposal of records.
One Time Disposal: In general, when the records commissions
has approved or amended any application for one-time disposal of
obsolete records or any schedule of records retention and
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disposition, the commission shall send that application or schedule
to the Ohio Historical Society for its review. The Ohio Historical
Society shall review the application or schedule within a period of
not more than sixty days after its receipt of it. Upon completion of
its review, the Ohio Historical Society shall forward the
application for one-time disposal of obsolete records or the
schedule of records retention and disposition to the Auditor of
State for the Auditor’s approval or disapproval. The Auditor shall
approve or disapprove the application or schedule within a period
of not more than sixty days after receipt of it.
Before public records are to be disposed of, the Records
Commission shall inform the Ohio Historical Society of the
disposal through the submission of a certificate of records disposal
and shall give the society the opportunity for a period of fifteen
business days to select for its custody those public records that it
considers to be of continuing historical value.
Scheduled Disposal of Records: Once all appropriate authorities
have reviewed and approved the various retention and disposal
documents, destruction or transfer of records is permitted when
they reach the end of their assigned retention period; however,
such records, prior to destruction, even if a schedule authorizes
immediate destruction, are subject to the 15 day notification period
to the Ohio Historical Society so that the Ohio Historical Society
may select for its custody those records the Society determines
contains continuing historical value. Therefore, each Department
Head desiring to dispose of public records in accordance with a
schedule should file a certificate of disposal with the Records
Commission to be forwarded by the Commission to the Ohio
Historical Society.
In the case of conflict between this Policy and the City’s “master”
record retention policy, the master record retention policy shall
control.
However, a public office or person responsible for public records
is allowed to ask a requester to make the request in writing, to ask
for the requester's identity, and to inquire about the intended use of
the
Driver's License & Driving Record
Employees whose work requires operation of a motor vehicle as an
essential function of the job must present and maintain a valid driver's
license and a driving record acceptable to our insurer. Employees may be
asked to submit a copy of their driving record to the City of Napoleon
from time to time. Any changes in an employee's driving record must be
reported to the personnel department immediately (not later than fifteen
(15) days). Failure to do so may result in disciplinary action, including
possible dismissal.
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Policy 5.6

Dress Code/Personal Appearance
Discretion in style of dress and behavior is essential to the efficient
operation of the City. An employee is expected to dress and groom
themselves in accordance with accepted social and business standards,
particularly if a job that involves dealing with citizens or visitors in
person. Each Department Head is responsible for establishing a
reasonable dress code appropriate to the job performed; however, sun
dresses with bare backs and/or shoulders; men's sleeveless undershirts;
tank tops; and shorts, for men or women, are not appropriate, exception
being swimming pool personnel.
Personal appearance should be a matter of concern for each employee. If
an employee's Department Head feels an employee's attire is out of place,
the employee may be asked to leave the workplace until properly attired.
Such employee will not be paid for the time off the job for this purpose.
An employee's Department Head has the sole discretion to determine an
appropriate dress code, and anyone who violates this standard will be
subject to appropriate disciplinary action.
PERSONAL HYGIENE AND GROOMING
EMPLOYEES ARE EXPECTED TO MEET THE FOLLOWING
STANDARDS OR GUIDELINES WITH RESPECT TO PERSONAL
GROOMING AND HYGIENE UPKEEP:
•

CONSISTENT BATHING AND ORAL HYGIENE
(INCLUDING USE OF DEODORANT).

•

CLEAN, WELL-GROOMED HAIR; INCLUDING BEARDS,
MOUSTACHES, GOATEES AND SIDEBURNS (NO
ARTIFICIAL COLORS OUTSIDE THE NORM).

•

WASHED OR LAUNDERED CLOTHING AS UNWASHED
CLOTHES ARE OFTEN A SOURCE OF UNDESIRABLE
SMELLS ODORS.

Drug Free Work Environment Policy and Program
We believe it is our duty to provide employees with as safe a workplace as
we possibly can; therefore, we have a substance abuse policy, because
employees have a right to depend on their coworkers.
Whenever use or abuse of any mood altering substance (such as alcohol or
other drugs) interferes with a safe workplace, appropriate action must be
taken. The City of Napoleon has no desire to intrude into its employees'
personal lives; however, both on-the-job and off-the-job involvement with
any mood altering substances can have an impact on our workplace and on
the City's ability to achieve its objectives of safety and security.
Therefore, an employee is expected to report to the workplace with no
mood altering substances in their body or in their possession. While a
person may make their own lifestyle choices, the City of Napoleon cannot
accept the risk in the workplace which substance use or abuse may create.
The possession, sale, or use of mood altering substances at the workplace
or on City property, or coming to work under the influence of such
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substances, shall be a violation of safe work practices and may cause an
employee to be subject to disciplinary action, including possible dismissal.
Furthermore, as a complying employer with the Drug Free Workplace Act
of 1988, the City requires as a condition of employment that each
employee notify the City of any criminal drug statute conviction for a
violation occurring in the workplace, no later than five (5) days after the
conviction.
No employee will engage in the unlawful manufacture, distribution,
dispensing, possession or use of a controlled substance on City property or
during business hours while in the employment of elected officers and
City agencies, including, but not limited to City offices, departments,
commissions, boards or institutions.
Program Awareness - The City of Napoleon will:
•

Publish the policy and distribute to all full time, part time, temporary
and seasonal employees. All new hires will be given a copy of this
policy upon hire.

•

Inform all employees of the dangers of drug abuse in the workplace by
having the Chief of Police or his/her designee conduct mandatory
meetings of City employees.

Inform employees of available drug counseling, rehabilitation and
employee assistance programs.
Employee Responsibility - The City of Napoleon requires as a
condition of employment that each employee:
•

•

Abide by the terms of this Policy.

•

Notify their employer of any criminal drug statute conviction for a
violation occurring in the workplace, no later than five (5) days after
conviction.
If an employee is employed by a City department, agency,
commission, board, or institution that is a recipient of federal grants,
the City will:
 Notify the Federal Agency (donor of Grant) within ten (10) days
after receiving notice of employee criminal drug statute conviction
for a violation in the workplace.
 Notify the Federal Agency (donor of Grant) within thirty (30) days
that:
 Appropriate personnel action has been taken against employee
up to and including termination;
or
 The employee, as required has/will participate satisfactorily in
a drug abuse assistance or rehabilitation program approved for
such purposes by a federal, state or local health, law
enforcement or other appropriate agency.

DRUG TESTING POLICY
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THE CITY OF NAPOLEON WILL CONDUCT DRUG AND/OR
ALCOHOL TESTING UNDER ANY OF THE FOLLOWING
CIRCUMSTANCES:
•

RANDOM TESTING: EMPLOYEES MAY BE
SELECTED AT RANDOM FOR DRUG AND/OR
ALCOHOL TESTING AT ANY INTERVAL
DETERMINED BY THE CITY.

•

REASONABLE SUSPICION TESTING: THE CITY OF
NAPOLEON MAY ASK AN EMPLOYEE TO SUBMIT
TO A DRUG AND/OR ALCOHOL TEST AT ANY TIME
IT FEELS THAT THE EMPLOYEE MAY BE UNDER
THE INFLUENCE OF DRUGS OR ALCOHOL,
INCLUDING, BUT NOT LIMITED TO, THE
FOLLOWING CIRCUMSTANCES: EVIDENCE OF
DRUGS OR ALCOHOL ON OR ABOUT THE
EMPLOYEE'S PERSON OR IN THE EMPLOYEE'S
VICINITY, UNUSUAL CONDUCT ON THE
EMPLOYEE'S PART THAT SUGGESTS
IMPAIRMENT OR INFLUENCE OF DRUGS OR
ALCOHOL, NEGATIVE PERFORMANCE PATTERNS,
OR EXCESSIVE AND UNEXPLAINED
ABSENTEEISM OR TARDINESS.

•

POST-ACCIDENT TESTING: ANY EMPLOYEE
INVOLVED IN AN ON-THE-JOB ACCIDENT OR
INJURY UNDER CIRCUMSTANCES THAT SUGGEST
POSSIBLE USE OR INFLUENCE OF DRUGS OR
ALCOHOL IN THE ACCIDENT OR INJURY EVENT
MAY BE ASKED TO SUBMIT TO A DRUG AND/OR
ALCOHOL TEST. "INVOLVED IN AN ON-THE-JOB
ACCIDENT OR INJURY" MEANS NOT ONLY THE
ONE WHO WAS OR COULD HAVE BEEN INJURED,
BUT ALSO ANY EMPLOYEE WHO POTENTIALLY
CONTRIBUTED TO THE ACCIDENT OR INJURY
EVENT IN ANY WAY.

REFUSAL TO UNDERGO TESTING
EMPLOYEES WHO REFUSE TO SUBMIT TO A TEST ARE
SUBJECT TO IMMEDIATE DISCHARGE.
POSITIVE TEST
IF AN EMPLOYEE TESTS POSITIVE ON AN INITIAL SCREENING
TEST, THE EMPLOYEE WILL BE TEMPORARILY SUSPENDED
WHILE THE CONFIRMATION TEST IS BEING CONDUCTED. ON
RECEIPT OF THE CONFIRMATION TEST, THE EMPLOYEE
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WILL BE SUBJECT TO DISCIPLINARY ACTION, UP TO AND
INCLUDING DISCHARGE.
Policy 5.7

Unacceptable Activities
Generally speaking, we expect each person to act in a mature and
responsible way at all times; however, to avoid any possible confusion,
some of the more obvious unacceptable activities are noted below. An
employee's avoidance of these activities will be to their benefit as well as
the benefit of the City of Napoleon. If an employee has any questions
concerning any work or safety rule or policy, or any of the unacceptable
activities listed, the Department Head should be consulted for an
explanation.
Occurrences of any of the following violations, because of their
seriousness, may result in immediate dismissal without warning:

A. Willful violation of any City or department rule or policy or any deliberate action
that is extreme in nature and is obviously detrimental to the City of Napoleon's
efforts to operate as intended;

B.
C.
D.
E.

Engaging in Sexual Harassment;
THEFT
Willful tampering with the City of Napoleon equipment or safety equipment;
Negligence or any careless action which endangers the life or safety of another
person while on the City premises or at work sites or during an employee's
working hours;

F. Being intoxicated or under the influence of controlled substance drugs while at
work, use or possession of alcohol while on City premises or work sites or during
employee's working hours or business hours; or use, possession or sale of
controlled substance drugs in any quantity, while on City premises or work site or
during employee's working hours or business hours, except medications
prescribed by a physician which do not impair work performance;

G. Engaging in the unlawful manufacture, distribution, dispensing, possession or use
of a controlled substance on City premises or work site or during employee's
working hours or business hours;

H. Unauthorized possession of dangerous or illegal firearms, weapons, or explosives
on City premises or during employee's working hours or business hours;

I. Engaging in criminal conduct or acts of violence, or making threats of violence
toward anyone on City premises or work site, or when representing the City of
Napoleon or during employee's working hours; fighting, horseplay, or provoking
a fight on City premises or work site or during the employee's working hours or
business hours;

J. Insubordination or refusing to obey instructions properly issued by their
Department Head or supervisor pertaining to their work or refusal to help out on a
special assignment;

K. Threatening, intimidating, or coercing fellow employees on or off the premises, at
any time, for any purpose;
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L. Engaging in an act of sabotage of City operations; willfully or with gross
negligence or negligently causing the destruction or damage of City property, or
the property of fellow employees, citizens, suppliers, or visitors in any manner;
theft of City property or the property of fellow employees or unauthorized
possession or removal of any City property, including documents, from the
premises without prior permission from management; unauthorized use of City
equipment or property for personal reasons; using City equipment for profit;

M. Dishonesty; willful falsification or misrepresentation on an employee's
application for employment or other work records; lying about personal leave;
falsifying reason for a leave of absence or other data requested by the City of
Napoleon; alteration of City records or other City documents;

N. Violating the nondisclosure agreement, giving confidential or proprietary City of
Napoleon information to competitors or other organizations or to unauthorized
City of Napoleon employees; breach of confidentiality of personnel information;

O. Malicious gossip and/or spreading rumors on the City premises or work site or
during an employee's working hours or anywhere when about the City operations
or employees; engaging in behavior designed to create discord and lack of
harmony; interfering with another employee on the job; willfully restricting work
output or encouraging others to do the same;

P. Immoral conduct or indecency on City property or at the work site or during
employee's working hours;

Q.
R.
S.
T.

Neglect of duty;
Acts of malfeasance, or nonfeasance;
Violating any law, anywhere, that constitutes a felony type offense;
Violating any law, anywhere, that would prevent an employee from serving in
government;

U. Violating any ethics law of Ohio;
V. Violating any provision of Ohio Revised Code 124.34
W. Willful violation of security or safety rules or failure to observe safety rules or the
City of Napoleon safety practices; failure to wear required safety equipment while
on the City premises or work site or during the employee's working hours when
equipment is required.
Violations of the any of the following, considering the serious nature of the violation may
result in reprimand, suspension and/or dismissal.

X. Conducting a lottery or gambling on City premises or at the work site;
Y. Unsatisfactory or careless work, failure to meet production or quality standards as
explained to the employee by their Department Head or supervisor, mistakes due
to carelessness or failure to get necessary instructions;

Z. Any act of harassment, sexual, racial or other; telling sexist or racial-type jokes,
making racial or ethnic slurs;

AA. Leaving work before the end of a workday or not being ready to work at the
start of a workday without approval of the Department Head or supervisor,
stopping work before time specified for such purposes;
38

BB. Sleeping on the job, loitering, or loafing during working hours;
CC. Excessive use of City telephone for personal calls or misuse of a cellular
telephone;

DD. Leaving the work station during work hours without the permission of
employee's Department Head, except to use the restroom;

EE. Smoking in restricted areas or at non-designated times, as specified by
department rules;

FF. Creating or contributing to unsanitary conditions on City premises or work site;
GG. Posting, removing, or altering notices on any bulletin board on City property
without permission of an officer of the City of Napoleon;

HH. Failure to report an absence or late arrival, excessive absence or lateness of
one’s self;

II. Obscene or abusive language toward any Department Head, employee or
citizen, indifference or rudeness towards a citizen or fellow employee, any
disorderly/antagonistic conduct on City premises or work site or during
employee working hours;

JJ. Discourteous treatment of the public, City officers or fellow employees;
KK. Dishonesty;
LL. Incompetence;
MM. Inefficiency;
NN. Immoral conduct;
OO. Any unlawful behavior while operating a City vehicle;
PP. Failure to immediately report damage to, or an accident involving City
equipment;

QQ. Failure to maintain a neat and clean appearance in terms of the standards
established by the Department Head, any departure from accepted conventional
modes of dress or personal grooming, wearing improper or unsafe clothing on
the City premises or work site during the employee's working hours;

RR. Eating food and beverages in undesignated areas;
SS. Failure to use timecard when required, alteration of one’s own timecard or
records or attendance documents, punching or altering another employee's
timecard or records, or causing someone to alter one’s own timecard or records;

TT. Violations of any municipal ordinance of any political subdivision, statute or
other law of any State or any Federal Law, or any rule, policy or regulation of
the City;

UU. Violations of any general City policy or work rule or other proper cause;
For the purpose of misconduct, work site may be construed, when the
context would seem reasonable, to mean also: a work site, place of
business or seminar or school etc., or to and from during travel time; also,
working hours also means on when on City business or work related
activities.
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Policy 5.9

Disciplinary Actions - General
Unacceptable behavior which does not lead to immediate dismissal may
be dealt with in any of the below stated ways. Progressive discipline is
recommended; however, employees may be disciplined at any level
depending on the severity of the unacceptable behavior:
•

Documented verbal warning.

•

Written reprimand.

•

Suspension.

• Dismissal.
Demotion may be used in addition to or in lieu of a suspension or in place
of a dismissal when deemed appropriate by the Appointing Authority or
when otherwise ordered by the Civil Service Commission when the
Commission has the authority to do so.
Discipline action is controlled by §197.03 of the Personnel Code.
Citizen Complaints Against Personnel
The purpose for this policy is to describe procedures for making
complaints against City personnel, for investigating complaints, and to list
and define the dispositions of complaints.
The image of the City depends on the personal integrity and discipline of
all City employees. To a large degree, the public image of this City is
determined by the professional response of the City to allegations of
misconduct against it or its employees. The City must completely and
professionally investigate all allegations of misconduct by employees and
complaints bearing on the City's response to community needs.
General Procedures:
The City encourages citizens to bring forward legitimate grievances
regarding misconduct by employees. City employees shall receive
complaints courteously and shall handle them efficiently. All employees
upon request are obligated to explain to inquiring citizens that citizens
may file complaints with an employee's supervisor.
The City recognizes that its personnel are often subject to intense
pressures in the discharge of their duties. The employee must remain
neutral under circumstances that are likely to generate tension, excitement,
or emotion. In such situations, words, actions, and events frequently result
in misunderstanding and confusion. In light of the complicated pressures
of public work, it is to the advantage of all employees to have a procedure
for the investigation of the more serious allegations and underlying
circumstances so that complaints can be resolved.
Responsibility for Handling Complaints:
As a rule, complaints regarding department operations will be handled
through the chain of command. Complaints involving how service is
provided or a failure to provide service or improper attitudes or behavior
will normally be investigated and handled by a supervisor or by the
Appointing Authority.
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If there is probable cause to believe an employee has committed a criminal
offense, the City Law Director will be notified and a police agency may be
requested to assist and complete an investigation.
Receipt of Complaints:
Formal written complaints, regardless of nature, may be lodged at any
time. A copy of the complaint form is found in the appendix to this
policy. Oral complaints will be followed up to the extent possible. No
complaint will enter an employee's personnel file unless such complaint is
founded.
Every effort shall be made to facilitate the convenient, courteous and
prompt receipt and processing of citizens’ complaints. An employee of
the City, who interferes with, discourages or delays the making of such
complaints shall be subject to disciplinary action.
Normally, a citizen with a complaint will be referred to a supervisor who
will assist the citizen in recording pertinent information. If the complaint
involves a supervisor, it will be referred to a Department Head or
Appointing Authority as soon as possible.
If the supervisor determines that the complainant is apparently under the
influence of an intoxicant or drug he/she shall direct the complainant to
return when he or she is no longer impaired. Any visible marks or injuries
relative to the allegation shall be noted.
Complaints received by telephone by receptionist or communications
personnel, or other employees, will be courteously and promptly referred
to the supervisor. If the supervisor is unavailable, the receptionist,
communications personnel, or employee shall record the name and
telephone number of the complainant and state that the supervisor or
Department Head shall call back as soon as practicable.

Disposition of Complaints - The Department Head or Designee Shall:
Notify the complainant, in writing, as soon as practicable, that the City
acknowledges receipt of the complaint, that the complaint is under
investigation, that the investigation will be completed within thirty (30)
days, when practical, and that the complainant will be advised of the
outcome. If the investigation exceeds thirty (30) days, the Department
Head shall write the complainant a letter explaining the circumstances of
the delay.
Maintain complete files separate from personnel files, if unfounded or if
the employee is exonerated, to be removed in accordance with the City's
record retention file.
Take appropriate disciplinary action following the investigation, if the
complaint is founded, and such disciplinary action is warranted.
Disposition of Serious Complaint:
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In serious complaints which allege violations of the law or gross
negligence in violating or failing to enforce civil rights of citizens;
The Appointing Authority shall:
Oversee the investigation; and
Maintain confidential records of same to the extent permitted by law; and
Maintain close liaison with the Law Director's Office in investigating
alleged criminal conduct. Where liability is at issue, the Department Head
and/or Appointing Authority shall similarly maintain contact with the City
Law Director.
Investigative Procedures:
Two types of investigations may take place; administrative or criminal.
Different rules govern interviews of employees in each case.
Interview for Administrative Purposes:
The governing case is Gardner v. Broderick, 392 U.S. 273, 88 S. CT.
1913, 1916 (1968). The case made clear that a public employee may not
be fired for asserting his/her Fifth Amendment right not to incriminate
himself.
If the Appointing Authority wishes to compel an employee to answer
questions directly related to his or her official duties and the Appointing
Authority is willing to forego the use of such answers in a criminal
prosecution, the Appointing Authority or Department Head or another
interviewer, with consent of the Law Director, shall advise the employee
that:
•

The purpose of the interview is to obtain information to determine
whether disciplinary action is warranted. The answers obtained may
be used in disciplinary proceedings resulting in reprimand, demotion,
suspension or termination.

•

All questions specifically related to employment must be fully and
truthfully answered. Refusal to answer may result in disciplinary
action.

•

No answers given or any information obtained by reason of such
statements may be admissible against the employee in any criminal
proceedings. The employee will be presented with and advised of the
Garrity Warning.

•

In an interview for administrative purpose, no Miranda rights are
required. Further, the foregoing rules are not inconsistent with
Miranda in that employee's statements cannot be used as evidence.
Further, as the interview does not serve criminal prosecution, the
employee has no Sixth Amendment right to counsel.

The governing case is Garrity v. New Jersey, 385 U.S. 493, 87 S. Ct.
616 (1967).
Interview for criminal investigative purposes:
•

•

If the Appointing Authority believes that criminal prosecution is a
possibility and wishes to use statements against the employee in a
criminal proceeding, or at least wishes to maintain the option of their
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use, he/she shall have a Police Officer conduct the interview utilizing
the standard acceptable practices of police agencies.

Investigative Tools and Resources:
In addition to interviews of the employee and witnesses, the Department
Head may require other activities in support of a complaint investigation
or internal investigation, including:
• Photograph and Lineup Identification Procedures.
Employees may be required to stand in a lineup for viewing by citizens for
the purpose of identifying an employee accused of misconduct. Refusal to
stand in a properly conducted lineup is grounds for disciplinary action and
could result in dismissal.
Adjudication of Complaints:
The Department Head or Appointing Authority will classify completed
investigations as:
•

Exonerated - allegations supported, but result of adherence to proper
and appropriate procedures and techniques.

•

Unfounded - not true or unable to verify the truth of the matters under
investigation.

•

Founded - allegations true.

•

Completed investigations classified as unfounded or exonerated will
be maintained in separate Department Head files. Founded complaints
will be filed in the individual employee's personnel file and maintained
in accordance with the retention schedule.

POLICY 5.10 WEAPONS POLICY
TO ENSURE THAT THE CITY OF NAPOLEON MAINTAINS
A WORKPLACE SAFE AND FREE OF VIOLENCE FOR ALL
EMPLOYEES, THE CITY OF NAPOLEON STRICTLY
PROHIBITS THE POSSESSION OR USE OF DANGEROUS
WEAPONS (I.E. FIREARMS) ON CITY PROPERTY
INCLUDING PARKING LOTS AND VEHICLES.
A LICENSE TO CARRY A WEAPON (CCW) DOES NOT
SUPERSEDE CITY POLICY.
ANY EMPLOYEE IN VIOLATION OF THIS POLICY WILL
BE SUBJECT TO PROMPT DISCIPLINARY ACTION, UP TO
AND INCLUDING TERMINATION.
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ALL CITY EMPLOYEES ARE SUBJECT TO THIS
PROVISION, INCLUDING CONTRACT AND TEMPORARY
EMPLOYEES, VISITORS AND CUSTOMERS ON COMPANY
PROPERTY.
UNLESS OTHERWISE AUTHORIZED BY LAW PURSUANT TO
THE OHIO REVISED CODE, NO PERSON SHALL KNOWINGLY
POSSESS, HAVE UNDER HIS/ HER CONTROL, CONVEY, OR
ATTEMPT TO CONVEY A DEADLY HANDGUN OR DANGEROUS
ORDNANCE ONTO CITY PREMISES.
POLICE OFFICERS IN THE LINE OF DUTY ARE EXEMPT FROM
THE ABOVE RULES AND REGULATIONS.

TO ENSURE THAT THE CITY OF NAPOLEON MAINTAINS
A WORKPLACE SAFE AND FREE OF VIOLENCE FOR ALL
EMPLOYEES, THE CITY OF NAPOLEON STRICTLY
PROHIBITS THE POSSESSION OR USE OF DANGEROUS
WEAPONS (I.E. FIREARMS) IN A GOVERNMENT
BUILDING.
ALL EMPLOYEES WILL ADHEAR TO ALL LOCAL, STATE
AND FEDERAL LAWS IN REGARDS TO FIREARMS AND
DANGEROUS ORDNANCE.
A LICENSE TO CARRY A WEAPON (CCW) DOES NOT
SUPERSEDE CITY POLICY.
ANY EMPLOYEE IN VIOLATION OF THIS POLICY WILL
BE SUBJECT TO PROMPT DISCIPLINARY ACTION, UP TO
AND INCLUDING TERMINATION.
full time police officers of the napoleon police department LAW
ENFORCEMENT OFFICERS, ON OFFICIAL BUSINESS,
ARE EXEMPT FROM THE ABOVE POLICY. FIREARMS
AND DANGEROUS ORDNANCE ACTIVITIES AND
TRAINING FOR THE POLICE DEPARTMENT ARE
COVERED UNDER NAPOLEON POLICE DEPARTMENT
POLICIES AND AT THE DISCRETION OF THE CHIEF OF
POLICE AND HIS/HER DESIGNEES.
AUXILLARY OFFICERS OF THE NAPOLEON POLICE
DEPARTMENT ARE ONLY EXEMPT FROM THE ABOVE
POLICY IF ON POLICE PROPERTY (I.E. POLICE STATION,
SHOOTING RANGE).
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Policy 6

Sexual Harassment Policy

Policy 6.1

Policy Goals
With this policy, the City of Napoleon will try to ensure that it is:

Policy 6.2

•

Sensitive to the issue and to its victims;

•

Responsive to the complaints of the City's employees;

•

Active in maintaining a fair and respectful environment;

•

Serious about not permitting sexual harassment having zero tolerance
for sexual harassing behavior (i.e. behavior that violates this Policy);

• Desiring to focus on a productive, inclusive work environment.
Policy
The City of Napoleon believes that each employee has the right to be free
from harassment because of age, color, creed, national origin, or sex.
Sexual harassment is defined as the following:
•

Unwelcome physical contact;

•

Sexually explicit language or gestures;

•

Uninvited or unwanted sexual advances;

•

An offensive overall environment, including the unreasonable use of
vulgar language, the presence of sexually explicit photographs or other
materials, and the telling of sexual stories;

•

Sexual favors for employment benefits at work, work related activities,
even off job;

Unwelcome verbal, visual, or physical conduct of sexual nature that
creates intimidating, hostile, or offensive environment; or, interferes
with an individual's work performance.
Prohibited acts of sexual harassment can take a variety of forms ranging
from subtle pressure for sexual activity to physical assault. Examples of
the kinds of conduct included in the definition of sexual harassment are:

•

•

Threats or intimidation of sexual relations or sexual contact which is
not mutually agreeable by both parties; or

•

Continual or repeated verbal abuses of a sexual nature, including
graphic commentaries on the person's body; sexually suggestive
objects or pictures placed in the work area that may offend the person;
sexually degrading words to describe the person; or propositions of a
sexual nature; or

Threats or insinuations that the person's employment, wages,
promotional opportunities, job or shift assignments, or other conditions
of employment may be adversely affected by not submitting to sexual
advances.
If the conduct is unwelcome to the recipient, sexual harassment can be:

•

•

Giving money, raises, better benefits, better working conditions, more
vacation time, better performance evaluation ratings, significantly
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better assignments, etc. usually some direct economic benefit in
exchange for sex;
•

Decreasing salary benefit, vacation, working conditions, performance
ratings, reassignment to significantly different responsibilities, etc.,
because an employee, a manager's or supervisor's advances (someone
in a position to affect those things for that employee) usually inflicts
some direct economic harm;

•

Touching, particularly of a "private body part". Examples, breasts,
buttocks, genitals. (Remember, it doesn't have to be a "private" body
part);

•

Whistling, cat calling, leering, staring suggestively;

•

Making fun of someone in a gender related way;

•

Using sex related words or discussing sex or sexual activity even if it
has nothing to do with the listener;

•

Talking about body parts; referring to body parts, particularly "private"
body parts or legs;

•

Asking for dates or sex;

•

Lewd or obscene gestures;

•

Almost any sex related remarks, especially if they are degrading,
belittling, gender differentiating, "politically" incorrect, etc.;

•

Unwanted hugging, kissing, massages, patting, stroking,
brushing/pushing up against a person; detaining a person where/when
they don't want to be detained;

•

Calling people by inappropriate endearments: "sweetie", honey, etc.;

•

Questions about another person's sex life or private matters;

•

Flirting;

•

Sexual advances, even if not connected with a promise or threat;

•

Putting things in writing that would be inappropriate if spoken;

•

Posters or cartoons featuring either men or women (or both) in
suggestive or provocative poses or states of undress.

•

Written materials of a sexual nature (such as articles, books, written
jokes, etc.); and,

Sexual harassment can be almost any physical, verbal, or non-verbal
conduct of a gender related nature.
Employees who experience acts which can be construed as sexual
harassment may, but are not required to, let the offender know that such
conduct is unwelcome and/or offensive; and should immediately report the
incident in accordance with this policy.
The determination of the legality of a particular action will be made from
the facts, on a case by case basis.
Sexual harassment may arise from the conduct and speech of elected
and/or appointed officials, Department Heads, supervisors, fellow

•
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Policy 6.3

employees, or customers. Men as well as women can be victims of sexual
harassment.
The City will not tolerate any form of sexual harassment.
Employees, who witness sexual harassment of another employee, are
encouraged to report the incident as specified in this policy. Every
supervisory employee of each department is responsible for handling
harassment incidents, which includes dealing with complaints that
employees bring to his or her attention, and identifying harassing
situations on his or her own. If the allegation is sustained, the offending
employee will be disciplined, which may include suspension or dismissal.
Every supervisory employee is responsible for protecting employees from
customers whose behaviors adversely affect employees. Offending
customers who do not change their behavior after a polite request from a
supervisor will be denied access to the areas in which the victim works.
In order to maintain a healthy work environment, this policy encourages
prompt and confidential reporting and investigation of sexual harassment
claims. Sexual harassment claims and charges can be of a ruinous nature
to both the victim and the harasser. For this reason, all reports of such
behavior and subsequent investigative results, as far as practicable and
allowed by law, will be kept in the strictest confidence by the employees
receiving and investigating such incidents. It is the goal of the City to
ensure that an employee who reports such an incident will not be harassed
or penalized in any way by any employee of the City or action of the City.
Confidentiality will also protect anyone accused of sexual harassment as
far as practical and as allowed by law. The City will immediately
investigate such incidents. The City's goal is to reach a quick and sound
resolution and ensure that such incidents do not reoccur. Every
supervisory employee and other members of management have a duty to
immediately report a sexual harassment action or face suspension and/or
dismissal for failure to report. Any employee (excluding the victim) who
hinders or obstructs an investigation concerning sexual harassment (as
determined by the City) shall be subject to suspension and/or dismissal.
Nothing contained herein is intended to diminish or interfere with any
employee's due process rights or to obviate any employee's right against
self-incrimination.
Any employee who experiences sexual harassment is entitled to exercise
the rights and procedures applicable by Title VII of the Civil Rights Act of
1964, the Americans with Disabilities Act, the Age Discrimination in
Employment Act of 1967, the Rehabilitation Act of 1973 and any and all
state tort claims.
Any questions or individual complaints involving sexual harassment
should be referred to the immediate supervisory employee or the City
Manager for attention to the matter.
Reporting Procedure
Sexual harassment is a very distressing and upsetting situation. Because
of this stress, the City would like to ensure that the reporting procedure is
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comforting as well as productive; therefore, the City has designed several
methods to report such incidents:
•

The first and most recommended avenue to report such a claim is to
have the victim report the incident directly to his/her supervisor.

•

If the victim does not feel comfortable in reporting the incident to their
supervisor, he/she may report it to the City Manager, Finance Director,
Law Director, Clerk of courts, or other administrative personnel or
assistants thereto of the same or different gender. Management will do
all that is possible to make the alleged victim of sexual harassment feel
comfortable in reporting.

•

If any such supervisory or administrative person receives a sexual
harassment report, that person shall assist the victim in reporting the
harassment. For the purpose of this section, any such person receiving
a report for sexual harassment has a duty to bring it to the attention of
management.

•

When the victim reports the harassment, he/she should prepare a
written report. This report should include the identity of the harasser
and victim, when and where the harassment occurred, a description of
the incident, any witnesses, the remedy requested, and any other
relevant information (see "Employee Incident Report Form"). All
sexual harassment will, however, be investigated whether reported in
writing or not, so long as the report is not anonymous.

Employees may also report sexual harassment to the EEOC (Equal
Employment Opportunity Commission).
If the complaint is against a supervisor, the complaint should be brought to
the City Manager. Complaints against an Appointing Authority (for the
purpose of this policy, Appointing Authority being: City Manager,
Finance Director, Law Director or the Clerk of Courts), or an elected
official, should be brought to the immediate supervisor or one of the other
appointing authorities. If, at any point in the process, the employee is
dissatisfied with the investigation being conducted, the employee should
bring the matter to the attention of any other Appointing Authority for
further attention. Any of the above appointing authorities have the power
and duty to commence an investigation as it relates to sexual harassment.
Any complaint made in regard to sexual harassment involving an
Appointing Authority or appointed/elected official shall also be brought to
the attention of City Council. Such case should be brought in executive
session to comply with the confidentiality provision of this procedure.
The investigative procedure after the initial report will be prompt and
thorough. This procedure shall include, but will not be restricted to the
following:

•

•

Interview with the alleged harasser;

•

Interview all witnesses, those identified by the victim and alleged
harasser;

•

Gathering written statements from all witnesses;
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•

The investigating official shall write a report and take immediate
action based upon the findings of the investigation;

•

The report and finding by the investigating official will be shared with
all affected parties, alleged harasser and victim, after the investigation;

Any sexual harassment determined to be criminal in nature will be
turned over to law enforcement for separate action.
All findings and documentation of such an investigation shall be kept on
file for six (6) years.
DISCRETION Confidentiality WILL BE USED BY of all parties AND
alleged harasser, victim, and witnesses, shall be protected to the extent
permitted by law.
False complaints: although legitimate complaints made in good faith are
strongly encouraged, false complaints or complaints made in bad faith will
not be tolerated. The failure to prove sexual harassment will not constitute
a false complaint without further evidence of bad faith. False complaints
are considered a violation of this policy and an employee who makes a
false complaint may be subject to discipline.
Punishment of an employee found to have sexually harassed another
shall range from a written reprimand to immediate suspension and/or
dismissal as determined by the appropriate appointed authority or
governmental body.
Training And Education
All supervisors and department officials are encouraged to take sensitivity
and diversity training.
Supervisors are encouraged to see that their employees are trained as it
relates to sexual harassment and that employees are sensitive and open to
the rights and feelings of others in this area.
Supervisors shall educate their employees that there is a process by which
sexual harassment complaints will be handled. Supervisors shall
encourage employees to use this process if they feel that their rights have
been violated by sexual harassment.
•

Policy 6.4

POLICY 6.5

OTHER TYPES OF HARASSMENT
THE CITY OF NAPOLEON IS COMMITTED TO ENSURING A
HEALTHY AND SAFE WORKPLACE FREE FROM ANY AND ALL
WORKPLACE HARASSMENT. WORKPLACE HARASSMENT IS
UNACCEPTABLE AND WILL NOT BE TOLERATED UNDER ANY
CIRCUMSTANCES.
EVERYONE IN THE WORKPLACE MUST BE DEDICATED TO
PREVENTING WORKPLACE HARASSMENT. COUNCIL
MEMBERS, DEPARTMENT HEADS, SUPERVISORS, AND
WORKERS ARE EXPECTED TO UPHOLD THIS POLICY, AND
WILL BE HELD ACCOUNTABLE BY THE EMPLOYER.
49

WORKPLACE HARASSMENT MEANS ENGAGING IN A COURSE
OF UNWELCOME COMMENTS OR CONDUCT AGAINST A
WORKER, IN A WORKPLACE, THAT IS. HARASSMENT MAY
ALSO RELATE TO A FORM OF DISCRIMINATION, BUT IT DOES
NOT HAVE TO.
WORKERS ARE ENCOURAGED TO REPORT ANY INCIDENTS OF
WORKPLACE HARASSMENT. MANAGEMENT WILL
INVESTIGATE AND DEAL WITH ALL CONCERNS, COMPLAINTS,
OR INCIDENTS OF WORKPLACE HARASSMENT IN A TIMELY
AND FAIR MANNER WHILE RESPECTING WORKERS' PRIVACY,
TO THE EXTENT POSSIBLE.
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Policy 7

Use Of City Property

Policy 7.1

Theft
Internal theft is considered a serious matter for the City of Napoleon.
Although taking small items of the City of Napoleon property many seem
inconsequential, the cumulative effect can be very large.
Property theft of any type will not be tolerated by the City of Napoleon.
We consider property theft to be the unauthorized use of City services or
facilities or the taking of any City property for personal use. Property
theft may take many forms, including, but not limited to, the unauthorized
use of City copying machines and cellular telephones for personal use.
The office copiers and cellular telephones are not provided as a free
service to employees. If an employee desires to use a City copier or
cellular telephone for personal use, it must be authorized by a Department
Head and the employee must follow the established procedure for
reimbursement of the City of Napoleon. Failure to do so is a form of
property theft. POLICY 5.7 (C.)
Personal Mail
The City of Napoleon as a personal mailing address is prohibited, and
employees shall not put personal mail in the stacks that are to be run
through the postage meter. Although the amount may seem small, it is
still considered theft.0
Personal Telephone Usage
In order to maintain employee efficiency, personal telephone calls are to
be kept to a minimum. They must not interfere with an employee's work.
Employees are permitted to make limited calls on City wired telephones
that are located in city offices for essential personal business. This
privilege is not to be abused. Emergency calls regarding illness or injury
to family members, changed family plans, or calls for similar reasons may
be made at any time. Incoming urgent calls will be directed to the
employee. In the event an employee makes a long distance call, it shall be
immediately documented and sent to the Finance Department so the
charges may be invoiced. Once invoiced to the employee, it shall be paid
within thirty (30) days or it may be deducted from the employee's payroll.
The private use of City issued cellular telephones is prohibited, except in
case of emergencies or arranging to take care of personal matters that arise
due to City related business, and except as follows: to encourage
members of the Appointing Authority, Department Heads and other
administrative staff to carry cellular telephones while working as well as
while away from the work site in order to maintain communication with
the City, notwithstanding any other policy, said persons (as determined by
the Appointing Authority) whom are assigned City issued cellular
telephones may utilize the cellular telephone for de minimis non official
use at no charge. De Minimis use shall mean to the extent it will be
treated by the Internal Revenue Service as a "De Minimis Fringe". The
term "De Minimis Fringe" means any property or service the value of

Policy 7.2

Policy 7.3
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Policy 7.4

which is (after taking into account the frequency with which similar
fringes are provided by the employer to the employer’s employees) so
small as to make accounting for it unreasonable or administratively
impracticable. Generally speaking, no more than 15% of the use shall be
non-business use.
If abuse is found, the employee may be subject to disciplinary action and
when appropriate, criminal prosecution. The costs for those amounts
beyond that classified as de minimis use shall be paid by the employee
when invoiced. The use provided herein is in addition to the use provided
in Policy 12.7. The City shall not be held liable by any user for any
alleged injury or damage resulting from personal use of a City issued
cellular telephone.
In the event that the City Manager, City Law Director, City Finance
Director, Department Heads, and other administrative staff elect to use his
or her personal cellular telephone for City business, subject to advance
approval by the Appointing Authority, the City will reimburse the
employee a per diem amount at the rate of $35.00 per month."
SHOULD THE APPOINTING AUTHORITY CHOOSE TO ASSIGN
CERTAIN KEY INDIVIDUALS A WIRELESS PRIORITY SERVICE
(WPS) ACCOUNT THE COST OF THAT ACCOUNT WILL BE
REIMBURSED TO THE EMPLOYEE.
Use Of Computers, Software And E-Mail
Except as otherwise provided in this Policy 7, the City of Napoleon's
personal computers (the personal computers in the office, or laptops made
available for work away from the office) and software are to be used
exclusively for City business. City computers and telephone lines shall
not be used for personal use access to the internet or any on-line services.
The use of City computers, software, and telephone lines for the following
purposes is strictly prohibited:
•

To receive or transmit pornographic material;

•

For the purposes of hacking, which includes, though is not limited to,
securing unauthorized access to the computer and/or hard drive of
another;

•

To access or disclose unauthorized, privileged, or confidential City
information;

•

To engage in any commercial activity not amounting to official City
business;

•

To engage in any political activity;

•

To engage in the playing of non-work related computer games;

• To engage in any workplace harassment;
For purpose of work related activity, to wit: evaluating the effectiveness
and operation of the E-mail system; retrieval of work-related materials; to
investigate violations of workplace rules, or criminal conduct that impacts
on fitness for employment, the City of Napoleon will monitor E-Mail
messages. In consideration of either continued employment, or in
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Policy 7.5

Policy 7.6

Policy 7.7

consideration of future employment, and in consideration of being allowed
to utilize the computers, all City employees, by virtue of continuing their
employment, agree to consent to the City accessing E-Mail messages, hard
drives, and backup copies for the purposes of enforcing this policy and for
all other lawful purposes. If a Department Head has concerns in regard to
privacy issues, he/she should contact the Law Director for advice.
Use of Laptop Computers
The Appointing Authorities, Department Heads and other administration
staff (as determined by the Appointing Authority) assigned laptop
computers by an Appointing Authority shall be required to follow all
policies contained in the City's policy manual and/or personnel code
applicable to computer and software use except as follows: To encourage
members of the Appointing Authority, Department Heads and other
administrative staff to have laptop computers while working as well as
while away from the work site in order to maintain communication with
the City, notwithstanding any other policy, said persons (as determined by
the Appointing Authority) whom are assigned City issued laptop
computers may utilize the laptop computers for de minimis non-official
use at no charge. Holders of lap computers that are used off premises are
encouraged to maintain a log of use to minimize any tax exposure.
Internet Access
Notwithstanding any other provision of this manual, subject to budgetary
constraints and availability, internet access for internal e-mail, external email, receiving and transmitting council packets and correspondence and
accessing work files away from the work site will be furnished to the
Appointing Authorities, Department Heads and other administration staff
(as determined by the Appointing Authority) by modem, wireless cable,
cable service or other technology at no charge subject to the following: the
internet is used for City business use only.
In the event that recipients of this policy desire unlimited personal use of
the City provided internet service, the recipient shall pay a flat monthly
fee to the City in an amount as determined by the Finance Director to be
one half the average cost of service.
In the event that the City Manager, City Law Director, City Finance
Director, Department Heads, and other administrative staff elect to
provide their own internet access, subject to advance approval by the
Appointing Authority, the City will reimburse the employee a per diem
amount at the rate of $25.00 per month.
Computer Software and Hardware Accessories
Subject to budgetary constraints and availability, to encourage members of
the Appointing Authority, Department Heads and Administrative Staff to
do work at home, software and hardware accessories may be furnished to
said persons (as determined by the Appointing Authority) for use on their
personal computers, at no cost, when such software and hardware
accessories are required in order to conduct City business. Said persons
may utilize the software and hardware accessories so provided for de
minimis non official use at no charge. By having the same installed on
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Policy 7.8

Policy 7.9

Policy 7.10

their personal computer, employee agrees to all licensing provisions of the
software and any accessory City applicable to the use. The City shall not
be held liable by any user for any alleged injury or damage resulting from
having, using or installing of the software or hardware accessories. Any
software license, software and hardware accessories being provided under
this Policy shall remain in the name of the City of Napoleon and be
returned at time it is no longer needed for City business. Personal use may
be unlimited when it is not practical to separate personal use from public
use (example: computer operating system).
The City of Napoleon does not condone the illegal duplication of software.
The copyright law is clear. The copyright holder is given certain
exclusive rights, including the right to make and distribute copies. Title
17 of the U.S. Code states that "it is illegal to make or distribute copies of
copyrighted material without authorization". The only exception is the
users' right to make a backup copy for archival purposes. Therefore, both
the unauthorized duplication of copyright protected software by City
employees, as well as the use of City software for personal purposes, is
strictly prohibited.
Finally, computers, software and/or accessories owned, leased or licensed
by the City shall not be used for illegal purposes.
Personal Use of City Property Prohibited
Employees are not allowed to take, borrow, or use City of Napoleon tools,
equipment, or supplies for their own personal use or make unauthorized
removal thereof, except as may be otherwise authorized in this manual.
Taking of City Property
Unauthorized possession or removal of City property is a very serious
offense. No item purchased or supplied by the City of Napoleon should
ever be removed from the City premises without the express authorization
of the employee's immediate Department Head APPOINTING
AUTHORITY and the proper paperwork associated with the situation
being filled out, if such paperwork is required. This policy applies to all
City property including raw materials, EQUIPMENT, mechanic's tools,
computers, and even pens and paper. Employees violating this policy will
be subjected to discipline up to and including possible dismissal and
prosecution. Referrals to criminal authorities will be made on a case-bycase basis.
Inspection of Lockers, Desks and Packages
For purpose of work related activity, to wit: retrieval of work related
materials; to investigate violations of workplace rules, or criminal conduct
that impacts on fitness for employment; and in order to maintain
workplace efficiency and productivity, as well as to reduce losses to the
City resulting from theft, the City of Napoleon reserves the right to inspect
all desks, lockers and other items or locations owned or controlled by the
City, as well as any packages or closed containers brought into or taken
out of the work area. In consideration of either continued employment, or
in consideration of future employment, and in consideration of being
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Policy 7.11

Policy 7.12

permitted to access the City premises (restricted areas) all City employees
agree to consent to such inspections.
For security purposes, all employees may be subject to search as they
enter or leave City facilities.
If a Department Head has concerns in regard to privacy issues, he/she
should contact the Law Director for advice.
Incidents Involving City Vehicles
When an employee is authorized to operate a City vehicle in the course of
assigned work, or when an employee operates their own vehicle in
performing their job, the employee will be considered completely
responsible for any traffic violations and fines associated therewith. When
an employee operates his or her personal vehicle on City business, the
vehicle shall be properly insured, and to the extent permitted by law, the
employee’s personal insurance shall be the exclusive coverage for all
claims.
Department Heads should advise employees on what to say and do (and
what not to say and do) in the event of a vehicular accident. City
insurance will cover accidents in City owned or leased vehicles only to the
extent as the City's insurance provider allows.
Use of City Vehicle
If an employee is authorized to use a City of Napoleon vehicle for City
business, the employee must adhere to the following rules:
•

The employee must be a licensed driver, free of suspension;

•

The employee must be responsible for following all the manufacturer's
recommended maintenance schedules to maintain valid warranties, and
for following the manufacturer's recommended oil change schedule;

•

The employee must follow all laws and are responsible for paying any
moving or parking violation tickets;

•

The employee must keep the vehicle clean at all times, including
washed and vacuumed as often as necessary. An employee will be
reimbursed for reasonable expense of keeping the vehicle clean upon
production of a valid receipt for reimbursement;

•

The employee must not allow unauthorized persons not employed by
the City of Napoleon to operate or ride in a City vehicle;

•

Prior to operation of any City vehicle, an employee's Department Head
will train the employee on the appropriate steps to take if an employee
is involved in an accident, such as, filling out the accident report,
getting names of witnesses, and etc.

•

Unless otherwise authorized by the applicable Appointing Authority,
specially assigned City vehicles shall only be used when conducting
City business, and traveling to and from work. No private use is
permitted without the express permission of the Appointing Authority
and then it is permitted only to the extent as authorized by the
Appointing Authority.
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•

EMPLOYEES ARE REQUIRED TO BE FAMILIAR WITH
AND COMPLY WITH LOCAL LAWS BEFORE USING A
WIRELESS DEVICE WHILE OPERATING A MOTOR
VEHICLE FOR BUSINESS PURPOSES. SAFE
OPERATION OF ANY VEHICLE IN THE
PERFORMANCE OF COMPANY BUSINESS IS THE
RESPONSIBILITY OF THE DRIVER AND MUST BE
GIVEN APPROPRIATE ATTENTION AT ALL TIMES. IN
EVERY SITUATION, DO NOT USE A WIRELESS
DEVICE WHILE THE VEHICLE IS IN MOTION IF
DOING SO DISTRACTS ATTENTION FROM DRIVING.
ADDITIONALLY, ALL EMPLOYEES ARE PROHIBITED
FROM USING DATA SERVICES ON THEIR WIRELESS
DEVICES, SUCH AS TEXTING OR ACCESSING THE
MOBILE WEB OR OTHER DISTRACTING ACTIVITIES,
WHILE DRIVING.
ANY EMPLOYEE IN VIOLATION OF THIS POLICY
WILL BE SUBJECT TO PROMPT DISCIPLINARY
ACTION, UP TO AND INCLUDING TERMINATION.
(POLICE OFFICERS ARE EXEMPT FROM THIS
POLICY BUT SHOULD STILL USE EXTREME CAUTION
WHEN USING A WIRELESS DEVICE AND PULL OVER
IF THE SITUATION ALLOWS).

ALL EMPLOYEES DRIVING ANY CITY VEHICLES
SHOULD ANNUALLY PROVIDE TO THE CITY A COPY
OF THEIR DRIVER’S LICENSE AND AUTHORIZE THE
CITY TO RUN AN ANNUAL REPORT FROM THE STATE
ON THEIR DRIVING RECORD.
POLICY 7.13 USE OF PERSONAL VEHICLE FOR CITY USE
WHEN CITY EMPLOYEES, INCLUDING, PT
FIREFIGHTERS AND/OR VOLUNTEERS, USE THEIR OWN
VEHICLE FOR CITY BUSINESS THE EMPLOYEES
INSURANCE ON THAT VEHICLE SHOULD BE VERIFIED
BY PROVIDING A DRIVER’S LICENSE, AND AUTHORIZE
THE CITY TO RUN AN ANNUAL REPORT FROM THE
STATE ON THEIR DRIVING RECORD AND A COPY OF
PERSONAL INSURANCE COVERAGE. IN THE STATE OF
THE ENTITY THE COURTS HAVE DETERMINED THE
INDIVIDUALS’ PERSONAL VEHICLE LIABILITY
COVERAGE IS PRIMARY AND CITY COVERAGE WOULD
ACT AS SECONDARY.
THE REASON TO VERIFY AN EMPLOYEES’ COVERAGE IS
FOR THE FOLLOWING REASONS:
1). TO MAKE SURE THE EMPLOYEE IS IN COMPLIANCE
WITH STATE LAW. IF THEIR LICENSE IS SUSPENDED
FOR VIOLATING THIS LAW IT COULD AFFECT THEIR
ABILITY TO FULFILL JOB REQUIREMENTS.
•
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2). TO ENSURE AN EMPLOYEE IS NOT RISKING THEIR
HOUSE OR FINANCIAL LIVELIHOOD WHILE DRIVING
FOR THE CITY OR COUNTY.
3). THE COVERAGE IS PROVIDED TO PROTECT THE CITY
FROM LIABILITY ACTIONS AND IT IS NOT THE INTENT
TO PROVIDE PRIMARY COVERAGE FOR AN
EMPLOYEE’S ACTION IN THEIR PERSONAL VEHICLE.
Policy 7.14 7.13
Property & Equipment Care
It is an employee's responsibility to understand the machines, tools, and
equipment an employee needs to use to perform their duties. Good care of
any equipment that is used during the course of employment, as well as
the conservative use of supplies, will benefit employees and the City of
Napoleon. If one finds that a machine or piece of equipment is not
working properly or in any way appears unsafe, the employee is to notify
their Department Head immediately so that repairs or adjustments may be
made. Under no circumstances should an employee start or operate a
machine deemed unsafe, nor should an employee adjust or modify the
safeguards provided.
Policy 7.15 7.14
Return of City Property
Except as provided in the second paragraph of this policy, any City of
Napoleon property issued to an employee, such as tools or uniforms, must
be returned to the City of Napoleon at the time of an employee's dismissal
or resignation, or whenever it is requested by an employee's Department
Head or a member of management. The employee is responsible to pay
for any lost or damaged items. The value of any property issued and not
returned may be deducted from an employee's paycheck, and may subject
an employee to criminal charges.
Upon termination or retirement, employees may keep any property that is
of little or no value, such as: name tags, identifications (voided), or other
like property; however, City Manager written approval is required;
moreover, Department Heads may expend a reasonable amount for
frames, plaques, certificates or the like, said amount to be approved by the
City Manager. It is deemed a proper expenditure of funds as a necessity
for preservation of employee management relationship and being an
employee benefit.
Policy 7.16 7.15 Computer Generated Files
For purpose of file management, computer generated files of
correspondence and the like (i.e. email) should be purged, when practical,
in accordance with the City's record retention schedule.
Policy 7.17 7.16
CITY ADMINISTRATION OF SOCIAL MEDIA
THE INTENDED PURPOSE BEHIND THE CITY OF NAPOLEON
ESTABLISHING SOCIAL MEDIA SITES (I.E. FACEBOOK) IS TO
KEEP ITS EMPLOYEES AND CITIZENS UP TO DATE ON CITY
EVENTS (I.E. PROGRAMS, WEATHER, MEETINGS, ETC.).
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ONLY AUTHORIZED MANAGEMENT MAY POST CONTENT ON
BEHALF OF THE CITY OF NAPOLEON. POSTS MADE BY
AUTHORIZED MANAGEMENT NEED TO BE FACTUAL, NONDEROGATORY, NON-DISCRIMINATIVE, ETC.
THE CITY RESERVES THE RIGHT TO RESTRICT OR REMOVE
ANY CONTENT THAT IS DEEMED INAPPROPRIATE. ANY
CONTENT REMOVED MUST BE RETAINED FOR A
REASONABLE PERIOD OF TIME, INCLUDING THE TIME, DATE
AND IDENTITY OF THE POSTER, WHEN AVAILABLE.
POLICY 7.18 USE OF PERSONAL PROPERTY FOR CITY USE
ANY PERSONAL PROPERTY OF THE EMPLOYEE USED FOR CITY
BUSINESS (LAPTOPS, CELL PHONES, MECHANICS TOOLS, ETC.)
MUST BE PRE-APPROVED IN WRITING BY THE
DEPARTMENT/DIVISION HEAD.

POLICY 7.19 PERSONAL ITEMS
PERSONAL ITEMS THAT MAY POSE POTENTIAL HAZARDS
(FLOOR HEATERS, COFFEE POTS, MICROWAVES, CONVECTION
OVENS, ETC.) MUST BE APPROVED FOR USE IN WRITING BY
THE DEPARTMENT/DIVISION HEAD.
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Policy 8

Pay Policies

Policy 8.1

General
The City of Napoleon has developed policies to insure wages and salaries
comparable to those of other employees with similar jobs at the City or in
our industry. Our wage and salary policy is designed to attract and retain
the best qualified people available.
To carry out this policy, we periodically compare our wage and salary
policy with community rates for similar positions using appropriate
published information from sources like statewide business organizations,
local chambers of commerce, state, and national organizations, various
management reports, and various local, state, and federal agencies.
Employees who are employed by the City of Napoleon will be carried
directly on our payroll. No person may be paid directly out of petty cash
or any other such fund for work performed.
Deductions From Paycheck (Mandatory)
The City of Napoleon is required by law to make certain deductions from
an employee's paycheck each time one is prepared. Among these are an
employee's federal, state, and local income taxes and an employee's
contribution to Public Employers Retirement Fund or the Police and Fire
Fund as required by law. These deductions will be itemized on an
employee's check stub.
The amount of the deductions may depend on an employee's earnings and
on the information furnished on an employee's W-4 form regarding the
number of dependents/exemptions claimed. Any change in name, address,
telephone number, marital status, or number of exemptions must be
reported to the payroll department immediately to ensure proper credit for
tax purposes. The W-2 form an employee receives for each year indicates
precisely how much of an employee’s earnings were deducted for these
purposes.
Any other mandatory deductions to be made from a paycheck, such as
court ordered attachments, will be explained whenever the City of
Napoleon is ordered to make such deductions.
Voluntary Deductions/Direct Deposit
It may be possible for employees to authorize the City of Napoleon to
make additional deductions from ones paycheck, (limit of three separate
accounts, exceptions at the sole discretion of the payroll department) such
as for Christmas clubs, credit union loan payments, payroll savings plans,
etc., or to deposit ones paycheck directly into an employee's savings or
checking account at a participating bank. An employee should contact the
payroll department for details and the necessary authorization forms.
Error In Pay
Every effort is made to avoid errors in an employee's paycheck. If an
employee believes an error has been made, he/she should tell their
Department Head immediately. He or she will take the necessary steps to
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Policy 8.5

Policy 8.6

Policy 8.7
Policy 8.8

Policy 8.9

Policy 8.10

research the problem and to assure that any necessary correction is made
properly and promptly. Errors that are found detrimental to the City may
be adjusted under the terms and conditions deemed appropriate by the
Finance Director.
Pay Cycle
Payday is normally on every other Friday afternoon for services performed
for the two (2) week period. The work week is considered to be from
Monday 12:00 a.m. through the following Sunday 11:59 p.m. with
exception of the Police Department which is Monday 7:00 a.m. through
the following Monday 6:59 a.m. Firefighters and EMT's (part time) work
period is considered to be from Monday 12:00 a.m. through the following
Sunday 11:59 p.m. biweekly (14 days).
Changes will be made and announced in advance whenever City holidays
or closings interfere with the normal payday. Checks may be disbursed
earlier under special circumstances i.e. scheduled days off and holidays, so
long as approved by the payroll department.
Paycheck Distribution
Pay summaries are distributed by the Finance Director utilizing
Department Heads when necessary. Actual pay will be paid through a
direct deposit process. Except for certain special pays as determined by the
Finance Director, all employees shall receive their pay by direct deposit.
Payroll Advances
The City of Napoleon does not advance or loan money to employees.
Termination & Severance Pay
Any accrued but unused vacation time will be paid at the time of
employment departure, as specified under the "Vacations" §197.18 of the
Personnel Code.
The City of Napoleon does not normally pay severance pay.
Wage Assignments (Garnishments)
We hope employees will manage their financial affairs so that we will not
be obligated to execute any Court ordered wage assignment or
garnishment against an employee's wages; however, whenever Court
ordered deductions are to be taken from an employee's paycheck, such
employee will be notified.
An employee will not be discharged because of wage garnishment "for
any one indebtedness". An employee's wages may be garnished several
times to repay only one debt; however, multiple garnishments (being
defined herein as three or more judgment creditors in any twelve (12)
month period) may be cause for dismissal, except that a garnishment for
support will not be used as the basis for discharge or disciplinary action.
Compensation Reviews
Base wage and salary increases are based on merit, with some
consideration being given to cost of living; however, an increase in the
cost of living and having ones compensation reviewed does not
necessarily mean that an employee will be given an increase.
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Each employee will be reviewed annually by the employee's supervisor
for the purpose of determining a pay increase, if any, as well as for other
reasons associated with reviews. New hires or transferees shall be
evaluated within a reasonable time prior to their anniversary date. The
criteria established on the City's standard "Performance Evaluation
Report" will be utilized in the review process. Should any such employee
receive three (3) or more marks or comments of "not satisfactory" on the
latest review, such employee shall not be entitled to any increase in
compensation; however, if an employee receives three (3) marks or
comments of "exceeds standards" in the latest review, it may cancel one
(1) mark of "not satisfactory". The Appointing Authority has full
discretion, based on the latest evaluation, or combination thereof for the
calendar year, to give full, part or no increase in compensation; therefore,
leveling an employee’s compensation where it deems proper. Based on
poor review, the Appointing Authority may keep the employee at the rate
of compensation the employee received prior to the enactment of this
legislation, or in case of subsequent years, keep the employee at the rate of
compensation received in the immediate prior year. Except for New hires,
salary employees or transferees where increases may be considered at
other times, any wage or salary increases will generally begin the first
paycheck of January of the following year. Wage and salary increases not
started then may be retroactive in the case of late reviews, at the discretion
of the applicable Appointing Authority. Nothing in this policy shall be
construed as to mandate any increases.
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Policy 9

Employee Communication

Policy 9.1

Bulletin Boards
Electronic and conventional bulletins and bulletin boards are our "official"
way of keeping everyone informed about new policies, changes in
procedures, job openings, and special events. Information of general
interest is posted regularly on the bulletin boards. Employees are
encouraged to form the habit of reading the bulletin boards regularly so
that they will be familiar with the information posted on it.
Only authorized personnel are permitted to post, remove, or alter any
notice on the bulletin boards. If an employee wishes to have notices
posted on City bulletin boards, Department Head approval is required.
Communications
Successful working conditions and relationships depend upon successful
communication. Not only do employees need to stay aware of changes in
procedures, policies, and general information, employees also need to
communicate their ideas, suggestions, personal goals, or problems as they
affect employee's work.
In addition to the exchanges of information and expressions of ideas and
attitudes which occur daily, an employee must make certain they are
aware of and utilize all the City of Napoleon methods of communication,
including this Manual, bulletin boards, discussions with an employee's
Department Head, memoranda, staff meetings, newsletters, training
sessions, etc.
Employees will receive other information booklets, such as insurance
booklets, from time to time. Employees may take these booklets home so
that their family may know more about the job and benefits.
In addition, employees may receive letters from the City of Napoleon.
There is no regular schedule for distribution of this information. The
function of each letter is to provide employees and their family with
interesting news and helpful information which will keep all up-to-date on
events.
Specially Scheduled City Meetings
On occasion, we may require that employees attend a specially scheduled
City sponsored meeting. If this is scheduled during an employee's regular
working hours, attendance is required. If it is held during an employee's
non-working hours, an employee will be paid for the time he/she actually
spends at the meeting. (If an employee qualifies for overtime pay by
virtue of working more than eight (8) continuous hours on a particular day
or more than forty (40) hours that same work week, then the employee
will receive their overtime rate; exception being certain Fire Department
personnel whose overtime is based on more than twenty-four (24)
continuous hours on a particular day or more than fifty-three (53) hours in
that same work week.
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Policy 9.4

Policy 9.5

Department Meetings
From time to time, an employee's Department Head will schedule
department meetings before, during, or after work. It's to an employee's
advantage to be at these meetings. They give all workers a chance to
receive information on the City of Napoleon events, to review problems
and possible solutions, and to make suggestions about an employee's
department or job.
If an employee's attendance at department meetings is mandatory, failure
to attend may be subject to disciplinary action.
Grievances & Suggestions
An efficient, successful operation and satisfied employees go hand in
hand. Employee grievances/suggestions are of concern to the City of
Napoleon, regardless of whether the problems or ideas are large or small.
In order to provide for prompt and efficient evaluation of and response to
grievances/suggestions, the City of Napoleon has established a formal
Grievance/Suggestion Procedure. It will always be the City of Napoleon's
policy to give full consideration to every employee's opinion. There will
be no discrimination against or toward anyone for his or her part in
presenting grievances/suggestions.
Under this policy, a grievance is defined as all issues regarding wages,
benefits and terms and conditions of employment, excluding disciplinary
action(s). The grievance procedure is applicable to all employees except;
the appointing authorities, unclassified employees and employees covered
by a collective bargaining agreement. Any employee may file a
suggestion.
The grievance procedure shall be as contained in "Employee Relations"
§197.04 of the Personnel Code.
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Policy 10

Miscellaneous Policies

Policy 10.1

Expense Reimbursement In General
Except as otherwise provided, employees must have their Department
Head's written authorization (requisition/purchase order, etc.) prior to
incurring an expense on behalf of the City of Napoleon. To be reimbursed
for all authorized expenses, employees must submit an expense
report/voucher accompanied by receipts and approved by their Department
Head. Expense report/voucher(s) should be submitted each week, as
authorized reimbursable expenses incur. Detailed procedures for the
reimbursement of expenses related to travel are set forth under a separate
title of this Manual (see "Travel and Expense Accounts").
Gifts
Advance approval from the Appointing Authority is required before an
employee may accept or solicit a gift of any kind from a citizen, supplier,
or vendor representative. Employees are not permitted to give gifts, at
City expense, to citizens or suppliers, except for certain promotional or
informational purposes which must be approved by the Appointing
Authority.
Housekeeping In General
Neatness and good housekeeping are signs of efficiency. Employees are
expected to keep work areas neat and orderly at all times, it is a required
safety precaution.
Easy accessible trash receptacles and recycling containers are located
throughout the buildings. Employees are to put all litter and recyclable
materials in the appropriate receptacles and containers. Cigarettes are not
to be put out or dropped on the floor but thrown into proper receptacles.
Employees are to be aware of good health and safety standards, including
fire and loss prevention.
Lunch Room Facility
For employee convenience and comfort, the City of Napoleon provides
lunch rooms for employees who want to bring their lunch from home.
These areas are for everyone's use. It is an employee's responsibility to do
their share in keeping these facilities clean and sanitary, to wit: clean up
after oneself.
Managers
An employee's Department Head or supervisor is the person on the
management team who is closest to the employee and the employee's
work. An employee's day-to-day contact with their Department Head
gives an employee a chance to receive guidance and counsel regarding
assignments and to check the progress an employee makes on the job. An
employee's Department Head can show an employee how the employee's
work fits into the overall picture, teach an employee how to do things,
explain the "how's" and "why's," and encourage employees when things
look a little tough.
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Policy 10.6

Policy 10.7

Policy 10.8

Policy 10.9

The Department Head is in immediate charge of the department. He or
she is responsible for the efficient operation of the department. The
Department Head has authority to assign work, recommend transfers or
promotions, and to maintain order and discipline. This may be
accomplished by the Department Head personally or through his or her
assistant.
An employee's Department Head probably started in a job much like the
employees and can guide and help the employee. An employee's
Department Head wants all employees to succeed. An employee is
encouraged to know ones Department Head, and when help is required or
questions, complaints, problems, or suggestions need addressed, an
employee should contact their Department Head first.
Parking Lots
Employees are encouraged to use the parking areas designated for our
employees. Generally, parking spaces adjacent to or in front of our
building(s) are for citizens and visitors only. Employees should lock their
vehicle every day and park within the specified areas.
Courtesy and common sense in parking will avoid accidents, personal
injuries, and damages to an employee's vehicle and to the vehicles of other
employees. If an employee should damage another vehicle while parking
or leaving, immediately report the incident, along with the license
numbers of both vehicles and any other pertinent information to the
employee's Department Head.
The City of Napoleon does not assume any liability for any loss or
damages an employee may sustain.
Personal Property
Employees may be assigned a locker for personal possessions. Employees
are responsible for keeping their locker clean, sanitary, and orderly. The
City of Napoleon does not assume any responsibility for loss or damage to
personal property of any employee.
Solicitations & Distributions
Solicitation for any cause during working time and in working areas is not
permitted. Employees are not permitted to distribute non-City literature in
work areas at any time during working time. Working time is defined as
the time assigned for the performance of an employee's job and does not
apply to break periods and meal times. Working areas do not include the
lunch room or the parking areas. Solicitation during authorized meal and
break periods is permitted so long as it is not conducted in working areas;
however, employees are not permitted to sell chances, merchandise, or
otherwise solicit money or contributions without management approval.
Persons not employed by the City of Napoleon are prohibited from
soliciting or distributing literature on City property.
Resignation
While we hope that both the employee and the City of Napoleon will
mutually benefit from continued employment, we realize that it may
become necessary for an employee to leave their job with the City of
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Policy 10.10

Policy 10.11

Policy 10.12

Policy 10.13

Napoleon. If an employee anticipates having to resign a position with the
City, the employee is expected to notify their Department Head at least
two (2) weeks in advance of the date that the employee must leave.
Fraternization Prohibited
Except as provided in Policy 3.5, in order to maintain good job
performance and effective operations and uphold the integrity of the City
offices, no employee shall have an intimate or sexual relationship with a
subordinate employee, or have a romantic or passionate affair with a
subordinate employee.
Business Expenses
From time to time employees may incur legitimate expenses while on or
during City business (example: meals during a business meeting or work
session), such expenses being payable by the City when approved by the
Appointing Authority, approval being in the sole discretion of the
Appointing Authority. Under no circumstances will alcoholic beverages
be found to be a legitimate business expense except when used as a
bonafide training tool.
Uniform Allowance
In certain jobs within the City, special uniforms or garments are required
to ensure proper performance of an employee's duties. When such
uniforms or garments are required, the City will furnish the same,
including the cleaning thereof, at no cost to the employee. Payment of
cost associated with this policy is subject to prior approval of the
Appointing Authority, approval being in the sole discretion of the
Appointing Authority.
Damaged, Destroyed or Stolen Personal Property
Generally, the city will not pay for damaged or destroyed personal
property of an employee. However, in order to encourage full response of
employees in situations where loss may occur, if damage or destruction of
property is a direct result of performing ones official duties, and such is
not due to the negligence or intentional acts of the employee, then such
items may be reimbursed, repaired or replaced in accordance with this
Policy. Reimbursement, repairing or replacement is at the sole discretion
of the Appointing Authority and subject to authorized expenditure
amounts and subject to availability of funds.
If destroyed:
•

Replacement of the like or similar type of property may be offered as
replacement by the City or, if determined to be less by the Appointing
Authority.

The cash value of a replacement of the like or similar type of property
may be offered as in lieu of replacement by the City, considering the
fair market value and/or depreciation, if any.
If damaged:

•

•

Repair cost(s) may be covered by the City. Repair cost(s) shall not
exceed the current replacement costs.
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•

In the event an employee has personal insurance to cover the loss, an
employee shall first seek recovery from his/her own insurance. Any
payment that may be made by the City or its insurance shall be limited
to $1,000.00 per item. The limits established herein also apply to any
amounts paid by the City over and above what may be paid by an
employee's insurance.

At no time will any extravagant personal belongings be covered, nor
motor vehicles or its contents or other miscellaneous items contained
therein. The City is not responsible nor will it pay for mysterious
disappearance or theft, or for items that are unique, unusual or
irreplaceable as determined by the Appointing Authority. Further, the
City is not responsible, and it will not pay for, normal wear and tear or
for loss of use.
Policy 10.14 Personal Use of Equipment and Tools
Permitting an employee to use personal equipment or tools in the course of
employment in lieu of the City expending dollars to purchase the same
may at times result in savings to the City; therefore, personally owned
equipment or tools may be used by employees when prior approval in
writing is granted by the Appointing Authority or Department Head. In
case of an emergency, the Appointing Authority, Department Head or
immediate supervisor may authorize use of the equipment or tools by oral
means. This approval provision is subject to review at any time.
Non approved equipment or tools are not permitted and any use will be at
the employee's risk and will not be replaced or repaired in whole or in
part.
Personally owned equipment or tools approved for use that are damaged
or destroyed in the course of employment may be replaced or repaired, at
the sole discretion of the Appointing Authority, in whole or in part as
follows:
If destroyed:
•

•

Replacement of the like or similar type of equipment or tools may be
offered as replacement by the City or, if determined to be less by the
Appointing Authority,

•

The cash value of a replacement of the like or similar type of
equipment or tools may be offered as in lieu of replacement by the
City, considering the fair market value and/or depreciation, if any.

If damaged:
Repair cost(s) may be covered by the City. Repair cost(s) shall not
exceed the current replacement costs.
For the purpose of this Policy, equipment and tools do not include motor
vehicles or its contents, or other miscellaneous items carried therein, or
acts of negligence or misconduct by the employee which results in the
destruction or damage of equipment or tools; further, the City is not
responsible for or shall pay for mysterious disappearance or theft or items
that are unique, unusual, or irreplaceable as determined by the Appointing

•
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Authority. The City is not responsible for loss of use. In no case shall the
City be responsible for normal wear and tear. Also, any replacement,
repair or payment shall be at the sole discretion of the Appointing
Authority and subject to the allowable expenditure amounts and subject to
availability of funds.
The maximum payment that may be paid under this policy by the City or
its insurance shall be $5,000.00 per item and $10,000.00 per occurrence.
Notwithstanding the other provisions of this Policy 10.14, in the event that
a Firefighter, EMT, or Paramedic, being volunteer, paid part time, or full
time status of the Napoleon Fire/Rescue Department, has damage done to
their personal vehicles in the course of responding to an emergency call,
then the City shall pay up to $5,000.00 of actual out of pocket expenses
(expenses not otherwise covered by insurance) for repair to or replacement
value of the Firefighter, EMT, or Paramedic's damaged vehicle, whichever
is less. Replacement value shall be in the sole determination of the City.
This provision is applicable only when all of the following apply:
•

Money has been budgeted for losses under this Policy by the
Appointing Authority in the year of the event.

•

The damage was at the sole fault of a third party as determined in the
sole discretion of the Appointing Authority.

• The vehicle was authorized for use by the Fire Chief.
Policy 10.15 Taxation Disclaimer
Any reimbursement or benefit provided by the City to the employee, an
employee’s family member or estate, may be subject to taxation. Except
as may be otherwise required by law, the City assumes no tax liability
associated therewith. Employees are encouraged to keep accurate records
pertaining to any reimbursement or benefit received from the City in the
event of audit.
Policy 10.16 Genetic Information Nondiscrimination Act (GINA)
GINA is a federal law that prohibits discrimination in health coverage
and employment based on genetic information. GINA, together with
already existing nondiscrimination provisions of the Health Insurance
Portability and Accountability Act, generally prohibits health insurers
or Health Plan Administrators from requesting or requiring genetic
information of an individual or an individual's family members, or using
such information for decisions regarding coverage, rates, or preexisting
conditions. Gina also prohibits employers from using genetic
information for hiring, firing, or promotion decisions, and any
decisions regarding terms of employment.
Gina defines genetic information as information about:
•

An individual's genetic tests (including genetic research study);

•

Genetic tests of an individual's family members (defined as
dependents and up to and including 4th degree relatives;

•

Genetic tests of any fetus of an individual or family member who is a
pregnant woman, and genetic tests of any embryo legally held by an
68

individual or family member utilizing assisted reproductive
technology;
•

The manifestation of a disease or disorders in an individual's family
members (family history); or;

•

Any requests for, or receipt of, genetic services or participation in
clinical research that includes genetic services (genetic testing;
counseling; or education) by and individual or an individual's family
members.

Therefore, it is the policy of the City that no person, board or commission
that is employed or affiliated with the City will use genetic information,
regardless of when the information was obtained or collected, when
considering the hiring or firing of city employees, or for other decisions
concerning the terms and conditions of individual city employment, except
to the extent as may otherwise be permitted by law; moreover, employees
of the City will follow all legal requirements of the Act. If you as an
employee are unaware or unsure of the requirements of the Act or your
protection, you should contact the Human Resources Department.
IN THE COURSE OF YOUR EMPLOYMENT, THERE MAY BE
SITUATIONS IN WHICH YOU ARE REQUIRED TO PROVIDE
MEDICAL INFORMATION TO THE CITY OF NAPOLEON
(REQUESTS FOR LEAVE UNDER THE FMLA, LEAVES OF
ABSENCE, WORKERS’ COMPENSATION, ETC.). THE GENETIC
INFORMATION NONDISCRIMINATION ACT OF 2008 (GINA)
GENERALLY RESTRICTS EMPLOYERS FROM REQUESTING OR
REQUIRING GENETIC INFORMATION, EXCEPT IN LIMITED
CIRCUMSTANCES (E.G., REQUESTING LEAVE BECAUSE OF A
FAMILY MEMBER’S SERIOUS HEALTH CONDITION).
ACCORDINGLY, EMPLOYEES SHOULD NOT PROVIDE
EMPLOYER WITH GENETIC INFORMATION WHEN PROVIDING
MEDICAL INFORMATION, EXCEPT IN THOSE VERY LIMITED
SITUATIONS
“GENETIC INFORMATION” INCLUDES AN INDIVIDUAL’S
FAMILY MEDICAL HISTORY, THE RESULTS OF AN
INDIVIDUAL’S OR FAMILY MEMBER’S GENETIC TESTS, THE
FACT THAT AN INDIVIDUAL OR AN INDIVIDUAL’S FAMILY
MEMBER SOUGHT OR RECEIVED GENETIC SERVICES, AND
GENETIC INFORMATION OF A FETUS CARRIED BY AN
INDIVIDUAL OR FAMILY MEMBER RECEIVING ASSISTIVE
REPRODUCTIVE SERVICES.
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Policy 11

Employee And Public Safety

Policy 11.1

Safety Policy
Safety is everybody's business. Safety is to be given primary importance
in every aspect of planning and performing all the City of Napoleon
activities. We want to protect all employees against injury and illness, as
well as minimize the potential loss of production.
All injuries (no matter how slight) are to be reported to an employee's
Department Head immediately, as well as anything that needs repair or is
a safety hazard. Below are some general safety rules. An employee's
Department Head may publish other safety procedures in a particular
department or work area:
•

Avoid overloading electrical outlets with too many appliances or
machines;

•

Use flammable items, such as cleaning fluids, with caution;

•

Walk don't run;

•

Use stairs one at a time;

•

Report to an employee's Department Head if an employee or a
coworker becomes ill or is injured;

•

Ask for assistance when lifting heavy objects or moving heavy
furniture;

•

Smoke only in designated smoking areas;

•

Keep cabinet doors and file and desk drawers closed when not in use;

•

Never empty an ash tray into a waste basket or open receptacle;

•

Sit firmly and squarely in chairs that roll or tilt;

•

Wear or use appropriate safety equipment as required in an employee's
work;

•

Avoid "horseplay" or practical jokes;

•

Start work on any machine only after safety procedures and
requirements have been explained (and an employee understand them);

•

Use air hoses only for the use intended. Avoid blowing air at oneself
or anyone else;

•

Wear appropriate personal protective equipment, like shoes, hats,
gloves, goggles, spats, hearing protectors, etc., in designated areas or
when working on an operation which requires their use;

•

Keep the work area clean and orderly, and the aisles clear;

•

Stack materials only to safe heights;

•

Watch out for the safety of fellow employees;

•

Use the right tool for the job, and use it correctly;

•

Wear gloves whenever handling castings, scrap, barrels, etc.;
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Operate motorized equipment only if authorized by an immediate
Department Head. All operators must be validly licensed when
required by law or rules;
The failure to adhere to these rules will be considered serious infractions
of safety rules and may result in disciplinary actions.
Safety Rules When Operating Machines & Equipment

•

Policy 11.2

•

Machine guards must be in place while machines are in operation;

•

Loose clothing, jewelry, or rings must be removed before operating
machinery;

•

Wear steel toe shoes and (if necessary) prescription eye protection to
start the job;

Required personal protective equipment, except for prescription
glasses and steel toe shoes, will be issued to an employee by their
Department Head.
We will continue to provide a clean, safe, and healthy place to work and
we will provide the best equipment possible. Employees are expected to
work safely, to observe all safety rules and to keep the premises clean and
neat. Carelessly endangering oneself or others may lead to disciplinary
action, including possible dismissal.
Security
The safety and security of our employees is of paramount concern to the
City. To this end, the City may install and use surveillance cameras.
When installed, no liability shall be assumed by the City or any officer,
official or employee for failing to adequately monitor the same. Although
the use of such surveillance cameras shall be primarily limited to personal
safety and security measures, the City or law enforcement personnel may
also occasionally utilize such equipment for the investigation of criminal
activity. Only video monitoring will be permitted, no audio, unless
consented to by one (1) party to the conversation that is being monitored.
In consideration of either continued employment, or in consideration of
future employment, all City employees agree to consent to such
surveillance monitoring.
If a Department Head has questions concerning privacy issues, he/she
should discuss the same with the Law Director.
Maintaining the security of the City of Napoleon buildings and vehicles is
every employee's responsibility. Develop habits that insure security as a
matter of course. For example:

•
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•

Always keep cash properly secured. If an employee is aware that cash
is insecurely stored, the employee should immediately inform the
person responsible;

•

Know the location of all alarms and fire extinguishers, and familiarize
oneself with the proper procedure for using them, should the need
arise;

•

When leaving the City of Napoleon's premises make sure that all
entrances are properly locked and secured.
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Policy 11.4

Policy 11.5

Policy 11.6

Policy 11.7

First Aid
Good safety practice requires that we keep records of all illnesses and
accidents which occur during the workday. The Workers' Compensation
Act also requires that an employee report any illness or injury on the job,
no matter how slight. If an employee is injured or becomes ill, an
employee is to contact their Department Head for assistance. The failing
to report an injury may jeopardize an employee's right to collect workers'
compensation payments as well as health benefits. Employees should
contact their Department Head for more information if questions or
concerns exist.
* The City of Napoleon has made an arrangement with Henry County
Hospital to provide first aid in medical emergencies.
Smoking And Smokeless Tobacco Prohibited
For liability reasons and health, safety, and welfare reasons, smoking, as
well as the use of smokeless tobacco products, are prohibited in the City
vehicles, buildings, offices, lunch rooms, and in areas where employees
are directly serving citizens, and in areas where employees share enclosed
space with nonsmoking (or nonusers of smokeless tobacco) coworkers.
Visitors
For liability reasons and safety reasons the City prohibits unescorted
visitors in our facilities beyond the reception area. Visitors are not
permitted in, or on the City of Napoleon buildings or facilities without
prior permission from the Department Head; no visitors are permitted in
working areas. If an employee is expecting visitors, the employee should
request permission from their Department Head.
AIDS TRANSFERABLE LIFE THREATENING ILLNESS
The City recognizes that employees with a TRANSFERABLE lifethreatening illness such as AIDS/HIV, HEPATITIS, ETC. may wish to
continue their employment and, in fact, that continued employment may
be therapeutically important to their recovery process. The City also
recognizes that it must satisfy its legal obligation to provide a safe work
environment for all employees, customers and other visitors to the City's
premises. As long as employees who have AIDS A TRANSFERABLE
LIFE THREATENING ILLNESS are able to maintain acceptable
performance standards in accordance with established City policies and
procedures, and the weight of medical evidence continues to indicate that
THE TRANSFERABLE LIFE THREATENING ILLNESS AIDS
cannot be transmitted by casual workplace contact, employees WITH A
TRANSFERABLE LIFE THREATENING ILLNESS AIDS will be
permitted to continue to work.
In determining such an employee's ability to continue in employment, the
City will consider making reasonable accommodations to the employee's
condition, consistent with applicable federal, state, and local laws.
If an employee has AIDS or any other A TRANSFERABLE life
threatening illness the employee is encouraged to contact the personnel
department and they will assist the employee in providing information
about the illness and about any available program to assist the employee
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and their family so far as practical. The employee should also contact
their physician so that the City can explore the types of possible
reasonable accommodations that may be recommended for the employee,
consistent with the business needs of the employee's department,
established City policy, and applicable federal, state, and local laws.
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Policy 12

Travel And Expense Accounts

Policy 12.1

Travel And Expenses In General
In order to make whole employees while on City business, all employees,
including permanent part time, part time, and temporary who by necessity,
travel on City business, will be advanced moneys based on anticipated
travel expenses. As a general rule, except when used by an Appointing
Authority, no City credit cards will be utilized without the express
approval of the applicable Appointing Authority.
Definition: City business for the purpose of this policy means, any
business usual and customary to City government, including but not
limited to, certain approved educational or training programs, approved
activities for the cultivation of community goodwill, and for participation
in approved community, professional, industrial, and legislative activities,
any or all being engaged into by employee when outside of the City of
Napoleon, Ohio and not on City owned premises. The below policies
concerning overtime shall be followed except where otherwise prohibited
by state or federal law.
Extravagant Expenses
Employees shall not be extravagant with City funds. Expenses deemed
extravagant will not be approved for reimbursement. What is considered
extravagant is in the sole discretion of the Appointing Authority. Any
expense considered extravagant or unauthorized shall be subject to
immediate reimbursement by the employee through cash payment, money
order, or payroll deduction as determined by the Appointing Authority.
The City of Napoleon will reimburse and/or advance employees for
reasonable and necessary expenses incurred and/or paid by the employee
in the conduct of City business.
Expense Statements
When practical, Employee Expense Statements must be prepared,
submitted, and approved for advance reimbursement prior to the expense
being incurred on a form provided by employer.
Except as herein provided, the City requires employees to furnish
information and necessary receipts to support the expenses advanced
and/or incurred.
An employee may submit an expense statement for reimbursement after
the travel expense has occurred, but employee must still have prior
approval of such travel/expense by employee's supervisor.
All required receipts must be forwarded with a photocopy of the
previously submitted expense statement.
Personal expenses for the maintenance of an employee while away on City
business may be reimbursable according to the following guidelines:

Policy 12.2

Policy 12.3

•

When practical, all travel or personal expenses must be approved prior
to occurrence.
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•

When possible, the employee should use a City vehicle.

•

Commercial transportation requests should be processed through the
City and generally require no reimbursement. Employees will be
reimbursed for personal auto mileage at the current rate allowed by the
federal standard, or at the Appointing Authority's discretion, the
commercial airline travel rate, whichever is lower.

•

Commercial lodging expenses will be reimbursed when the City has
required that the employee be away from home overnight in the
conduct of City business. Receipts are required. When making
lodging arrangements, employee should request government rate and
furnish Hotel/Motel with tax exempt form which should be obtained
from the Finance Director.

•

Recognizing that meals are more costly in places outside rural Ohio
where seminars are generally held, except as may be increased by the
Appointing Authority, meal expenses, not otherwise included in the
costs of the meeting, training, or seminar, excluding continental
breakfast, will be provided at the per diem rate of $8.00 for Breakfast,
$10.00 for Lunch, and $19.00 for Dinner without necessity of receipt
and without necessity of actual expenditure. An employee will be
granted a total daily allowance $37.00 for all meals as indicated in the
below stated manner. An employee may, at his/her option, combine
any meal costs so long as the below criteria is met and so long as the
expenditure does not exceed the total daily allowance:
 Breakfast expenses are authorized when overnight lodging is
necessary for the conduct of City business. In addition, breakfast
expenditures are approved for a bona fide public relations reason,
for the attendance of previously authorized Employees at civic or
professional club breakfast meetings and for early morning travel
which means the employee must be required to leave for travel
prior to 8:00 a.m. in the morning.
 Lunch expenses are authorized when out-of-town for City
business, for a bona fide public relations or business reason; or for
the attendance of previously authorized employee at civic or
professional club luncheons. Day trips away from the office for
normal work related duties do not qualify for lunch expense
reimbursement.
 Dinner expenses are authorized if the employee will have
overnight lodging or his/her arrival back to the City is past 5:00
p.m. (in the conduct of City business). Dinner reimbursement will
also be made for bona fide public relations reasons, or the
attendance of previously authorized employees at civic or
professional club dinner meetings.
 All day meal expenses are for an employee who is required to be
out-of-town prior to 8:00 a.m. and past 5:00 p.m.
 Voluntary Gratuities (tips) are not reimbursable, but may be paid
from any per diem rate received by the employee.
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•

Miscellaneous incidental personal or travel expenses may be
reimbursable according to the following guideline:
 Travel related use or service expenses such as road and bridge toll,
taxi, and parking will be reimbursed if reasonable in amount.
Receipts will be required for reimbursement.

•

The following types of expenses will not normally be reimbursed:
 Travel related child care expenses.
 Travel related personal expenses such as laundry, dry cleaning, etc.
 Personal expenditures, e.g. briefcase, umbrellas, clothing.
 Expenses for a spouse or family member accompanying the
employee on City business, unless reimbursement is approved by
the Appointing Authority.
 Expenses related to towing or other related repairs to non-City
vehicles while on City business.
 Theft of or damage incurred to non-City vehicles.
 Theft of or damage incurred to personal items.

•

Employees are reimbursed a fixed rate, calculated on mileage, when
utilizing non-City vehicles; therefore, employee is responsible for any
damage incurred to employee and/or their passengers by use of such
vehicle and therefore should be properly insured.

•

As a general rule, the City requires that advance of moneys for City
business be done prior to the next account pay period of the travel
date. The City of Napoleon will issue a check at least one (1) working
day prior to employee's travel date. If employee submits an employee
expense statement after the expense is incurred or on a monthly basis,
payment will be made at the next available accounts payable period.

•

Expenses and travel charges over $100.00 require prior approval by
the Appointing Authority. All travel itineraries, including supporting
documentation, should be given to the Appointing Authority prior to
the trip.

•

In the event that monies are advanced by the City; however, because
of cancellation or other cause the money is required to be returned,
monies shall be returned to the City within thirty (30) days of such
cancellation or event that triggered the reimbursement.

•

Any monies advanced as travel expenses that are not actually spent on
approved travel, except those amounts where a per diem rate has been
established, shall be returned to the City at time of reconciliation, said
reconciliation normally being within sixty (60) days upon returning to
work from travel. The City Finance Department shall be given
receipts or other documentation evidencing actual expenditure of the
funds to be turned in by the employee at time of final reconciliation.
The Finance Director may permit the expenditures in the event of
failure to produce a receipt upon furnishing other adequate means that
demonstrates the expenditure.
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•

Frequent flyer miles shall pass to the City when an airline permits the
same, except when received pursuant to Policy 12.8.

Nothing in this policy shall be construed as prohibiting any travel
expenditures to exceed what has been stated herein so long as the
amounts are not extravagant as determined by the Appointing
Authority.
Travel Time
Travel time out of the City qualifies as hours worked, for all hourly
employees, during the travel, except that when travel is overnight travel
and done outside the normal work hours, the travel is not compensable for
passengers or employees that are free to relax and not otherwise
performing work. Travel for hourly employees during normal working
hours on Saturdays and Sundays (when the normal work week is Monday
through Friday) would be compensable for drivers and passengers
regardless if they are free to relax.
Hours Worked When Away On Travel
In addition to what has been provided for in Policy 12.4 (Travel Time),
when an employee is away on travel (not during actual mobile process)
relating to City business, only those hours accrued during the employee's
regular working hours or during corresponding hours on non-working
days shall be considered as hours worked; moreover, if an employee is not
attending a work related activity while away on travel for one or more of
the days regularly scheduled to work, and then is scheduled to attend a
work related activity on a non-regularly scheduled day to work, only hours
actually worked will be considered for pay. For the purpose of this policy
work will be considered as performing activity related to City business.
(For instance, employee is regularly scheduled to work Monday through
Friday; however, a particular seminar an employee is attending convenes
on Monday, Wednesday, Thursday, Friday and Saturday; then employee
would not be paid for Tuesday but for Saturday at regular pay, thereby
substituting Tuesday for Saturday for pay purposes.)
Family Members And Travel
Employees may have family members with them during conferences or
other away City business; however, any additional expenses incurred as a
result thereof will be borne by the employee. Family members are not
permitted in City vehicles without prior authorization and a waiver of
liability being properly executed for travel purposes.
Personal Telephone Calls While On Travel
Employees are permitted one (1) telephone call per day, at City expense,
to maintain family contacts not to exceed ten (10) minutes in duration. All
other personal calls are at the sole expense of the employee, unless an
emergency arises or contact is required to rearrange a schedule due to City
activity.
Delay Or Inconvenience Benefits While On Travel
Occasionally airports and other transportation facilities or hotels offer cash
incentives, travel vouchers, or frequent flyer miles when travelers are
•

Policy 12.4

Policy 12.5

Policy 12.6

Policy 12.7

Policy 12.8
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delayed or inconvenienced. Employees may personally accept the same
so long as the delay or inconvenience is not at the expense of the City
(example: loss of work to be performed, or additional: meals expense,
overtime expense, lodge expense, parking expense, etc.); otherwise, any
such benefit must be given to the benefit of the City.

78

Policy 13

General Benefits Package

Policy 13.1

Benefits In General
In addition to receiving an equitable salary and having an equal
opportunity for professional development and advancement, employees
may be eligible to enjoy other benefits which will enhance an employee's
job satisfaction. We are certain that employees will agree that the benefits
program described in this Manual represents a very large investment by
the City of Napoleon, and we trust that employees will avoid abusing any
of the program's benefits.
A good benefits program is a solid investment in the City of Napoleon and
its employees. It not only insures the loyalty of long time capable
employees, it also helps to attract talented newcomers who can help the
City of Napoleon grow. The City of Napoleon will periodically review
the benefits program and will make modifications as appropriate to the
City's condition.
IF AN EMPLOYEE BECOMES AWARE OF A PARTICULAR
SEMINAR THAT THE EMPLOYEE BELIEVES IS APPROPRIATE
FOR ENHANCING THEIR SKILLS (AND/OR THOSE OF OTHER
EMPLOYEES), IT SHOULD BE BROUGHT TO THE ATTENTION
OF THEIR DEPARTMENT HEAD. SINCE THESE SEMINARS ARE
USUALLY OFFERED ONLY AT SPECIFIED TIMES IN A
GEOGRAPHICAL AREA, THE EMPLOYEE SHOULD ATTEMPT TO
NOTIFY THEIR DEPARTMENT HEAD AS FAR IN ADVANCE AS
POSSIBLE. THIS WAY, HE OR SHE CAN ATTEMPT TO
SCHEDULE WORKLOADS TO ACCOMMODATE THE
EMPLOYEE'S (AND/OR OTHER EMPLOYEES') DESIRE TO
ATTEND THE SEMINAR.
REMINDER: IF AN EMPLOYEE IS TAKING A PRE-APPROVED
SEMINAR THAT OFFERS CONTINUING EDUCATION CREDIT,
THE EMPLOYEE SHOULD GIVE THEIR DEPARTMENT HEAD A
COPY OF THE CONTINUING EDUCATION CREDIT
CERTIFICATE (OR OTHER DOCUMENT) TO INCLUDE IN THE
EMPLOYEE'S PERSONNEL FILE.
Transferred from duplicate policy; policy 20.1

Policy 13.2

Eligibility For Benefits
Employees, full-time regular, will enjoy certain benefits contained in the
Personnel Code and this Manual. All employees should become familiar
with the Personnel Code. Part time, permanent part time and temporary
employees, will enjoy only those benefits, if any, which are required by
law to be afforded to them or that are clearly afforded to them by code or
policy, provided that they meet the minimum requirements set forth by
law and in the benefit plan(s).
Benefits that may be afforded to an employee are as follows:
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Policy 13.3

•

Overtime;

•

Compensatory Time;

•

Pension Fund;

•

Deferred Compensation;

•

Personal Holidays;

•

Regular Holidays;

•

Longevity Pay (not available to persons hired or rehired after
12/31/2007);

•

Vacation;

•

Trauma Leave;

•

Workers Compensation;

•

Health Insurance;

•

Life Insurance;

•

Bereavement Leave;

•

Family Medical Leave;

•

Holiday Leave;

•

Pregnancy and Temporary Disability Leave;

•

Deferred Medical Payment;

•

Military Leave;

•

City Program Discounts;

•

Educational Benefits;

•

Direct Deposits;

•

Credit Union Membership;

•

Discount Recreation Programs;

• EAP Benefits.
Conversion Privileges
At an employee's departure from employment, the employee should
inquire as to how he/she can continue their insurance coverage and any
other benefits an employee currently enjoy as an employee that are
eligible for continuation.
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Policy 14

Paid Leaves Of Absence

Policy 14.1

Leave Of Absence In General
Unless otherwise specified by the employee, time off for any reason
during a working day will count first against an employee's allotted days
or personal days, as appropriate, quarter hour, half hour, three quarter
hour, hourly, quarter day, half day or full day increments. Once an
employee has used all of HIS/HER earned or personal days, the time will
be counted against their earned vacation time. ANY LEAVE OF
ABSENCE thereafter, unless specifically ALLOWED, excepted, any time
off will be without pay.
Holiday Policies
Employees may take time off to observe religious holidays. If available, a
full day of unused (sick/personal) leave or a vacation day may be used for
this purpose, otherwise the time off is without pay. An employee must
notify their Department Head at least ten (10) business days in advance.
We schedule all national (City recognized) holidays on the day designated
by common business practice.
If a holiday occurs during an employee's scheduled vacation, the employee
is permitted to take an extra day of vacation.
To become eligible for holiday pay, the employee must work the full last
scheduled work day prior to, and the full next scheduled work day after,
each of the City observed legal holidays unless the employee was
otherwise in active pay status.
Employees who are scheduled to work on a designated City observed legal
holiday and do not report for work on the holiday shall not be entitled to
holiday pay unless their reason for not reporting would ordinarily
constitutes an acceptable excuse under the applicable provisions of the
Personnel Code.
Recognized Holidays
The following holidays are recognized by the City of Napoleon as paid
holidays:

Policy 14.2

Policy 14.3

•

New Year's Day;

•

Good Friday;

•

Memorial Day (last Monday in May);

•

Independence Day;

•

Labor Day;

•

Thanksgiving Day;

•

December 25th;

•

Note: Special floating holiday exists when December 25th falls on a
Wednesday, (see Personnel Code §197.16).

•

For full time non-bargaining employees, (except police and fire that
are twenty-four (24) hour services) as an additional benefit, on the day
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of December 24th when the City Administration building is open for
business, the work day shall be considered 8 a.m. to 3 p.m. 7:30 A.M.
TO 2 P.M. with a regular lunch period for those persons scheduled to
work; however, said employees shall be compensated for the full eight
(8) hours as if worked, except that no employee shall receive any
additional benefit from sick leave, vacation leave or similar other type
leave as a result of this Policy. (COMMENT: It is the intent of this
Policy to permit a scheduled employee to leave work two (2) hours
early without loss of pay and to merely accrue the benefits regularly
accrued and not otherwise benefit from this Policy.)
Recognizing that police and fire departments are essential twenty-four
(24) hour services, full time non-bargaining employees in police and
fire services of the City, who work a substantial amount (more than six
(6) hours) of a full shift between the hours of 12:01 a.m. to 11:59 p.m.
on a December 24th when the City Administration building is open for
business, shall receive a straight two (2) hours of holiday time.
Vacation
Vacation is a time for an employee to rest, relax, and pursue special
interests. The City of Napoleon has provided paid vacation as one of the
many ways in which we show our appreciation for employee loyalty and
continued service.
Employees are not eligible for paid vacation during their probationary
period, nor are they eligible for paid vacation if they are part time,
permanent part time or temporary (see Personnel Code §197.18).
Funeral (Bereavement) Leave
Full time (regular) employees are granted bereavement benefits in
accordance with the Personnel Code §197.16.
Jury Duty
Full time (regular) employees are encouraged to serve as jurors. It is an
employee's civic duty as a citizen to report for jury duty whenever called.
If an employee is called for jury duty, we will permit such employee to
take the necessary time off and we wish to help the employee avoid any
financial loss because of such service. The City of Napoleon will
reimburse the employee for the difference between their jury pay and their
regular pay, not to exceed eight (8) hours per day, for a maximum of ten
(10) business days.
The employee must notify their Department Head within forty-eight (48)
hours of receipt of the jury summons.
All moneys received as compensation, unless jury duty was served totally
outside of regular working hours, shall be turned over to the City to obtain
this benefit. (see also, Personnel Code §197.19)
Personal (Holidays) Leave
Full time (regular) employees are eligible to take FIVE (5) four (4) days
of paid personal holidays during each calendar year (see Personnel Code
§197.16). Such employees may use personal leave in units of no less than
two (2) hours at any one time. Personal leave time is intended to be used
•

Policy 14.4

Policy 14.5

Policy 14.6

Policy 14.7
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to accomplish personal business that cannot be accomplished during time
other than the employee's normal working hours. An employee is required
to request personal leave time from their Department Head in advance and
obtain his or her approval. During an employee's first calendar year, the
earned personal leave time is prorated.
If an employee is required to take a disability leave of absence, any
accrued personal leave will be paid at the time the leave commences.
Employees going on unpaid required military leave of absence may apply
their personal leave at the time the leave commences if they wish.
If an employee is on an approved leave of absence for less than thirty (30)
days, his/her personal leave eligibility will not be affected; should the
leave extend beyond thirty (30) calendar days, personal leave time will not
continue to accrue. This personal leave policy does not apply to "exempt"
employees on our payroll. It also does not apply if personal leave is
needed as a result of self-inflicted injury, illegal substance abuse or
alcohol abuse, or illness or injury incurred while in the act of committing a
felony.
In the event of an illness or injury which is covered by workers'
compensation insurance, this personal leave policy will not apply.
Personal leave may not be carried over and accumulated from year to year.
Personal leave not used during a calendar year will be canceled out and
not paid.
Policy 14.8 Sick Leave
To qualify for sick leave an employee must be a full time (regular)
employee or a permanent part time employee. Sick leave credit for full
time (regular) employees shall be earned at the rate of 0.0575 hours for
each hour of service only in active pay status, up to a maximum yearly
accumulation of one hundred and twenty (120) hours. Employees may use
their sick leave in units of no less than one quarter (1/4) hours at any one
time. An employee is required to advise their Department Head as soon as
possible that he/she will be absent from work due to illness. (See
Personnel Code §197.16)
Policy 14.9 Trauma Leave
Trauma Leave is controlled by the Personnel Code §197.17.
Policy 14.10 Military Leave Of Absence
Military Leave is controlled by the Personnel Code §197.19.
Policy 14.11 Unpaid Personal Leave Of Absence
In very special circumstances, the City of Napoleon may grant a leave for
a personal reason; however, generally are not granted for taking
employment elsewhere or going into private business. This policy is
controlled by the Personnel Code §197.19.
Policy 14.12 Unfit For Duty Leave
If an employee is unfit for duty due to medical or mental health reasons
and employee may be relieved from duty utilizing sick leave.
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Policy 14.13 Pregnancy and Temporary Disability Leave
The purpose of this Policy is to provide all employees, including part-time
and permanent part-time, that are pregnant, or otherwise have a qualified
temporary disability of their own, an opportunity to retain employment for
a set duration in time when other types of leaves are unavailable. It is not
the intent of this policy to extend FMLA leave; but rather, provide
necessary leave to an employee when FMLA leave is not initially or
otherwise available to the employee. Leave under this Policy shall be
controlled by the FMLA Policy, except that: (1) eligibility criteria related
to time in service and hours worked shall not apply; (2) to the extent
permitted, restoration of any health benefits shall be in accordance with
the health care plan; (3) key employees as defined in the FMLA Policy are
not exempted; (4) it is generally the employee's choice to be placed on this
leave; and, (5) there shall exist additional provisions as contained in this
Policy.
Employees are eligible to take an unpaid leave of absence under this
Policy for: (1) temporary disability due to pregnancy, childbirth or related
medical conditions; and, (2) their own other temporary disability as
qualified by the American with disability act. Leave under this Policy
shall run concurrent with other unpaid leaves of absence policies.
Seniority and benefits while on unpaid leave under this Policy shall be
treated the same as if the employee was on other types of unpaid leave for
medical purposes.
Transfer and accommodation – an employee is also entitled to a temporary
transfer to another position or other reasonable accommodation based on
the respective disability so long as: (1) the employee requests the transfer
or reasonable accommodation and the request is based on the medical
certification of a health care provider that a transfer or reasonable
accommodation is medically advisable; and, (2) the request can be
reasonably accommodated by the City.
The City MAY May also require an employee to transfer temporarily to an
available alternative position with the same pay and benefits in order to
accommodate an employee's need for intermittent leave or a reduced work
schedule. Further, unless otherwise prohibited by law, the Appointing
Authority may require an employee to take leave under this Policy when
necessary due to safety or job performance.
Outside employment – you may not work with any employer or work as a
self-employed employee, other than the City, during your leave of
absence. Outside work during your leave will result in immediate
termination.
Not to be construed as superseding or limiting the FMLA Policy, any
additional leave for taking care of a new born or adopted child shall be
considered the same as for any other personal reason under Section
197.19(g) of the Personnel Code.
Policy 14.14 Leave For Retirement Benefits Consultation
Newly hired full time employees, not to be construed as rehired
employees, shall receive four (4) hours of paid leave of absence in order to
84

receive consultation from representatives from an Ohio Retirement System
during the first one hundred eighty (180) days of their employment with
the City.
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Policy 15

Family And Medical Leave Act (F.M.L.A.)

Policy 15.1

Applicability
The Family and Medical Leave Act (FMLA) as adopted by the City
provides employees up to a total of twelve (12) work weeks of jobprotected leave during a rolling twelve (12) month period measured
backward from any FMLA usage for any of the following reasons:
•

Birth and care of an employee's newborn child;

•

Placement with the employee of a son or daughter for adoption or
foster care;

•

Because of a serious health condition of the employee that makes the
employee unable to perform the functions of the job; or

To care for a member of the employee's immediate family (i.e. spouse,
child or, parent) with a serious health condition.
FMLA also provides up to a total of twelve (12) work weeks of jobprotected leave during a single twelve (12) month calendar year because
of a Qualifying Exigency arising out of the fact that an employee's
SPOUSE, CHILD OR PARENT is a covered military member serving on
active duty or has been notified of an impending call or order to active
duty in support of a contingency operation.
FMLA further provides up to a total of twenty-six (26) work weeks of
Military Caregiver job-protected leave during a single twelve (12) month
calendar year to eligible employees for the following reason:

•

To care for a covered service member of the Armed Services who is
seriously injured in the line of duty. An eligible employee is the
spouse, child, parent or next of kin of a covered service member.
An employee is limited to, at most, a total of twenty-six (26) weeks of
protected leave taken in any twelve (12) month period for any
combination of FMLA leave. For example, if an employee has taken
twelve (12) weeks of leave for a birth of a child, said employee would
have a maximum of fourteen (14) additional weeks available for protected
caregiver leave in the twelve (12) month period.

•

Policy 15.2

Husband And Wife Are Employed By The City
If a husband and wife are employed by the City, they are subject to a
combined total of twelve (12) weeks of leave during the rolling twelve
(12) month period for birth or placement of a child or to care for an
employee's parent with a serious health condition. However, each
employee remains entitled to, for any other qualified purpose, the
difference between the amount he or she took individually for the abovestated purpose and the twelve (12) weeks. With regard to Military
Caregiver Leave, a husband and wife employed by the City are entitled to
a combined total of twenty-six (26) weeks of leave during a single twelve
(12) month calendar year (non-rolling) period to care for a service member
of the Armed Forces.
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Policy 15.3

Definitions
Definitions for the purpose of this Section shall be as follows unless in
conflict with the definitions as contained in the Federal FMLA.
Notwithstanding the preamble of this Code, in case of conflict between
this Code and the Federal FMLA definitions, Federal FMLA definitions
shall control:
(1) Eligible employee: For the purpose of this Section, an eligible
employee is an employee who works for the City who:
•

Has been employed for at least a total of twelve (12) months by the
City; and

Has worked at least 1,250 hours for the City during the previous
twelve (12) month period (determined as of the date leave
commences).
(2) Serious Health Condition: For the purpose of this Section means an
illness, injury, impairment, or physical or mental condition that
involves any one (1) or more of the following:

•

•

Any period of treatment or incapacity connected with inpatient care in
a hospital, hospice, or residential medical care facility, and any period
of incapacity or subsequent treatment in connection with such
inpatient care;

•

Continuing treatment by a health care provider which includes any
period of incapacity (i.e., inability to work or perform other regular
daily activities) due to:
 a serious health condition (including treatment or recovery) lasting
more than three (3) consecutive full calendar days and any
subsequent treatment or period of incapacity relating to the same
condition, that also includes:
 two (2) or more treatments within 30 days of the first day of
incapacity (unless extenuating circumstances) by a health care
provider; nurse under direct supervision of a health care provider;
or by a provider of health care services under orders of, or on
referral by, a health care provider; or,
 one (1) treatment by a health care provider with a continuing
regimen of treatment under the supervision of a health care
provider; or
 pregnancy or prenatal care (health care treatment is not necessary
for each absence); or
 a chronic, serious health condition which continues over an
extended period of time, requires at least two periodic health care
provider visits, and may involve episodic incapacity (e.g. asthma)
but a health care provider visit for each absence is not necessary;
or
 a permanent or long-term condition for which treatment may not
be effective (e.g. Alzheimer's, severe stroke, terminal cancer), with
supervision of treatment by a health care provider; or
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 any absence(s) to receive multiple treatment for restorative surgery
or for a condition likely resulting in a period of incapacity of more
than three (3) days if not treated (e.g., chemotherapy or radiation
treatments).
 Serious injury or illness in the case of a member of the Armed
Forces means an injury or illness incurred by the member in the
line of duty on active duty that may render the service member
"medically unfit to perform the duties of the member's office,
grade, rank or rating."
(3) In the absence of complications, "serious health condition" does not
include:
•

common cold or the flu

•

earaches

•

upset stomach or minor ulcers

•

headaches (other than migraine)

• routine dental or orthodontia problems.
(4) "Treatment" does not include:
•

routine physical examinations

•

eye examinations

• dental examinations
"Regimen of continuing treatment" does not include activities that can be
initiated without a visit to a health care professional:
•

over-the-counter medications (i.e. aspirin or salves)

•

bed rest

•

drinking fluids

• exercise and the like
(5) "Substance abuse" may be a serious health condition and FMLA leave
may be taken for such treatment on referral. An employee cannot use
FMLA leave because of use of a substance, as opposed to for substance
abuse.
(6) "Qualifying Exigency" means arising out of the fact that a covered
military member is in active duty or called to active duty in support of a
contingency operation. A qualifying exigency is available to a family
member of a military member in the National Guard or Reserves and
includes the following:
SHORT-NOTICE DEPLOYMENT
MILITARY EVENTS AND RELATED ACTIVITIES
CHILDCARE AND SCHOOL ACTIVITIES
FINANCIAL AND LEGAL ARRANGEMENTS
COUNSELING
REST AND RECUPERATION
POST-DEPLOYMENT ACTIVITIES
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Policy 15.4

Policy 15.5

Additional activities not encompassed in the other categories, but agreed
to by the employer and employer.
Qualifying Exigency leave does not apply to military members in the
regular armed forces
(7) "Covered Service Member" means a member of the Armed Forces
including the National Guard or Reserves, who is "undergoing medical
treatment, recuperation, or therapy, is otherwise in an outpatient status, or
is otherwise on the temporary disability retired list, for a serious injury or
illness."
(8) "Next of Kin" means the nearest blood relative of an individual who is
a covered service member.
Employee Requirements For FMLA
An employee is required to give the employer thirty (30) days advance
notice if need for leave is foreseeable and such notice is practicable based
upon planned medical treatment (verbal notice is sufficient); with regard
to service members of the Armed Forces, an employee's request for leave
based on a "qualifying exigency" and which is foreseeable must provide
the employer with "reasonable and practicable" notice.
An employee shall make a reasonable effort to schedule medical
treatments so as not to disrupt unduly the operations of the City, subject to
the approval of the health care provider; and
An employee shall provide the City as much notice as practicable if the
thirty (30) days of notice requirement cannot be met. When requesting
leave, the employee need not mention the FMLA. When the leave request
is made, it is the Department Head's duty TO INFORM THE HUMAN
RESOURCE DEPARTMENT OF SUCH REQUEST. THE HUMAN
RESOURCES DEPARTMENT to inquire WILL DETERMINE whether
this THE leave request constitutes FMLA leave request (or is for a reason
that would qualify for FMLA leave), and if the leave can and will be
counted against the FMLA entitlement period.
Intermittent Leave Schedule
Leave in blocks or intervals of time; an employee may use the smallest
increment utilized in the City's payroll system. In general, an employee is
required to use the City's call-in procedure.
Reduced Leave Schedule is a leave schedule that reduces an employee's
usual number of working hours per week, or hours per work day, a change
in the employee's schedule for a period of time, normally from full-time to
part-time:
•

For birth, care or placement of foster child, subject to the Department
Head's approval.

•

Leave based upon a serious health condition of the employee or a
family member may be taken on an intermittent or reduced leave
schedule when medically necessary (e.g., does not require the City's
approval).
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•

Leave to care for a service member of the Armed Forces who has
suffered a serious injury or illness incurred in the line of duty on active
duty may be taken on an intermittent or reduced leave schedule.

•

If an employee requests an intermittent or reduced leave schedule
because of a serious health condition that is foreseeable based upon
planned medical treatment, the City may require the employee to
transfer temporarily to an available alternative position offered by the
City for which the employee is qualified, if the position has equivalent
pay and benefits and better accommodates the recurring period of
leave than the employee's regular employment position.

Only one (1) notice designation is required unless the circumstances
underlying the leave have changed.
Unpaid And Paid Leave
Except for workers compensation leave and maternity type leave which is
discussed below, the employee shall utilize any accrued paid leave along
with FMLA leave up to the limits so accrued until exhausted in the
following order of use:

•
Policy 15.6

Policy 15.7

Policy 15.8

• Sick leave, paid vacation, personal time (not compensatory time).
An employee shall not be required to utilize any accrued paid leave (sick
leave, paid vacation, and personal time) with FMLA leave when the
departure from service is related to a workers compensation leave or
maternity or pregnancy type leave.
Nevertheless, FMLA leave (time) shall run concurrently (together) with
short-term or long-term disability or illness (including a serious health
condition) workers compensation, maternity, and pregnancy or temporary
disability type leave when permitted by law and when in the best interest
of the City.
City's Designation As FMLA Qualifying And Notice
The City's knowledge of FMLA qualifying reason requires prompt action.
Within five (5) business days (absent extenuating circumstances) the City
shall notify the employee that paid leave is designated and will be counted
as FMLA leave.
Notice may be oral or written (but confirmed in writing by next payday).
The failure of the City to designate paid leave as FMLA leave, despite
City's possession of requisite knowledge to do so, precludes the City from
retroactive designation; however, the employee is entitled to full range of
protections of FMLA.
If knowledge of FMLA qualifying leave is gained by the City only after
leave has started, the City may retroactively designate the qualifying leave
period as FMLA leave.
Health Care Coverage
The City shall be required to maintain the terms of the employee's group
health insurance coverage on the same conditions as the coverage would
have been provided if the employee had been continuously employed
during the entire leave period. Where permitted by law, the employee will
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be required to pay the employee's share of the premium. Advance written
notice by the City of the terms and method of payment is required
Policy 15.9 Late Premium Payment
If the employee is required to pay employee's share of the premium, the
City shall provide written notice to employee that payment has not been
received. Notice shall be mailed at least fifteen (15) days before the date
coverage is to cease advising the employee of the specific date of loss of
coverage (which shall be at least fifteen (15) days after date of notifying
letter).
Policy 15.10 Employee Eligible For Return
Any eligible employee who takes leave shall be entitled upon return from
such leave:
•

To be restored to the position of employment held by the employee
when the leave commenced; or

•

To be restored to an equivalent position with equivalent benefits, pay
and other terms and conditions of employment (assuming the
employee can perform the essential functions of the job);

•

This restoration requirement includes the same health plan benefits. If
an employee cannot or elects to not pay the health coverage premium
during the leave period, and the policy lapses, the City must be able to
restore the employee to equivalent health coverage upon return to
work (i.e. no waiting period, no new preexisting condition exclusion).

•

An employee may be laid off or terminated while on FMLA, without
the right of continuing benefits, so long as such lay off or termination
is due to a bona fide downsizing of the City's forces, provided
however, that no other obligation such as a collective bargaining
agreement existed and the City is able to demonstrate that the
employee would not have not been reinstated, reassigned or transferred
had they not been on FMLA leave.

•

Key employees, defined as salaried, as FMLA eligible, and among the
highest paid ten percent (10%) of all employees employed by the City
may be denied restoration if denial is necessary to prevent "substantial
and grievous economic injury" to the City operations. In determining
pay, the City shall consider year to date earnings excluding incentives
valued in the future. Such "key employee" status must be determined
at time notice of need for leave is given (or as soon as practicable).

•

For the purpose of this section, "substantial and grievous economic
injury" means: caused by restoration, not employee's absence. The
City may consider the City's ability to replace employee. Although
there is no precise test required, minor inconvenience is insufficient.

•

Key employee rights are:
 Written notice of key employee status, including identification of
potential consequences to employee regarding restoration and
maintenance of medical benefits, must be given "as soon as
practical".
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 Notice must be served personally or by certified mail.
 Notice must include an explanation of basis of substantial and
grievous economic injury and, if FMLA leave has commenced,
identification of a reasonable time for employee to return to work.
 Employee may still request restoration at conclusion of leave and
second determination and denial letter is required.
Policy 15.11 Documentation of Employees Health Leave
The employee is required to support by certification from the employee's
health care provider, or the military as applicable, the need for the leave
(except that persons who are pregnant are not required to see a health care
provider in connection with every absence e.g., morning sickness). If the
Department Head or Appointing Authority has reason to doubt the validity
of the original certification, the City may require, at the City's expense, a
second opinion from a physician determined by the City. When these two
opinions differ, the City, again at the expense of the City, may require a
third opinion from a health care provider jointly approved by the
employee and the City, which third opinion shall be considered binding on
the City and the employee. An employer may have direct contact with an
employee's doctor; however, the employee's "Direct Supervisor" may not.
Certification Required for Return to Work:
The City requires that the employee will provide in all cases, certification
from a health care provider that the employee is able to resume work. The
employee is notified of this requirement with the designation notice.
Failure to provide the fitness certificate may delay restoration to
employment. A list of the essential job functions will also be supplied
with the designation notice if the City requires certification of the
employee's ability to perform the essential job functions. A sufficient
medical certification must specify what functions related to the employee's
position that the employee is unable to perform so that the City can make a
determination whether the employee is unable to perform one or more
essential functions.
Policy 15.12 FMLA Requirements Of The City
(1) FMLA Notice Poster shall be conspicuously posted.
(2) Employee Policy Books shall include FMLA rights information.
(3) Written notice shall be provided to employees seeking FMLA leave in
regard to specific expectations and obligations, and consequences of
failure to meet an obligation as follows:
•

That leave will be counted against annual FMLA entitlement.

•

What medical certification requirements are and the consequences for
failing to file certification.

•

Employee's requirement to exhaust paid leave prior to going on unpaid
FMLA.

•

Health benefits premium payment requirements, if any, payment
arrangements, and consequences.
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•

Whether a fitness-for-duty certificate will be required and
consequences for failing to provide the same.

•

What key employee status are potential consequences, and conditions
required for denial of restoration.

•

Restoration rights, if any.

• Potential Health premium liability (applies only to unpaid leave)
(4) Notice must be given no less than once every six (6) months if FMLA
leave is taken, but not each subsequent time. However, notice must be
given if changes are made and a sixty (60) day window must exist prior to
effective date.
(5) Items contained in No. 3 above, must be given with each notice of
need for leave if medical certification or return-to-duty certificate is
required unless such requirement is met in the initial notice given and such
notice is contained in an employee's handbook (or other written document)
i.e. this Manual.
(6) Any notice failure of City will result in employee protection.
POLICY 15.13
GENETIC INFORMATION
ANY GENETIC INFORMATION THAT THE CITY OF NAPOLEON
ACQUIRES FROM THE MEDICAL INQUIRY PROCESS WILL BE
DEEMED INADVERTENT AND THE EMPLOYER WILL NOT BE
HELD LIABLE FOR RECEIVING IT IN RESPONSE TO ITS
REQUEST.
POLICY 15.14
FMLA/ STEP BY STEP
1. NOTIFY EMPLOYER THIRTY (30) DAYS IN ADVANCE (IF
APPLICABLE) OF NEED FOR LEAVE.
2. SUPERVISOR/ DEPARTMENT HEAD TO NOTIFY HUMAN
RESOURCES DEPARTMENT OF EMPLOYEES NEED FOR
LEAVE.
3. ANY EMPLOYEE ABSENCE OF THREE (3) OR MORE DAYS
(THAT MEET THE FMLA REQUIREMENTS) WILL BE
PLACED ON FMLA. POLICE AND FIRE THAT ARE ON
TWENTY-FOUR (24) HOUR SERVICES WILL BE PLACED ON
FMLA AFTER MISSING TWO (2) SHIFTS. EMPLOYEE MUST
USE ANY ACCRUED PAID LEAVE ALONG WITH FMLA
LEAVE UP TO THE LIMITS SO ACCRUED UNTIL
EXHAUSTED IN THE FOLLOWING ORDER OF USE:
• SICK LEAVE, PAID VACATION, PERSONAL TIME (NOT
COMPENSATORY TIME).
AN EMPLOYEE SHALL NOT BE REQUIRED TO UTILIZE ANY
ACCRUED PAID LEAVE (SICK LEAVE, PAID VACATION, AND
PERSONAL TIME) WITH FMLA LEAVE WHEN THE
DEPARTURE FROM SERVICE IS RELATED TO A WORKERS
COMPENSATION LEAVE OR MATERNITY OR PREGNANCY
TYPE LEAVE.
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4. A NOTICE OF ELIGIBILITY AND RIGHTS AND
RESPONSIBILITIES FORM WILL BE GIVEN TO THE
EMPLOYEE WITH THE DESIGNATED FMLA PAPERS FROM
THE HUMAN RESOURCES DEPARTMENT.
5. THE EMPLOYEE WILL HAVE FIFTEEN (15) DAYS TO
RETURN THE FMLA PAPERWORK. DUE DATE WILL BE
NOTED ON THE NOTICE OF ELIGIBILITY AND RIGHTS AND
RESPONSIBILITIES.
6. WITHIN FIVE (5) BUSINESS DAYS AFTER RECEIVING THE
FMLA PAPERS BACK FROM THE EMPLOYEE OR
PHYSICIAN, THE HUMAN RESOURCES DEPARTMENT WILL
THEN GIVE THE EMPLOYEE A DESIGNATION NOTICE
SPECIFYING IF ANY OTHER DOCUMENTATION IS NEEDED,
WHAT TIME IS COUNTED AGAINST THEIR FMLA LEAVE
ENTITLEMENT (IF APPLICABLE) AND IF DOCUMENTATION
IS NEEDED TO RETURN.
FAILURE TO RETURN FMLA PAPERWORK WILL BE
CONSTRUED AS NON-COMPLIANCE AND WILL BE SUBJECT TO
DISCIPLINARY ACTION.
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Policy 16

Insurance Coverage

Policy 16.1

Health & Insurance
Today's many health insurance plans and options can be confusing and
complicated. That is why the City of Napoleon has taken the time to form
a committee consisting of management and employees to carefully review
the coverage and plans available. We have selected the plan we feel
provides the best coverage for our employees. Employees are expected to
inquire about the literature provided by our insurance.
The City of Napoleon is interested in the health and well-being of an
employee and their family. A comprehensive health and life insurance
program is available for FULL-TIME the employeeS and their
FAMILIES family. We provide group insurance underwritten by a local
self-insured pool of municipalities. After completion of thirty (30) days
an employee becomes eligible for health coverage and thirty (30) for life
coverage. In the event of employee departure from employment with the
City of Napoleon, an ex-employee and their dependents will have
continued health insurance coverage for a period of thirty (30) days from
the date of departure at City expense; thereafter an ex-employee and their
dependents may have the right to continued coverage under COBRA at the
employee's expense. Employees should contact the payroll personnel for
details (see Personnel Code §197.15).
Life Insurance
Full time (regular) employees of the City of Napoleon may be covered by
our Group Life Insurance. This insurance is payable in the event of death
from any cause, at any time or place, while an employee is insured.
Payment will be made in a lump sum or in installments to the beneficiary,
as designated by the employee. The employee may change their
beneficiary whenever desired by submitting the appropriate documents to
the payroll personnel. Employees should refer to the literature provided
by our City's insurance company for details on life insurance coverage
(see Personnel Code §197.15).
Termination Of Insurance
An employee's insurance will terminate when the insurance policy
terminates, when an employee fails to make an agreed contribution to
premium when due, when an employee ceases to be eligible for coverage
under the terms of our group insurance program, or when an employee
ceases to be employed as a full time (regular) employee eligible for the
insurance. The City of Napoleon may in special circumstances, by
continuing to pay the premium, keep an employee's insurance in effect for
a brief period if an employee ceases to be an eligible employee for any
reason other than resignation, dismissal, or failure to meet the terms of
eligibility of our group insurance program.

Policy 16.2

Policy 16.3

95

Policy 17

Government Required Coverage

Policy 17.1

Workers' Compensation
The Ohio Workers' Compensation Law is a no-fault insurance plan which
is supervised by the state and one hundred percent (100%) paid for by the
City of Napoleon. This law was designed to provide employees with
benefits for any injury or illness an employee may suffer in connection
with their employment. Under the provisions of the law, if an employee is
injured while at work, or become ill as a result of work related conditions,
an employee is eligible to apply for Workers' Compensation.
The City, in an effort to reduce costs related to Workers' Compensation
claims, reserves the option to continue to pay the injured employee's lost
wages direct to the employee from City funds, in lieu of Workers'
Compensation.
Employees may obtain a copy of detailed guidelines and procedures
pertaining to Workers' Compensation from the City's Human Resources
Department. If a copy is not furnished at time of hiring, an employee
should make an inquiry at the earliest possible time.
Workers' Compensation Procedure
The City has established detailed procedures to ensure that an employee
receives quality health care timely and effectively. In the event of an onthe-job injury an employee should:

Policy 17.2

•

Report the injury to their supervisor.

• Seek medical treatment.
Although employees are free to seek treatment from any provider who is
Bureau of Worker's Compensation certified to receive payments from the
City's managed care group (Comp Management Health Systems), we ask
that employees seek medical attention from the Henry County Hospital.
Henry County Hospital
11-600 SR 424 East
1600 E. RIVERVIEW AVE.
Napoleon, Ohio 43545
Phone: 419-592-4015
Hours: 24 hours/day
•

An employee should complete all the necessary paperwork. An
employee's supervisor or the payroll personnel will assist an employee
and provide all necessary forms.

•

An employee's supervisor will provide the employee with a MCO
Identification Card. The employee should give this card to the medical
provider to ensure that all bills are sent to the correct address.

•

Notify Human Resources of the status of the injury.

•

Employees returning to work after being absent due to an injury must
report to their Department Head prior to beginning work, and must
bring a doctor's clearance for returning to duty.
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Policy 17.3

Policy 17.4

Policy 17.5

Long Term Disability Benefits
If the injury is very serious one an employee won't be able to work for a
year or more, an employee may be eligible for additional benefits from
their respective retirement system (i.e. PERS or the Police and Fire
Pension Fund). Employees should contact the nearest office of their
respective retirement system administration for information, or discuss
their situation with the claims representative of the City of Napoleon's
Workers' Compensation Insurance carrier.
Unemployment Compensation
The City of Napoleon pays a percentage of its payroll to the
Unemployment Compensation Fund according to the City of Napoleon's
employment history. If an employee becomes unemployed, they may be
eligible for unemployment compensation, under certain conditions, for a
limited period of time. Unemployment compensation provides temporary
income for workers who have lost their jobs. To be eligible such person
must have earned a certain amount and be willing and able to work. Such
persons should apply for benefits through their local State Unemployment
Office as soon as possible.
The City of Napoleon pays the entire cost of this insurance.
Workers Compensation Benefits When Drugs And Alcohol Involved
The purpose of this Policy is to establish a drug free policy and testing
procedure to promote employee safety, health, productivity and prevention
of the workplace injuries and to compliment Policy 5.6 (Drug Free Work
Environment Policy and Program).
Utilizing Policy 5.6, the City administration will endeavor to discuss and
educate its employees as to this Policy. Moreover, the City will endeavor
to train its supervisors in regard to this Policy and other drug policies of
the City.
In the event of a work place injury, testing for substances, such as alcohol,
controlled substances, medications not prescribed by the employee's
physician or not taken as prescribed, and over the counter medications
may be conducted when reasonable cause exists to suspect that the
employee may be intoxicated or under the influence of a controlled
substance not prescribed by the employee's physician. The testing shall be
conducted at qualified facilities as determined by the City; moreover, the
testing shall be at the City's expense.
The City hereby incorporates by reference the required Ohio Bureau of
Worker's Compensation notice into this Policy as well as Section 4123.54
of the Ohio Revised Code concerning work place injuries or occupational
disease involving alcohol, controlled substances, medications not
prescribed by the employee's physician or not taken as prescribed, and
over the counter medications.
ORC 4123.54 reads in pertinent part as follows:
•

Every employee, who is injured or who contracts an occupational
disease, and the dependents of each employee who is killed, or dies as
the result of an occupational disease contracted in the course of
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employment, wherever such injury has occurred or occupational
disease has been contracted, provided the same were not:
 Caused by the employee being intoxicated or under the influence
of a controlled substance not prescribed by a physician where the
intoxication or being under the influence of the controlled
substance not prescribed by a physician was the proximate cause of
the injury, is entitled to receive, either directly from the employee's
self-insuring employer as provided in Section 4123.35 of the
Revised Code, or from the state insurance fund, the compensation
for loss sustained on account of the injury, occupational disease, or
death, and the medical, nurse, and hospital services and medicines,
and the amount of funeral expenses in case of death, as are
provided by this chapter.
•

For the purpose of this Section, provided that an employer has posted
written notice to employees that the results of, or the employee's
refusal to submit to, any chemical test described under this Division
may affect the employee's eligibility for compensation and benefits
pursuant to this Chapter and Chapter 4121 of the Revised Code, there
is a rebuttable presumption that an employee is intoxicated or under
the influence of a controlled substance not prescribed by the
employee's physician and that being intoxicated or under the influence
of a controlled substance not prescribed by the employee's physician is
the proximate cause of an injury under either of the following
conditions:
 When any one or more of the following is true:
The employee, through a qualifying chemical test administered
within eight (8) hours of an injury, is determined to have an
alcohol concentration level equal to or in excess of the levels
established in divisions (A)(1)(b) to (i) of section 4511.19 of the
Revised Code;
The employee, through a qualifying chemical test administered
within thirty-two (32) hours of an injury, is determined to have one
of the following controlled substances not prescribed by the
employee's physician in the employee's system that tests above the
following levels in an enzyme multiplied immunoassay technique
screening test and above the levels established in Division (B) (3)
of this Section in a gas chromatography mass spectrometry test:
•

For amphetamines, one thousand (1,000) nanograms per
milliliter of urine;

•

For cannabinoids, fifty (50) nanograms per milliliter of urine;

•

For cocaine, including crack cocaine, three hundred (300)
nanograms per milliliter of urine;

•

For opiates, two thousand (2,000) nanograms per milliliter of
urine;

•

For phencyclidine, twenty-five (25) nanograms per milliliter of
urine.
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The employee, through a qualifying chemical test administered
within thirty-two (32) hours of an injury, is determined to have one
of the following controlled substances not prescribed by the
employee's physician in the employee's system that tests above the
following levels by a gas chromatography mass spectrometry test:
•

For amphetamines, five hundred (500) nanograms per milliliter
of urine;

•

For cannabinoids, fifteen (15) nanograms per milliliter of
urine;

•

For cocaine, including crack cocaine, one hundred fifty (150)
nanograms per milliliter of urine;

•

For opiates, two thousand (2,000) nanograms per milliliter of
urine;

For phencyclidine, twenty-five (25) nanograms per milliliter of
urine.
The employee, through a qualifying chemical test administered
within thirty-two (32) hours of an injury, is determined to have
barbiturates, benzodiazepines, methadone, or propoxyphene in the
employee's system that tests above levels established by
laboratories certified by the United States Department of Health
and Human Services.

•

•

When the employee refuses to submit to a requested chemical test, on
the condition that that employee is or was given notice that the refusal
to submit to any chemical test described in division (B)(1) may affect
the employee's eligibility for compensation and benefits under this
Chapter and Chapter 4121. of the Revised Code.

•

For purposes of Division (B) of this Section, a chemical test is a
qualifying chemical test if it is administered to an employee after an
injury under at least one of the following conditions:
 When the employee's employer had reasonable cause to suspect
that the employee may be intoxicated or under the influence of a
controlled substance not prescribed by the employee's physician;
 At the request of a police officer pursuant to Section 4511.191 of
the Revised Code, and not at the request of the employee's
employer;
 At the request of a licensed physician who is not employed by the
employee's employer, and not at the request of the employee's
employer.

•

As used in Division (C)(1)(a) of this Section, "reasonable cause"
means, but is not limited to, evidence that an employee is or was using
alcohol or a controlled substance drawn from specific, objective facts
and reasonable inferences drawn from these facts in light of experience
and training. These facts and inferences may be based on, but are not
limited to, any of the following:
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 Observable phenomena, such as direct observation of use,
possession, or distribution of alcohol or a controlled substance, or
of the physical symptoms of being under the influence of alcohol
or a controlled substance, such as but not limited to slurred speech,
dilated pupils, odor of alcohol or a controlled substance, changes in
affect, or dynamic mood swings;
 A pattern of abnormal conduct, erratic or aberrant behavior, or
deteriorating work performance such as frequent absenteeism,
excessive tardiness, or recurrent accidents, that appears to be
related to the use of alcohol or a controlled substance, and does not
appear to be attributable to other factors;
 The identification of an employee as the focus of a criminal
investigation into unauthorized possession, use, or trafficking of a
controlled substance;
 A report of use of alcohol or a controlled substance provided by a
reliable and credible source;
 Repeated or flagrant violations of the safety or work rules of the
employee's employer, that are determined by the employee's
supervisor to pose a substantial risk of physical injury or property
damage and that appear to be related to the use of alcohol or a
controlled substance and that do not appear attributable to other
factors.
•

Nothing in this Section shall be construed to affect the rights of an
employer to test employees for alcohol or controlled substance abuse.

•

For the purpose of this Section, laboratories certified by the United
States Department of Health and Human Services or laboratories that
meet or exceed the standards of that department for laboratory
certification shall be used for processing the test results of a qualifying
chemical test.

The written notice required by Division (B) of this Section shall be the
same size or larger than the certificate of premium payment notice
furnished by the bureau of workers' compensation and shall be posted
by the employer in the same location as the certificate of premium
payment notice or the certificate of self-insurance.
Wage Continuation Policy
An employee who suffers a compensable industrial injury or illness can,
subject to the below mentioned items, receive regular wages instead of
workers' compensation lost time benefits. Payment for related medical
benefits is the responsibility of the Bureau of Workers' Compensation.
Qualifications:
•

Policy 17.6

•

The injury or illness must be determined to be compensable by the
City of Napoleon, or in the case of dispute, the Ohio Industrial
Commission. In no event will compensation commence before all
initial paperwork is completed and filed with the appropriate agency
(ies).
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•

Competent medical proof of disability must be provided via Form C84 or Physician's Update and Physical Capabilities form. The
attending physician must complete the form in its entirety and affix
his/her original signature to the form. Copies are unacceptable.

•

The employee must complete a FROI-1 (First Report of Injury)
application and sign a wage agreement, medical release and an
election form.

•

The City of Napoleon reserves the right to have the employee
examined by a physician of its choice at the City of Napoleon's cost to
confirm the medical diagnosis and/or the period of disability. Failure
to submit to examination will result in termination of wage
continuation benefits.

Wage continuation benefits will be paid only for those periods of lost
time that otherwise would qualify the employee for receipt of workers'
compensation lost time benefits, subject to the following limitations:
Termination Conditions:
Wage continuation payments will cease upon any of the following
conditions:

•

•

Attending physician releases employee to return to work.

•

Employee returns to work for another employer.

•

Employee fails to return to a transitional "limited duty" assignment
consistent with his/her medical restrictions as approved by the injured
workers' treating physician.

•

Employee fails to appear for employer-sponsored medical
examination.

•

Employee has reached maximum recovery and/or the condition has
become permanent.

•

The claim is found to be fraudulent after payment has been
commenced.

•

The injured worker attempts to collect both wage continuation and
temporary total compensation.

•

Employment termination.

•

Violation of any company policy or guideline.

•

Regardless of the above conditions of termination, management may,
at its sole discretion, terminate wage continuation benefits at any time
after the initial period or any extension thereof.

•

Subject to the limitation set forth in provision 10, the wage
continuation plan and all benefits of this policy can be terminated at
management's discretion at any time.

This policy (17.6) was incorporated into this Employment Policy Manual pursuant to authority granted in
Section 197.13 of the City's Code of Ordinances.

Policy 17.7

Transitional Work Program
The City has adopted a Transitional Work Program that represents a
process to minimize the impact of an injury, illness, or disability on an
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employee's capacity to work safely and productively, as well as to serve as
a benefit to protect the employability of workers with restrictions;
moreover, it’s a program that involves an early intervention process
requiring the timely utilization of internal and external services and
interventions. The program focuses on early return to work strategies
designed to control lost time and disability costs and requires joint
employee and management involvement, support and accountability.
Specific policies and procedures related to this program have been adopted
by City Council.
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Policy 18

Retirement Plan

Policy 18.1

Retirement Plan In General
The City participates in the Public Employees' Retirement System and the
Police and Fire Pension Fund to provide eligible employees (who have
completed sufficient service) with a monthly pension benefit upon
retirement. Each system includes provisions for normal retirement, and
early retirement or disability retirement benefits for employees meeting
certain qualifications.
All employees are eligible to participate in PERS and/or Police and Fire
Pension Fund. Participation in both systems begins on the first day of
hire.
The details regarding the City of Napoleon and employee contributions,
vesting, administration, investments, etc. are provided in the separate
literature for PERS and the Police and Fire Pension Fund which should be
given to an employee, along with this Manual, when an employee is hired
or during a new employee orientation.
Statement of Employee Retirement Income Security Act (ERISA) rights:
as a participant in the City of Napoleon Employees' Retirement Plan, an
employee is entitled to examine the plan documents and the annual report
and plan description filed with the U.S. Department of Labor. This
inspection may be made during normal business hours by asking the
employee's Department Head to make arrangements for the employee with
the payroll personnel.
Public Retirement More Specific
The Government of Ohio operates a system of contributory insurance
known as Public Employment Retirement System and the Police and Fire
Pension Fund. City employees are required by law to contribute a
statutory prescribed percent of their weekly wages to the fund from which
benefits are paid. The City of Napoleon is required to deduct this amount
from each paycheck an employee receives. In addition, the City of
Napoleon matches the employee's contribution with a contribution of a
certain percent based on an employee's weekly wages.

Policy 18.2
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Policy 19

Educational Benefits

Policy 19.1

Education Assistance For Formal Course Work At An Accredited
Educational Institution
We feel an individual who possesses a desire to continue their education,
in addition to performing their full time job, shows a commitment to
improving themselves and therefore, indirectly improve their potential for
performance with the City. To encourage and reward these individuals,
the City of Napoleon offers an education assistance benefit.
Full time (regular) employees may continue their education in a job
related field and the City of Napoleon may reimburse, upon successful
completion of course(s), all or part of the tuition or instruction costs. All
courses and costs must be pre-approved, in writing, at the sole discretion
of the Appointing Authority. The City of Napoleon will reimburse an
employee, subject to budgetary considerations, for six (6) semester hours
or nine (9) quarter hours (based on the corresponding charges of the
nearest "state" college or university) not to exceed one thousand ($1,000)
dollars in total, per calendar year, as described below for the portion of the
registration and tuition that was pre-approved.
In order to qualify for this education assistance benefit an employee must:
•

Advise their Department Head, prior to enrolling for the class, that
such employee intends to take a particular course. The Department
Head will advise the employee whether the course is of a nature that
the Appointing Authority will approve for partial or total
reimbursement of tuition and instructional fees (not to include other
general fees, travel, or books).

•

The course must be job oriented and offered by an accredited
educational institution.

•

Once the course is completed, submit a certified transcript of grades,
with receipts for expenses.

•

A GRADE OF AN A, B, C OR 70% OR HIGHER WILL RECEIVE
100% REIMBURSEMENT (NOT TO EXCEED THE MAX
AMOUNT PER YEAR). ANY GRADE OF D, F, OR BELOW 70%
WILL RECEIVE $0 IN REIMBURSEMENT.

•

The amount of course reimbursement is based on the final grade
received for the course, as follows:

•
•

A = 100%
B = 80% C = 60%
<C = 0%
An employee must have at least two (2) full years of service with the
City of Napoleon.

•

If an employee's employment with the City of Napoleon terminates for
any reason within two (2) years after completing the course, the
employee must agree to pay back the City of Napoleon.
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If an employee is eligible to receive educational benefits from other
sources, such as the Veterans Administration, the City of Napoleon
will not reimburse the educational expenses.
The undertaking of any such course work will be considered voluntary on
the part of the employee, further, the City, does not consider such course
work integral or essential to the performance of the employee's current job
duties; consequently, any City subsidy for such course work shall not
include either the regular or overtime payment of wages or include
educational related travel time under this policy. Moreover, the employee
shall bear the cost of all transportation.
Finally, an employee may be granted a schedule change by the
Department Head, in order to attend a course, so long as such does not
materially affect operations of the department. What constitutes material
is at the sole discretion of the Department Head.
Attending Training Programs
From time to time, the City of Napoleon may arrange to have both formal
and informal training programs available to enable employees to progress
in their technical knowledge of our business. Several times a year,
employees are selected to attend factory schools, workshops, training
programs or seminars. All or a portion of the expenses for off-premises
training will be paid for by the City of Napoleon depending on the nature
of the course, and such expenses may include compensation for travel time
(see Travel Policy).
When an employee is attending a training session(s) that does not require
overnight stay (except as provided in the exception below) the employee
shall be compensated for hours at training that correspond with their
regular working schedule as well as other hours while actually in the
training session outside their normal working schedule. Travel time shall
be paid pursuant to the City's Travel Policy. A Department Head may
adjust an employee's work schedule to avoid the necessity of accruing
overtime.
(Exception to above paragraph)
If the training session is:
•

Policy 19.2

•

Outside normal working hours; and,

•

Attendance is voluntary (i.e. it is not mandated training as a
requirement of the employee to carry out his/her current job duties);
and,

•

The training is not directly related to the employee's current job
assignment (i.e. not specifically designed by or at the request of the
City for the employee for his/her current job assignment);

•

No work of value to the employer is performed by the employee (i.e.
no work is being performed by the employee for the employer at the
time of the training), the employee, with prior approval of the
Department Head, may be compensated for the cost of the instruction;
however, the employee will not be compensated for hours while
attending the training session and the travel policy shall not apply.
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Policy 19.3

Policy 19.4

Certifications And Licenses
Training sessions, for maintaining a professional certification or
professional license essential for the employee's job assignment shall be
considered required training and the cost thereof, including the cost for
renewal of a certificate or license, shall be paid by the City.
Volunteer Or Part Time Paramedics And Police (Certification)
Whereas the City desires to retain the service of individuals competent to
perform functions and duties related to the Napoleon City Fire Department
and Napoleon City Police Department, especially persons who are or may
be certified as paramedics or peace officers; however, acknowledging that
the training session for such certification is:
•

Outside normal working hours;

•

Attendance is voluntary;

•

The training is not directly related to the employee's current job
assignment;

•

No work of value to the employer is performed by the employee; the
following is offered by the City:

•

The paid part time or volunteer employees of the Napoleon Fire
Department or paid part time or volunteer police officer employees of
the Napoleon City Police Department, to include Auxiliary Police as a
volunteer employee, after one year of service, may apply to the
accrediting body selected by the City, for training and instructions to
qualify the employee for a certificate of competency as a paramedic or
peace officer, subject to approval of the respective Department Head.
Upon approval, the City will advance the reasonable cost, for and on
behalf of the employee, for the training, limited to the tuition, books
and materials, as may be required by the accrediting body, not to
exceed an amount as approved by the City Manager. In order for the
employee to receive this benefit, the employee must first sign an
agreement with the City agreeing to repayment to the City of any
amounts advanced by the City for the training in cases of unsuccessful
completion or certification; further, in the event of successful
completion and certification, the employee agreeing to perform the
duties as a paramedic or peace officer when assigned thereto by the
Chief of the Department or officer in charge at a rate of pay as
established by the City; also, the employee must agree that if for any
reason his or her service is terminated with the City Fire Department
or the Napoleon City Police Department, as applicable, except due to
death or disability, on or before the expiration of the original
certificate of competency, or if the employee fails to perform duties as
a paramedic or peace officer, except in case of death or disability, then
the employee will reimburse the City for the cost advanced by the City
for the training, instruction, and certification of the employee in regard
to the paramedic or peace officer status in accordance with the
following schedule:
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•

Within six (6) months after paramedic certification or peace officer
certification, then one hundred (100%) percent of the cost advanced by
the City for the training, instruction, and certification shall be repaid to
the City by the employee.

•

After six (6) months of the employee obtaining paramedic certification
or peace officer certification but within twelve (12) months, then the
employee shall pay the City seventy-five (75%) percent of all costs
advanced by the City for the training, instruction, and certification.

•

After twelve (12) months of paramedic certification but within twentyfour (24) months, then the employee shall pay the City fifty (50%)
percent of all costs advanced by the City for the training, instruction,
and certification.

•

After twenty-four (24) months of paramedic certification or peace
officer certification but within thirty-six (36) months, the employee
shall pay the City twenty-five (25%) of all costs advanced by the City
for the training, instruction, and certification.

•

After thirty-six (36) months of paramedic certification or peace officer
certification, the employee shall no longer be responsible for
repayment to the City of advanced monies that was paid for the
training, instruction, and certification.

•

If the paid part time employee fails to complete the training or obtain
the certification, except as herein provided, the employee shall pay the
City one hundred percent (100%) of all costs advanced by the City for
the training, instruction, and certification, in accordance with pay
schedule as approved by the City Manager.
In the event that a paid part time employee fails to complete the
training or is otherwise unsuccessful in obtaining the certification that
is the subject of this Policy 19.4, but remains an employee with the
respective department of the City for thirty-six (36) months after
separation from the training, the City will forgive seventy-five percent
(75%) of the amount advanced by the City.
In the event that a volunteer employee (including Auxiliary Police
Officer) fails to complete the training or is otherwise unsuccessful in
obtaining the certification that is the subject of this Policy 19.4, but
remains as a volunteer employee with the respective department of the
City for thirty six (36) months after separation from the training, the
City will forgive one hundred (100%) of the amount advanced by the
City.
In the event that an employee changes classifications within the City
during the thirty six (36) months period as found above, the City
Manager is empowered to adjust the amount of repayment required in
his or her sole discretion.
In the event that an employee repaid monies to the City as part of a
payment plan which is later forgiven pursuant to this policy, the
Finance Director will reimburse the employee those amounts paid by
the employee in order to meet the intent of this policy.
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This Policy 19.4 shall be retroactively applied back to January 1, 2005.
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Policy 20

General Benefits Package

Policy 20.1

Benefits In General
In addition to receiving an equitable salary and having an equal
opportunity for professional development and advancement, employees
may be eligible to enjoy other benefits which will enhance an employee's
job satisfaction. We are certain that employees will agree that the benefits
program described in this Manual represents a very large investment by
the City of Napoleon, and we trust that employees will avoid abusing any
of the program's benefits.
A good benefits program is a solid investment in the City of Napoleon and
its employees. It not only insures the loyalty of longtime capable
employees, it also helps to attract talented newcomers who can help the
City of Napoleon grow. The City of Napoleon will periodically review
the benefits program and will make modifications as appropriate to the
City's condition.
If an employee becomes aware of a particular seminar that the employee
believes is appropriate for enhancing their skills (and/or those of other
employees), it should be brought to the attention of their Department
Head. Since these seminars are usually offered only at specified times in a
geographical area, the employee should attempt to notify their Department
Head as far in advance as possible. This way, he or she can attempt to
schedule workloads to accommodate the employee's (and/or other
employees') desire to attend the seminar.
Reminder: If an employee is taking a pre-approved seminar that offers
continuing education credit, the employee should give their Department
Head a copy of the continuing education credit certificate (or other
document) to include in the employee's personnel file.
THIS IS THE SAME POLICY AS IN 13.1
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Policy 21

Employee Relations

Policy 21.1

Service Awards
Twice each ONCE PER year, once during the summer months and once
during the winter months there is an employee appreciation period and
program. The City of Napoleon honors its long-term employees by
presenting service awards at an annual City function. Service awards will
be given after an employee has completed five (5), ten (10), fifteen (15),
twenty (20), twenty-five (25), thirty (30), thirty-five (35) and forty (40)
years of continuous service.
Discounted Admissions
Each employee who has been hired on a full time (regular) basis may
purchase on behalf of him or herself, and members of his or her immediate
family, tickets for admission to all City recreation programs and activities,
as well as memberships at the Municipal Golf Course and Swimming
Pool for one-half (1/2) of the amount which otherwise would be charged
for the program, activity or membership. However, this benefit shall not
apply to daily admission to the Municipal Swimming Pool or to greens
fees or cart fees at the Municipal Golf Course.
For the purpose of this policy, the term "immediate family" shall mean the
employee's spouse, minor children, and minor step children in the
employee's residence.
In addition, a "City Recreation Program" shall consist of only those bona
fide programs that are City controlled and operated or have been declared
as such. If a question arises as to what constitutes a "City Recreation
Program", the City Manager shall be the sole authority in determining the
same for the purpose of this policy.
Notwithstanding the above, in order to achieve adequate inspection of our
recreational facilities, employees [not members of their immediate
families], part time, seasonal, permanent part time, temporary and full
time, that directly work for the City's Park and Recreation Department at a
City owned or operated recreational facility, are entitled to use that facility
where worked, at no cost, subject to availability. What constitutes a
facility is in the sole discretion of the City Manager.
Employee Assistance Program
The City of Napoleon provides an Employee Assistance Program (EAP)
which is designed to provide a confidential service for our employees
whose personal problems are affecting their abilities to function at top
efficiency in their work. This service is available to all full time (regular)
employees and their immediate families. Arrangements will be made for
the employee to be seen by a professional, who is specially trained in their
specific problem area, including:

Policy 21.2

Policy 21.3

•

Alcoholism;

•

Domestic violence;

•

Drug dependency;
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Policy 21.4

•

Eating disorders;

•

Emotional illness;

•

Family problems;

•

Financial problems;

•

Legal problems;

•

Marital conflict;

• Other.
Confidentiality is one of the most important aspects of the program;
however, it will be preserved only to the extent permitted by law.
Participation in the employee assistance program will not affect future
promotional opportunities. The City of Napoleon assumes the costs for
the employee assistance program assessment and referral, not to exceed
five hundred ($500.00) dollars in any calendar year. Other costs, like
treatment, are generally covered in part or in full by the group insurance
plan. Asking for assistance does not mean that the employee will be
obligated to accept or continue it. In some instances, the City of Napoleon
may help the employee pay the costs of the counseling and grant the
employee paid time off.
There may be times when the employee will be solely liable for the
expenses and, in such cases; the employee will be informed before they
occur.
Employee Assistance Program information contact is the City Human
Resources Department, and can be reached at (419) 592-4010.
Retirement Recognition Policy
In the interest of promoting good employer/employee relations and
encouraging employee dedication and improvement or promotion of the
City and its services, the following policy is hereby adopted:
Subject to budgetary restraints, employees retiring or retired from the City
services with twenty (20) or more years of public service, evidence by
eligibility and application for receiving retirement benefits under either the
Public Employment Retirement System or the Police and Fire Pension
Fund, may be entitled to the benefit of, upon approval of two (2) of the
three (3) appointing authorities (approval in the sole discretion of the
appointing authorities), no cost use of the City's facilities for a City
sponsored employee recognition activity and a sum not to exceed three
hundred ($300.00) dollars, to be used by the City to fund an employee
recognition item or activity. Eligibility consideration for receiving such
entitlement of facility use and sum shall include factors such as: employee
dedication to the service of the City during the term of employment; and
City improvement or promotion directly or indirectly resulting from
employee's efforts during the course of employment.
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Policy 22

Residency

Policy 22.1

Residency Requirements
Residency requirements shall be in accordance with the City's Personnel
Code or other legislation or lawful agreements entered into by the City.
All employees of the City are required to reside within Henry County,
Ohio or within an adjacent county, thereto within this state (NOT TO
EXCLUDE HANCOCK COUNTY).
The Appointing Authority will make reasonable determination of
residency utilizing the following factors among others: the physical
location where the employee has telephone service, the physical location
where the employee receives mail and billings, the physical location
where the employee entertains friends, eats meals, and maintains furniture
and clothes, and the physical location where residency is declared as such
by the employee on his or her voter registration.

112

Policy 23

Health Insurance Portability And Accountability Act of 1996
(HIPAA Privacy Policy)

City of Napoleon (the City) sponsors and self-administers a group health plan (the Plan).
Members of the City's workforce may have access to the individually identifiable health
information of Plan participants (1) on behalf of the Plan itself; or (2) on behalf of the
City, for administrative functions of the Plan.
The Health Insurance Portability and Accountability Act of 1996 (HIPAA) and its
implementing regulations restrict the City's ability to use and disclose protected health
information (PHI).
Protected Health Information. Protected health information means
information that is created or received by the Plan and relates to the past,
present, or future physical or mental health or condition of a participant; the
provision of health care to a participant or the past, present, or future payment
for the provision of health care to a participant; and that identifies the
participant or for which there is a reasonable basis to believe the information
can be used to identify the participant. Protected health information includes
information of persons living or deceased.
It is the City's policy to comply fully with HIPAA's requirements. To that end, all
members of the City's workforce who have access to PHI must comply with this Privacy
Policy. For purposes of this Policy as well as procedure developed by the "Privacy
Official", the City's workforce includes individuals who would be considered part of the
workforce under HIPAA such as employees, volunteers, trainees, and other persons
whose work performance is under the direct control of the City, whether or not they are
paid by the City. The term "employee" includes all of these types of workers.
No third party rights (including but not limited to rights of Plan participants,
beneficiaries, covered dependents, or business associates) are intended to be created by
this Policy. The City reserves the right to amend or change this Policy at any time (and
even retroactively) without notice. To the extent this Policy establishes requirements and
obligations above and beyond those required by HIPAA, the Policy shall be aspirational
and shall not be binding upon the City. This Policy does not address requirements under
other federal laws or under state laws.
Policy 23.1 Privacy Official and Contact Person
The Human Resources Director will be the Privacy Official for the Plan.
The Privacy Official will be responsible for the development and
implementation of procedures relating to privacy, including but not limited
to this Privacy Policy. The Privacy Official will also serve as the contact
person for participants who have questions, concerns, or complaints about
the privacy of their PHI.
Policy 23.2 Workforce Training
It is City's policy to train members with access to PHI of its workforce on
its privacy policies and procedures. The Privacy Official is charged with
developing training schedules and programs so that all workforce
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Policy 23.3

Policy 23.4

members receive the training necessary and appropriate to permit them to
carry out their functions within Plan.
Technical and Physical Safeguards and Firewall
The City will establish on behalf of the Plan appropriate technical and
physical safeguards to prevent PHI from intentionally or unintentionally
being used or disclosed in violation of HIPAA's requirements. Technical
safeguards include limiting access to information by creating computer
firewalls. Physical safeguards include locking doors or filing cabinets.
Firewalls will ensure that only authorized employees will have access to
PHI, that they will have access to only the minimum amount of PHI
necessary for plan administrative functions, and that they will not further
use or disclose PHI in violation of HIPAA's privacy rules.
Privacy Notice
The Privacy Official is responsible for developing and maintaining a
notice of the Plan's privacy practices that describes:
• the uses and disclosures of PHI that may be made by the Plan;
• the individual's rights; and
• the Plan's legal duties with respect to the PHI.
The privacy notice will inform participants that the City will have access
to PHI in connection with its plan administrative functions. The privacy
notice will also provide a description of the City's complaint procedures,
the name and telephone number of the contact person for further
information, and the date of the notice.

Policy 23.5

Policy 23.6

The notice of privacy practices will be individually delivered to all
participants as required on an ongoing basis, at the time of an individual's
enrollment in the Plan or, in the case of providers, at the time of treatment
and consent; and within 60 days after a material change to the notice. The
plan will also provide notice of availability of the privacy notice at least
once every three years.
Complaints
The Privacy Official will be the Plan's contact person for receiving
complaints.
The Privacy Official is responsible for creating a process for individuals to
lodge complaints about the Plan's privacy procedures and for creating a
system for handling such complaints. A copy of the complaint procedure
shall be provided to any participant upon request.
Sanctions for Violations of Privacy Policy
Sanctions for using or disclosing PHI in violation of this HIPAA Privacy
Policy will be imposed in accordance with City’s discipline policy, up to
and including termination.
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Policy 23.7

Policy 23.8

Policy 23.9

Mitigation of Inadvertent Disclosures of Protected Health
Information
The City shall mitigate, to the extent possible, any harmful effects that
become known to it of a use or disclosure of an individual's PHI in
violation of the policies and procedures set forth in this Policy. As a
result, if an employee becomes aware of a disclosure of protected health
information, either by an employee of the Plan or an outside
consultant/contractor, that is not in compliance with this Policy,
immediately contact the Privacy Official so that the appropriate steps to
mitigate the harm to the participant can be taken.
No Intimidating or Retaliatory Acts; No Waiver of HIPAA Privacy
No employee may intimidate, threaten, coerce, discriminate against, or
take other retaliatory action against individuals for exercising their rights,
filing a complaint, participating in an investigation, or opposing any
improper practice under HIPAA.
No individual shall be required to waive his or her privacy rights under
HIPAA as a condition of treatment, payment, enrollment or eligibility.
Plan Document
The Plan document shall include provisions to describe the permitted and
required uses and disclosures of PHI by the City for plan administrative
purposes. Specifically, the Plan document shall require the City to:
• not use or further disclose PHI other than as permitted by the Plan
documents or as required by law;
• ensure that any agents or subcontractors to whom it provides PHI
received from the Plan agree to the same restrictions and conditions
that apply to the City;
• not use or disclose PHI for employment-related actions or in
connection with any other employee benefit plan;
• report to the Privacy Official any use or disclosure of the information
that is inconsistent with the permitted uses or disclosures;
• make PHI available to Plan participants, consider their amendments
and, upon request, provide them with an accounting of PHI
disclosures;
• make the City's internal practices and records relating to the use and
disclosure of PHI received from the Plan available to DHHS upon
request; and
• if feasible, return or destroy all PHI received from the Plan that the
City still maintains in any form and retain no copies of such
information when no longer needed for the purpose for which
disclosure was made, except that, if such return or destruction is not
feasible, limit further uses and disclosures to those purposes that make
the return or destruction of the information infeasible.
The Plan document must also require the City to (1) certify to the Privacy
Official that the Plan documents have been amended to include the above
restrictions and that the City agrees to those restrictions; and (2) provide
adequate firewalls.
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Policy 23.10 Documentation
The Plan's and the City's privacy policies and procedures shall be
documented and maintained for at least six years. Policies and procedures
must be changed as necessary or appropriate to comply with changes in
the law, standards, requirements and implementation specifications
(including changes and modifications in regulations). Any changes to
policies or procedures must be promptly documented.
If a change in law impacts the privacy notice, the privacy policy must
promptly be revised and made available. Such change is effective only
with respect to PHI created or received after the effective date of the
notice.
The Plan and the City shall document certain events and actions (including
authorizations, requests for information, sanctions, and complaints)
relating to an individual's privacy rights.
The documentation of any policies and procedures, actions, activities and
designations may be maintained in either written or electronic form.
Covered entities must maintain such documentation for at least six years.
Policy 23.11 Use and Disclosure Defined
The City and the Plan will use and disclose PHI only as permitted under
HIPAA. The terms "use" and "disclosure" are defined as follows:
• Use. The sharing, employment, application, utilization, examination,
or analysis of individually identifiable health information by any
person working for or within the personnel department of the City, or
by a Business Associate (defined below) of the Plan.
• Disclosure. For information that is protected health information,
disclosure means any release, transfer, provision of access to, or
divulging in any other manner of individually identifiable health
information to persons not employed by or working within the
Personnel Department of the City.
Policy 23.12 Workforce Must Comply With City’s Policy and Procedures
All members of the City's workforce (described at the beginning of this
Policy and referred to herein as "employees") must comply with this
Policy and with the City's privacy use and disclosure procedures which are
set forth in a separate document.
Policy 23.13 Access to PHI Is Limited to Certain Employees
The following employees ("employees with access") have access to PHI:
• Finance Director and/or his/her designee
• Human Resources Director
• Law Director
• City Manager
The same employees may be named or described in both of these two
categories. These employees with access may use and disclose PHI for
plan administrative functions, and they may disclose PHI to other
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employees with access for plan administrative functions (but the PHI
disclosed must be limited to the minimum amount necessary to perform
the plan administrative function). Employees with access may not
disclose PHI to employees (other than employees with access) unless an
authorization is in place or the disclosure otherwise is in compliance with
this Policy and the more detailed use and disclosure procedures.
Policy 23.14 Permitted Uses and Disclosures: Payment and Health Care
Operations
PHI may be disclosed for the Plan's own payment purposes, and PHI may
be disclosed to another covered entity for the payment purposes of that
covered entity.
Payment. Payment includes activities undertaken to obtain Plan
contributions or to determine or fulfill the Plan's responsibility for
provision of benefits under the Plan, or to obtain or provide
reimbursement for health care. Payment also includes:
• eligibility and coverage determinations including coordination of
benefits and adjudication or subrogation of health benefit claims;
• risk adjusting based on enrollee status and demographic
characteristics; and
• billing, claims management, collection activities, obtaining payment
under a contract for reinsurance (including stop-loss insurance and
excess loss insurance) and related health care data processing.
PHI may be disclosed for purposes of the Plan's own health care
operations. PHI may be disclosed to another covered entity for purposes
of the other covered entity's quality assessment and improvement, case
management, or health care fraud and abuse detection programs, if the
other covered entity has (or had) a relationship with the participant and the
PHI requested pertains to that relationship.
Health Care Operations. Health care operations means any of the
following activities to the extent that they are related to Plan
administration:
• conducting quality assessment and improvement activities;
• reviewing health plan performance;
• underwriting and premium rating;
• conducting or arranging for medical review, legal services and
auditing functions;
• business planning and development; and
• business management and general administrative activities.
Policy 23.15 No Disclosure of PHI for Non-Health Plan Purposes
PHI may not be used or disclosed for the payment or operations of the
City's "non-health" benefits (e.g., disability, workers' compensation, life
insurance, etc.), unless the participant has provided an authorization for
such use or disclosure (as discussed in "Disclosures Pursuant to an
Authorization") or such use or disclosure is required by applicable state
law and particular requirements under HIPAA are met.
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Policy 23.16 Mandatory Disclosures of PHI: to Individual and DHHS
A participant's PHI must be disclosed as required by HIPAA in two
situations:
• The disclosure is to be individual who is the subject of the information
(see Policy 23.22 for "Access to Protected Information and Request for
Amendment" that follows); and
• The disclosure is made to DHHS for purposes of enforcing of HIPAA.
Policy 23.17 Permissive Disclosures of PHI: for Legal and Public Policy Purposes
PHI may be disclosed in the following situations without a participant's
authorization, when specific requirements are satisfied. The City's more
detailed use and disclosure procedures describe specific requirements that
must be met before these types of disclosures may be made. The
requirements include prior approval of the City's Privacy Official.
Permitted are disclosures:
• about victims of abuse, neglect or domestic violence;
• for judicial and administrative proceedings;
• for law enforcement purposes;
• for public health activities;
• for health oversight activities;
• about decedents;
• for cadaveric organ, eye or tissue donation purposes;
• for certain limited research purposes;
• to avert a serious threat to health or safety;
• for specialized government functions;
• that relate to workers' compensation programs.
Policy 23.18 Disclosures of PHI Pursuant to an Authorization
PHI may be disclosed for any purpose if an authorization that satisfies all
of HIPAA's requirements for a valid authorization is provided by the
participant. All uses and disclosures made pursuant to a signed
authorization must be consistent with the terms and conditions of the
authorization.
Policy 23.19 Complying With the "Minimum-Necessary" Standard
HIPAA requires that when PHI is used or disclosed, the amount disclosed
generally must be limited to the "minimum-necessary" to accomplish the
purpose of the use or disclosure.
The "minimum-necessary" standard does not apply to any of the
following:
• uses or disclosures made to the individual;
• uses or disclosures made pursuant to a valid authorization;
• disclosures made to the DOL;
• uses or disclosures required by law; and
• uses or disclosures required to comply with HIPAA.
Policy 23.20 Disclosures of PHI to Business Associates
Employees may disclose PHI to the Plan's business associates and allow
the Plan's business associates to create or receive PHI on its behalf.
However, prior to doing so, the Plan must first obtain assurances from the
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business associate that it will appropriately safeguard the information.
Before sharing PHI with outside consultants or contractors who meet the
definition of a "business associate," employees must contact the Privacy
Official and verify that a business associate contract is in place.
Business Associate is an entity that:
• performs or assists in performing a Plan function or activity involving
the use and disclosure of protected health information (including
claims processing or administration, data analysis, underwriting, etc.);
or
• provides legal, accounting, actuarial, consulting, data aggregation,
management, accreditation, or financial services, where the
performance of such services involves giving the service provider
access to PHI.
Policy 23.21 Disclosures of De-Identified Information
The plan may freely use and disclose de-identified information. Deidentified information is health information that does not identify an
individual and with respect to which there is no reasonable basis to believe
that the information can be used to identify an individual. There are two
ways a covered entity can determine that information is de-identified:
either by professional statistical analysis, or by removing 18 specific
identifiers.
Policy 23.22 Access to Protected Health Information and Requests for Amendment
HIPAA gives participants the right to access and obtain copies of their
PHI that the Plan (or its business associates) maintains in designated
record sets. HIPAA also provides that participants may request to have
their PHI amended. The Plan will provide access to PHI and it will
consider requests for amendment that are submitted in writing by
participants.
Designated Record Set is a group of records maintained by or for the City
that includes:
• the enrollment, payment, and claims adjudication record of an
individual maintained by or for the Plan; or
• other PHI used, in whole or in part, by or for the Plan to make
coverage decisions about an individual.
Policy 23.23 Accounting
An individual has the right to obtain an accounting of certain disclosures
of his or her own PHI. This right to an accounting extends to disclosures
made in the last six years, other than disclosures:
• to carry out treatment, payment or health care operations;
• to individuals about their own PHI;
• incident to an otherwise permitted use or disclosure;
• pursuant to an authorization;
• for purposes of creation of a facility directory or to persons involved in
the patient's care or other notification purposes;
• as part of a limited data set; or
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•

for other national security or law enforcement purposes.

The Plan shall respond to an accounting request within 60 days. If the
Plan is unable to provide the accounting within 60 days, it may extend the
period by 30 days, provided that it gives the participant notice (including
the reason for the delay and the date the information will be provided)
within the original 60-day period.
The accounting must include the date of the disclosure, the name of the
receiving party, a brief description of the information disclosed, and a
brief statement of the purpose of the disclosure (or a copy of the written
request for disclosure, if any).
The first accounting in any 12-month period shall be provided free of
charge. The Privacy Official may impose reasonable production and
mailing costs for subsequent accountings.
Policy 23.24 Requests for Alternative Communication Means or Locations
Participants may request to receive communications regarding their PHI
by alternative means or at alternative locations. For example, participants
may ask to be called only at work rather than at home. Such requests may
be honored if, in the sole discretion of the City, the requests are
reasonable.
However, the City shall accommodate such a request if the participant
clearly provides information that the disclosure of all or part of that
information could endanger the participant. The Privacy Official has
responsibility for administering requests for confidential communications.
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Policy 24

Forms And Attachments

The following forms are recommended for use:
Policy 24.1
Policy 24.2
Policy 24.3
Policy 24.4
Policy 24.5

Employee Incident Report Form (see attached)
Applicant's Consent And Waiver Form(s) (see attached)
Map Showing Residency Requirement (see attached)
Employee Evaluation Form (see attached)
Release And Waiver Of Liability Form For Civilian Travel (see
attached)
Policy 24.6 Garrity Warning (see attached)
Policy 24.7 Report Of Complaint Against City Personnel (see attached)
Policy 24.8 Accident Reporting & Investigation (see attached)
Policy 24.9 Report Of Employee Injury Form (see attached)
Policy 24.10 Report Of Citizen Accident/Incident Form (see attached)
Policy 24.11 Automobile/Equipment Loss Report Form (see attached)
Policy 24.12 Employee Incident No-Injury Accident Report Form (see attached)
Policy 24.13 Passenger Incident Form (see attached)
Policy 24.14 Notice Of Injured Employees Election Of Compensation (see
attached)
POLICY 24.15 EXIT INTERVIEW
FORMS MAY BE SUBJECT TO CHANGE BY APPOINTING AUTHORITY WITHOUT COUNCIL
APPROVAL.
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Employee Incident Report Form
Name _______________________________ Job Title ___________________________
Department ______________________________________________________________
Name of Immediate Supervisor ______________________________________________
Statement of Complaint (Be specific.)
Date and time of Incident ___________________________________________________
Name(s) of Person(s) Accused of Wrongdoing __________________________________
________________________________________________________________________
Type of wrong Doings:
Sexual Harassment
Discrimination
Violation of Civil Rights
Violence in Work Place
Alcohol or Drug Use
Safety
Suggestion
Other ________________________________________
Description of Incident (Describe actions of all person(s) involved, including yourself.)
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Adjustment Requested
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Employee Signature _______________________________________________________
Today's Date __________________________________ Time ______________a.m./p.m.
Do Not Write Below This Line
Person Receiving Report ___________________________________________________
(name)
(title)
Signature ______________________________ Date Received _____________________
Any additional space needed, please use the back of this form.

Applicant's Consent and Waiver Form
Last Name

First Name

Address – Number

Street

Middle Name
City

State

Telephone Number(s)

Zip Code

Date of Birth

In consideration for the City of Napoleon (hereinafter “City”) evaluating the
above named applicant for a term of employment as well as in consideration of both
future and continued employment if hired, the above named applicant hereby agrees to
each and every item of consent or waiver below:

_____
initial

_____
initial

_____
initial

_____
initial

_____
initial

In order to maintain workplace efficiency and productivity, as well as to reduce losses to the City resulting
from theft, I consent to City inspections of any desk, locker, and all other locations that are either owned
or controlled by the City. I further consent to the City searching any packages or closed containers that I
may bring into or out of the work area; all the above I consent to for both now and in the future.

Since the safety and security of our employees is a paramount concern to the City, the City may install
and use surveillance cameras. Although it’s understood that the use of such cameras is primarily limited
to personnel safety and security measures, the City or law enforcement personnel may also occasionally
utilize such equipment for the investigation of criminal activity. I hereby consent both now and in the
future to such surveillance monitoring.

I consent to the City accessing all e-mail messages, hard drives, and backup copies both now and in the
future, for the purposes of evaluating the effectiveness and operation of the e-mail system; finding lost
messages; investigation of criminal activity; discovering and preventing the disclosure of unauthorized,
privileged or confidential City information; recovery from system failures; and discovery and prevention
of unauthorized duplication of software and unauthorized use of the City's computers.

I agree to hold harmless in tort the City, its officials, agents and employees and any party responding to a
City request for a reference; and hereby waive any cause of action against such party, including those for
invasion of privacy (intrusion upon seclusion and public disclosure of private facts), intentional infliction
of emotional distress, and defamation.

I consent to financial checks being made on me by the City for purposes of employment and/or
promotion, both now and in the future, and release and hold harmless the City, its officials, officers and
employees for any harm as a result thereof.

____________________________________________
Signature of Applicant
____________________________________________
Date
** Please have each Applicant put their initials in each of the checked boxes.

MAP SHOWING RESIDENCY REQUIREMENT

PERFORMANCE APPRAISAL
NAME: ______________________________________________ EMPLOYEE ID: __________________
DEPARTMENT: ______________________________________ POSITION: _______________________
APPRAISAL PERIOD: FROM: _____________________
PERIOD:

ANNUAL

TO: _____________________________

PROBATIONARY

OTHER

EMPLOYEES STRENGTHS:

OPPORTUNITIES FOR IMPROVEMENT:

EMPLOYEE COMMENTS:

EMPLOYEE’S SIGNATURE: _________________________________________ DATE: _____________
SIGNATURE DOES NOT IMPLY CONCURRENCE WITH THE REVIEWER’S APPRAISAL, ONLY THAT APPRAISAL WAS
ADMINISTERED.

REVIEWER’S NAME AND TITLE: ________________________________________________________
REVIEWER’S SIGNATURE: _____________________________________

DATE: _____________

CITY MANAGER SIGNATURE: __________________________________

DATE: _____________

Release and Waiver of Liability
In consideration of the City of Napoleon, Ohio, permitting the transport of a civilian or non-City
Employee, officer or official (hereinafter called “passenger”) in a City owned or leased vehicle or other
equipment at no cost to the passenger, such passenger agrees to hereby release and hold harmless the City
of Napoleon, Ohio its officials, officers, employees, and agents against any and all claim(s) of any kind,
including but not limited to: claims of death, personal injury, property damage, or any other damage or loss,
that may result from the use or operation of said vehicle or equipment or the transport thereof, claims both
known now or in the future.
If the intended “passenger” is a spouse, child, stepchild, parent or grandparent of a City Employee
who is assigned the City owned or leased vehicle or other equipment that is to be utilized in making such
transport, then, in consideration of permitting the use of the said vehicle or equipment for transport of a
family member at no charge to the City Employee, the undersigned Employee agrees to release and hold
harmless the City, its officials, officers, employees, agents and others, herein mentioned or not, for any and
all claim(s) made by the Employee or on the Employee’s behalf, or their family member’s behalf, as a
result of the use or operation of the City owned or leased vehicle or equipment or the transport thereof;
further, Employee agrees to indemnify and defend the City of Napoleon, Ohio, its officials, officers,
employees, and agents against any and all claim(s) made by the passenger, relatives of the passenger, or the
passenger's heirs and assigns forever, that may arise in regard to any claim(s) of death, personal injury,
property damage, or any other damage or loss as a result of the operation or use of said vehicle or
equipment or the transport thereof.
_______________________________
Date

__________________________________________
Passenger

_______________________________
Witness
Sworn to and subscribed in my presence by_________________________, on the ________ day of
_______________________, ________ Passenger, as the signing of this waiver being his/her free and
voluntary act and deed.
(seal)

____________________________________
Notary Public
Commission expires:___________________

(This part signed only if passenger is a spouse, child, stepchild, parent or grandparent to the City Employee
assigned to use or operate the vehicle or equipment for transport.)
_______________________________
Date
_______________________________
Witness

__________________________________________
Employee

Sworn to and subscribed in my presence by_________________________, on the ________ day of
_______________________, ________ Employee of the City of Napoleon, as the signing of this waiver
being his/her free and voluntary act and deed.
(seal)

____________________________________
Notary Public
Commission expires:___________________
* If passenger is a minor child, then parent or guardian must sign on their behalf.

Administrative Investigation
Garrity Warning
Garrity v. New Jersey
385 U.S. 493
I wish to advise you that you are being questioned as part of an official investigation of
the City of Napoleon, Ohio.
You will be asked questions specifically directed and narrowly related to the performance
of your official duties or fitness for office. You are entitled to all the rights and privileges
guaranteed by the laws and the Constitution of this State and the Constitution of the
United States, including the right not to be compelled to incriminate yourself. I further
wish to advise you that if you refuse to testify or to answer questions relating to the
performance of your official duties or fitness for duty, you could be subject to
departmental charges which could result in your dismissal from the City of Napoleon,
Ohio. If you do answer, neither your statements or any information or evidence which is
gained by reason of such statements can be used against you in any subsequent criminal
proceeding. However, these statements may be used against you in relation to
subsequent departmental charges.

_______________________________________________ ________________________
EMPLOYEE'S SIGNATURE
DATE

_______________________________________________ ________________________
WITNESS'S SIGNATURE
DATE

Report of Complaint Against City Personnel

Name of Complainant ______________________________ Date of Birth ____________
Address _____________________ City _______________ State ______ Zip__________
Residence Phone ______________________ Work Phone ________________________
Date and Time of Incident ___________________ Location _______________________
Employee against whom the complaint is being filed:
Name __________________________________________________________________
Name(s), address, phone number or other identifying information concerning witnesses:
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Statement of allegation:
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
(USE ADDITIONAL SHEET IF NECESSARY)
I understand that this statement of complaint will be submitted to the City of Napoleon,
Ohio and may be the basis for an investigation. Further, I sincerely and truly declare and
affirm that the facts contained herein are complete, accurate, and true to the best of my
knowledge and belief. I declare and affirm that my statement has been made by me
voluntarily without persuasion, coercion, or promise of any kind.
_________________________________________ ___________________________
Signature of Complainant
Date

_________________________________________ ___________________________
Signature of Person Receiving Complaint
Date

Accident Reporting & Investigation
It is the policy of each BORMA member to document each accident which occurs
involving City employees and equipment when they occur. It is also the responsibility of
each BORMA member to thoroughly investigate each accident reported so that claims
may be handled fairly and appropriate actions can be taken to prevent future occurrences.
Therefore, all City of Napoleon, Ohio (hereinafter referred to as "City") departments and
employees will follow the procedures detailed in this Policy.
Definitions
Accident - an event which results in injury, no matter how minor, to employees or other
parties occurring within City owned facilities, through the actions of City employees and
representatives, or because of the involvement of City owned equipment; or damage to
property, City owned and non-City owned, resulting from reactions of City employees or
the actions of others.
Accident Report Forms - forms for the reporting of accidents to be used by all
Department Heads. All forms are in the appendix.
Management Responsibility
It will be the responsibility of the City Finance Director to oversee and document
accident reporting and investigation throughout the City.
It will be the responsibility of each Department Head to inform their employees of these
policies and to insure that all accidents are reported on the appropriate forms and
investigated. Annual reviews for each Department Head by the City Manager will
include a review of each department’s compliance with this Policy.
Accident Reporting Procedures
When an accident occurs, the following procedures shall be followed:
*

All accidents shall be reported immediately after they occur. If accidents occur
away from the work site, as soon as the injured have been taken care and when an
accident scene has been secured, the employee should report the accident to his or
her Department Head. If the accident happens at the work site, after the injured
have been taken care of, the accident should be reported to the supervisor, and
then to the Department Head.

*

The appropriate accident form must be filled out completely within twenty four
(24) hours from time such accident becomes known to the City, its employees,
officers or agents. Some information must be acquired at the accident scene
before departure. Other information can be provided from a location remote to
the accident scene or by the employee when they return to their work location.

*

Accident reports should be maintained in separate files along with other pertinent
information. Automobile accidents should be maintained collectively on a

separate log. Work site accidents involving injuries to employees should be
maintained on a separate log.
*

If the accident involves an employee driving a commercial vehicle, immediate
action must be taken to determine if post-accident drug/alcohol tests are
necessary. If they are, the supervisor is required to insure timely testing of the
employee. (See CDL Policy)

All departments will use the accident/incident reporting forms attached to this Policy.
Two (2) forms are for all accidents/incidents related to employees at the work site (Forms
EIF-1 and EIF-2). The two (2) forms are for accidents/incidents involving City vehicles
or equipment while in use (Forms EIF-3 and EIF-4); and one (1) form is for reporting
accidents/incidents involving non-employees (Forms EIF-5). Any injury to an employee,
no matter how minor and any damage to City vehicles and equipment, no matter how
minor, and any injury to a member of the general public which occurs on/within City
facilities, or as a result of City employee/equipment activities, must be reported on these
forms.
The following procedures must be followed:
*

All information requested must be provided on the form (police accident forms
acceptable in lieu of these forms); and,

*

The form must be completed and turned in to the City Finance Director within
forty eight (48) hours of the time of the accident/incident.

This procedure will be followed for every accident/incident which occurs to ensure that
they are documented properly and that they are investigated and used by management for
identifying and eliminating risks associated with them. When an accident occurs, the
Department Head must do the following:
*

Inform City Manager and City Finance Director that an accident has occurred;
and,

*

Initiate an investigation of the accident, including visits to the accident site,
interviews of police, witnesses, fellow employees, etc.; and, cooperate with
representatives of our insurance companies and other City officials involved in
the accident investigation.

Accident Review Committee
The City has established a Safety Committee which will review accidents on a City wide
basis to assess risk management within each department.
The Safety Committee will meet on a quarterly basis to review all accidents/incidents
which have occurred within the City during the previous quarter. Department Heads will
be asked questions as necessary by the Committee to fully understand the facts of the
accidents, what caused them, and what is being done to prevent them.

The Committee will suggest additional changes or improvements to manage risks when
appropriate. Department Heads will be required to implement these additional changes
when directed by the City Manager after a report is received by the City Manager from
the Committee.
Accident Investigation Procedures
All accidents must be investigated to determine if they are preventable in the future.
Each report prepared by the Department Head shall include a determination of
preventability, changes to be implemented for preventability and time frames for
implementation. Except as otherwise permitted, the forms included in the Appendix shall
be used by Department Heads and a copy of the completed form will be sent to the City
Finance Director, with a copy to the City Manager. In case of exclusively worker's
compensation related claims, worker's compensation forms may be used.
A packet of information concerning Accident/Incident Investigation is included in the
Appendix. This packet will assist management and Department Heads in effectively
investigating these events and determining causation factors.

Effective date: March 1, 1999

________________________________
Dr. Jon A. Bisher, City Manager
CITY MANAGER
________________________________
David M. Grahn, City Law Director
CITY LAW DIRECTOR
________________________________
Gregory J. Heath, CITY FINANCE DIRECTOR

Report of Employee Injury Form
EMPLOYEE’S REPORT OF INCIDENT AND INJURY
To be completed by Employee
PLEASE PRINT IN INK
Employer: City of Napoleon, Policy# City of Napoleon

Name________________________________________________

Social Sec. No._______________________________________

Home Address_________________________________________

Birth Date_________________

City/State/Zip__________________________________________

Telephone: (

Sex:

Male

Female

)_________________________________

Date of injury or onset of symptoms_________________________________ Time__________________
am
pm
Described what caused the injury/symptoms, what you were doing just before the incident, and what you did after the incident (if
you need more space, write on the back of this form). Be specific - name any objects or substances involved:__________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________

Did anyone see you get hurt?

Yes

No

If yes, who? ________________________________________________________

Did you report this incident to anyone?

Yes

No If not, why not? ____________________________________________

If yes, to whom did you report it? ______________________________ Title/Position__________________ When? ______________
What part(s) of your body was/were affected? (BE SPECIFIC: for example, right elbow, left knee, right index finger):
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
What type of injury did you experience? (BE SPECIFIC: for example, bruise, scrape, laceration, pull)________________________
___________________________________________________________________________________________________________

Was any first aid provided at the scene?
Yes
No
If yes, describe:___________________________________________
___________________________________________________________________________________________________________
Did you seek other medical treatment?
Yes
No
If yes, when? ______________________________________________
Where?________________________________________ If treatment was not sought immediately, explain why: ______________
___________________________________________________________________________________________________________

Is this an aggravation of a previous injury/symptom?
Yes
No If yes, when were you last treated for the previous injury?
____________________________________ By whom or where? _____________________________________________________
Have you ever had a similar injury?
Yes
No If yes, describe other injury:_____________________________________
___________________________________________________________________________________________________________

Medical Release
Under current workers’ compensation law, the employer is entitled to a signed medical release
I hereby authorize any person or persons who have in the past or will in the future medically attend, treat or examine me, or any
person who may have information of any kind which may be used to reach a decision in any claim for injury or disease arising from
the injury/illness described above, to disclose such information to my employer, my employer’s managed care organization, or to my
employer’s designated representative, CompManagement, Inc. A copy of this form will serve as the original.
Employee Name (print)_______________________________________
Employee Signature__________________________________________

Date (required)______________________________

EMPLOYEE’S REPORT OF INCIDENT AND BACK INJURY
To be completed when a back injury is reported
PLEASE PRINT IN INK
Employer: City of Napoleon, Policy # City of Napoleon

Name_________________________________________________

Social Sec. No._____________________________________

Home Address__________________________________________

Birth date________________ Sex:

City/State/Zip___________________________________________

Telephone: (

Occupation_____________________________________________

Department________________________________________

Male

Female

)________________________________

What part of your back hurts now? _______________________________________________________________________________
When did you first notice this back pain? Date____________________________ Time_____________

am

pm

What were you doing at that time (explain in detail)? ________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
If you were lifting an object, what was it and how heavy? _____________________________________________________________
___________________________________________________________________________________________________________
What was your exact position when pain was first noticed? ___________________________________________________________
What did you feel? ___________________________________________________________________________________________
What was the length of time between the injury and your disability, if any? _______________________________________________
Did anyone see you get hurt?

Yes

No

Did you report or mention this injury to anyone?
Did you ever have a back injury before?

Yes

If yes, who? ________________________________________________________
Yes

No

If yes, who? ______________________ When? ____________

No If yes, when? _______________________________________________

What part of your back? _______________________________________________________________________________________
Were you ever treated by a doctor?

Yes

No If so, when? ____________________________________________________

Has it given you further trouble since then? ________________________________________________________________________
Have you ever received or filed for compensation because of a back injury?
Any other injury?

Yes

No

Yes

No

If yes, list Bureau of Workers’ Compensation claim number(s)_________________________

___________________________________________________________________________________________________________

Medical Release
Under current workers’ compensation law, the employer is entitled to a signed medical release
I hereby authorize any person or persons who have in the past or will in the future medically attend, treat or examine me, or any
person who may have information of any kind which may be used to reach a decision in any claim for injury or disease arising from
the injury/illness described above, to disclose such information to my employer, my employer’s managed care organization, or to my
employer’s designated representative, CompManagement, Inc. A copy of this form will serve as the original.
Employee Name (print)_______________________________________
Employee Signature__________________________________________

Date (required)______________________________

Employee Injury Form- Supervisor’s Investigation Report
Employer: City of Napoleon, Policy # City of Napoleon
Employee Name: ____________________________________ Soc. Sec. #_________________________
Date of Injury: ______________________________________

Was an investigation completed concerning the circumstances of this injury?

Yes

No

Were there any witnesses to this injury?
If yes, witness statements should be attached.

Yes

No

Was the injury a result of horseplay? Under the influence of drugs, or
Yes
No
purposely self-inflicted? If yes, please specify:
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________

Has there been any recent disciplinary action taken against this employee?
Yes
No
If yes, please describe:
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
Has the employee missed any work previously due to similar industrial or
Yes
No
non -industrial conditions? If so, when? ___________________________________________________________________

Has the employee submitted medical documentation for the injury?
If so, please attach.

Yes

No

If known, please provide us with the name, address and telephone number
of the attending physician:
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________

Has the employee returned to work?

Yes

No

Last day worked__________________ Returned to work_________________
If not, what is the current estimated date of return? ______________________________

With the information you have, would you recommend the claim be accepted?
Yes
No
If no, why?__________________________________________________________________________________________
__________________________________________________________________________________________
________________________________________
Employer’s signature

________________________________
Title

____________________________
Date

Employee Injury Form- Statement of Witness to Accident
Employer: City of Napoleon, Policy # City of Napoleon

I. INCIDENT IDENTIFICATION INFORMATION
Name of employee alleging incident______________________________________________

Shift________________________

Occupation________________________________________________ Department_________________________________
II. WITNESS STATEMENT
Your name has been given as a witness to an incident alleged by the above individual. Through your cooperation, information can be
obtained to complete the investigation of this incident. Therefore, it will be appreciated if you will answer each of the following
questions and promptly return your completed statement.
Your name_________________________________________________

Your occupation_____________________________

Your address_______________________________________________
_______________________________________________

Your telephone number (

) ______ - ________

Did you see an accident involving the above employee?
Yes
No
If not, how did you learn about the accident?________________________________________________________________
____________________________________________________________________________________________________
If you did see an accident occur:

Date of accident_____________________ Time of accident___________

am

pm

Describe what you saw: ________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________
_______________________________________
Your signature

______________________________________
Please print your name

_____________________
Date

Injury Map
(Circle areas of injury)

Report of Citizen Accident/Incident Form
Name of Injured Citizen: ___________________________________________________
Age: ____________________

Sex: ______________________

A.M. Location of
Date of Incident/Accident: ________ Time: ______ P.M. Incident/Accident: _________
Description of Incident: ____________________________________________________

Nature of Injury & Part of Body Involved: _____________________________________
________________________________________________________________________
Was any First Aid Provided at the Scene of the Incident/Accident? _____ Yes _____ No
By Whom? ______ Doctor _______ Emergency Personnel ______ Other
Names and Addresses of Witnesses to Incident:
________________________________________________________________________
1.
________________________________________________________________________
2.
________________________________________________________________________
3.
________________________________________________________________________
4.
I have completed this report and it is correct to the best of my knowledge.
X______________________________________________________
Signature of person completing this report
I have read this report and it is correct to the best of my knowledge.
X______________________________________________________
Citizen's Signature

Injury Map
(Circle areas of injury)

Automobile/Equipment Loss Report Form
(To Be Completed By Employee or Immediate Supervisor)
Location of Accident

Street/Road __________________________________________
City & State _________________________________________
Date of Accident ______________ Time of Accident _________
Driver/Operator Name _________________________________

______________________________________________________________________________________

City Vehicle/Equipment

Year, Make, Model of Vehicle/Equipment _________________
Vehicle/Equipment Serial Number ________________________
Driver License #______________________________________
Driver Relation to City ___ Employee ___ Volunteer ____ Other
Damage to City Vehicle ________________________________

______________________________________________________________________________________

Involved Party #1

Involved Party #1
Insurance Information

Name(s) ____________________________________________
Vehicle Make _______________ Model & Year ____________
Address _____________________________________________
City/State/Zip ________________________________________
Phone: Home _______________ Work ____________________
Insurance Company ___________________________________
Policy #_____________________________________________

______________________________________________________________________________________

Involved Party #1

Involved Party #1
Insurance Information

Name(s) ____________________________________________
Vehicle Make ______________ Model & Year _____________
Address _____________________________________________
City/State/Zip ________________________________________
Phone: Home __________________Work _________________
Insurance Company ___________________________________
Policy #_____________________________________________

(Attach additional pages if there are more than 2 involved parties.)

Description of Accident
(Attach additional pages if
more space is needed)

____________________________________________________
____________________________________________________
___________________________________________________
___________________________________________________

BY ARROW
INDICATE NORTH

______________________________________________________________________________
Witnesses:

Name _______________________________________________
Address _____________________________________________
City/State/Zip ________________________________________
Phone: Home _______________ Work ____________________
______________________________________________________________________________
Witnesses:

Name _______________________________________________
Address _____________________________________________
City/State/Zip ________________________________________
Phone: Home _______________ Work ____________________
______________________________________________________________________________
Authorities Contacted/
Responding

Police
Fire
Ambulance

____ Yes ____ No_____________________
____ Yes ____ No_____________________
____ Yes ____ No_____________________

Describe Citations Issued _________________________________________________________
Completed By:

Name _____________________________________________________
Signature __________________________________________________

Employee Incident No-Injury Accident Report Form
(This must be completed IMMEDIATELY by a Supervisor after an accident when there is no injury.)

Exact Location of Incident: ___________________ Department: ___________________
Occurrence Date: _______________ Time: _______ Date Reported: ________________
Employee Involved: ________________ SSN#: ___________ Employee ID: _________
(Optional)

Job Title: ____________ Employment Date: ________ Time on Present Job: ________
1.

Property Damaged: _________________________________________________
Cost $_________________

2.

Length of downtime __________________

Unsafe condition at time of incident be specific) __________________________
__________________________________________________________________

3.

Unsafe practice contributing to the incident (be specific) ____________________
__________________________________________________________________

4.

Witness (es) to incident: ______________________________________________

5.

Sequence of events: (detailed) _________________________________________
__________________________________________________________________
__________________________________________________________________

Employee Signature: __________________________________
To Be Completed by Department Head:
1.

What was immediate cause(s):
_____ Unsafe Condition

2.

Date Reported: _________________

_____ Unsafe Act

_____ No Fault

What was contributing Cause(s): _______________________________________
__________________________________________________________________

3.

What can be done to prevent re-occurrence of this type of loss: _______________
__________________________________________________________________

4.

When will corrective steps be taken: ____________________________________

Remarks:
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Supervisor: ____________________________________

Date: __________________

(Use of SSN #, if furnished, will be used for tracking.)

Immediately forward copies of this report to Department Management

Passenger Incident Form
Instructions to Driver: Please complete this form each and every time there is a problem
or injury with occupant in your vehicle. Always take photographs of the fall/injury area if
possible.
Immediately Report This Incident To Your Supervisor.
Driver Information (Please complete as fully as possible):
Your Name: _____________________________________________________________
Last

First

M.I.

Company Name: _________________________________________________________
Company Address: ________________________________________________________
________________________________________________________________________
Tel: ________________

Date: __________

Time: _________ a.m. /p.m.

Insurance Police No: _____________ Vehicle Identification No. (VIN) ______________
Accident/Incident Location: _________________________________________________
Name of Passenger: _______________________________________________________
Last

First

M.I.

Address: ________________________________________________________________
________________________________________________________________________
Home Phone No: ____________________Work Phone No: _______________________
Was your passenger removed from the scene?
________ Yes
________ No
If Yes, By Whom? ________________________________________________________
If Yes, to Where? _________________________________________________________
Type of Problem (Please check as many boxes as necessary.):
Passenger Fall
__ Down stairs
__ Up stairs
__ Near bus
__ Step stool
__ In aisle
__ In restroom
__ Other: ___________

Passenger Injury
__ Struck by object overhead
__ Struck by carried object
__ Struck by falling person
__ Tripped on board
__ Struck head on overhead rack
__ Injury at/around baggage doors
__ Injury, other cause: _________

Incident
__ Complaint
__ Argument
__ Lost article
__ Fighting
__ Vandalism
__ Asleep
__ Other: _________

Description of Incident: (Please print clearly.) Names of Witnesses and Contact
Information:
Name: __________________________________________________________________
Last

First

M.I.

Address: ________________________________________________________________
Telephone No.: _________________________________
Name: __________________________________________________________________
Last

First

M.I.

Address: ________________________________________________________________
Telephone No.: _________________________________
To Be Completed By Department Head:
Date Reported ___________________________
1.
2.

3.

4.

What was immediate cause(s):
_____ Unsafe Condition
_____ Unsafe Act
_____ No Fault
What was contributing Cause(s):
__________________________________________________________________
__________________________________________________________________
What can be done to prevent re-occurrence of this type of loss:
__________________________________________________________________
__________________________________________________________________
When will corrective steps be taken:
__________________________________________________________________

Remarks:________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

Notice of Injured Employees
Election of Compensation
The City of Napoleon offers a Wage Continuation Policy relating to employees who are injured or
contract an occupational disease while in the course of employment. This policy is effective for injuries on
or after __6-19-98__. In the past, injured employees have been partially reimbursed for lost wages by the
Bureau of Workers’ Compensation. Injured employees are compensated at the rate of 72% of the full
weekly wage for the first 12 weeks of disability, and a 66 2/3% of the average weekly wage for all
subsequent weeks of disability. In most cases, administrative delays have caused significant interruption
in income from the last day worked to the eventual receipt of workers’ compensation benefits.
In order to prevent such delays, the City of Napoleon will, in compensable claims, continue to pay wages at
the same rate of pay the injured worker was making at the time of the injury. This rate will be multiplied
by the usual number of scheduled hours per week. This compensation will be paid for a period not to
exceed 12 weeks. The payment by the City of Napoleon will take the place of payment by the Bureau.
Wage continuation will be made only during the period of the time that workers’ compensation benefits
would otherwise be paid by the Bureau. In most cases, payments will immediately commence upon
receipt of proof of disability from the preferred medical provider and a completed claim application.
The payments by the City of Napoleon will be taxable income to the employee and subject to the same tax
withholding requirements as one’s regular weekly wage. Workers’ compensation benefits payable by the
State are not taxable income to the employee; however, the City of Napoleon’s net payment will be equal
or greater than the payment which would be made by the Bureau, and will reduce the delay.
Receipt of wage continuation payment will be in lieu of workers’ compensation lost time benefits. The
payment of medical benefits will continue to be the responsibility of the Bureau of Workers’
Compensation.
If the period of disability exceeds __________ weeks, the City of Napoleon may, solely at management’s
discretion, extend wage continuation payments for additional periods of time. Injury leave payments
beyond _________ will be calculated at the same rate of pay the injured worker was making at the time of
injury. This rate will be multiplied by the usual number of scheduled work hours per week. Alternatively,
after __________, the City of Napoleon may request that the employee commence payment from the
Bureau of Workers’ Compensation. Since the claim number will be assigned by the Bureau, no
interruption in the disabled employee’s benefits should occur.
Hopefully, this plan will eliminate any financial hardship suffered by an employee as a result of an
occupational illness or injury. Please contact the Workers’ Compensation Coordinator with any questions
you may have or to obtain a copy of written guidelines pertaining to qualification for receipt of injury leave
benefits.
I elect to receive direct payments.
I elect to receive compensation from the Bureau of Workers’ Compensation.

_______________________________________
Employee’s signature

_______________
Date

Exit Interview
Date: _________________________________________
Employee’s Name:

Job Title:

Department:

Employed From ____________ To ____________

Reason for Leaving: Resignation _____ Discharge _______ Layoff __________ Other ________________
Have you accepted another position?

Yes ____ No ____

If yes, where?

Present Title: ___________________________________ New Title:
Present Salary: ________________ New Salary: __________________
Additional Fringe Benefits offered by new employer:
1. How long ago did you begin searching for another position?

What incident or

circumstance(s) made you begin looking for another job?

2. What were the reasons you decided your career goals could not be met here or could be better met somewhere
else?

3. Did you speak with your supervisor or anyone else in management or the Administration Office concerning
your career goals? Yes ______ No _____
4. If the answer to 3 above was Yes, what was the outcome of this conversation?

5. If the answer to 3 above was No, why not?

6. Did you get along well with your supervisor? Yes ____ No ____. If No, please explain:

7. How well did your supervisor handle any complaints or grievances you may have had?

8. What could have been done to make your job here more rewarding?

9.

What did you like best about your job?

10. What did you dislike about your job?

11. What makes the City of Napoleon a good place to work?

12. What makes the City of Napoleon a poor place to work?

13. How does your new position compare with the one you are leaving?

14. How would you rate the following:


Job responsibilities?
❏ Outstanding



❏ Satisfactory

❏ Fair

❏ Unsatisfactory

❏ Very Good

❏ Satisfactory

❏ Fair

❏ Unsatisfactory

❏ Very Good

❏ Satisfactory

❏ Fair

❏ Unsatisfactory

❏ Outstanding

❏ Very Good

❏ Satisfactory

❏ Fair

❏ Unsatisfactory

❏ Outstanding

❏ Very Good

❏ Satisfactory

❏ Fair

❏ Unsatisfactory

Benefits?
❏ Outstanding

❏ Very Good

❏ Satisfactory

❏ Fair

❏ Unsatisfactory

Opportunity for achieving goals?
❏ Outstanding



Work environment?
❏ Outstanding






❏ Very Good

Supervisor?

Pay?

15. What recommendations would you have for making your department and/or the City a better place to work?

Employee Signature: ________________________________________________

Please return completed form to HR Director

Date: ___________________

Memorandum
To:

Parks & Recreation Committee, Council, Mayor, City Manager,
City Law Director, City Finance Director, Department Supervisors,
Media

From: Gregory J. Heath, Finance Director/Clerk of Council
Date:

8/14/2014

Re:

Parks & Recreation Committee Meeting Cancellation

The regular Parks & Recreation Committee meeting scheduled for
Monday, August 18 at 6:15pm has been CANCELED due to lack of
agenda items.

A weekly newsletter presented by AMP President/CEO Marc Gerken
August 15, 2014

Ratings on Prairie State
affirmed by Fitch Ratings
By Bob Trippe – senior vice president & CFO

The Prairie State project received continued
confirmation of the strength of the project from
Fitch Ratings (Fitch) this week. In its press release
this past Thursday, Fitch affirmed its rating of ‘A’
on all outstanding Prairie State debt, with a stable
outlook.
The press release pointed out several factors
that contributed to their rating affirmation in the
‘A’ category:
•

AMP prepares to host Lineworkers Rodeo
By Michelle Palmer, PE – assistant vice president of technical services

The field is complete for AMP’s first annual Lineworkers Rodeo. Final
preparations are currently being made for the event on Aug. 23. Competition
will begin at 8 a.m. at AMP headquarters.
The Rodeo features three levels of competition: team, individual and
apprentice. There are 17 apprentices, five journeyman and four teams
registered.
Members not participating are welcome to attend and view the competition.
The Rodeo, a family-friendly event, is free and open to the public.
For more information, please contact Jennifer Flockerzie, technical
services program coordinator, at 614.540.0853 or rodeo@amppartners.org.
The Rolling Blackouts band will also take the stage to entertain attendees
on Aug. 23. The band plays classic rock and is made up of AMP members and
consultants. For those who are interested in playing or singing with the band
for the Rodeo performance, please contact Hamilton Director of Electric
Kevin Maynard, AMP Board member, at maynardk@ci.hamilton.oh.us or
513.785.7208.
Rodeo judges and events are:
Team and Individual Events
• Hurtman Rescue: Scott Mckenzie – AMP staff
• Single-Phase Pole Transfer: Steve Holland – Cleveland Public Power
• Two-Phase Horizontal Cutout Change Out: John Friley – Westerville
Electric Division
see RODEO Page 2

•
•
•
•

•
•

Prairie State’s improved performance as the
plant has moved beyond routine start-up
issues. The plant has achieved an equivalent
availability factor (EAF) of 67.4 percent,
which compares favorably to the 2013
operating performance when the EAF was
62.7 percent.
AMP’s ability to monitor project participants’
credit standing.
Take-or-pay contracts secure the bonds, with
the entire output contracted by the participants.
AMP’s ability to oversee a number of existing
and new power resources.
The project’s financial position is heavily
supported by the creditworthiness of the
participating members, which typically
exhibit satisfactory cash flow, modest
leverage, and healthy cash balances.
Low fuel supply risk due to adjacent mine
mouth operation and 30-year supply of coal.
Standard contract step-up provision which
requires each participant to step up its
purchase by 25 percent of its original
allocation of project output in the event of
default by another participant.

If you would like a copy of the press release or
have any questions, please contact Chris Deeter at
614.540.0848 or cdeeter@amppartners.org.

RODEO continued from Page 1
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•
•

12 kV Arrester Change Out: Dick Smith – Orrville
Utilities
Alley Arm Insulator Change Out: Bob Bowman –
Piqua Power System

Apprentice Events
• Written Test: Bob Rumbaugh – AMP staff
• Conductor Tie In: Jerry Gee – Tipp City Municipal
Utilities
• Framing Event: Jim Eberly – AMP staff
• Three-Phase Fuse Replacement: Bob Kinstler –
Cleveland Public Power
• Hurtman Rescue: Scott Mckenzie – AMP staff

AFEC weekly update
By Craig Kleinhenz – manager of power supply planning

Another week of mild temperatures kept Fremont
dispatched offline most of the week. The plant was online
last Friday as well as this Sunday and Monday. During those
days it operated at base maximum levels during the on-peak
hours and then went offline during the overnight hours.
The plant ended the week with a capacity factor of 19
percent (based on a plant rating of 675 MW).

MON
$38.29

MON
$43.05

THU
$33.63

FRI
$31.79

TUE
$44.08

WED
$39.95

THU
$39.82

FRI
$38.13

USEPA declines to change
RICE NESHAP rule
By Cody Dill, EI – manager of environmental affairs

The U.S. Environmental Protection Agency (USEPA)
is not budging on the National Emissions Standards for
Hazardous Air Pollutants (NESHAP) for Reciprocating
Internal Combustion Engines (RICE).
After publication of the final amended RICE NESHAP
rule on Jan. 30, 2013, several parties asked the USEPA to
reconsider the rule. USEPA granted reconsideration on
three issues:

•

AMP is shining its
Member Spotlight on
the Village of Pioneer.
Founded in 1849, Pioneer
has a population of
approximately 1,380.
The village is a closeknit community and some
of the main employers are
in the industrial and manufacturing sectors.
The award-winning Pioneer Light Department was
established in 1912 and serves more than 800 meters, with
the majority being residential customers.
Learn more about the Village of Pioneer, its interesting
history and its AMP participation in the Member Spotlight
section of the AMP website.

WED
$35.50

AEP/Dayton 2015 5x16 price as of Aug. 15 — $44.15
AEP/Dayton 2015 5x16 price as of Aug. 8 — $43.75

By Craig Kleinhenz

By Krista Selvage – manager of publications

TUE
$35.27

Week ending Aug. 8

•

Pioneer is latest community
featured in Member Spotlight

www.amppartners.org

Week ending Aug. 15

Up, down week for energy prices
Mixed news this week led to relatively flat energy markets.
The amount of natural gas that was reported injected into
storage was below analysts’ expectations this week. This was
offset by the upcoming heat wave being milder and shorter
than originally expected.
September natural gas ended $0.02/MMBtu higher than
last week, closing yesterday at $3.90/MMBtu. 2015 on-peak
electric prices climbed $0.40/MWh from last week, with AD
Hub closing at $44.15/MWh.

2

On Peak (16 hour) prices into AEP/Dayton Hub

•

Timing for compliance with the ultra-low sulfur
diesel (ULSD) fuel requirements;
Timing and required information for the reporting
requirements; and
Conditions for operation for up to 50 hours/year in
non-emergency situations.

AMP, the American Public Power Association and other
members of the public power community filed comments
defending the final rule against adverse comments that
would have reduced the value of municipal utility
RICE generation resources. After consideration of the
comments, USEPA has decided to let the amended rule
stand as originally written.
ULSD fuel purchase requirements commence Jan. 1,
2015, with the allowance for depletion of existing fuel
supplies.
The first reporting deadline shall be March 31, 2016, for
2015 calendar year operation.
The provision in the current rule for “operation up
to 50 hours per year to mitigate local transmission
and/or distribution limitations so as to avert potential
voltage collapse or line overloads that could lead to the
interruption of power supply in a local area or region”
has been retained.
Please feel free to contact me with questions at
614.540.6382 or cdill@amppartners.org.

News or Ads?
Call Krista Selvage at
614.540.6407 or email to
kbselvage@amppartners.org
if you would like to pass
along news or ads.

American Municipal Power Newsletter

July Operations Statistics
July 2014

July 2013

JV6 Wind Output

12%

10%

By Michelle Palmer, PE

Belleville Output

97%

87%

AMP’s safety team will offer one-hour webinars on
the Occupational Safety and Health Administration’s
(OSHA) recently updated standards for Electric Power
Generation/Transmission, and Distribution and
Electrical Protective Equipment.
For more information or to register for a webinar,
please email to newOSHArule@amppartners.org. The
four webinars are:

Fremont Energy Center Output

35%

60%

Blue Creek Wind Output

16%

14%

Napoleon Solar Output

23%

21%

Prairie State Output

76%

45%

$41/MWh

$54/MWh

Avg. A/D Hub On-Peak Rate

*Fremont capacity factor based on 675 MW rating
*Solar capacity factor based on 3.54 MW rating
*PS capacity factor based on 800 MW rating

Efficiency Smart® has partnered
with its participating communities
to provide residents an easy and
convenient option to recycle light
bulbs. Incandescent, flood and
compact fluorescent light bulbs (CFLs)
can be responsibly recycled through
recycling bins located in the utility office, compliments of
Efficiency Smart®. The bins hold up to 150 light bulbs and
come with a pre-paid postage slip for pick-up. Participating
communities can contact Efficiency Smart® to request a new
bin when current bins are nearly at capacity.
Responsibly recycling prevents light bulbs from breaking
when thrown into the trash or when compacted in landfills.
In addition, recycling allows for the reuse of glass, metals
and other materials that make up fluorescent lights.
For more information about recycling light bulbs, visit
www.efficiencysmart.org.

DEED webinar to focus on
customizable weather database
By Alice Wolfe – assistant vice president of power supply planning &
alternative generation

www.amppartners.org

•

Efficiency Smart launches light
bulb recycling initiative
By Steven Nyeste – communications & public affairs specialist, Efficiency Smart
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AMP offers webinars on
OSHA’s updated standards

The American Public Power Association’s (APPA)
Demonstration of Energy & Efficiency Developments
(DEED) program will offer the webinar Customizable
Weather Database Helps Utilities Handle Customers’ HighBill Complaints from 2 to 3 p.m. Aug. 20.
The webinar will discuss weather data (temperatures
and/or degree days) and how it can be useful for customer
service representatives when talking to customers with highbill complaints. Registration for the webinar is available on
the APPA website under “Programs” and “DEED.”
The webinar is offered at no charge to DEED members.
AMP pays for its members to be a DEED participant in
addition to APPA membership. The webinar is worth 0.2
CEU/1.5 PDH credits.
For additional program information, please visit the
DEED section of APPA’s website.

•

•

•

Sept. 4 at 10 a.m. – Host/contractor provisions. A
presentation of the OSHA rules associated with the
sharing of safety-related matters and coordination of
work rules between the Host and Contract Employers
will be provided.
Oct. 2 at 10 a.m. – Minimum approach distance and
arc flash hazard analysis. Changes within the OSHA
rules that affect Minimum Approach Distance and
Arc Flash will be discussed during this session.
Nov. 6 at 10 a.m. – Fall Protection. The final rule
includes new requirements for fall restraint, personal
fall arrest and work positioning – all of which will be
discussed during this webinar.
Nov. 13 at 10 a.m. – General Training. This session will
provide an overview of changes to general training
standards and review all timelines for compliance.

While OSHA’s revisions cover many areas, the six most
widely discussed are:
•
•
•
•
•
•

Minimum Approach Distances (MAD)
Arc Flash Hazard Analyses
Arc Flash Protection Programs
Fall Protection Systems, including Personal Fall
Arrest, Fall Restraint and Work Positioning
Transferring Information Requirements (Host and
Contract Employer)
Training and Records

The full OSHA rule is available here. More information
is available at https://www.osha.gov/.
Please feel free to contact me with questions at
614.540.0924, mpalmer@amppartners.org; or Director of
Member Safety Services Kyle Weygandt at 330.323.1269,
kweygandt@amppartners.org.

Calendar
Aug. 19—Project Update & Member Outing
Aug. 23—AMP Lineworkers Rodeo
AMP Headquarters, Columbus
Aug. 28—AMP Finance & Accounting
Subcommittee Meeting
Johnstown, Pennsylvania
Sept. 8-12—Lineworker Training Basic 2
AMP Headquarters, Columbus

www.amppartners.org
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Update Classifieds
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Candidates encouraged to
apply for Oberlin positions
The Oberlin Municipal Light and Power System (OMLPS)
is accepting applications for the following fulltime positions.
For complete job descriptions and applications, visit www.
cityofoberlin.com or in person at Oberlin City Hall, 85 S.
Main St., Oberlin, Ohio 44074. Applications should be
returned via email to hr@cityofoberlin.com or mailed to:
City of Oberlin Human Resources Department, Oberlin
City Hall, 85 S. Main St., Oberlin, Ohio 44074. Closing date
for both positions is 4:30 p.m. Aug. 24, 2014. The City of
Oberlin is a drug-free workplace and an Equal Employment
Opportunity employer.
•    Technical Services Superintendent in the Electric
Technical Services Division: Responsible for the operation
and maintenance of the technical services system. Minimum
qualifications require a minimum of a bachelor’s degree
from an accredited four-year college or university with three
years relevant work experience or a high school diploma
or equivalent, supplemented with electrical engineering or
related courses and seven or more years of relevant work
experience or an equivalent combination of education and
experience which provides the skills and abilities necessary
to perform the job. The position requires a valid Ohio
class “A” commercial driver’s license. Hourly Salary Range:
$56,591 - $98,924/year D.O.Q.
• Distribution Superintendent in the Electric
Distribution Division: Responsible for the operation,
maintenance and routine construction work of the electric
distribution system. Minimum qualifications are: high
school diploma or equivalent (bachelor’s degree from
an accredited four-year college or university preferred),
supplemented with electrical engineering or related courses
and seven or more years relevant work experience or an
equivalent combination of education and experience which
provides the skills and abilities necessary to perform the job.
The position requires a valid state of Ohio driver’s license.
Hourly Salary Range: $56,591 - $98,924/year D.O.Q.

City of Bowling Green seeks
Electric Division technician
City of Bowling Green Electric Division Technician
(Current Pay Band: $26.45/hr - $31.26/hr)
This hourly, non-exempt position is responsible for
installation, calibration, maintenance and repair of
complex computer process control and instrumentation
systems, and the development installation, and repair of
electrical substation and related high voltage system panels
and components.
Qualifications include two-year college certificate or
equivalent; three to five years of relevant experience; valid
Ohio Driver’s License. A copy of the job description will be
provided. Interested persons must complete the application

that is available online at http://www.bgohio.org/ It is
also available in the Personnel Department. Resumes
may be included, but will not substitute for a completed
application.
Applications must be completed and returned to the
Personnel Department, City of Bowling Green, 304 N.
Church St., Bowling Green, Ohio 43402. Telephone:
419.354.6200; Fax: 419.352.1262; email: BGPersonnel@
bgohio.org Office hours: 8 a.m. to 4:30 p.m. weekdays.
Deadline for making application is 4:30 p.m. Aug. 15,
2014. AA/EEO

Beach City has opening for
experienced lineworker
The Village of Beach City has an opening for an
experienced fulltime or part-time lineworker in its electric
utility. Successful candidates will meet the following
qualifications: high school diploma or GED; two-year
Trade School, Journeyman Certification; commercial
driver’s license (CDL) with a Class B Endorsement or
must be obtained within three months of hire.
Employee will be on call 24/7 every other week to
respond to outages or problems. Position pay scales: $19
per hour to $25 per hour for a journeyman lineworker,
depending on qualifications. A partial benefit package
available for part-time employee. Applications available
at Village of Beach City, 105 E. Main St., Beach City,
Ohio 44608 or via email to utilities@beachcityohio.org.
Applications will be accepted until 4:30 p.m. Aug. 15,
2014. Beach City is an equal opportunity employer.

AMP seeks vice president of
business operations candidates
American Municipal Power, Inc. is accepting
applications for Vice President of Business Operations.
For more information and a complete job description,
please visit the “Careers” section of the AMP website or
email to Teri Tucker at ttucker@amppartners.org.
Reporting to the president/CEO, the vice president of
business operations oversees all AMP-owned properties,
vehicles and equipment. Responsible for the budgets of
all phases of these business operations. Will oversee the
Forestry Program and AMPO Inc., and assist the president
in strategic planning and program/project development.
Qualifications include: minimum of a four-year
business-related degree is required; five years of high
level management experience is required and previous
work experience with public power related activity is
preferred; ability to identify risk hazards and direct
program activities to minimize exposure; knowledgeable
in decision analysis techniques and comfortable with
handling issues involving risk and uncertainty.

