TOWN OF WESTRORT THDIONG ’

EMH_OYEE PERSOMMEL ROLICY

ENGITMENT DATE JANUARY @1, 1257

THIG PERSOMMNEL POLICY HERERY RESOIMDS AND NEGATES ANY
FREVIOUS WRITTEM OR VERBRL ITHNSTITUTED PERBOMNEL POLICIES.

i. Trhe wabtegr and Dewer deparitsent and any permansnt or
temporary enplovees assigned to this deparitment works under
the supervisicen of the water and sewer superintensdent.

& RI1 employvees in the adminiedtrative office of the Town
of Westport will be supervised by fthe Town Clerk.

Ha The Town Marshal will be responsible for Tirst line
supervision of the Deputy Marshal or Marshals.

4 211 other Town of Westport emplovess will be under the
supervision of their respective department heads.

i Final authority rests with the Towsn Council sxoept in
those casss where it iz obtherwise definsd Dy law.

2 It ds reguired that in matters of emergency such as
water main breals, adverss weabhsr, or installation of new o

replacement sguipment that 11 town eaplovess under the
supervision of the Town Co-ordinator angd Water Supsrintendent
will actively asseist until the matter is vesolved.

This will be ezpecially sssential where sharing of
epuipment is negesszary.

7 MRl Town of Westport smolovees are expected to maintain
& telephone within thelir place of residence and bto make =&
reasonaiie effort to keep the administrative ofTice informed
uf thedir locabtion during worbking hours,

&, Fil departrwent heads are encowraged to atbtend Town
Douncil meetings and reouwired Lo subsit weitten reports of
the previows months activity to the Town Clerk prior to the
regular wenthly meeting.

9. The report of the Town Marshal shall dinclude the
approximate work sohedule Tor the next month.

1, Trhe Farshal snd his deputiess shall keep & lop at all
times showing mileage, duby hours as well &z any case where a

vehicles e tabken bevond the defined psirol area.

11 All Town of Westport vehicles are to be kepl within the




1%, Faid holidays are ez follow:

Mew Years Eve Day

Mew Years Day

Memorial Day-Monday
Columbus Day

Juiy 4

Latiay Day

Thankspgiving Day

Day after Thankspiving Day
Christuas Eve Day
Christmas Day

Frecsidents Day

Good Friday

VETERANS DAY (2005 PER HARRY PRAY)

EQUAL ORPORTUNITY EMPLOYMENT The Town of Westport is an
Egual Opportunity Employver and will not discriminste in ats
hiring practices becavse of Race, Tolor, Creed, Rellpious
fractice, Sex, Physical or Menital Attitude, eucept where such
attitudes constitute a bonafide occoupational gqualification.

Tie Town of Westport will comply with &ll Federal and
State laws relating bto esgual cppordtunity, affirmative action,
and nen discrimination. The following laws ancd regulations
may be incloded ing
Title VI and V11 Civil Rights Pot of 12645
Exerutive Order 4
Egual Fay RAct 1963
CETH Rules and Regulations
Indiana Divil Rights Laws
Poge Discrimination fMot 1973
Pehabilitedion fAct of 1973
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Town of Westport or defined area of responmeibility.

The normal patroel asrea of police vehicles is defined in
police policies.  The norwal work area of street and waber
co. vehiocles will include physical plants belonging to the
town antd water line extensions.

In &ll cases where Town of Westport vehicles are taken
beyond these limits it should be properly logoged and made a
matter of record in monthly reports.
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& sick days will be granted per vear.

Sick days are not to be considered as additional
vacation and are not Lo be used az such.

davs of

The Town Council reserves the right to reguire a doctors
certifTication of inability to work when sick gays are !
claimed.

Sick daye may be carried over beyond the calendar year
But will not accumulate bevond forty-Five (45) davs as of
January @1, 19%7 all esplovess will begin with 18 accumulated
sick davs,

If you leave the employment of the town the sick davs
are drop and MO PRY oy TIME OFF is provided.

13, Yacastion time will be as follows:

1 vear to 2 years 1 weak
Z vears to 8 vears & weehls
1@ years to 1D vesrs I weshks
1% years and ovver 4 wesks

Farvned vacation iz based on date of hire,

Vacation tinme is eavned in one yvear and must be taken
within the next year, It doss not accumulabe or cavrey over,

Erample: Hire date of 271795, This employee would earn
(2 weegks of vagation effective &/71/797 and the sarned time
must be btaken prior to /1598,

Two emplovees in spach deparitment may not scohedule
vacation &t the seme time, if preference For vacation time
cannot be reselved the senior smployves will have prigritv,.

14, The acounulation of comp time or gvertise hours worked
ig not allowed, if Pourly rated Town of Westport smplovess
are required by emergesncy to word overtimes fthe howrs mnust be
turned in for compenszation in the current pay period, 1F the
Mouwrs are worked toe late to be turned in For compensation in
the current pay period they will bs compensatad in the
following pay peviod, in neo case way they be allowed to
acuamiate hDevond this point.




AMENDIMENT NO. 1 TO 1997 EMPLOYEE DERSONRMEL ROLICY

1. FUNERAL DRYS

Three (3) days off for death in the immediste family,
also grandparents, parents, In-laws, brothers & sisters,

Counciiman

W A e :
%ﬁﬁn Eﬁﬁﬁ}rg Councilman




