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TOWN BOARD VOTING MEETING/WORK SESSION
Wednesday, August 17, 2022 7:00pm

PLEDGE OF ALLEGIANCE - MOMENT OF SILENCE

Roll Call Vote

Public Comments on Town Related Business (Five (5) Minutes Maximum for Town
Residents, Property Owners & Business Owners Only)

Board Voting Meeting:

e

Accept Town Board Minutes July 20, 2022

Res: Making Re-Appointment to the Town of Carmel Board of Assessment Review

Res: Establishing Employment Anniversary Date

Res: Declaring Certain Equipment Obsolete and Authorizing Disposal

Res: Authorizing Request for Proposals Pursuant to Property Maintenance Law Chapter 114

Res: Waiving Park Rental Fees In Reference to Applications of the Prevention Council of
Putnam and United for the Troops

Res: In Support of Commission of Traffic Studies — New York State Department of
Transportation Speed Reduction NYS Route 6 & South Lake Boulevard

Res: In Support of Commission of Traffic Studies — Putnam County Highway & Facilities
Speed Reduction North, East and West Lake Boulevards, Mahopac, New York

Res: Accepting Renewal of Contract for Landscaping and Maintenance Services Town of
Carmel Landfill

Res: Authorizing Budget Revisions

. Res: Acknowledging Emergency Repairs/Services Carmel Water and Sewer Districts

Town Board Comments
Motion to Adjourn Town Board Voting Meeting
Motion to Open Town Board Work Session


http://www.ci.carmel.ny.us/

Town Board Work Session:
1. Anne Pasquerello, Chief of Staff — Consider Request to Amend and Adopt Revisions to Town
of Carmel Employee Handbook
2. Michael Simone, Highway Superintendent — Request Authorization of Emergency Purchases
for Service Parts and Labor
3. James Gilchrist, Director of Recreation & Parks — Consider Accepting Proposal for the
Purchase of Playground Equipment — Town of Carmel Airport Park

° Town Board Comments
° Motion to Move into Executive Session

Executive Session:
1. Joseph Charbonneau, Esq., Special Counsel — Update on Litigation
2. Town of Carmel Garbage District — Contractual

o Motion to Adjourn Meeting



RESOLUTION #1

RESOLUTION MAKING RE-APPOINTMENT TO TOWN OF CARMEL BOARD OF
ASSESSMENT REVIEW

RESOLVED that the Town Board of the Town of Carmel hereby re-appoints
Francis J. Monaco to the Town of Carmel Board of Assessment Review for a term

commencing October 1, 2022 and expiring September 30, 2027

Resolution
Offered by:
Seconded by:

Roll Call Vote YES NO
Stephen Baranowski
Frank Lombardi
Suzanne McDonough
Robert Schanil

Michael Cazzari



RESOLUTION #2

RESOLUTION ESTABLISHING EMPLOYMENT ANNIVERSARY DATE

RESOLVED, that the Town Board of the Town of Carmel hereby revises the date
of hire and/or anniversary date for Employee# 2855 from 8/1/2022 to 1/7/2022 for all
purposes including but not limited to credit in the New York State and Local Retirement

System.

Resolution
Offered by:
Seconded by:

Roll Call Vote YES NO
Stephen Baranowski
Frank Lombardi
Suzanne McDonough
Robert Schanil

Michael Cazzari



RESOLUTION #3

RESOLUTION DECLARING CERTAIN EQUIPMENT OBSOLETE
AND AUTHORIZING DISPOSAL

RESOLVED that, upon the recommendation of Town of Carmel Police Sgt.
Stephen McCabe in his memo dated July 29, 2022, which is attached hereto and made
a part hereof, the Town Board hereby declares the said equipment to be obsolete and
hereby authorizes its disposal in accordance with Town Law, including but not limited to
disposal pursuant to Town Law §64(2-a).
Resolution
Offered by:
Seconded by:

Roll Call Vote YES NO
Stephen Baranowski
Frank Lombardi
Suzanne McDonough
Robert Schanil

Michael Cazzari









RESOLUTION #4

RESOLUTION AUTHORIZING REQUEST FOR PROPOSALS PURSUANT TO
PROPERTY MAINTENANCE LAW CHAPTER 114
RESOLVED that the Town Board of the Town of Carmel, in accordance with
Chapters 114 of the Town of Carmel Town Code titled “Property Maintenance” hereby
authorizes Town of Carmel Director of Codes Enforcement, Michael Carnazza to
solicit/request proposals for the cleanup and correction of Town Code violations existing

for the property located at 11 Meadow Drive, Carmel, NY

Resolution
Offered by:
Seconded by:

Roll Call Vote YES NO
Stephen Baranowski
Frank Lombardi
Suzanne McDonough
Robert Schanil

Michael Cazzari



RESOLUTION #5

RESOLUTION WAIVING PARK RENTAL FEES IN REFERENCE TO APPLICATIONS
OF THE PREVENTION COUNCIL OF PUTNAM AND UNITED FOR THE TROOPS

RESOLVED that the Town Board of the Town of Carmel hereby authorizes the
waiving of the park rental permit fee in reference to the application of Prevention Council
of Putnam, “International Overdose Awareness Day” on August 31, 2022 at Chamber
Park; and

BE IT FURTHER RESOLVED that the Town Board of the Town of Carmel hereby
authorizes the waiving of the park rental permit fee in reference to the application of
United for the Troops, “Honoring our Heroes Night” on September 9, 2022 at Chamber
Park.

Resolution
Offered by:
Seconded by:

Roll Call Vote YES NO
Stephen Baranowski
Frank Lombardi
Suzanne McDonough
Robert Schanil

Michael Cazzari



RESOLUTION #6

RESOLUTION IN SUPPORT OF COMMISSION OF TRAFFIC STUDIES — NEW YORK
STATE DEPARTMENT OF TRANSPORTATION
SPEED REDUCTION NYS ROUTE 6 & SOUTH LAKE BOULEVARD

NOW THEREFORE BE IT RESOLVED, that the Town Board of the Town of
Carmel, hereby supports the commission of a study by the New York State Department of
Transportation for the purpose of establishing speed reduction to 35 MPH in the vicinity
of 493 NYS Route 6, Mahopac, New York; and

BE IT FURTHER RESOLVED, that the Town Board of the Town of Carmel,
hereby supports the commission of a study by the New York State Department of
Transportation for the purpose of establishing speed reduction to 25 MPH in the vicinity
of South Lake Boulevard, Mahopac, New York; and

BE IT FURTHER RESOLVED the Town Supervisor Michael Cazzari is hereby
authorized to transmit a copy of this resolution to New York State Department of

Transportation immediately.

Resolution
Offered by:
Seconded by:

Roll Call Vote YES NO

Stephen Baranowski

Suzanne McDonough
Robert Schanil

Frank Lombardi - -
Michael Cazzari -



RESOLUTION #7

RESOLUTION IN SUPPORT OF COMMISSION OF TRAFFIC STUDIES — PUTNAM
COUNTY HIGHWAYS AND FACILITIES
SPEED REDUCTION NORTH, EAST AND WEST LAKE BOULEVARDS, MAHOPAC,
NEW YORK

NOW THEREFORE BE IT RESOLVED, that the Town Board of the Town of
Carmel, hereby supports the commission of a study by the Putham County Highways and
Facilities for the purpose of establishing speed reduction to 25 MPH in the vicinity of
North, East and West Lake Boulevards, Mahopac, New York; and

BE IT FURTHER RESOLVED the Town Supervisor Michael Cazzari is hereby
authorized to transmit a copy of this resolution to Putnam County Highways and Facilities

immediately.

Resolution
Offered by:
Seconded by:

Roll Call Vote YES NO
Stephen Baranowski
Frank Lombardi
Suzanne McDonough
Robert Schanil

Michael Cazzari



RESOLUTION #8

RESOLUTION ACCEPTING RENEWAL OF CONTRACT
FOR LANDSCAPING AND MAINTENANCE SERVICES
TOWN OF CARMEL LANDFILL

WHEREAS, Town Engineer Richard Franzetti has solicited proposals for the
performance of landscaping/maintenance services for the Town of Carmel Landfill; and

NOW THEREFORE BE IT RESOLVED, that the Town of Carmel Town Board
hereby accepts the renewal of contract of Coviello Landscaping, Carmel, NY for the
performance landscaping and maintenance services for the Town of Carmel Landfill for
a three (3) year term (2023, 2024 and 2025) at an annual cost not to exceed $13,000
(THIRTEEN THOUSAND DOLLARS);

BE IT FURTHER RESOLVED, that upon presentation of insurance certificates in
form acceptable to Town Counsel, Town Supervisor Michael Cazzari is hereby authorized
to execute any and all documentation required to formalize the acceptance of said

contract on the terms authorized herein.

Resolution
Offered by:
Seconded by:

Roll Call Vote YES NO
Stephen Baranowski
Frank Lombardi
Suzanne McDonough
Robert Schanil

Michael Cazzari



RESOLUTION #9

RESOLUTION AUTHORIZING BUDGET REVISIONS
WHEREAS the Town Comptroller MaryAnn Maxwell has reviewed the proposed
Budget Revisions for the period ending July 31, 2022 with the Town Board which are
detailed and explained on the attached Budget Revisions Schedule #2022/03; and
NOW, THEREFORE, BE IT RESOLVED that the Town Board of the Town of
Carmel hereby authorizes and ratifies the Final Budget Modifications/Revisions for the
period ending July 31, 2022 as shown itemized on schedule #2022/03 which is attached

hereto, incorporated herein and made a part hereof.

Resolution
Offered by:
Seconded by:

Roll Call Vote YES NO
Stephen Baranowski
Frank Lombardi
Suzanne McDonough
Robert Schanil

Michael Cazzari



TOWN OF CARMEL

BUDGET REVISIONS JUNE-JULY 2022 #2022/03

INCREASE | DECREASE
BUDGET USES & USES &
ACCOUNT TITLE & TRANSFER DESCRIPTION
ﬁ‘ﬁ;‘gg ACCOUNT SOURCES OF | SOURCES OF
FUNDS FUNDS
GENERAL FUND
1 100.1315.0019 [COMPTROLLER STAFF OTHER COMPENSATION 2,825.00
100.1989.9877 [FUND BALANCE FOR COMPENSATED ABSENCES * 2,825.00
- PROVIDE FOR PAYOUT OF ACCRUED VACATION TIME
2 100.3123.0012 [COMMUNITY POLICE OVERTIME 11,125.00
100.1989.1523 [(POLICE TRAFFIC CONTROL REVENUE * 11,125.00
- PROVIDE FOR POLICE OVERTIME FROM TRAFFIC
CONTROL REVENUE RECEIVED
3 100.7110.0040 |PARK CONTRACTUAL EXPENSE 10,973.00
100.1989.4321 |FEDERAL AID - FEMA * 10,973.00
- PROVIDE FOR TREE WORK FROM FEDERAL FEMA AID
RECEIVED
4 100.7270.0012 |OVERTIME 1,614.00
100.7270.0013 |TEMPORARY STAFF 386.00
100.7270.0080 |EMPLOYEE BENEFITS 153.00
100.7270.0040 [CONCERT SERIES CONTRACTUAL EXPENSES 4,847.00
100.1989.2070 |[PARK CONTRIBUTIONS * 7,000.00
- PROVIDE FOR MUSIC FESTIVAL EXPENSES FROM DONATION
5 100.3120.0041 [POLICE MOTOR VEHICLE FUEL 50,000.00
100.3120.0083 [WORKERS COMPENSATION INSURANCE 50,000.00
- TRANSFER FOR POLICE MOTOR VEHICLE FUEL
6 100.3120.0089 [POLICE MEDICAL PHYSICALS 2,000.00
100.3120.0086 |RETIREES HEALTH INSURANCE 2,000.00
- TRANSFER FOR POLICE MEDICAL PHYSICALS
7 100.5010.0046 [HIGHWAY ADMIN CONTRACTS 200.00
100.5010.0047 [HIGHWAY ADMIN TRAINING EXP 200.00
- TRANSFER FOR INCREASE IN COPY MACHINE LEASE COST
8 100.7118.0020 (BALDWIN MEADOW EQUIPMENT 3,600.00
100.7310.0013 [YOUTH PROGRAM TEMPORARY STAFF 2,000.00
100.7310.0020 [YOUTH PROGRAM EQUIPMENT 2,800.00
100.7112.0045 [MCDONOUGH FIELDS PARK IMPROVEMENTS 2,800.00
100.7118.0040 [BALDWIN MEADOW CONTRACTUAL EXPENSE 3,600.00
100.7310.0040 [YOUTH CONTRACTUAL EXPENSE 2,000.00
- TRANSFER FOR MISC RECREATION EXPENSES
9 100.5110.0040 [MAINTENANCE OF STREETS CONTRACTUAL EXPENSE 9,965.00
100.1990.0040 |CONTINGENT ACCOUNT 9,965.00
- TRANSFER FOR EMERGENCY GROUND WATER DRAIN REPAIR
10 100.7020.0045 [RECREATION BUILDING SPECIAL REPAIRS 23,500.00
100.1990.0040 |CONTINGENT ACCOUNT 23,500.00
- TRANSFER FOR RECREATION BUILDNG REPAIRS
11 100.8510.0040 |[PARK/BEAUTIFICATION EXPENSE 8,600.00
100.1990.0040 |CONTINGENT ACCOUNT 8,600.00
- TRANSER FOR REPAIRS TO WATER LINE IN DOWNTOWN MAHOPAC
HIGHWAY FUND
12 500.5110.0012 |GENERAL REPAIR LABOR OVERTIME 2,500.00
500.5110.0083 [WORKERS COMPENSATION INSURANCE 2,500.00
- TRANSFER FOR GENERAL REPAIR OVERTIME
CARMEL FIRE PROTECTION DIST #3
13 303.3410.0048 [OTHER EXPENDITURES 2,000.00
303.3410.9909 |APPROPRIATED FUND BALANCE * 2,000.00

- PROVIDE FOR TAX CERTIORARI SETTLEMENT

Budget Revisions June-July 2022 cover sheet.xls




TOWN OF CARMEL
BUDGET REVISIONS JUNE-JULY 2022 #2022/03

INCREASE | DECREASE
BUDGET USES & USES &
ACCOUNT TITLE & TRANSFER DESCRIPTION
ﬁ‘ﬁ;‘gg ACCOUNT SOURCES OF | SOURCES OF
FUNDS FUNDS
LAKE MAHOPAC PARK DISTRICT
14 402.7110.0040 |CONTRACTUAL EXPENSES 3,000.00
402.7110.0099 |REPAIR RESERVE FUND 3,000.00
- TRANSFER FOR CONTACTUAL EXPENSES
CARMEL WATER DISTRICT #1
15 601.8310.0047 |EMERGENCY REPAIRS 25,000.00
601.8310.9909 |APPROPRIATED FUND BALANCE * 25,000.00
- PROVIDE FOR EMERGENCY REPAIRS
CARMEL WATER DISTRICT #2
16 602.8310.0041 [CHEMICALS 15,000.00
602.8310.0099 |REPAIR RESERVE FUND 15,000.00
- TRANSFER FOR CHEMICAL EXPENSES
CARMEL WATER DISTRICT #3
17 603.8310.0047 |EMERGENCY REPAIRS 50,000.00
603.8310.9909 |APPROPRIATED FUND BALANCE * 50,000.00
- PROVIDE FOR EMERGENCY REPAIRS
18 603.8310.0020 |EQUIPMENT 2,000.00
603.8310.0040 [CONTRACTUAL EXPENSES 5,400.00
603.8310.0044 |ENGINEERING SERVICES 2,600.00
603.8310.0046 |PURCHASE OF WATER 3,000.00
603.8310.0049 [SERVICE - OTHER DEPTS/GOVTS 1,800.00
- TRANSFER FOR EQUIPMENT AND CONTRACTUAL EXPENSES
CARMEL WATER DISTRICT #4
19 604.8310.0020 |EQUIPMENT 2,000.00
604.8310.0099 |REPAIR RESERVE FUND 2,000.00
- TRANSFER FOR PURCHASE OF EQUIPMENT
CARMEL WATER DISTRICT #7
20 607.8310.0020 |EQUIPMENT 1,000.00
607.8310.0047 |EMERGENCY REPAIRS 3,000.00
607.8310.0040 [CONTRACTUAL EXPENSES 4,000.00
- TRANSFER FOR EQUIPMENT AND EMERGENCY REPAIRS
CARMEL WATER DISTRICT #8
21 608.8310.0047 |EMERGENCY REPAIRS 16,000.00
608.8310.0040 [CONTRACTUAL EXPENSES 5,000.00
608.8310.0041 [CHEMICALS 3,000.00
608.8310.0044 |ENGINEERING SERVICES 1,100.00
608.8310.0048 |OTHER OPERATING EXPENSES 2,000.00
608.8310.0049 [SERVICE - OTHER DEPTS/GOVTS 4,000.00
608.8310.0099 |REPAIR RESERVE FUND 900.00
- TRANSFER FOR EMERGENCY REPAIRS
CARMEL WATER DISTRICT #10
22 610.8310.0047 |EMERGENCY REPAIRS 5,000.00
610.8310.0020 |EQUIPMENT 5,000.00
- TRANSFER FOR EMERGENCY REPAIRS
CARMEL WATER DISTRICT #13
23 613.8310.0047 |EMERGENCY REPAIRS 5,000.00
613.8310.9909 |APPROPRIATED FUND BALANCE * 5,000.00
- PROVIDE FOR EMERGENCY REPAIRS

Budget Revisions June-July 2022 cover sheet.xls




TOWN OF CARMEL

BUDGET REVISIONS JUNE-JULY 2022 #2022/03

INCREASE | DECREASE
BUDGET USES & USES &
ACCOUNT TITLE & TRANSFER DESCRIPTION
ﬁ‘ﬁ;‘gg ACCOUNT SOURCES OF | SOURCES OF
FUNDS FUNDS
CARMEL SEWER DISTRICT #4
24 704.8130.0044 |ENGINEERING SERVICES 44,400.00
704.8130.0020 |EQUIPMENT 24,400.00
704.8130.0090 [CONTINGENCY 10,000.00
704.8130.0099 |REPAIR RESERVE FUND 10,000.00
- TRANSFER FOR ENGINEERING SERVICES
CARMEL SEWER DISTRICT #5
25 705.8130.0040 [CONTRACTUAL EXPENSES 10,000.00
705.8130.0041 [CHEMICALS 1,700.00
705.8130.0049 [SERVICE - OTHER DEPTS/GOVTS 1,300.00
705.8130.0099 |REPAIR RESERVE FUND 3,000.00
705.8130.9909 |APPROPRIATED FUND BALANCE 4,000.00
- PROVIDE AND TRANSFER FOR CONTRACTUAL EXPENSES
CARMEL SEWER DISTRICT #7
26 707.8130.0040 [CONTRACTUAL EXPENSES 15,000.00
707.8130.0044 |ENGINEERING SERVICES 2,500.00
707.8130.0048 |OTHER OPERATING EXPENSES 700.00
707.8130.0049 [SERVICE - OTHER DEPTS/GOVTS 1,800.00
707.8130.9909 |APPROPRIATED FUND BALANCE 10,000.00
- PROVIDE AND TRANSFER FOR CONTRACTUAL EXPENSES
CARMEL SEWER DISTRICT #8
27 708.8130.0040 [CONTRACTUAL EXPENSES 44,880.00
708.8130.2681 |INSURANCE RECOVERY - ASSET 44,880.00
- PROVIDE FOR EMERGENCY PUMP STATION REPAIRS
FROM INSURANCE CLAIM
CAPITAL DRAINAGE FUND
28 900-1989-0040 |CONTRACTUAL EXPENDITURES 10,000.00
900-1989-0048 |PROJECT OTHER EXPENDITURES 9,000.00
900-1989-0080 |PROJECT FICA/MED COST 1,000.00
- TRANSFER CAPITAL PROJECT COST
WATER METER CAPITAL PROJECT
29 989-8310-0040 |CONTRACTUAL EXPENDITURES 50,000.00
989.8310.0099 |TRANSFER TO DEBT FUNDS 1,000,000.00
989-8310-0020 |PROJECT EQUIPMENT 450,000.00
989-8310-0045 |CONTRACT IMPROVEMENTS 400,000.00
989-8310-0048 [PROJECT OTHER EXPENDITURES 200,000.00

- TRANSFER CAPITAL PROJECT COST

Budget Revisions June-July 2022 cover sheet.xls




RESOLUTION #10

RESOLUTION ACKNOWLEDGING EMERGENCY REPAIRS/SERVICES CARMEL
WATER AND SEWER DISTRICTS

RESOLVED, the Town Board of the Town of Carmel, acting as Commissioners of
the various water and sewer districts of the Town of Carmel, hereby acknowledges the
emergency performance of water and sewer district collection system/distribution system
and treatment facilities repairs as fully detailed in the memorandum of Town Engineer
Richard J. Franzetti, P.E. to the Town Board dated August 8, 2022, as attached hereto

and made a part thereof.

Resolution
Offered by:
Seconded by:

Roll Call Vote YES NO
Stephen Baranowski
Frank Lombardi
Suzanne McDonough
Robert Schanil

Michael Cazzari



(845) 628-1500
(845) 628-2087
Fax (845) 628-7085

Richard J.Franzetti, P.E.
Town Engineer

Office of the Town Engineer

60 McAlpin Avenue
Mahopac, New York 10541
MEMORANDUM
To: Carmel Town Board
From: Richard J. Franzetti P.E. Town Engineer
Date: August 8, 2022
Re: Emergency Repairs/Services

This memorandum is being presented to the Town Board to advise the Board of
emergency invoices that were submitted for payment in excess of $10,000.00 for
services rendered. The following provides a brief a summary of the work that was
performed.

e (Carmel Water District 2 — Leaking Corporation Valve

Inframark, the operators of CWD 2, advised the Engineering Department of a leak
proximate to 1876 Route 6 in Carmel. It was determined that the corporation valve
on the 12" main was leaking. Attached is the invoice from Kuck Excavating in the
amount of $10,805.96 for the excavation and repair of the valves. This work was
performed on July 7, 2022. Per the attached there are sufficient funds for this repair.

We request that this memorandum be put into the agenda as a matter of record.

Tel: (845) 628-1500 Fax: (845) 628-7085 email rjf@ci.carmel.ny.us

G:\Engineering\Town Board\Emergency Invoices\08-10-22 WS\08-02-22 Emergency Repair Acknowlegement to TB.DOC









From: Esteves,Donna

To: Franzetti,Richard

Subject: 07-20-22 ~ CWD2 ~TOC 084-22 Emergency Water Main Repair
Date: Wednesday, July 20, 2022 10:19:11 AM

Attachments: TOC 084-22.pdf

Rich,

Please see attached invoice for the emergency repair at 1838 Rt6. It exceeds $10k and will require
acknowledgement from the Board. There are sufficient funds in the budget for this expense.

Donna Esteves

Town of Carmel ~ Engineering Department
60 Mc Alpin Ave

Mahopac, NY 10541

845-628-1500 ext. 184



TB/WS8-17-2022 WORK SESSION AGENDA ITEM #1
CHANGES TO THE EMPLOYEE HANDBOOK:

Section 409 now states reviews will be conducted “no less” than once per year (as opposed to “no
more” than once per year);

Section 706 Mortgage Tax Wage Supplement Removed. This is no longer used and was stopped in
2020 with final possible wage supplement paid in April 2021. This was also removed from the Union
Contracts when they were Ratified.

Section 804 now permits personal leave time to be used in one-hour increments;

Section 806 now states those employees, who are not covered by a collective bargaining agreement
and elected officials, hired or elected before 1/1/14 will not be required to contribute for health
insurance premiums while others will have their amounts set by resolution (with contributions made
via payroll deduction);

Section 807 contains modified language for the buy-out bonus option: (i) as a single lump sum (i.e.,
the current method);

Section 808 now simply says employees will continue to pay their current premiums upon retirement.
Because of our changes to Section 806, this means our pre-1/1/14 people who are not covered by a
collective bargaining agreement, will not have to contribute in retirement.

Section 903 include the external reporting avenues per the updated NYS Sexual Harassment law
of Governor Hochul that she signed into law on 7-29-2022 establishing a confidential hot-line for
complaints of workplace sexual harassment.
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This employee handbook is copyrighted material and is intended only for the internal use of the Town of Carmel.  The Town of Carmel may copy this employee handbook for distribution to its employees.  The contents of this employee handbook may not be copied or reproduced in any form or by any means for any other individual or organization without the prior written permission of Public Sector HR Consultants LLC.
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Allow me to extend a personal welcome and congratulations on your appointment to a position with the Town of Carmel.  As a part of our team, you take on an extremely important role, that of serving the members of our community.  Together, our mission is to provide cost-effective services that conform to the highest standards of quality.



This Employee Handbook is designed to familiarize you with your employment and to help ensure government compliance, foster positive employee relationships, and contribute to the overall success of the Town in delivering services to the public effectively and efficiently.



Please keep in mind that this is only an overview of the Town’s policies and procedures, employee benefits, and the Civil Service System.  Specific questions concerning this employee handbook should be addressed to your Department Head.



I trust that you will find service with the Town of Carmel rewarding and I look forward to working with you.
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102	Definitions



Town of Carmel – For purposes of this Employee Handbook, the Town of Carmel may be referred to as the “Town”.



Town Board – For purposes of this Employee Handbook, “Town Board” will mean the Town Board of the Town of Carmel.



Elected Official – For the purposes of this Employee Handbook, “Elected Official” will mean and refer to any of the following elected officials of the Town of Carmel:



· Town Supervisor

· Town Board Members

· Town Justices

· Town Clerk

· Superintendent of Highways

· Receiver of Taxes



Town Supervisor – For purposes of this Employee Handbook, “Town Supervisor” will mean the Town Supervisor of the Town of Carmel.  When referenced in this Employee Handbook, Town Supervisor shall also mean an individual acting with the Town Supervisor’s properly designated authority.



Department Head – For purposes of this Employee Handbook, “Department Head” will mean the person in charge of any department, agency, bureau, unit, or subdivision of the Town of Carmel.  This definition will be applicable in the event such person is serving in an acting, temporary, or provisional status in the position of Department Head.  This term shall also include the Town Supervisor, where an individual otherwise designated as Department Head or any other individual must report directly to the Town Supervisor.



Department Supervisor – For purposes of this Employee Handbook, “Department Supervisor” or “supervisor” will mean the individual so designated by the Department Head to direct and inspect the performance of employees.



Employee – For the purposes of this Employee Handbook, “employee” will mean a person employed by the Town, including, but not limited to, an appointed official, an appointed member of a board or commission, Department Head, managerial employee, confidential employee, supervisory employee, provisional employee, probationary employee, temporary employee, seasonal employee, trainee, or student intern, but not an independent contractor.



Civil Service Law – For purposes of this Employee Handbook, “Civil Service Law” shall mean the New York State Civil Service Law and shall include the Putnam County Civil Service Rules and Appendices.
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Statement of Purpose – The purpose of this Employee Handbook is to communicate the Town’s personnel policies and practices to all employees and Elected Officials.  It is extremely important that each employee understand the policies that relate to rules, regulations, procedures, practices, work standards, employment classifications, compensation, and benefits.  This Employee Handbook is not a contract of employment, express or implied, and should not be construed as such.  That is, employment can be terminated at any time at the will of either the employer or the employee, subject only to such procedural requirements as may be specified pursuant to New York State Civil Service Law, Town Law, or any other applicable law, rule, or regulation.



Unless otherwise required by law, the provisions of this Employee Handbook are for Town use only and do not apply in any criminal or civil proceeding.  The Employee Handbook provisions shall not be construed as a creation of higher legal standard of safety or care.  Notwithstanding the above, a violation of a Handbook provision may form the basis for disciplinary action, administrative action by the Town and any subsequent judicial proceeding.



Previous Employee Handbook – Unless otherwise specified, this Employee Handbook supersedes and replaces any previous Employee Handbooks used by the Town.  This Employee Handbook also replaces and supersedes all employment-related policies and procedures on any subject addressed by this Employee Handbook, with the exception of matters addressed by collective bargaining agreements.



Changes or Modifications – The Town Board reserves the right to interpret, change, modify, or eliminate any provision contained in this Employee Handbook.  In addition, this Employee Handbook is subject to alteration by resolutions of the Town Board, changes in Town and/or departmental rules, or changes in federal, state or local statutes, rules, or regulations.  (This is not meant to be a comprehensive list).



Statutes, Laws and Ordinances – In the event a federal or state statute or a Town Law or ordinance should conflict with any provision contained in this Employee Handbook, then such statute, law or ordinance will prevail.



Collective Bargaining Agreements – In the event an employee benefit, personnel policy, personnel procedure, or other provision set forth in the Employee Handbook conflicts with the collective bargaining agreement or with past practice, the collective bargaining agreement or past practice will control.  Otherwise, unless expressly excluded herein, this Employee Handbook will be applicable to all employees.



Police Department – For the purposes of some of the policies stated in this Employee Handbook, the Police Department, under the direction of the Town Board, has the authority to promulgate its own policies and procedures.  If a policy stated in this Employee Handbook differs from a rule, regulation or policy established by the Police Department, the latter shall supersede.



Questions – Any questions regarding any topic covered in this Employee Handbook should be directed to your Department Head.
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Exclusively for the purposes of this Employee Handbook, the following terms shall be defined as indicated.  The definition provided for each of these terms applies only within the context of this Employee Handbook.  The meaning and use of these terms or similar terms may be different in the context of Civil Service Rules or a collective bargaining agreement.
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For purposes of this Employee Handbook, the term “full-time employee” will mean an employee who is regularly scheduled to work a minimum of thirty-five hours per week.
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For purposes of this Employee Handbook, the term “part-time employee” will mean an employee who is regularly scheduled to work nineteen hours or less per week.
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For purposes of this Employee Handbook, the term “temporary employee” will mean an employee who is employed on an interim basis or employed to work on a special or emergency basis for a specified period, consistent with the Civil Service Law as applicable.
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For purposes of this Employee Handbook, the term “seasonal employee” will mean an employee who is employed to work for a given season.
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For purposes of this Employee Handbook, “FLSA non-covered employee” will mean an employee not covered under the Fair Labor Standards Act (FLSA).
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For purposes of this Employee Handbook, “FLSA exempt employee” will mean a covered employee who qualifies for an exemption from the minimum wage and overtime provisions of the Fair Labor Standards Act.
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For purposes of this Employee Handbook, the term “FLSA non-exempt employee” will mean a covered employee who is subject to the minimum wage and overtime provisions of the Fair Labor Standards Act.
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The following is intended as a guide.  The Civil Service Law and the Putnam County Civil Service Rules shall govern regarding the jurisdictional classification of positions and the appointment and promotion of personnel.
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Unclassified Service – In accordance with Civil Service Law and for purposes of this Employee Handbook, the term “Unclassified Service” will include all individuals who are Elected Officials and/or members of boards or commissions.



Classified Service – In accordance with Civil Service Law and for purposes of this Employee Handbook, the term “Classified Service” as defined by the Civil Service Law and the Putnam County Civil Service Rules and Appendices will include all Town employees who are subject to the Putnam County Civil Service Rules.  The Classified Service is divided into four jurisdictional classes:



· Exempt – those positions identified as “exempt” by law or for which competitive or non-competitive examinations are not practicable  (Civil Service Law, Section 41);



· Competitive – those positions for which it is practicable to determine merit and fitness by competitive examination  (Civil Service Law, Section 44);



· Non-Competitive – those positions not in the exempt class or the labor class for which it is not practicable to determine merit and fitness by competitive examination, (Civil Service Law, Section 42); and,



· Labor – unskilled labor positions, except those positions which can be examined for competitively.  (Civil Service Law, Section 43).
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302	Civil Service Appointments



Competitive Class – In accordance with Civil Service Law, the following types of appointments may be made to positions in the Competitive Class:



· Permanent – an appointment to a vacant position in the Competitive Class from an eligible list established as a result of examination, following successful completion of a probationary term;



· Provisional – an appointment to a vacant position in the Competitive Class when there is not an appropriate eligible list.  A provisional appointee must take an examination whenever it is scheduled.  Thereafter, a permanent appointment will be made on the basis of the eligible list resulting from the examination; or



· Temporary – an appointment to a position in the Competitive Class for reasons including, but not limited to: emergency work projects; planned termination of the position after a limited time; to replace an employee who is on a leave of absence; to fill a position funded through a temporary grant; or to fill a position vacated by the promotion of another employee until the employee who has been promoted receives permanent status.
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Examinations – In accordance with Civil Service Law, in the event there is a vacancy in a new or existing position in the Competitive Class which the Town intends to maintain, the Town will fill the vacancy by selection from the eligible list certified by the Putnam County Personnel Department of persons who have taken the appropriate Civil Service examination.  The Putnam County Personnel Department will test and rank each candidate according to the individual’s performance on the examination.  In accordance with Civil Service Law Section 61, the Town will select one an eligible, available candidate on the list to fill the position.



Promotions – The Town will offer opportunities for advancement for those employees who qualify.  In the event the position is in the Competitive Class, a qualified employee must normally take a promotional examination, and must be eligible for selection as described above.  An employee who wants to be promoted should become knowledgeable about the employee’s present position and be aware of higher level positions for which the employee may be qualified.
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Summary – An employee who is a veteran as defined by the Civil Service Law may be eligible to apply for veteran's credits on a Civil Service examination.  An employee who is a veteran should contact the Putnam County Personnel Department for details concerning these credits.
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Requirement – Each Town Officer as defined in the Town Law and the Public Officers Law must take the Oath of Office in accordance with Town Law Section 25 and Public Officers Law Section 10, which must be administered prior to commencing the duties of the office and must be filed in the office of the Town Clerk within thirty calendar days of commencement of the term of office.  Each official who is re-elected or re-appointed to a subsequent term must take the Oath of Office for each term.
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Statement of Compliance – The Town of Carmel complies with all applicable federal, state and local laws, rules, and regulations throughout the employee selection process, including, but not limited to, the Public Officers Law, Town Law, Civil Service Law, Title VII, New York State Human Rights Law, Family and Medical Leave Act, and the Americans with Disabilities Act, and is an Equal Opportunity employer.



Identifying Vacancies – Each Department Head shall notify the Town Supervisor promptly of an actual or projected vacancy.  The Town Supervisor, in conjunction with the Town Board, will determine if the vacancy is to be filled; whether the position is to be filled as a full-time, part-time or temporary/seasonal position; ensure that Town procedures and civil service requirements are followed; and determine if the position is funded with appropriations by the Town Board. 



Employment Applications – The Town shall maintain a current job application form.  All persons desiring employment with the Town of Carmel must complete the application.  The Town relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process.  Applications will only be accepted for current job vacancies or potential vacancies.  All applications will be kept on file for three years after a selection has been made, and the application of the person selected will be made part of his/her personnel file.  All applications shall be signed by the person applying, verifying that the information contained therein is true.  Any misrepresentations, falsifications, or material omissions in any of this information or data provided on the application may result in the Town's exclusion of the individual from further consideration for employment or disqualification and termination of employment if the conduct is discovered after employment commences.



Employment Reference and Background Checks – To ensure that individuals who join the Town are well qualified and have a strong potential to be productive and successful, it is the policy of the Town to check the employment references of final applicants.  Applicants will be required to complete a hold harmless statement in order for the Town to conduct appropriate background checks.



Fingerprinting -- With the exception of those individuals who are under the age of eighteen and applying for seasonal employment, all applicants for full- and part-time employment within the Town of Carmel are required to submit fingerprints and information required for the Department of Criminal Justice Services to process their fingerprints. 



Residency Preference – In the event there is a vacancy in a new or existing position which the Town intends to maintain, the Town reserves the right to give preference to qualified applicants who are residents of the Town.
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Purpose of Probationary Term – The probationary term is in place to allow an employee to become familiar with the specific duties and responsibilities of the employee’s new position.  The probationary term also provides the Department Head with an opportunity to evaluate the employee's job performance and potential for development in the position.



Length of Probationary Term – Except as otherwise provided in the Putnam County Civil Service Rules and Appendices, every permanent appointment from an open-competitive list and every original appointment to a position in the non-competitive, exempt or labor class shall be subject to satisfactory completion of a probationary term of not less than twenty-six (26) weeks nor more than fifty-two (52) weeks.



Length of Probationary Term (Police Officers Only) – The probationary term for the position of Police Officer shall not be less than twenty-six (26) weeks or more than seventy-eight (78) weeks. The probationary term shall be seventy-eight (78) weeks unless the probationer is notified of successful completion of their probationary term at an earlier date, but in no event may the probationary term be less than twenty-six (26) weeks. 



Length of Probationary Period (Competitive Class) – Except as otherwise provided in the Putnam County Civil Service Rules and Appendices, an employee appointed from an open-competitive list must serve a probationary period of not less than eight weeks nor more than twenty-six weeks.  The length of the probationary period may be extended in accordance with the Putnam County Civil Service Rules and Appendices.



Length of Probationary Period (Other Classes) – Except as otherwise provided in the Putnam County Civil Service Rules and Appendices, an employee’s original appointment to a position in the exempt, non-competitive, or labor class shall be for a probationary period of not less than eight nor more than twenty-six weeks.  The length of the probationary period may be extended in accordance with the Putnam County Civil Service Rules and Appendices.



Successful Completion of Probationary Term – An employee’s appointment will become permanent upon written notice that the probationary term has been successfully completed following the minimum period of service required.  Or, the employee’s appointment will become permanent upon the retention of the employee after completion of the maximum period of service required.  Except as otherwise provided by law or a collective bargaining agreement, completion of the probationary term does not necessarily confer rights or privileges in the position.



Failure to Successfully Complete Probationary Term – In the event the employee's performance or conduct is not satisfactory, the Town may dismiss the employee from employment at any time after the completion of the minimum probationary term and before completion of the maximum probationary term.  If the performance or conduct of an employee serving a probationary term who has been promoted or transferred is not satisfactory, the employee shall be returned to the employee’s former permanent position at the end of the probationary term.



Unionized Employees – Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.
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Policy Statement – It is the policy of the Town of Carmel that certain rules and regulations regarding employee behavior are necessary for the benefit and safety of all employees, the efficient operation of the Town, and the delivery of services to residents of the Town.  Any conduct that interferes with operations or that discredits the Town will not be tolerated.  An employee must conduct oneself in a positive manner so as to promote the best interests of the Town.  Corrective action is necessary when an employee has demonstrated performance deficiencies, or has violated a policy, rule, regulation, or procedure.  Corrective Action may include counseling or initiating formal disciplinary action against an employee.



Forms of Discipline – Employees covered by Civil Service Law Section 75 and/or Town Law Section 155 shall be disciplined in accordance with the provisions contained therein.  (Refer to Section 406 of this Employee Handbook).  The disciplinary action for unionized employees will be in accordance with the applicable collective bargaining agreement.  In normal circumstances, the Town endorses a policy of progressive discipline in which it attempts to provide employees with notice of deficiencies and an opportunity to improve.  The Town does, however, retain the right to discipline employees in any manner it sees fit.  When appropriate, a counseling session will precede disciplinary action.  Progressive discipline will include written warnings, suspension without pay, or termination of employment, depending on the circumstances.  The Town does not guarantee that one type of discipline will precede another.  Furthermore, the Town reserves the right to suspend an employee while an investigation is conducted.



Communication – Open and candid communications with all employees is an important aspect of the Town of Carmel’s on-going employee relations.  When a rule, policy, or procedure is violated, the employee's Department Head, or other designated supervisor, will review the specific nature of the violation with the employee.  The employee's input is important to ensure that all of the facts have been considered.



Counseling – Counseling employees, as opposed to initiating formal disciplinary action, may be the appropriate first step in addressing performance deficiencies or misconduct.  The purpose of counseling is to inform the employee of such deficiencies or misconduct, discourage its recurrence, and inform the employee of the consequences if the behavior is repeated.  When performance deficiencies are the issue, the performance standards of the job should be reviewed, along with specific examples of how the employee is not meeting those standards.  Where appropriate, goals for improvement may be established, along with a timeframe for achieving them.  The counseling will be documented in writing and the employee will be required to acknowledge receipt by signing the memorandum. 



Discipline – The purpose of disciplinary action is to impose penalties for performance deficiencies or misconduct.  The Town endorses a policy of progressive discipline which includes, but may not be limited to, documented verbal reprimand, letters of reprimand, suspension without pay, or termination of employment, depending on the circumstances.  The Town retains the right to “skip” disciplinary steps or forego progressive discipline in its entirety if the situation so warrants.  The Town retains the right to discipline employees in any manner it sees fit.



Investigations – Where appropriate, an investigation will be conducted by the proper supervisor or other designated individual in order to gather all pertinent information and to ensure that all the facts are considered.  Employees who are participants in an investigation are not allowed to disclose the content or particulars of the investigation except to their collective bargaining representative if applicable, or unless otherwise authorized. The investigation may include, among other things, interviews with the employee and any witnesses or other involved parties, and review of documents and materials.  All employees who are called upon to participate in an investigation are required to fully cooperate in the process and respond truthfully to all questions posed.  Failure to do so will subject the employee to appropriate corrective action up to and including termination of employment.  The Town reserves the right to suspend an employee while an investigation is conducted.



During the investigation process, a unionized employee who appears to be a potential subject of disciplinary action may undergo questioning.  Such employee will have the right to representation by the employee’s certified or recognized employee organization under Civil Service Law Article 14, and will be given advanced notice of such right.  In the event the employee requests representation, the employee will be allowed a reasonable period of time to obtain such representation.  In the event the employee is unable to obtain such representation within a reasonable period of time, the employer will have the right to then question the employee.



Procedures – Employees covered by Civil Service Law Section 75 and/or Town Law Section 155 shall be disciplined in accordance with the provisions contained therein.  Disciplinary action for unionized employees will also be in accordance with the applicable collective bargaining agreement.



Prohibited Conduct – Any employee who, after investigation, is found to have violated the policies, procedures, rules, or regulations outlined in this Employee Handbook or those established by the employee’s department, or who is found to have committed any of the actions listed below will be subject to corrective action, up to and including termination of employment.  This list is illustrative only and does not limit the Town’s right to impose discipline in other appropriate cases.



· Any violation of Town’s rules, policies, and procedures.



· Harassing (including sexual harassment and harassment based on other protected status), intimidating, coercing, threatening, assaulting, or creating a hostile environment against another employee, Elected Official, resident of the Town, supplier, visitor, or any other person, whether on or off Town premises.



· Engaging in any action that is in violation of the Town’s Workplace Violence Prevention Policy.



· Possession of any weapon or dangerous instrument (including knives with over a three inch blade, firearms, and explosives) on Town property or in Town vehicles, except for those employees who are required as a condition of employment to bear a weapon.



· Possession, use, distribution/sale, or being under the influence of alcohol or controlled substances during hours of work or while on Town property or in Town vehicles.



· Willful or deliberate abuse, destruction, defacement, or misuse of Town property or the property of another employee, Elected Official, resident of the Town, supplier, visitor, or any other person.



· Theft or unauthorized possession, use, or removal of Town property or the property of another employee, Elected Official, resident of the Town, supplier, visitor, or any other person.



· Falsification or alteration of any records or reports including but not limited to employment applications, time records, work records, medical reports, absence reports, work-related injury reports, and claims for benefits provided by the Town.



· Preparation or manipulation of another employee’s time record.



· Acts of sabotage, including the work of another employee.



· Making false statements about another employee, Elected Official, resident of the Town, supplier, visitor, or any other person.  This includes knowingly making false accusations against another individual as to allegations of discrimination, sexual harassment or other harassment which is in violation of Town policy or applicable law.



· Insubordination or refusal to comply with the lawful order or instruction of a supervisor or Department Head.



· Improper performance of job duties or repeated failure to perform assigned duties and responsibilities.



· Violation and/or disregard of safety rules or safety practices, including failure to wear assigned safety clothing or equipment, in such a way that jeopardizes the safety of the employee, another employee, Elected Official, resident of the Town, supplier, visitor, or any other person.



· Offensive or unprofessional behavior, or any conduct that does not warrant public trust.



· Committing any violation of the law either on or off duty or on or off the work site that implicates the employee’s fitness or ability to perform assigned job duties.



· Unauthorized expenditure of Town funds.



· Illegal gambling while on duty.



· Willful work slowdown, work stoppage, or interfering with or restricting the performance of another employee or in any other way interfering with Town operations.



· Careless or negligent use or operation of equipment, including vehicles and machinery.



· Unauthorized absences or failure to give proper notice of an absence.



· Excessive tardiness and/or absences except those absences covered by state and/or federal statutes or Town policies.



· Leaving work area without permission, as defined by the Department Head.



· Failure to adhere to the personal appearance/dress code policy.



· Sleeping on the job, unless authorized by a Department Head or supervisor.



· Personal activity during paid work time without the express permission of the Department Head.



· Use of personal listening devices (e.g. IPods/MP3 players, etc., with headphones / earbuds) during paid work time without the expressed permission of the Department Head.  (Note: use of such devices is permitted during meal breaks and authorized rest breaks.



· Disruptive, loud, or boisterous behavior or horseplay in the workplace.



· Abusive language in the workplace, including racial slurs and epithets.



· Posting, removing, or defacing of notices, signs, or other written material without prior approval.



This list is not intended to be comprehensive and does not limit the Town’s right to impose discipline in other appropriate cases.
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Summary – New York State Civil Service Law Section 75 establishes disciplinary procedures for covered employees.  Section 75 affords a covered employee the opportunity for a hearing when charges of incompetence or misconduct have been made against the employee by the Town.



Unionized Employees – Employees covered by a collective bargaining agreement are disciplined in accordance with such agreement where discipline is addressed by those agreements.



Covered Employees – In accordance with Civil Service Law, the following employees are generally covered under Section 75:



· An employee holding a position by permanent appointment in the Competitive Class of the classified Civil Service;



· An employee holding a position in the Non-Competitive Class who has been employed for at least five years of continuous uninterrupted service in the non-competitive class, except when such an employee holds a position designated as management/confidential.  Even though the employee has completed the required probationary period and has received permanent appointment or employment in the non-competitive class, the employee is not covered under Section 75 until the employee has completed five years of continuous service in the non-competitive class;



· An employee holding a position by permanent appointment or employment in the Exempt, Competitive, Non-Competitive, or Labor Class who is a qualified veteran as defined by the Civil Service Law, or exempt volunteer firefighter, as defined by the General Municipal Law, except when such an employee holds the position of private secretary, cashier, or deputy of any official or department.  Specifically, the employee must have been honorably discharged or released under honorable circumstances from the armed forces of the United States having served therein as such member in time of war as defined in Section 85 of the New York State Civil Service Law, or the employee must be an exempt volunteer firefighter as defined in the General Municipal Law.



Questioning Rights for Unionized Employees – During the investigation process, a unionized employee who is covered under Section 75 and who appears to be a potential subject of disciplinary action may undergo questioning.  Such employee will have the right to representation by the employee’s certified or recognized employee organization under Civil Service Law Article 14, and will be given advanced notice, in writing, of such right.  In the event the employee requests representation, the employee will be allowed a reasonable period of time to obtain such representation.  In the event the employee is unable to obtain such representation within a reasonable period of time, the employer will have the right to then question the employee.



Disciplinary Procedure – Except as otherwise provided by a collective bargaining agreement, the following disciplinary procedure shall apply to employees covered by Civil Service Law Section 75:



· Notice of Discipline – An employee subject to discipline will be provided with a written Notice of Discipline (NOD) which will contain all charges and specifications.



· Employee Answer – The employee will have eight calendar days to respond to the charges.  The employee’s response must be in writing.



· Disciplinary Hearing – Unless there is a stipulation of settlement between the Town and the employee, the Appointing Authority will designate a hearing officer in accordance with Civil Service Law Section 75.  The hearing officer will set the time and place for the hearing.  The hearing officer will make a record of the hearing which will be submitted to the Appointing Authority, with the hearing officer’s recommendations, for review and decision.



Right to Representation – The employee may have representation by counsel or by a representative of a recognized or certified employee organization at the hearing and may summon witnesses on the employee’s behalf.



Suspension Without Pay Pending Determination of Charges – Pending the hearing and determination of charges, the employee may be suspended without pay for a period not to exceed thirty calendar days.



Penalties – In the event the employee is found to be guilty of the charges, the penalty may consist of one of the following:



· Reprimand;



· Fine not to exceed one hundred dollars which will be deducted from the employee's pay;



· Suspension without pay not to exceed two months;



· Demotion in grade and title; or



· Termination from Town employment.



Limitations – Notwithstanding any other provision of law, no removal or disciplinary proceeding will be commenced more than eighteen months after the occurrence of the alleged incompetence or misconduct complained of and described in the charges.  Such limitation will not apply where the incompetence or misconduct complained of and described in the charges would, if proved in a court of appropriate jurisdiction, constitute a crime.



Filing Requirements – In the event the employee is found to be guilty, a copy of the charges, the employee's written answer, a transcript of the hearing, and the determination will be filed in the office of the department in which the employee is employed.  A copy will also be filed with the Putnam County Personnel Department.
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Policy Statement – The Town Board of the Town of Carmel recognizes that there are rules of ethical conduct for Elected Officials and employees which must be observed if a high degree of moral conduct is to be continued and if public confidence is to be maintained in our unit of local government.  The proper operation of the Town government requires that its officers and employees be independent, impartial, objective, unbiased and responsible to the people of the Town of Carmel; that public office not be used for personal gain; that public officers and employees maintain the highest standards of integrity and discharge faithfully the duties of their office, regardless of personal considerations; and that the public have confidence in the officers and employees thereof.  It is the purpose of this Code of Ethics to promulgate these rules of ethical conduct for the officers and employees of the Town of Carmel.  The rules shall not conflict with, but shall be in addition to, any prohibitions of Article 18 of the General Municipal Law and any other general or special law relating to ethical conduct and interest in contracts of municipal officers and employees.



Distribution of New Code of Ethics – The Town of Carmel distributes a copy of the Code of Ethics to all employees and Elected Officials and requires a signed acknowledgement of its receipt and agreement.  Any revisions to the code will be distributed likewise.
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Policy Statement – It is the policy of the Town to balance its need to obtain, use, and retain employment information with a concern for each employee’s privacy.  To this end, the Town will endeavor to maintain only that personnel information necessary for the conduct of the Town’s business or required by federal, state, or local law.  Personnel records will be maintained for current and past employees in order to document employment related decisions and comply with government record keeping and reporting requirements.  Personnel records will be maintained in three separate folders as indicated below.



Content – The personnel records maintained by the Town include, but are not limited to, Employment Applications, Report of Personnel Change Forms; copies of job-required licenses and certificates, Federal and State Withholding Tax Forms, Retirement Enrollment/Waiver Forms, Health Insurance Enrollment/Waiver Forms, disciplinary and grievance or dispute notices and other disciplinary documents, counseling memoranda, letters of acclamation, and probationary reports.



Location of Files – All original personnel records for current employees will be kept in and controlled and maintained by the Office of the Comptroller, or any other person as appointed by the Town Board.  Police Department personnel files will be controlled and maintained by the Chief of Police pursuant to Public Officers Law and any collective bargaining agreement.



Immigration (I-9) Forms – All Immigration (I-9) Forms will be kept in a separate file apart from the employee’s personnel file.



Medical Records – All employee medical records will be kept in a separate file apart from the employee’s personnel file in the Personnel and Benefits Office and will be maintained and controlled by the Office of the Comptroller, or any other person as appointed by the Town Board.  For security purposes, these files will be locked at all times.



Substance Testing Records – All employee substance testing records will be kept in a separate file apart from the employee’s personnel file in the Highway Department Office and will be maintained and controlled by the Highway Superintendent.  For security purposes, these files will be locked at all times.



Change in Status – An employee must immediately notify the Office of the Comptroller, or any other person as appointed by the Town Board, of a change of name, address, telephone number, marital status, number and age of dependents, beneficiary designations, and individuals to notify in case of emergency.



Employee Access – An employee may inspect and copy the contents of the employee’s own personnel file.  Inspections by employees must be requested in writing to the Office of the Comptroller, or any other person as appointed by the Town Board, and will be scheduled at a mutually convenient time.  An authorized official must be present when the employee inspects the file.  The employee may not remove or place any material in the file without the approval of the Town Supervisor.  Copies of records contained in an employee’s personnel file may not be released to a third party without the written consent of the employee absent a subpoena, unless federal, state or local laws require otherwise.  Copies of records contained in the personnel files of police officers may not be released absent a court order (New York Civil Rights Law § 50-a).
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Notice of Resignation (Employees) – An employee who intends to resign from employment must submit a written resignation to the employee’s Department Head at least two weeks before the date of resignation is to be effective.  The Department Head will provide notification of the resignation to the Town Supervisor and the Town Board.



Notice of Resignation (Town Officers) – A Town Officer (as defined by Public Officers Law) must resign by delivering a written notice to the Town Clerk.  If no effective date is specified, the office becomes vacant immediately upon delivery of the notice to the Town Clerk.  If a Town Officer wishes to resign at some future date, the Town Officer may specify a resignation date.  However, if the resignation date is more than thirty days after delivery of the notice to the Town Clerk (ninety days for Town Justices), the resignation will become effective thirty days after such delivery (ninety days for Town Justices).



Notice of Resignation (Town Clerk) – A Town Clerk who intends to resign must submit a written resignation to the Secretary of State at least thirty calendar days before the date of resignation is to be effective.



Exit Interviews – Exit interviews are normally conducted by the Town Supervisor and/or appropriate Department Head.  The exit interview provides an opportunity to discuss a number of items including employee benefits, COBRA eligibility, changing of computer passwords, and return of Town property.  During the exit interview, employees are encouraged to give suggestions, concerns and constructive recommendations.



Final Paycheck – Employees receive their final paycheck on the next regularly scheduled payday.  The final paycheck may include payment for accumulated vacation, sick, and other benefits, if applicable.
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Statement of Purpose – The purpose of a performance review is to promote communications between Department Heads and employees, encourage more effective job performance, and address concerns of either party.  The review will address factors that reflect the employee’s performance, such as the employee’s work quality, job knowledge, initiative, attendance, teamwork, conduct, and communication skills.



Frequency – An employee will be formally evaluated prior to completion of a probationary term.  Thereafter, reviews will take place no more less than once per calendar year to provide the employee with positive feedback or recommendations for improvement or both, depending upon circumstances.



Written Report – When appropriate, the performance review may include a written report to ensure proper understanding of the issues addressed.  Should deficiencies be recorded in the performance of the employee, the employee will receive written recommendations for improvement.  The employee will be given the opportunity to include written comments on the report, which will become part of the employee’s personnel file.



Unionized Employees – Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.







Town of Carmel Employee Handbook	400-1

Town of Carmel Employee Handbook	400-9
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Normal Hours of Operation – The Town Board and/or Town Supervisor will establish the days and hours the Town will conduct business and/or perform services.  An employee’s Department Head will establish the employee’s work schedule, which may differ from the normal hours of operation depending upon the particular needs and requirements of the department.  The Town Board reserves the right to approve all employee work schedules, except where otherwise prohibited by applicable Law.



Flex-Time – An employee may begin and/or end a given workday at a time approved by the Department Head.  Such “flex-time” must normally be during the time the department is open and available to the public.  The employee’s use of “flex-time” will be governed by the mutual needs and consent of the Department Head and the employee.  The Town Supervisor and the Town Board reserve the right to approve all “flex-time” schedules.



Department Head Absences – Department Heads have duties that may require them to be absent from their offices at certain times during the day.  In the event that a Department Head is absent from the office, basic consumer/taxpayer forms should be readily available for distribution and/or collection.  It is the Department Head’s responsibility to determine what services are to be provided and to provide for complete coverage of these basic services during scheduled business hours.



Overtime – A Department Head may require an employee to work additional hours beyond the employee’s normal workday and workweek.  An employee must receive prior approval from the employee’s Department Head or the Town Supervisor before working additional hours.



Refusal to Work Additional Hours – Employees are expected to work additional hours in emergencies as required by their supervisors.  An employee who, after investigation, is found to have refused to work additional hours in an emergency as directed will be subject to appropriate disciplinary action, up to and including termination of Town employment. For purposes of this section, an emergency should affect public safety or the ability of the Town to perform an essential service.    



Unionized Employees – Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.
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502	Emergency Situations



Closing Procedures – In the event that extraordinary weather conditions or other emergencies develop prior to the beginning of the workday, the Town Supervisor may authorize the closing of non-emergency operations, or, if extraordinary weather conditions or other emergencies develop during a workday, the Town Supervisor may direct that certain employees who perform non-essential services leave work.



Closing Impact on Compensation – Pay for FLSA non-covered or exempt employees will not be affected by an emergency closing.  Pay for FLSA non-exempt employees will be in accordance with the provisions below:



· During Work – A full-time employee who is directed by the Town Supervisor to leave work due to an emergency closing will be paid for the remainder of the employee’s normal workday at the employee’s regular rate of pay.  Such time will not be included as time worked for the purpose of computing overtime.  A part-time, temporary, or seasonal employee who is directed to leave work due to an emergency closing will not be paid for the remainder of the employee’s normal workday.  An employee who has previously scheduled a paid leave day must still charge the absence for the day to the appropriate paid leave.



· Prior to Reporting to Work – If a determination is made to close operations prior to the start of a workday, the Town Supervisor will initiate notification to all affected employees.  A full-time employee who is directed not to report to work due to an emergency closing will be paid for the employee’s normal workday at the employee’s regular rate of pay.  A part-time, temporary, or seasonal employee who is directed not to report to work will not be paid for the workday.  An employee who has previously scheduled a paid leave day must still charge the absence for the day to the appropriate paid leave.
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· Inclement Weather (not applicable to Police or Highway Department employees)– Employees are expected to report to work and remain at work during inclement weather conditions unless otherwise notified by the Town.  Employees should use their own discretion in determining whether they can commute safely to work due to inclement weather.  When the Town Supervisor has not officially shut down operations, an employee who does not report to work or requests to arrive at work late or leave work early due to inclement weather must inform his or her Department Head prior to doing so.  The employee must use paid vacation, personal leave, or compensatory time, if available, or take the time off without pay.  If an FLSA exempt employee has no paid leave benefits available, the employee will only be docked if a full workday is taken.



Unionized Employees - Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.
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503	Meal and Rest Breaks and Breaks for Nursing Mothers



Meal Breaks – A full-time employee who works more than six hours in a given day will receive a paid, duty-free meal break not to exceed sixty minutes.  A part-time, seasonal or temporary employee who works more than six hours in a given day will receive a minimum of a thirty-minute unpaid, duty-free meal break.



Scheduling of Meal Breaks – Scheduling of meal breaks must be approved by the Department Head in accordance with the needs and requirements of the department.  Meal breaks must normally be taken in the middle of the employee’s workday.  Unless otherwise directed by the Department Head, an employee may leave the work-site during the meal break.



Rest Breaks – A full-time employee will normally receive a paid, duty-free rest break of up to fifteen minutes to be taken approximately in the middle of the first half of the employee’s workday and again during the middle of the second half of the workday.  In the event an employee works beyond the employee’s normal workday, the employee will normally receive an additional paid, duty-free rest break of up to fifteen minutes to be taken approximately in the middle of each four hours of work that is not interrupted by a meal break.  An employee who chooses not to take a rest break will not be entitled to leave before the normal quitting time and will not receive extra pay for the time worked.



Approval of Rest Breaks – Rest breaks must be approved by the employee’s Department Head in accordance with the needs and requirements of the department.  Unless otherwise specified by departmental rules, all rest breaks must be taken at the work-site and may not exceed the time allowed.



Breaks for Nursing Mothers to Express Breast Milk – Employees who are nursing mothers shall be allowed to use a reasonable break (generally between twenty to thirty minutes) in addition to the employee’s meal and rest breaks to express milk for a nursing child.  The Town will provide this break at least once every three hours if requested by the employee.  This provision applies to nursing mothers for up to three years following childbirth.  The Town will make a reasonable effort to provide a room or location other than the restroom or toilet stall, within walking distance to the employee’s work space, or other location in close proximity to work so that nursing mothers can express in private.  An employee wishing to avail herself of this break is required to give the Town advance notice, preferably prior to the employee’s return to work following the birth of her child, to allow the Town an opportunity to establish a location and to schedule leave time for multiple employees, if needed.



Unionized Employees – Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.
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504	Time Records



Policy Statement – All employees are required to use the electronic biometric time-keeping system and review their time and pay records.



Procedures – Employees must comply with the following time-keeping procedures:



· Employees must scan in at the beginning of their work day and scan out at the end of their work day;



· All time records must be verified and signed by the Department Head and;



· Time records must be submitted by the Department Head to the Office of the Comptroller, or any other person as appointed by the Town Board, by Friday at 10:00 a.m., except that Highway Department employees must submit time records by Wednesday at 12:00 noon.



Review Your Pay Stub



We make every effort to ensure our employees are paid correctly.  Occasionally, however, inadvertent mistakes can happen.  When mistakes do happen and are called to our attention, we will promptly make any corrections necessary.  Please review your pay stub when you receive it to make sure it is correct.  If you believe a mistake has occurred or if you have any questions, please contact your Department Head or the Town Supervisor. 



Non-exempt Employees



If you are classified as a non-exempt employee, you must verify on your pay stub that the reported hours worked are complete and accurate.  Your reported hours must accurately reflect all regular and overtime hours worked, any absences, late arrivals, early departures and meal breaks.  If your time record is not accurate, notify your supervisor immediately. When you receive each pay check, please verify immediately that you were paid correctly for all regular and overtime hours worked each work week.



Unless you are authorized by your supervisor, you should not work any hours that are not authorized. Do not start work early, finish work late, work during a meal break or perform any other extra or overtime work unless you are authorized to do so and that time is recorded on your time card. Employees are prohibited from performing any “off-the-clock” work. “Off-the-clock” work means work you may perform but fail to report on your time record.  Any employee who fails to report or inaccurately reports any hours worked will be subject to disciplinary action, up to and including discharge.



Falsification of Time Records – An employee who, after investigation, is found to have falsified or altered a time record, or the time record of another employee, or completed a time record for another employee, will be subject to disciplinary action.  In extenuating circumstances where an employee is not able to complete the employee’s own time record, the Department Head may complete the time record on behalf of the employee.



It is also a serious violation of our policy for any employee, or manager to instruct another employee, to incorrectly or falsely report hours worked or alter another employee's time card to under- or over-report hours worked.  If any manager or employee instructs you to (1) incorrectly or falsely under- or over-report your hours worked, or (2) alter another employee's time records to inaccurately or falsely report that employee's hours worked, you should report it immediately to your Department Head or the Town Supervisor.



Arriving at Work Before or Leaving After Scheduled Work Hours –No work may be performed for the Town outside of the employee’s regular work schedule unless prior approval has been obtained from the Department Head (i.e. unauthorized overtime is prohibited).  Violations of this policy will result in appropriate corrective action.
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Insurance – The Town will provide bonding insurance for an employee who is required to act in a fiduciary capacity.
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Policy Statement – Upon proper authorization of the Town Board, an employee or Elected Official will be reimbursed for expenses associated with carrying out Town business, including, but not limited to, meals, lodging, mileage, parking, highway tolls, and approved training and membership fees.  A properly completed voucher, along with all required documentation and corresponding receipts must be submitted to the Comptroller in order for the reimbursement of actual and necessary expenses to be processed.



Mileage – An employee who is directed by the appropriate Department Head or Department Supervisor to use the employee’s own vehicle to conduct Town business will be reimbursed at the mileage rate established by the Town Board at the annual organizational meeting or the applicable collective bargaining agreement, as the case may be.



Education and Training – Upon advanced and proper authorization of the Town Board, an employee will be reimbursed for training courses that are directly related to the employee’s present job.  Employees must first seek approval from their Department Head before the request is presented to the Town Board.



Required Membership Fees – Upon advanced and proper authorization of the Town Board, an employee required to hold membership in a professional organization as part of the employee’s job will be reimbursed for any required dues and/or fees.



Association of Towns Meeting – Upon proper authorization of the Town Board, an employee or Elected Official who attends the annual meeting conducted by the Association of Towns will be reimbursed for all reasonable expenses.  Delegates to this meeting will be selected by the Town Board.



Unionized Employees – – Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, particularly regarding the Education and Training and Required Membership Fees, because contractual terms and practices govern.
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Policy Statement – All vehicles and related equipment of the Town of Carmel are owned and maintained for the purpose of conducting official business of the Town.  Said vehicles and equipment may not be used for the personal use or private gain of any official or employee, nor for any other purpose which is not in the general public interest.  Town vehicles are operated by employees with the permission and at the discretion of the Department Head and the Town Board, which can be revoked at any time, with or without notice. 



Also, please recognize that the public is observing when Town vehicles are being operated.  Please ensure that cars are operated safely and kept clean and presentable at all times.



Standards – For the purpose of compliance with this policy, the following standards must be met at all times:



· Town vehicles and related equipment must remain under the general administrative jurisdiction and direction of the Department Head to which it is assigned.



· Town vehicles must be assigned to specific Town officials and employees for specific purposes and tasks.  Said vehicles may not be used for any unauthorized purpose nor to conduct personal, private, or non-Town related business.



· Town vehicles assigned to the Town Supervisor, Highway Superintendent, Deputy Highway Superintendent, Town Engineer, Director of Building and Codes Enforcement, and certain authorized Police Department personnel may additionally be used for travel between home and work or in the event of an emergency.



· Town vehicles must always be operated in a safe and responsible manner, and in compliance with all applicable traffic laws in effect.  Employees are responsible for any driving infractions or fines that result from their operation of Town vehicles, and must report them to their Department Head.  



· In the event of an accident, regardless of severity, the employee involved must complete an accident report and submit it to the employee’s Department Head within twenty-four hours.  The Department Head must initiate notification to the insurance carrier and submit a copy of the accident report to the Town Supervisor’s Office.



· The use of a cell phone when driving on Town business must be compliant with all applicable laws and/or regulations.



Town vehicles must always be maintained in a safe and secure condition when not in use, including being locked and/or under direct observation; and all keys maintained under controlled and authorized jurisdiction of the appropriate Department Head.  Any tools or equipment left in a Town vehicle must be stowed and locked in the trunk of the vehicle.  Where the vehicle has no trunk, tools or equipment left in the vehicle must be covered or otherwise hidden from view when the vehicle is not in use to discourage theft.  



· Town vehicles must be kept clean, and cleaned of any trash or debris after usage.



· Town vehicles must be locked after usage.  



· Smoking is not permitted in any Town vehicle at any time.



· Eating is not permitted in any Town vehicle at any time.



· In the event a Town vehicle must travel outside the limits of the Town of Carmel, the Department Head or Department Supervisor must receive prior approval from the Town Board; either on a case by case basis or as a comprehensive approval for specified purposes.
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Unionized Employees – Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.
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Requirement – An employee who is required to drive either a Town-owned vehicle or the employee’s own personal vehicle to conduct business on behalf of the Town, must possess at the time of appointment, and must maintain throughout employment, a valid New York State driver's license.  Proof of such license must be on file with the Town.  If a personal vehicle is used to conduct business on behalf of the Town, the employee is responsible for ensuring liability insurance coverage meeting NYS requirements is appropriately maintained.



Commercial Drivers – An employee who operates a vehicle which requires a Commercial Driver’s License (CDL), must maintain such license throughout employment.  In accordance with the federal Commercial Motor Vehicle Safety Act of 1986, a commercial driver must notify the Town within thirty days of a conviction of any traffic violation (except parking), no matter where or what type of vehicle the employee was driving.



Loss of Driver’s License – An employee who is required to possess a driver’s license or CDL license in order to perform certain job duties and responsibilities must immediately notify the appropriate Department Head in the event the license is suspended or revoked.  The loss or suspension of the driver’s license or CDL license may affect the employee’s employment with the Town, including termination of employment for inability to perform the duties of the job.  The Town will utilize the NYS Department of Motor Vehicles’ “License Event Notification Service” (LENS) to monitor activity that may negatively impact an employee’s ability to maintain a required license.
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Supplies – All Town owned supplies must be used efficiently and not wasted.  An employee may not use any Town supplies including, but not limited to, postage, paper, or office supplies for personal use.



Tools and Equipment – The employee must take care of Town-owned tools or pieces of equipment.  Employees who lose, misuse or damage Town-owned tools or pieces of equipment as a result of negligence or intentional misuse are subject to disciplinary action, up to and including termination of Town employment.  An employee may not use any Town-owned tool or piece of equipment, including, but not limited to, fax machines, copiers and computer equipment, for personal use.  An employee may not use Town facilities, Town-owned tools or equipment to work on vehicles or trailers not owned by the Town or for any other personal purposes.



Fuel – An employee may not use gasoline, fuel oil, or motor oil purchased by the Town for personal use.
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Guidelines – It is important to maintain good relations with the residents of the Town.  When conducting Town business on the telephone, an employee must abide by the following guidelines:



· An employee must answer promptly and speak in a clear, friendly and courteous tone.



· An employee must give the name of the department or office and one’s own name.  If the call is not for the employee who answers, the employee must transfer the caller to the correct party or take a message recording all pertinent information.



· During office hours, each employee is responsible for there being at least one employee in the department or office to answer telephones.  If the department or office has a limited staff, arrangements must be made with another department or office for telephone coverage or an answering device must be in operation.



· Collect calls may not be accepted without the approval of the Department Head or Department Supervisor.



· An employee may not make personal calls, except in an emergency or to check briefly on family matters.



· An employee may not make personal calls on a Town provided telephone or cell phone that will result in additional charges to the Town, except in an emergency and/or with prior approval from the Department Head.  The employee must reimburse the Town for the cost of the call.  Employee’s personal cell phones should not be used when it interferes with work performance.  Cell phone use can be reviewed and can be prohibited by the Department Supervisor.
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511	Use of Communication Systems and Equipment



Policy Statement – The purpose of this policy is to provide the following requirements for the use of Town-owned communication systems and equipment.  Communication systems and equipment include but are not limited to computer systems, internet services, hardware, software, laptops, tablets, smart phones, cell phones, land-line phones, printers, facsimile machines, copiers, and scanning devices.



Property – All communication systems, equipment and files are the property of the Town.  This includes the messages created, transmitted, and stored on such systems and equipment.



Usage – All communication systems and equipment are provided to an employee for the purpose of aiding that employee in the performance of the employee’s job functions.  All hardware and software used is to be supplied by the Town.  No unauthorized or unlicensed hardware or software may be used or installed on any Town-owned computer.  Any hardware or software necessary to perform job duties should be requested of the employee’s Department Head.



Town’s Right to Monitor Communication Systems and Equipment – There is no guarantee of privacy when using Town-owned communication systems and equipment.  The Town reserves the right to, and actually does, enter, search, and monitor employee communication systems, equipment, and files, with or without advance notice, at any time in the normal course of business.  Department Heads have the authority to inspect the contents of any Town communication systems, equipment, data/files, or electronic messages of their subordinates in the normal course of their supervisory responsibilities.  In addition, the data/files of Department Heads and supervisors may be inspected by the Town Supervisor in the normal course of duty.  This applies to all information, messages, and files that are created, transmitted, downloaded, received, stored, or deleted on such systems, including items that are password protected.  Additionally, the Town has the authority to monitor and record each web site, chat room, and newsgroup visited on the Internet, and every electronic message and file transfer into and out of the Town’s network or communication service.  The Town may also monitor each employee’s Internet activity and usage patterns to ensure that the Town’s resources are being utilized for appropriate business purposes.  Usernames and passwords are the property of the Town of Carmel.  An employee may be required to disclose their username and password to a Department Head at any time.



Personal Use – Employees are responsible for exercising good judgment regarding the reasonableness of personal use.  Any non-business use should be incidental and occasional and must conform to all standards set forth in this policy.  Any personal use that interferes with the performance of an employee’s work or burdens or compromises the effectiveness of the Town’s network and equipment is strictly prohibited.  The Town reserves the right to prohibit the personal use of Town communication system where personal use is excessive,  improper, or violates Town policy. 



Prohibited Uses – In addition to the requirements set forth above, the following uses of Town-owned communication systems and equipment are prohibited.  This list is meant to be illustrative, and not exhaustive.



· Any illegal activity;

· Threats or harassment;

· Slander or defamation;

· Transferring, viewing, displaying, storing, distributing, editing, archiving, or recording of any discriminatory message, image, or material, or any obscene, graphic, or suggestive message, image, or material;

· Activity that is in violation of any provisions set forth elsewhere in this Employee Handbook;

· Any unauthorized commercial activity;

· Accessing or attempting to access the data/files of another person, unless otherwise authorized as necessary in the course of performing Town business;

· Using or aiding in the unauthorized use of another person’s password;

· Harming or destroying data/files (other than editing or deleting information in the normal course of one’s job duties);

· Use of non-business software;

· Gambling;

· Use of entertainment software, such as games and puzzles;

· Installation or use of any hardware or software, not authorized by the Town;

· Installation or use of Town-owned hardware or software for any use that is not Town related business;

· Installation or use of any unauthorized or unlicensed hardware or software; and

· Installation of any software containing viruses.
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Eligibility – Internet / electronic messaging service may be provided to employees who can demonstrate a work-related reason to have access.  Electronic messages (e-messages) include but are not limited to e-mails, text messages, blogs, instant messages and posting to social networking or other sites.  Approval must be given by the employee’s Department Head or supervisor, subject to further approval of the Town Supervisor.



Proper Usage – In addition to the prohibitions set forth in the above paragraphs, any activities prohibited for any other general computer user are also prohibited with respect to Internet / e-messaging service usage.  Employees are expected to communicate in a manner that will reflect positively on both themselves and the Town.  Additionally, it is the responsibility of the employee to adhere to the following requirements:



· E-messaging must be used in a professional manner;

· Messages must not be threatening, insulting, obscene, abusive, or derogatory;

· Messages must not include content that constitutes workplace harassment including sexual harassment;

· E-messaging may not be used to transmit chain letters;

· Employees are responsible for saving any e-messages that they want to keep permanently;

· E-messages must not involve personal sales or solicitation or be associated with any for-profit outside business activity;

· E-messages must not involve personal not-for-profit solicitations;

· E-messages must not potentially embarrass the Town;

· Passwords should not be given to anyone other than the employee’s Department Head or supervisor;

· Internet must not be used for the propagation of computer viruses;

· Internet must not be used for personal recreational activities (e.g. online games);

· Participation in non-business Internet chat groups, blogging or instant messaging is prohibited;

· As a security precaution, a workstation must not be left signed onto E-mail or the Internet while unattended for a long period of time (or overnight).  Each employee must log off the network when not in use and power down at the end of the day;

· Employee Internet usage and e-messaging may be subject to filtering and may be monitored;

· Employees should be aware that deletion of any E-message or file does not truly eliminate that message or file from the system.  All E-mail messages are stored on a central back-up system in the normal course of data management;

· Employees should ensure that no personal correspondence appears to be an official communication of the Town; and

· Employees may not use the Town’s address for transmitting or receiving personal mail or use the Town’s e-mail address for transmitting or receiving personal e-messages.



Disclosure of Information - Employees must bear in mind that e-messages are not private and its source is clearly identifiable.  E-messages may remain part of the Town’s business records long after they are deleted.  Electronic records, including e-messages, are public records subject to state Freedom of Information Law and will be disclosed upon request unless an exemption to disclose is found to apply.  In general, e-messages are subject to discovery in civil lawsuits.



Reliability – Users should be aware that because the internet is a collection of computer networks with no single central authority over information consistency, data is subject to inaccuracies.  The Town is not responsible for loss or damage to a user’s data or for the reliability of information that is obtained via the Internet service.  Also, this information must be used in accordance with applicable copyright laws.



Reporting of Violations – Anyone with information as to a violation of this policy is to report said information to the employee’s Department Head.  Once the employee’s Department Head is informed of the violation, a formal process, consistent with this Employee Handbook and/or applicable law, will begin.



Disciplinary Action – Any employee who violates this policy will be subject to disciplinary action up to and including termination of Town employment.
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512	Social Media



Policy Statement – The purpose of this policy is to provide the framework for employee usage of Social Media, both inside and outside of the workplace.  Social Media in general refers to internet based applications that allow for the creation and exchange of user generated content.  Examples of Social Media include, but are not limited to:  Facebook, Twitter, MySpace, Instagram, Vine, LinkedIn, Instagram, Flickr, Snapchat, YouTube, web blogs, and web based wikis whereby users can add, modify, or delete its content via a web browser.



Usage During Working Hours – Unless the use of Social Media is pertinent to Town business or authorized by a Department Head, employees are prohibited from using Social Media during working hours.  This applies regardless of whether or not such usage occurs on Town-owned computers or communication equipment or a device personally owned by the employee.



Usage During Meal and Rest Breaks – Employees are responsible for exercising good judgment when using Town-owned computers or communication equipment to access Social Media sites while on a meal and rest break.  The Town’s right to monitor communication systems and equipment also applies to the use of Social Media if employees are using Town computers or communications systems.



Posting Content on Social Media (regardless of point of access) – The following uses of Social Media are prohibited.  These terms pertain to content posted from computers or communication systems that are not Town owned, as well as those that are Town property.



This list is meant to be illustrative, and not exhaustive.



· Disclosing confidential or proprietary information pertaining to matters of the Town that is not otherwise deemed accessible to the general public under the Freedom of Information Law (Public Officers Law Article 6, §§84-90).

· Matters which will imperil the public safety if disclosed.

· Promoting or endorsing any illegal activities.

· Threatening, promoting, or endorsing violence.

· Directing comments, or sharing images that are discriminatory or insensitive to any individual or group based on race, religion, gender, disability, sexual orientation, national origin, or any other characteristic protected by law.

· Knowingly making false or misleading statements about the Town, or its employees, services, or Elected Officials.

· Posting, uploading, or sharing images that have been taken while performing duties as an agent of the Town, or while wearing Town uniforms – the only exception to this rule is when it is directly pertinent to Town business and such posting, uploading, or sharing of images is authorized in advance by the appropriate Department Head.

· Representing that an opinion or statement is the policy or view of the Town, or of any individual acting in their capacity as a Town employee or official, or otherwise on behalf of the Town, when that is not the case. 

· Posting anything in the name of the Town or in a manner that could reasonably be attributed to the Town without prior written authorization from the applicable Department Head.

· Using the name of the Town or a Town e-mail address in conjunction with a personal blog or Social Media account.



An employee’s Social Media usage must comply with Town policies pertaining to but not limited to Non-Discrimination and Harassment, Confidentiality, Violence in the Workplace, and Substance Abuse.  Any harassment, bullying, discrimination, or retaliation that would not be permissible in the workplace is not permissible between co-workers online, even if it is done after hours, outside of the workplace, using computers or communication systems that are not Town-owned.



Notwithstanding the above, nothing in this policy is designed to interfere with, restrain, or prevent employee communications regarding wages, hours, or other terms and conditions of employment.  Nor is it meant to imply any restriction or diminishment of an employee’s right to appropriately engage in protected concerted activity under law.  Town employees have the right to engage in or refrain from such activities as they choose.



Reporting of Violations – Anyone with information as to a violation of this policy is to report said information to the appropriate Department Head.  Once the Department Head is informed of the violation, a formal process, consistent with this Employee Handbook and/or applicable law, will begin.



Disciplinary Action – An employee who violates this policy will be subject to disciplinary action up to and including termination of Town employment.
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Policy Statement – It is the policy of the Town that each employee’s dress, grooming and personal hygiene should be appropriate to the work situation.



Standards – The dress code for employees who work in Town Hall and interact with the public is business casual.  All other employees must maintain a personal appearance in a manner consistent with their work duties that reflects a good image to the public.  Acceptable personal appearance is an ongoing requirement of employment with the Town.  Radical departures from conventional dress or personal grooming and hygiene standards are not permitted.  Employees should not wear suggestive attire, athletic clothing, novelty buttons, and similar items of casual attire since this clothing does not present a businesslike appearance.



Safety Clothing and Equipment – An employee may be required to wear safety clothing and equipment as directed by the Department Head.  If such is the case, the employee must comply with all safety requirements.
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514	Solicitations/Distributions



Policy Statement – It is the policy of the Town to prohibit solicitation and distribution on its premises by nonemployees and to permit solicitation and distribution by employees only as outlined below.



During Working Hours – An employee may not distribute literature or solicit other employees during working hours.



During Meal and Rest Breaks – With permission from the Department Head, an employee may distribute literature and solicit other employees during meal and rest breaks provided it does not interfere with the normal operations of the department, reduce employee efficiency, annoy fellow employees, or pose a threat to the Town’s security.
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Policy Statement – It is the policy of the Town not to allow personal visitors during working hours, except for emergency situations.  Visitors are allowed for brief visits during an employee’s meal break as long as such visit does not interfere with Town operations or interrupt other employees who are still working.



[bookmark: _Toc425574410][bookmark: _Toc440510240][bookmark: _Toc404590729][bookmark: _Toc536420281]516	Purchasing



Policy Statement – It is the policy of the Town to authorize certain individuals to make purchases on behalf of the Town.  No employee shall make purchases for the Town, or use the Town’s name to make purchases, unless so authorized by the Town Board.  The Town has adopted an official procurement policy which must be adhered to by all personnel.
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Policy Statement – It is the policy of the Town that work areas must be kept safe, clean and orderly at all times.



Employee Responsibility – Employees are responsible for maintaining their work area in a safe and orderly fashion.  As such, each employee should, at a minimum, do the following:



· Place coats, boots, umbrellas and other items of clothing in designated areas so that work areas are not unnecessarily cluttered;



· Consume food or beverages only in designated areas so that work areas are kept free of food and related litter;



· Report any existing or potential workplace hazards and safety violations to the Department Head;



· Abide by the smoking restrictions established by Town policy and outlined in this Employee Handbook;



· Clean and store all tools and equipment and properly store any items, papers or confidential information in a manner prescribed by the Department Head.



Supervisory Responsibility – Supervisors are responsible for having their employees maintain their work areas according to the requirements of this policy.  Each supervisor should:



· Make sure that aisles, floors and walls are free from debris and other unnecessary items;



· Monitor the facilities and equipment and issue maintenance requests where appropriate;



· Arrange for the removal of any items from the workplace that are not needed for the flow of business or the enhancement of employee comfort;



· Abide by and enforce the Town’s no-smoking policy; 



· Ensure the proper disposal of all trash and waste.
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Policy Statement – It is the policy of the Town to ask each employee to refrain from bringing unnecessary or inappropriate personal property to work.  The Town recognizes that an employee may need to bring certain items to work.  However, employees should take care to ensure that personal property brought to the workplace does not disrupt work or pose a safety risk to other employees.



Personal Liability – An employee is expected to exercise reasonable care to safeguard personal items brought to work.  The Town will not repair, replace, or reimburse an employee for the damage or loss of the employee’s personal property.  An employee bringing personal property to the workplace does so at one’s own risk.



Security Inspections – Desks, lockers and other storage devices may be provided for the convenience of employees but remain the sole property of the Town.  Accordingly, such storage devices, as well as any articles found within them, can be inspected by any agent or representative of the Town at any time, with or without notice.  The inspection may or may not be made in the presence of the employee.  The Town is not responsible for loss or damage to personal property placed in such storage devices.
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519	Town Property



Employee Responsibility – An employee will be responsible for items issued by the Town which is in the employee’s possession and/or control, such as, but not limited to the following:



· Equipment, including Protective Equipment

· Communication Devices

· Laptop computers and peripherals

· Identification Badges

· Keys

· Uniforms

· Books or other Reference Materials, including this Employee Handbook



Return of Property – Except as otherwise provided by a covered employee’s collective bargaining agreement, all Town property must be returned to the Town before the employee’s last day of work.
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Policy Statement – An employee may not perform work for any entity other than the Town during the employee’s paid work hours, or claim that Town work was done when such is not the case.  Employees must devote their full scheduled shift to Town business, as assigned.
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Policy Statement – It is the policy of the Town that an employee may engage in outside work as long as such outside work does not interfere with the employee’s performance standards, pose an actual or potential conflict of interest, or compromise the interests of the Town.  Each employee must also comply with provisions of the Town Code of Ethics with respect to outside employment.



Guidelines – The following guidelines have been established for an employee who engages in outside work.



· Outside employment that does or may constitute a conflict of interest is prohibited.  An employee may not receive any income or material gain from individuals outside of the Town for materials produced or services rendered while performing the employee’s Town job;



· An employee will be judged by the same performance standards and will be subject to the Town’s scheduling demands, regardless of any existing outside work requirements;



· If the Town determines that an employee’s outside work interferes with the performance or the ability to meet the requirements of the Town as they are modified from time to time, the employee may be required to terminate the outside employment if the employee wishes to remain employed by the Town;



· No Town equipment, supplies, or other material may be used by an employee on other than Town work for monetary gain;



· A Town employee who engages in outside work must notify the person for whom the work is being performed that such work is being done on the employee’s own time and that the employee is not representing the Town while performing such work.



Notification of Outside Employment – A Town employee who wishes to engage in outside work should discuss the matter with the Department Head to ensure that the above guidelines are maintained.



Unionized Employees – Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.
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Policy Statement – The Town of Carmel promotes open government and complies with all requirements regarding public access to information.  However, the Town recognizes that certain documents, records, and other information pertaining to Town operations and activities contain sensitive and confidential information about Town residents and others who do business with or on behalf of the Town and/or its residents.  Such information cannot be photocopied, duplicated, discussed, or otherwise disclosed to any outside party except in accordance with the Freedom of Information Law or any other applicable laws and regulations.  An employee is also prohibited from sharing or otherwise disclosing such information with other Town employees, family members or friends who do not have a Town business reason to have such information.  This includes posting of such information in any public forum (computer or otherwise) or on computer social networking sites (Facebook, etc.)



Responsibility for Security of Confidential Information – Elected Officials, Department Heads and employees are responsible for maintaining the security of documents, records and other information that fall within their department operations.  Any request from outside parties for disclosure of information under the Freedom of Information Law or any other applicable laws or regulations must be submitted to the Town Clerk.



Employee Personal Information – An employee should never provide a caller or visitor with confidential information regarding employees, including home addresses and personal telephone numbers.  An employee should take the person’s name and telephone number and inform the caller/visitor that a message will be forwarded to the employee.
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The following procedures shall apply regarding absence from work:



Tardiness – An employee must be ready and able to work at the time the employee is scheduled to begin work.  In the event an employee is unable to report to work at the scheduled time, the employee must notify the employee’s Department Head prior to the employee’s scheduled starting time.  The reason for tardiness and the expected time of arrival must be indicated to the Department Head.



Daily Notification – In the event an employee is unable to report to work, the employee must notify the employee’s Department Head each day of the absence and state the reason for the absence.  In the event the absence was pre-authorized, this requirement will be waived.



Scheduled Absences – Requests for scheduled time off, such as the use of vacation leave and personal leave, must be approved by the Department Head in advance.  All requests for time off are subject to approval by the employee’s Department Head on a case-by-case basis.



Unscheduled Absences – In the event an employee is unable to report to work, the employee must notify the appropriate supervisor prior to the employee’s scheduled reporting time.  Notification requirements may be waived in cases of emergency.  This procedure must be followed to receive sick leave pay.



Unexcused Absences – Notification of an absence to an employee's Department Head does not automatically mean the absence is authorized.  Any time off from work that is without approval of an employee’s Department Head is considered an unexcused absence.  An unexcused absence is without pay and may result in disciplinary action, up to and including termination.



Early Departure – In the event an employee must leave work during the workday, the employee must seek permission from the employee’s Department Head prior to leaving.



Leaving the Premises – An employee must obtain prior approval from the employee's Department Head to leave an assigned worksite during working hours due to a non-work related reason.  An employee who leaves an assigned worksite during the workday due to business reasons must notify the employee's supervisor in accordance with department policy.



Documentation of Absences – An employee may be required to provide appropriate documentation in justification of any absence.  Documentation may include medical verification.



Unionized Employees -- Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.
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602	Jury Duty Leave



The following procedure shall apply regarding jury duty:



Jury Leave – In the event a full-time employee is required to perform jury duty on a day the employee is scheduled to work, the employee will receive paid jury duty leave.  Such leave will not be subtracted from any of the employee’s leave credits.  A part-time, temporary or seasonal employee shall receive paid jury duty leave if the employee is scheduled to work for the Town on the day the jury duty is served.  An employee is obligated to notify the Commissioner of Jurors that the Town is paying the employee’s full pay during jury duty.  An employee can collect and keep any mileage expense reimbursement that may be issued by the court system for performing jury duty.



Notification of Jury Duty – When an employee receives notice to report for jury duty, the employee must immediately submit a copy of the notice to the employee’s Department Head.



Return to Duty – In the event the employee is released from jury duty on a given day and there are two or more hours remaining in the employee’s scheduled workday, the employee must report to work.  The employee will be allotted time to return home and prepare for work.



Accrual of Benefits – The Town will continue to provide health insurance benefits for an eligible employee during the jury leave.  Vacation leave, sick leave and holiday benefits will continue to accrue during jury duty leave.
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Military Leave (New York State Law) – This section refers only to a paid leave for military service under New York State Law and does not affect an employee’s entitlement to leave needed for military service under federal statute.  The Town of Carmel recognizes the importance of the Military Reserve and National Guard, and will permit any employee the use of military leave to perform ordered military duty or required training.  The Town will grant such leave with pay for up to twenty-two workdays or thirty calendar days in a calendar year, whichever is greater.  Such military leave beyond the twenty-two workdays or thirty calendar days in a calendar year will be unpaid, however accumulated vacation leave may, at the employee’s option, be used at any time during the leave.  In accordance with applicable New York State law, the employee may keep all pay received for military service.



Military Leave of Absence (Federal Law) – An unpaid leave of absence for a period of up to the federal statutory limits will be granted to an employee to serve in any of the Armed Forces of the United States.  The employee’s accumulated vacation leave may, at the employee’s option, be used at any time during such leave of absence.
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Leave For Military Spouses (New York State Law) – In accordance with NYS Labor Law §202-i, the Town will grant an unpaid leave of absence of up to ten days to an employee (who works an average of twenty hours per week) whose spouse is a member of the armed forces of the United States, National Guard, or reserves who has been deployed during a period of military conflict, to a combat theater or combat zone of operations.  This leave shall only be used when the employee’s spouse is on leave from such deployment.  This does not preclude the employee’s option to use available paid leave upon approval of the employee’s Department Head.
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Eligibility – In the event of a death of a full-time employee’s family member, the employee may take a paid leave of either four or two consecutive days (see below) from the employee’s regularly scheduled work.  Such leave will not be subtracted from any of the employee’s leave credits.  A part-time, temporary, or seasonal employee is not eligible for paid bereavement leave but may be allowed to take time-off without pay provided the employee has prior approval from the Department Head.



Leave Period – Bereavement leave will be granted as shown below:



		Deceased Family Member:

		Days of Leave:



		Spouse

		Four days



		Mother / Father / Step-parent

		Four days



		Brother / Sister

		Four days



		Child / Stepchild

		Four days



		Member of Employee’s Household

		Four days



		Mother/Father-in-law

		Four days



		Brother/Sister-in-law

		Four days



		Grandchild

		Four days



		Grandparent

		Four days







Extended Bereavement Leave – With authorization from the employee’s Department Head, an employee may use vacation leave credits and/or personal leave credits to extend a bereavement leave.  The Department Head will have total discretion in the approval of an employee’s extended bereavement leave, based upon the needs of the department.



Unionized Employees -- Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.
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605	Family and Medical Leave Policy

Statement of Compliance – The Town of Carmel complies with the provisions of the Family and Medical Leave Act (FMLA) and Civil Service Law when administering leaves under this policy.



Summary – FMLA entitles an eligible employee to a maximum of twelve workweeks (defined by the employee's normal workweek) of job-protected, unpaid leave in any twelve month period for certain family and medical reasons.  The twelve-month period is calculated as the twelve month period measured forward from the date of the employee’s first FMLA leave usage.  The FMLA also provides an eligible employee with up to twenty-six weeks of Military Caregiver Leave to care for a covered service member (limited to a single twelve-month period).  At the conclusion of a leave of absence under the FMLA, the employee will be restored to the position the employee held when the leave began or to an equivalent position with equivalent benefits, pay, and other terms and conditions of employment, provided the employee returns to work immediately following such leave.



Eligibility – To be eligible for an unpaid leave under FMLA, an employee must meet the following requirements:



· The employee must have worked for the Town for at least twelve months as of the first date of requested leave (these need not be consecutive);



· The employee must have worked for the Town for at least 1,250 hours during the previous twelve months prior to the date the leave commences; and



· The employee must work at or report to a worksite which has fifty or more employees or is within seventy-five miles of worksites that taken together have a total of fifty or more employees.



· Spouses who both work for the Town are allowed a combined maximum of twelve workweeks of leave for the birth or care of a newborn child, adoption or foster care of a child and to care for such newly placed child, or the serious health condition of a parent, during any twelve month period.



Types of FMLA Leave - Eligible employees will be afforded up to twelve workweeks of unpaid leave under FMLA under the following circumstances:



· Upon the birth of the employee's child and to care for the newborn child;



· Upon the placement of a child with the employee for adoption or foster care and to care for the newly placed child;



· To care for the employee's spouse, son, daughter or parent who has a serious health condition; 



· Because of the employee's own serious health condition which makes the employee unable to perform one or more of the essential functions of his or her job; and



· Because of any qualifying exigency (refer to Qualifying Exigency Leave below) arising out of the fact that the employee’s spouse, son, daughter or parent is on active duty or has been notified of an impending call or order to active duty in the Armed Forces in support of a contingency operation.



Military Caregiver Leave - Eligible employees will be afforded up to twenty-six weeks of leave to care for the employee’s spouse, son, daughter, parent, or nearest blood relative who is a recovering service member.  A recovering service member is defined as a member of the Armed Forces who suffered an injury or illness while on active-duty that may render the person unable to perform the duties of the member’s office, grade, rank or rating.  This leave shall only be available during a single twelve-month period.  During this single twelve-month period, the employee shall be entitled to a combined total of twenty-six workweeks of caregiver leave described in this section and the Types of FMLA Leave section described above.  Nothing in this paragraph shall be construed to limit the availability of FMLA leave provided under the Types of FMLA Leave section above.  For the purposes of this type of leave, “nearest blood relative” shall include the following in order of priority: a relative who has been granted legal custody of the covered service member, brothers, sisters, grandparents, aunts, uncles and first cousins, or a specific blood relative who has been designated as a service member’s caregiver.  When no such designation is made, and there are multiple family members with the same level of relationship to the covered service member, all such family members are considered to be next of kin and may take FMLA leave to provide care to the covered service member, either consecutively or simultaneously.



Qualifying Exigency Leave – Eligible employees who have a covered family member serving in either the National Guard or the Reserves are provided with up to 12 work weeks of FMLA job-protected leave for “any qualifying exigency” that arises while the covered family member is on active duty or called to active duty status in support of a contingency operation.  The regulations identify eight categories for which an eligible employee may use FMLA leave under this qualifying exigency provision: 



· Short-notice deployment: a covered military member is notified of an impending call or order to active duty 7 or less days before deployment; 



· Military events and related activities: (a) to attend any official ceremony, program, or event sponsored by the military that is related to active duty; or (b) to attend family support or assistance programs or informational briefings sponsored by the military; 



· Childcare and school activities: (a) to arrange for childcare when active duty necessitates a change in childcare arrangements; (b) to provide childcare on an urgent basis when the urgency arises from active duty status; (c) to enroll in a new school or daycare because of active duty; or (d) to attend meetings at a school or daycare for a child of a covered service member due to circumstances arising from active duty; 



· Financial and legal arrangements: (a) to make or update financial arrangements to address a covered military member’s absence while on active duty; or (b) to act as a covered military member’s representative before a federal, state, or local agency to obtain or arrange military service benefits while a covered service member is on active duty; 



· Counseling: to attend counseling provided by someone other than a health care provider for oneself, the covered military member, or a child of a covered service member if the need for counseling arises from active duty or the call to active duty; 



· Rest and recuperation: to spend up to 5 days of leave with a covered military member who is on short-term, temporary, rest and recuperation leave; 



· Post-deployment activities: (a) to attend arrival ceremonies, reintegration briefings and events, and other official ceremonies sponsored by the military for a period of 90 days after the termination of active duty status; or (b) to address issues that arise from the death of a covered military member while on active duty status; or



· Additional activities: a catch-all designed to address any other event that may arise out of active duty or a call to active duty status, provided that such leave is agreed upon by the employer and employee.



Definitions – The following terms are fully defined in the Federal Regulations on the Family and Medical Leave Act, 29 CFR Part 825.  For the purpose of this policy, the following definitions will apply:



· Serious Health Condition will mean an illness, injury, impairment, or physical or mental condition that involves inpatient care in a hospital, hospice, or residential medical care facility including any period of incapacity (as contained in the Federal Regulations), or any subsequent treatment in connection with such inpatient care; or continuing treatment by a health care provider, including, but not limited to:



· A period of incapacity of more than three consecutive calendar days and any subsequent treatment or period of incapacity that also involves continuing treatment by a health care provider;



· A period of incapacity due to pregnancy or prenatal care;



· A period of incapacity or treatment for such incapacity due to a chronic serious health condition.  A “chronic serious health condition” requires periodic visits to a health care provider for treatment.  The term “periodic visit” constitutes 2 or more appointments with a health care provider over the course of one year;



· A period of incapacity which is permanent or long-term due to a condition for which treatment may not be effective; or



· A period of absence to receive multiple treatments, including any period of recovery, by a health care provider, or by a provider of health care services under orders of or on referral by a health care provider, for restorative surgery after an accident or other injury or for a condition that would likely result in a period of incapacity of more than three consecutive calendar days in the absence of medical intervention or treatment.



· Health Care Provider will mean and refer to a doctor of medicine or osteopathy who is authorized to practice medicine or surgery by the State in which the doctor practices; or any other person defined in the FMLA regulations capable of providing health care services.



· Family Member will mean and refer to:



· Spouse – husband or wife as defined or recognized under State law for purpose of marriage;



· Parent – biological parent or an individual who stands or stood in loco parentis to an employee when the employee was a child as defined in directly below.  This term does not include an employee’s parents "in law";



· Child – biological, adopted or foster child, a stepchild, a legal ward, or a child of a person standing in loco parentis, who is either under age eighteen, or age eighteen or older and "incapable of self-care (as defined in the Federal Regulations) because of a mental or physical disability".  Persons who are "in loco parentis" include those with day-to-day responsibilities to care for and financially support a child or, in the case of an employee, who had such responsibility for the employee when the employee was a child.  A biological or legal relationship is not necessary.



Notification Requirements – If the need for leave is foreseeable, the employee must give notice, in writing, to the Department Head at least thirty calendar days prior to the commencement date of the unpaid leave.  The employee must complete the Family And Medical Leave Act Request Form and forward the completed form to the Office of the Comptroller for review.  The failure of an employee to give thirty days’ notice of foreseeable leave with no reasonable excuse for the delay may result in the delay of the employee taking the FMLA leave until thirty days from the date of notice.  When the need for leave is unforeseeable, verbal notice to the employer will be sufficient.



Extension of Original Leave Request – In the event the employee needs to extend the duration of the leave beyond the time frame originally approved, the employee must submit a new Family and Medical Leave Request Form seeking approval for the extension.



Status Reports – The employee must periodically update the appropriate Department Head as to the employee’s status and intent to return to work.



Medical Certification – The employee must produce a medical certification issued by a health care provider which supports the need for a leave under this policy.  When required, the employee must provide a copy before the leave begins, or if the leave was unforeseeable, no later than fifteen calendar days from the date the certification was requested.  Failure to submit medical certification may jeopardize the employee's eligibility for an unpaid leave of absence and/or the ability to return to work.  Medical certification forms are available from the Office of the Comptroller.  The medical certification must include:



· The date the medical condition began;



· The probable duration of the medical condition;



· Pertinent medical facts; and,



· An assertion that the employee is unable to perform the employee’s essential job functions or that the employee is needed to care for a family member for a specified period of time.



The Town of Carmel reserves the right to request a second opinion by another health care provider.  The Town will pay for the second opinion.  In the event a conflict occurs between the first and second opinion, the Town may, again at its own expense, obtain a third opinion from a health care provider approved jointly by the Town and the employee.  This third opinion will be final and binding.



Leave for the Birth, Adoption or Foster Care Placement of a Child – Leave for the birth of a child or the placement of a child for adoption or foster care must conclude within twelve months from the date of the birth or placement.



Certification for Adoption/Foster Care – An employee must produce proper certification from the appropriate agency for an unpaid leave for the adoption or foster care of a child.



Employment Restrictions During Leave of Absence – While on an approved leave, the employee may not be employed by another employer during the same hours that the employee was normally scheduled to work for the Town of Carmel.



Benefits During a Leave of Absence – For the purpose of this policy, the following will apply:



· Use of Accrued Paid Leave Credits – An employee taking leave for the birth, adoption or foster placement of a child, to care for a spouse, child or parent with a serious health condition or military caregiver leave must first use all available sick and vacation leave credits during the authorized FMLA leave.  In intermittent leaves, sick and vacation leaves must be used in increments permitted under applicable Town policies or the employee’s collective bargaining agreement, or taken as unpaid leave.  Use of these leave credits does not extend the maximum allowable period specified by FMLA regulations.



For leaves taken due to the employee’s own serious health condition, the employee must first use all vacation and sick leave credits and short-term disability benefits (if applicable,) which will be included in the maximum twelve-workweek period.  In intermittent leaves, sick and vacation leaves must be used in increments permitted under applicable Town policies or the employee’s collective bargaining agreement, or taken as unpaid leave. In the event that the paid leave credits are greater than the maximum twelve-workweek period, an employee may use paid leave credits to extend the leave of absence beyond the twelve-workweek period, up to a maximum of one year.  If, after the completion of the one-year leave of absence, the employee is medically unable to return to work (as determined by a health care provider) and the employee has leave credits remaining, the Town Board may authorize an extension of the employee’s leave of absence until such benefits are exhausted.  However, job reinstatement beyond the one-year leave of absence is not automatic and will be dependent upon job availability, in accordance with Civil Service Law Sections 71, 72 and 73, as applicable, and the Putnam County Civil Service Rules.



· Accrual of Paid Leave Credits – An employee will continue to accrue vacation and sick leave and receive holiday pay during the portion of the leave that is paid.  Paid leave is defined as leave during which the employee continues to use accumulated paid vacation and sick leave.  After all such paid leave is exhausted, the remaining leave of absence is unpaid.  An employee will not earn paid vacation or sick leave or receive holiday pay for any holidays that may occur during an unpaid leave of absence.



· Medical Insurance – During the period of authorized FMLA designated leave, an employee’s eligibility status for medical insurance coverage will not change.  All employee contributions (if any) must be paid on a timely basis in order to maintain the continuous coverage of benefits.  Contributions will be at the same level as if the employee was working.  Coverage will cease if payments are not made within a thirty-calendar day grace period of the due date.  Premium payments or policy coverage are subject to change.  In the event the employee fails to return to work after the authorized leave of absence period has expired, provisions of COBRA (see Section 811) will apply.  In addition, the Town may recover the premium that it paid for maintaining the coverage during any period of the unpaid leave except for the following circumstances:



· The continuation, recurrence, or onset of a serious health condition of the employee or the employee's eligible family member with proper medical certification; or,



· Circumstances beyond the employee's control, such as: parent chooses to stay home with a newborn child who has a serious health condition; employee's spouse is unexpectedly transferred to a job location more than 75 miles from the employee's work-site; the employee is laid off while on leave.



Workers' Compensation and Short-Term Disability Benefits – Leaves taken under the Workers' Compensation Law or the Town’s Short-Term Disability Policy may invoke the FMLA if the employee meets the eligibility criteria outlined in the eligibility section and the Town designates such leave as FMLA leave and properly notifies the employee of such designation.  In accordance with the FMLA, if an employee has elected to receive workers’ compensation benefits or short-term disability benefits, the Town cannot require the employee to substitute paid leave credits during this period of leave.  If the workers’ compensation leave or short-term disability leave has been properly designated as FMLA leave by the Town, it can be counted against the employee’s FMLA leave.



In addition to leave provided under the Family and Medical Leave Act, employees may be eligible for a leave of absence pursuant to Civil Service Law Section 71.  Section 71 provides that covered employees shall be entitled to a leave of absence for at least one cumulative year (unless found to be permanently disabled) when disabled due to an occupational injury or disease as defined in the Workers’ Compensation Law.  This leave runs concurrently with the designated Family and Medical Leave.  Employees should consult with their Department Head for further details regarding this provision.



Return to Work – The following conditions for returning to work will apply:



· Job Restoration – At the conclusion of the leave of absence, (except for leaves beyond a one-year period) the employee, provided that the employee returns to work immediately following such leave, will be restored to the position the employee held when the leave began, or an equivalent position with equivalent benefits, pay and working conditions.  For authorized leave of absences beyond the one-year period, job restoration will be dependent upon job availability, in accordance with Civil Service Law Sections 71, 72 and 73, as applicable, and the Putnam County Civil Service Rules and Appendices.



· Medical Statement – Before resuming employment, an employee must submit a statement from the employee’s health care provider indicating that the employee is able to return to work either with or without restrictions.  The Town reserves the right to have the employee examined by a physician selected and paid for by the Town to determine the employee’s fitness to return to work either with or without restrictions.  Failure to return to work when required may be considered a voluntary termination.



· Early Return – An employee who intends to return to work earlier than anticipated must notify the Department Head at least five business days prior to the date the employee is able to return.  The Department Head shall in turn notify the Town Supervisor.
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Policy –The Town of Carmel complies with New York State Civil Service Law which entitles all Town employees paid leave to undertake screening for breast cancer (under Section 159-b) and prostate cancer (under Section 159-c).  This paid leave will not be charged against any available sick, vacation, personal, compensatory or other leave accruals.



Allowance – An employee will be allowed four hours of paid leave per year for the purpose of undergoing a screening procedure for breast cancer, and four hours of paid leave per year for the purpose of undergoing a screening procedure for prostate cancer (male employees only).  Such paid leave will be accrued as of January 1 each year.  If the employee does not exercise his/her rights to the paid leave, those hours are not carried forward to the next year.  The allowed paid leave may include the travel time to and from the appointment and any subsequent follow up consultation visits.  In addition, the allowed excused leave may be staggered throughout the year until the maximum allowance has been reached.



Scheduling – An employee must receive prior approval from the employee’s Department Head to take paid leave for this purpose.  The request for paid leave should be submitted to the Department Head in writing a minimum of two days in advance.  The Department Head will have total discretion in the approval of this paid leave, but will not unreasonably deny such request.



Documentation Requirements – If an employee uses paid leave for a cancer screening procedure under this policy, documentation must be provided to the Department Head from the health care provider verifying that the absence from the workplace was for cancer screening.  If an employee uses other types of paid leave for a cancer screening procedure, the provisions of the applicable paid leave policy (e.g. sick, personal, vacation, compensatory) will apply; there is no requirement in such a case to provide specific documentation regarding cancer screening.
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Policy –The Town of Carmel complies with New York State Labor Law Section §202-j which entitles Town employees who work an average of twenty hours or more per week to a leave of absence for the purpose of making a blood donation.  This leave of absence will not be charged against any available sick, vacation, personal, compensatory or other leave accruals.  The leave allowed under this policy is unpaid, however, this does not preclude an employee’s option to use available paid leave for this same purpose.



Allowance – An eligible employee will be allowed a leave of absence of up to three hours per year under this policy.  Such leave will be accrued as of January 1 each year.  If the employee does not exercise his/her rights to this leave, those hours are not carried forward to the next year.  The allowed leave may include the travel time to and from the appointment.



Scheduling – An employee must receive prior approval from the employee’s Department Head to take leave for this purpose.  The request for leave should be submitted to the Department Head in writing a minimum of two days in advance.  The Department Head will have total discretion in the approval of this leave, but will not unreasonably deny such request.
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Rate of Pay – An employee’s rate of pay will be established by the Town Board.



Merit Increases – An employee may receive a pay increase based upon the employee’s past performance.  The merit increase will be granted at the discretion of the Town Board.



Longevity Bonus – An employee shall be eligible to receive a longevity bonus in accordance with the schedule established by the Town Board, provided the employee has not received an unsatisfactory evaluation.  The bonus will be at the discretion of the Town Board.  The bonus will be paid in a lump sum on the employee’s anniversary date.



Unionized Employees – An employee who is a member of a collective bargaining unit is not covered by the Wage and Salary provisions set forth above and should refer to the applicable collective bargaining agreement.
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Authorization – A Department Head may require an employee to work additional hours beyond the employee’s normal workday and workweek.  An employee must receive prior approval from the employee’s Department Head or Department Supervisor before working additional hours.  Unauthorized overtime work is prohibited and may result in disciplinary action.



FLSA Non-Exempt Employees – In accordance with the Fair Labor Standards Act, an FLSA non-exempt employee will be paid one and one-half times the employee’s regular hourly rate of pay for all authorized time worked over forty hours in a given workweek.



FLSA Non-Covered and Exempt Employees – In accordance with the Fair Labor Standards Act, FLSA non-covered and exempt employees will not be paid for overtime for any hours worked in excess of the employee’s normal workday or workweek.



Credit for Paid Leave – Personal leave, vacation leave, sick leave, bereavement leave, holidays, jury duty leave, and military leave will be included as time worked for the purpose of computing overtime.



Compensatory Time (FLSA Non-Exempt Employees) – With pre-authorization from the Department Head, a non-exempt employee will have the option of receiving “compensatory time” in lieu of paid overtime.  When a non-exempt employee chooses to receive compensatory time, the employee will be credited with the equivalent of one and one-half hours for all authorized time worked over forty hours in a given workweek.  An employee may accumulate no more than seventy hours in compensatory time credits. Employees with seventy hours of accumulated compensatory time shall be paid at one and one-half times the employee’s regular hourly rate for any overtime hours worked. 



Compensatory Time (FLSA Non-Covered and Exempt Employees) – With pre-authorization from the Department Head, an exempt or non-covered employee will have the option of receiving “compensatory time” for hours worked beyond the normally scheduled workweek.  When such employee chooses to receive compensatory time, the employee will be credited with the equivalent of the applicable overtime rate for all authorized time worked over forty hours in a given workweek.  An employee may accumulate no more than twenty-four hours in compensatory time credits per year, and  may carry-over a maximum of twenty-four hours of compensatory leave credits from one calendar year to the next.  For employees hired on or after November 1, 2017, maximum accumulation of compensatory time hours is 240 hours.  Upon separation from employment, an employee shall be paid their straight hourly rate for accumulated compensatory time up to a maximum of twenty-four hours accumulated per year.  For employees hired on or after November 1, 2017, the maximum total accumulation for payout upon separation of employment is 240 hours.  



Unionized Employees – An employee who is a member of a collective bargaining unit is not covered by the Overtime provisions set forth above and should refer to the applicable collective bargaining agreement.
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Payroll Period – Normally, employees are paid on a bi-weekly basis.  An employee’s paycheck will be based on the amount earned during the preceding payroll period.  Certain employees may be paid on a different schedule as established by the Town Board.



Payday – Under normal circumstances, paychecks will be issued on a Friday.  In the event the payday is a designated holiday, paychecks will be distributed on the previous workday.



Distribution – The Office of the Comptroller will deliver paychecks to the Department Heads for further distribution to employees.



Direct Deposit – The Town provides a direct deposit option for employees.  If elected, the paycheck will be deposited directly into the employee’s account at the designated financial institution.  The employee must submit a signed, written authorization for direct deposit to the Office of the Comptroller.



Authorized Check Release – The Department Head will not release a paycheck to anyone other than the employee unless the employee has submitted a signed, written authorization with the Office of the Comptroller.
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Statutory Deductions – The required portion of an employee's pay for federal and state taxes, and any other deduction required by law, will be deducted from the employee’s paycheck.  Such deductions will be noted on the paycheck.



Voluntary Deductions – Payroll deductions provided through the Town’s payroll system will be made from an employee’s paycheck when authorized by the employee.  Such deductions will be noted on the paycheck.
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705	Deferred Compensation Plan



Summary – The Town of Carmel has established a Deferred Compensation Plan whereby a portion of an employee’s salary may be voluntarily withheld and invested.  The money saved is paid out to the employee at a later date, generally during retirement years.  Neither the deferred amount nor earnings on investments are subject to current Federal and State Income Taxes.  Taxes become payable when the deferred income plus earnings are distributed to the employee, presumably at retirement when the tax bracket may be lower.  A description of the plan may be obtained from the Office of the Comptroller.



706	Mortgage Tax Revenue Wage Supplement



Summary – The Town of Carmel has established a wage supplement for full-time employee where the Town’s receipt for mortgage tax payments significantly increases over the prior year.



Effective April 2019 (based upon 2018 mortgage tax revenue results), full-time employees will receive the following wage supplement benefit based upon the Town’s mortgage tax revenue: 



If the Town experiences a $200,000.00 increase from the prior year’s mortgage tax revenue “benchmark,” employees shall receive a 0.25% salary increase to their base rate of pay effective the first full payroll period following April 15 of the following year (e.g., Town’s mortgage tax revenue for 2017 was $800,000.00. If it is determined in early 2019 that the Town’s 2018 mortgage tax revenue rose to $1,000,000.00, eligible employees would receive a salary increase of 0.25% effective the first full pay period after April 15, 2019).



[bookmark: _Toc506297291]The mortgage tax revenue benchmark shall be set at $200,000.00 greater than the Town’s prior year’s mortgage tax revenue, except in years where the mortgage tax revenue goes down from the prior year. In a “down year”, the subsequent benchmark shall be set at $200,000.00 greater than the highest mortgage tax revenue year in the prior two years. (e.g., If the Town’s mortgage tax revenue for 2018 is $800,000.00, then the 2019 benchmark is $1,000,000.00. In 2019, if the mortgage tax revenue is $700,000.00 (resulting in no supplemental wage increase for 2019), then the 2020 benchmark is $1,000,000.00 (using 2018’s, not 2019’s, mortgage tax revenue figure).



[bookmark: _Toc506297292]Unless the Town Board extends it by resolution, the mortgage tax revenue wage supplement shall cease in 2020, with the final possible wage supplement to be paid out will be in April 2021.
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800	EMPLOYEE BENEFITS
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Designated Holidays – The Town of Carmel will observe the following holidays:



1. New Year’s Day

2. Martin Luther King’s Birthday

3. Lincoln’s Birthday

4. President’s Day

5. Good Friday

6. Memorial Day

7. Independence Day

8. Labor Day

9. Columbus Day

10. Veterans’ Day

11. Thanksgiving Day

12. Day after Thanksgiving

13. Christmas Day



Eligibility – A full-time employee is eligible for holiday pay at the employee’s regular rate of pay.  A part-time, temporary, or seasonal employee is not eligible for holiday pay.



Holiday Observance – In the event a designated holiday occurs on a Saturday, the holiday will be observed on the preceding Friday.  In the event a designated holiday occurs on a Sunday, the holiday will be observed on the following Monday.



Holiday Pay Requirement – Unless otherwise authorized, an FLSA non-exempt employee must work the employee’s scheduled workday before and the employee’s scheduled workday after a designated holiday in order to receive holiday pay.



Assigned to Work on a Holiday – A full-time FLSA non-exempt employee who is required to work on a designated holiday will receive holiday pay plus wages at the employee’s regular rate of pay.  A part-time, temporary, or seasonal employee who works on a designated holiday will be paid at the employee’s regular rate of pay.



Unionized Employees -- Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.

. 
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802	Vacation Leave



Eligibility – A full-time employee is eligible for paid vacation leave in accordance with this policy.  A part-time, temporary, or seasonal employee is not eligible for paid vacation leave but may be allowed to take time-off without pay provided the employee has prior approval from the Department Head.



Allowance – A full-time employee will be credited with paid vacation leave in accordance with the vacation schedule below.  Vacation Leave is based on the average number of hours an employee is normally scheduled to work each week.  An employee may take vacation leave only after it has been credited.  Vacation leave will be credited on the employee’s anniversary date of hire.



· A full time employee who completes one year of continuous service will receive two weeks of paid vacation leave



· A full time employee who completes three years of continuous service will receive three weeks of paid vacation leave



· A full time employee who completes five years of continuous service will receive four weeks of paid vacation leave



· A full time employee who completes ten years of continuous service will receive five weeks of paid vacation leave



Continuous Service – Continuous Service shall mean uninterrupted service.  An authorized leave of absence without pay, or a resignation followed by reinstatement within one year following such resignation, shall not constitute an interruption of continuous service.  Vacation is earned only for monthly pay periods during which an employee is in full pay status for at least fifteen working days during such monthly pay period.



Scheduling – In order to plan for staffing needs, vacation requests must be submitted by the end of April each year.  Town Hall employees should submit vacation requests to the Town Supervisor; all others should submit vacation requests to the applicable Department Head.  The Town Supervisor or Department Head will have total discretion in the approval of vacation leave.  Vacation leave credits may not be used in increments of less than one-half day.



Accumulation – With approval by the Town Supervisor or Town Board, an employee may accumulate a maximum of five days of vacation leave credits for carry over to the following year.



Cash Outs for Exempt Employees – An exempt employee may cash out up to one (1) week of accrued, unused vacation time prior to their anniversary date of hire.  In order to receive this payment, the exempt employee must notify the Town Supervisor or Town Board in writing of their desire to cash out this time at least two (2) weeks prior to the anniversary of their date of hire.  



Holiday During Scheduled Vacation – In the event a designated holiday occurs on an employee’s normal workday and the employee is on paid vacation, the employee will receive holiday pay for the day and the employee’s vacation leave credits will not be charged for that day.



Separation of Employment – An employee who resigns, retires or is laid off will receive cash payment for unused vacation leave to which the employee is properly entitled at the employee’s then current rate of pay.  To be eligible to receive this payment, an employee who is to resign or retire must give written notice at least two weeks in advance of the last day of employment.  In the event an employee leaves employment due to disciplinary action, the employee will not receive a settlement for unused vacation leave.  In cases of death of an employee, the Town will pay an employee’s designated beneficiary for any unused vacation leave.



Unionized Employees -- Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.
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Eligibility – A full-time employee is eligible for paid sick leave in accordance with this policy.  A part-time, temporary, or seasonal employee is not eligible for paid sick leave.



Allowance – A newly hired employee will be credited with one and one-quarter days of paid sick leave on the first day of each month during the initial calendar year of employment.  Thereafter, a full-time employee will be credited with fifteen days of paid sick leave each January 1.  An employee may take sick leave only after it has been credited.



Family Sick Leave – An employee may use up to five days of sick leave credits annually for family illness or injury if the employee must provide direct care to an immediate family member.  Such leave will be subtracted from the employee’s accumulated sick leave credits.  For purpose of family sick leave, “immediate family member” will mean the employee’s parent, spouse or child, including step-child and foster child.



Accrual During Leaves of Absence – An employee will be credited with sick leave credits while on a paid leave of absence, but not while on an unpaid leave of absence.



Proper Use of Sick Leave – Sick leave is provided to protect an employee against financial hardship during an illness or injury.  An employee may use sick leave credits for personal illness or injury that inhibits the employee’s work.  Sick leave credits may not be used in increments of less than one hour.



Abuse of Sick Leave – An employee who, after investigation, is found to have abused the use of sick leave or falsifies supporting documentation, will be subject to disciplinary action.



Accumulation – An employee may accumulate sick leave credits to a maximum of two hundred days.




Separation of Employment – An employee whose employment with the Town is terminated due to a disciplinary discharge will not receive cash payment for unused sick leave.  



A full-time employee employed by the Town prior to January 1, 2014 who is separated from Town service for any reason other than disciplinary discharge is eligible to receive cash payment for accumulated unused sick leave in accordance with the schedule below:



		

Years of Employment:

		*Portion of Accumulated Days for which Reimbursement will be made:



		After 5 years of continuous service

		40%



		After 10 years of continuous service

		50%



		After 15 years of continuous service

		60%



		After 20 years of continuous service

		75%







A full-time employee with a starting date of January 1, 2014 or later who is separated from Town service for any reason other than disciplinary discharge is eligible to receive cash payment for accumulated unused sick leave in accordance with the schedule below:



		

Years of Employment:

		*Portion of Accumulated Days for which Reimbursement will be made:



		After 5 years of continuous service

		40%



		After 10 years of continuous service

		50%









*The number of days for which payment shall be made shall be rounded up to the next full day, if the percentage applied to the accumulation results in a fractional part of a day.  Payments shall be made at the employee’s then current base rate of pay without addition of overtime, etc.



Death of Employee – If an employee with at least five years of continuous service dies while employed by the Town of Carmel, the employee’s beneficiary would receive payment for accumulated unused sick leave in accordance with the schedule applicable for cashing in unused sick leave upon separation.  In the event that an employee has not reached the tenth anniversary, the 40% reimbursement of accumulated sick leave would be paid.



Retirement Credit – The Town Board has elected to provide Section 41 (j) of the Retirement and Social Security Law which allows credit for a portion of accumulated sick leave at the time of retirement.



Unionized Employees -- Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.  Town employees covered by a collective bargaining agreement are subject to the Proper Use of Sick Leave or Abuse of Sick Leave policies., 
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804	Personal Leave



Eligibility – A full-time employee is eligible for paid personal leave in accordance with this policy.  A part-time, temporary, or seasonal employee is not eligible for paid personal leave.



Allowance – A full-time employee will be credited with three days of paid personal leave on each January 1.  Personal leave is based on the average number of hours an employee is normally scheduled to work each week.  An employee may take personal leave only after it has been credited.



New Employee – A new employee will be credited with three (3) days of paid personal leave if the date of hire is in the first quarter, two (2) days of paid personal leave if the date of hire is in the second quarter, and one (1) day of paid personal leave if the date of hire is in the third quarter.  No personal leave if the date of hire is in the fourth quarter.  Thereafter, the employee will be credited with three (3) days of paid personal leave on each subsequent January 1. 



Proper Use of Personal Leave – An employee may use personal leave credits to conduct personal business which cannot be conducted outside of normal working hours, non-emergency medical and dental appointments, and for personal emergencies.  In no event may personal leave credits be used on the scheduled workday immediately prior to or following a holiday or vacation; in lieu of sick leave or other leaves of absences, except to extend bereavement leave.  Personal leave credits may not be used in increments of less than one half dayhour.



Scheduling – An employee must receive prior approval from the employee’s Department Head to take personal leave.  The Department Head will have total discretion in the approval of personal leave.



Accumulation – With approval by the Town Supervisor or Town Board, an employee may accumulate a maximum of three days of personal leave credits for carry over to the following year.



Separation of Employment – An employee whose employment with the Town is terminated for any reason, including retirement, will not receive cash payment for unused personal leave.



Unionized Employees -- Town employees covered by a collective bargaining agreement should refer to their collective bargaining agreement, because where conflicts arise contractual terms and practices govern.  Town employees covered by a collective bargaining agreement are covered by the Proper Use of Personal Leave and Scheduling policies.  
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805	Disclosure of Insurance Benefits



Summary – The following is a brief description of the insurance benefits offered by the Town to eligible employees.  Eligibility for benefits is dependent upon a variety of factors, including employment classification and length of service.  The description of the benefits provided is only an overview.  The plan documents or specific government regulation provide a full description of the specific benefit.



Plan Administrator – The Office of the Comptroller serves as the Administrator of the Town’s benefits plans.  The Administrator is responsible for all communications and disclosures concerning Town benefits and is available to answer questions concerning the benefit plans.  A description of each of the plans may be obtained from the Office of the Comptroller.



Plan Documents – Benefits are administered according to applicable government regulation, benefit plan documents, insurance carrier master policy, or Town policy.  Should there be a discrepancy between the information presented in this Employee Handbook and the benefit plan document, the plan document governs.  The Town Board is responsible for compliance with all applicable laws and regulations.  The Town Board may, at its discretion, change carriers and/or offer alternative insurance plans for non-union employees.  Changes in carriers and/or plans for unionized employees shall be in accordance with collective bargaining agreements and/or procedures.



Changes in Benefits – Any benefit offered by the Town to employees not represented by unions or Elected Officials is subject to change by resolution of the Town Board.  



Waiver of Benefits – An employee who is eligible to participate in any of the available insurance plans but who elects not to participate must sign an appropriate waiver of enrollment form.



Enrollment Information – The Office of the Comptroller will provide the employee with the enrollment forms and assist with the administrative and operational aspects of the various insurance plans.  Enrollment in a benefit plan is not automatic.  Employees must complete the appropriate enrollment forms and applicable payroll deduction authorizations in order to receive benefits.



Changes in Status – Employees whose status changes from full-time to part-time are notified of the changes to their Town benefits.  This notification contains all legally mandated information regarding applicable benefits, including COBRA health insurance continuation.  An employee must immediately notify the Office of the Comptroller in the event that the employee has a change in marital or family status that may affect coverage, such as marriage, divorce, legal separation, death of a spouse or dependent, acquiring or losing a dependent, changes in address.



Beneficiary – Under some of the Town’s benefit plans, each employee must designate a beneficiary for the employee’s death benefits.  This designation must be made in writing and on the form provided by the plan Administrator.
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806	Medical Insurance



Eligibility – The Town will make available medical insurance coverage to each full-time employee, Elected Officials, and their eligible family members.  A part-time, temporary, or seasonal employee is not eligible for medical insurance coverage.



When Coverage Begins – Coverage will begin on the first day of the month following either the employee’s date of hire, or for Elected Officials, the first day of office, provided all eligibility requirements of the insurance plan are met.



[bookmark: _Toc429229305]When Coverage Ends - Coverage ends on the last day of the month that an employee or Elected Official separates from Town service.  Separation from service includes lay-off, termination, resignation or death of the employee or Elected Official.  Continuation of coverage for eligible employees, Elected Officials and their eligible dependents is available in accordance with COBRA provisions.  



Premium Payment – The type of coverage and amount of the insurance premium an employee or Elected Official is required to contribute is established by resolution of the Town Board.  This may be stated as a specific dollar amount or as a percentage of the premium cost.  Factors such as date of hire or commencement of office, and type of coverage may be considered when determining the required premium contribution.  Those employees first hired before January 1, 2014, and on the active payroll in a management position as of February 1, 2022, shall not be required to make premium contributions. All other eligible Eemployees and Elected Officials shall pay their any contributions required by the Town for individual or family coverage via payroll deduction.  Contribution amounts are subject to change by resolution of the Town Board.  Full details are available from the Accounting Office.



Changes in Premium Contributions – The percentage and/or contribution amount of the insurance premium an employee or Elected Official is required to contribute is subject to change by resolution of the Town Board.  The Town Board will provide six (6) weeks written notice of such change.



Unionized Employees – An employee who is a member of a collective bargaining unit is not covered by the Medical Insurance provisions set forth immediately above and should refer to the applicable collective bargaining agreement.
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807	Medical Insurance Buy-out



Eligibility and Payment – Full-time employees and Elected Officials who are eligible to be enrolled in the Town’s medical insurance, and who voluntarily withdraw from or do not enroll in the Town’s medical insurance plan on or after January 1, 2014 shall receive:



OPTION 1:



1) Five thousand dollars ($5,000.00), less lawful deductions, on the first day of the thirteenth (13th) month following the month of withdrawal and every twelfth (12th) month thereafter if they were receiving or were eligible for family coverage and provided that they remained uncovered – both directly and as a dependent –  under the Town’s plan for the twelve (12) consecutive months immediately preceding any payment due; or

2) Two thousand five hundred dollars ($2,500.00), less lawful deductions, on the first day of the thirteenth (13th) month following the month of withdrawal and every twelfth (12th) month thereafter if they were receiving or were only eligible for individual coverage and provided that they have remained uncovered – both directly and as a dependent – under the Town’s plan for the twelve (12) consecutive months immediately preceding any payment due.



OPTION 2:



3) Up to Ffive thousand dollars ($5,000.00), less lawful deductions, per year, paid over the course of twelve (12) equal monthly installments  on the first day of the thirteenth (13th) month following the month of withdrawal and every twelfth (12th) month thereafter if they were receiving or were eligible for family coverage and provided they remained uncovered under the Town’s plan for the twelve (12) consecutive months immediately preceding any payment due.  Payments shall cease immediately should the individual enroll in or otherwise receive the Town’s insurance; or

4) Up to Ttwo thousand five hundred dollars ($2,500.00), less lawful deductions, per year, paid over the course of twelve (12) equal monthly installments,  on the first day of the thirteenth (13th) month following the month of withdrawal and every twelfth (12th) month thereafter if they were receiving or were only eligible for individual coverage and provided that they have remained uncovered under the Town’s plan for the twelve (12) consecutive months immediately preceding any payment due.  Payments shall cease immediately should the individual enroll in or otherwise receive the Town’s insurance.



Elected Officials who receive medical insurance provided by the Town are not eligible for the payments described above.  Full-time Town employees who receive medical benefits through a spouse employed by the Town only qualify for the Medical Insurance Buy-out payment in #2 above for employees eligible for individual medical insurance coverage.    



To be eligible for the medical insurance buy-out, the employee or Elected Official must provide documentation of eligibility for the appropriate level of coverage and of comparable medical health insurance coverage in a manner and form to be determined by the Town and sign an appropriate waiver of health insurance coverage and waiver of liability to the Town.



The medical insurance buy-out payment is in addition to the compensation and/or salary to which the employee is otherwise entitled, and will be treated as part of the employee’s gross income and will be subject to the appropriate withholding for income and payroll tax purposes. Payments made to an employee under the provisions of this buy-out option are excluded from NYS Retirement System earnings calculations.



Reinstatement – If an employee chooses to re-enroll in the Town’s health insurance plan, a written notice must be provided to the  Principal Account Clerk during the open enrollment period in order for coverage to be effective the following January 1.  In the event the employee loses coverage under the alternate insurance plan, coverage under the Town’s plan may be resumed in accordance with the provisions specified in the plan documents, provided that the employee meets all eligibility requirements of the plan.  



[bookmark: _Toc429229308][bookmark: _Toc430681398][bookmark: _Toc440510271]Unionized Employees – An employee who is a member of a collective bargaining unit is not covered by the Medical Insurance Buy-out provisions set forth immediately above and should refer to the applicable collective bargaining agreement.
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808	Medical Insurance for Retirees



Coverage – The Town will make available medical insurance coverage to an eligible full-time employee or Elected Official who retires from the Town.  Coverage is also available for eligible dependents if they were covered under the Town’s medical insurance plan at the employee’s date of retirement.  In the event the retiree predeceases the dependents, the dependents may continue medical insurance coverage provided they pay the full cost of the premium.  Coverage of a dependent at the time of divorce or legal separation is in accordance with plan documents and COBRA requirements.



Eligibility – To be eligible for coverage, a retired employee or Elected Official must be age fifty-five or older, and must have at least fifteen years of continuous service with the Town.  In addition, the employee or Elected Official must have applied for and been granted a bona-fide retirement benefit from the New York State Employees’ Retirement System.  A non-union, uniformed police officer shall be eligible for coverage upon reaching twenty years of service or after being granted bona-fide retirement benefits with the Police Retirement System; no minimum age requirements will apply.



Plan – The Town Board may, through resolution, change the medical insurance plan at any time, including, but not limited to, type of coverage, retiree contributions, and type of carrier. 



Premium Payment – All eligible managers hired before January 1, 2014, will pay one half (1/2) of the percentage of the premium for individual or family medical insurance coverage, as the case may be, that the retiree was paying at the time of retirement.   All other eligible retirees may continue coverage into retirement provided they will pay the same percentage of the premium for individual or family medical insurance coverage, as the case may be, that the retiree was paying at the time of retirement.  



Changes in Premium Contributions – The amount of the insurance premium a retiree or retiree’s spouse is required to contribute is subject to change by resolution of the Town Board.  The Town Board will provide a two-month written notice of such change.



No Change from Single to Family Coverage in Retirement -- Employees on single health insurance coverage when they retire may not change to family health insurance during their retirement.



Medicare Part B Reimbursement – The Town will reimburse an eligible retiree and the retiree’s spouse for the cost of the Medicare Part B premium.  Such reimbursement will cease for both the retiree and the retiree’s spouse upon the death of the retiree.  Reimbursement will also cease for a spouse upon legal separation or divorce.  The Town Board may, at its discretion and in accordance with plan documents, modify or eliminate this reimbursement for any retiree or retiree’s spouse.



Unionized Employees – An employee who is a member of a collective bargaining unit is not covered by the Medical Insurance for Retirees provisions set forth immediately above and should refer to the applicable collective bargaining agreement.
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809	Dental Plan



Eligibility – The Town will make available a dental plan to each full-time employee, Elected Officials, and their eligible family members.  A part-time, temporary or seasonal employee is not eligible for this plan.



When Coverage Begins – Coverage will begin thirty calendar days after the date of hire, or for Elected Officials, the first day of office, provided the employee or Elected Official meets all eligibility requirements of the dental plan.  Coverage ceases upon separation from Town service for any reason, including retirement.



Premium Payment – The Town will pay the full premium for an individual or family dental plan, as the case may be.



Changes in Premium Contributions – The amount of the insurance premium an employee or Elected Official is required to contribute is subject to change by resolution of the Town Board.  The Town Board will provide a two-month written notice of such change.



Unionized Employees – An employee who is a member of a collective bargaining unit is not covered by the Dental Plan provisions set forth immediately above and should refer to the applicable collective bargaining agreement.
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Eligibility – The Town will make available an optical plan to each eligible employee and Elected Official.  A part-time, temporary or seasonal employee is not eligible for this plan.



When Coverage Begins – Coverage will begin on the employee’s first day of employment or for Elected Officials, the first day of office, provided all eligibility requirements of the optical plan are met.



Premium Payment – The Town will contribute a fixed amount, as determined by the Town Board on a periodic basis, towards the premium for each eligible employee and Elected Official.  Any difference between the Town’s contribution and the actual premium cost of the optical plan shall be the obligation of the employee or Elected Official.



Changes in Premium Contributions – The amount of the insurance premium an employee or Elected Official is required to contribute is subject to change by resolution of the Town Board.  The Town Board will provide a two-month written notice of such change.



Unionized Employees – An employee who is a member of a collective bargaining unit is not covered by the Optical Plan provisions set forth immediately above and should refer to the applicable collective bargaining agreement.
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811	Continuation of Health Insurance Benefits (COBRA/NYS Continuation Coverage)

Summary – The federal Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) offers “qualified beneficiaries” the right to continue existing health insurance coverage, completely at their own expense, under certain qualifying conditions.  All required premiums and administrative fees must be paid in a timely manner in order for coverage to continue.



NYS Continuation Coverage – For purposes of this policy, references to COBRA will be considered to incorporate the requirements for “Continuation Coverage” set forth in NYS Insurance Law, which provides enhancements over and above the provisions of COBRA.



Eligibility – An individual is a “qualified beneficiary” if the individual is covered under a group health plan on the day before a qualifying event as either a covered employee or Elected Official, the spouse of a covered employee or Elected Official, or a dependent child of a covered employee or Elected Official.  A child who is either born to or who is placed for adoption with the covered employee or Elected Official during a period of COBRA coverage is also a “qualified beneficiary” entitled to COBRA coverage.



Period of Coverage – COBRA coverage is in effect for a period of up to thirty-six months, following any qualifying event.  The COBRA requirements do not put any limit on the number of times a qualified beneficiary may be entitled to COBRA continuation coverage.



Qualifying Events – If a qualified beneficiary loses coverage under a group health plan as a result of a “qualifying event,” the qualified beneficiary is entitled by COBRA to the continuation of group health insurance coverage at the qualified beneficiary’s own expense.  Any of the following circumstances are considered to be qualifying events:



· Termination of the covered employee’s (or Elected Official’s) employment for any reason except gross misconduct, or the covered employee's loss of eligibility to participate due to reduced work hours.



· When a covered employee is on a leave of absence due to military service obligations.



· Death of a covered employee or Elected Official.



· Divorce or legal separation from a covered employee or Elected Official.



· A covered dependent ceases to be a "dependent child" under the health insurance plan.



· A covered dependent child's loss of eligibility to participate in the insurance plan due to the covered employee or Elected Official becoming covered by Medicare as a result of total disability or choosing Medicare in place of the insurance plan at age sixty-five.



Change in Beneficiary Status – An employee or elected official must notify the Town within sixty calendar days of a legal separation or divorce or when a dependent is no longer eligible for insurance due to the age limitations or educational status requirements established by the insurance plan.  The Town will not be responsible for any loss of coverage resulting from failure by the employee or elected official to give notification of such an event.



Enrollment Information – The Office of the Comptroller will provide the employee or elected official with the enrollment forms and assist with the administrative and operational aspects of COBRA.  Enrollment is not automatic.  The employee or elected official must complete the necessary enrollment forms and return all COBRA forms to the Town Account within the time indicated.  If the required forms or premium payments are not received at the time specified, medical insurance coverage will cease.
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Eligibility – A full-time employee is provided with short-term disability coverage in accordance with this policy.  A part-time, temporary, or seasonal employee is not eligible for paid short-term disability coverage.  This benefit is to supplement loss of time from work due to a qualified non-job related illness or injury.



When Coverage Begins – Coverage will begin on the employee’s first day of employment, provided the employee meets all eligibility requirements.



Disability Payments – Disability payments will be in accordance with the terms of the policy.  The duration of disability benefits is dependent upon a physician’s certification and consistent with the terms of the policy.  There may be a waiting period before an employee can become eligible for disability payments.  Full details regarding the policy currently in effect are available from Office of the Comptroller.



Premium Payment – The Town will pay the full premium for disability coverage for each eligible employee.



Reporting of Illness or Injury – The employee must submit a written report of the illness or injury on the proper application form to the employee’s Department Head and the  Office of the Comptroller within twenty-four hours of the occurrence.  The Office of the Comptroller will provide the employee with the necessary forms.  Proper medical certification will be required and must be submitted with the application form.



Use of Sick Leave Credits – An employee may draw from the employee’s sick leave credits in conjunction with disability payments to equal, but not exceed, the employee’s regular daily rate of pay.



Medical Insurance Coverage – The Town will continue medical insurance coverage for the employee in accordance with the provisions of the Family and Medical Leave Policy in this Employee Handbook.



Unionized Employees – An employee who is a member of a collective bargaining unit should refer to their collective bargaining agreement regarding application of Short-Term Disability Benefits.
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813	Workers' Compensation Benefits



Coverage – The Town will make available Workers’ Compensation benefits, including payment of medical costs and replacement of lost wages up to the regulated maximum, to each eligible employee who suffers an accidental injury arising out of and in the course of employment, as determined by the Workers’ Compensation Board.  Eligibility for coverage is determined by applicable Workers’ Compensation regulations.



When Coverage Begins – Coverage will begin on the employee’s first day of employment, provided the employee meets all eligibility requirements.



Premium Payment – The Town will pay the full premium for Workers’ Compensation coverage for each eligible employee.



Reporting of Injury – The employee must report any accidental injury arising out of and in the course of employment to the Department Head immediately after the occurrence of the injury.  The Department Head will notify the Office of the Comptroller who will complete and submit the required forms within thirty (30) days.



Use of Sick Leave Credits – An employee may draw from the employee’s sick leave credits in conjunction with Workers’ Compensation payments to equal, but not exceed, the employee’s regular daily rate of pay.



Medical Insurance Coverage – The Town will continue medical insurance coverage for the employee in accordance with the provisions of the Family and Medical Leave Policy in this Employee Handbook.
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Coverage – The Town will make available unemployment benefits to each eligible employee ruled eligible for benefits under New York State Labor Law.
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Summary – Social Security benefits are available for retirement, survivor's benefits, and medical costs under qualifying conditions, as determined by the Federal Social Security Administration Office.  Employee contributions to Social Security (FICA) are matched by the Town pursuant to applicable law.
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816	The New York State Employees’ Retirement System



Summary – The Town will make available the New York State Employees’ Retirement System pension plan to each eligible employee.  An employee is eligible for service retirement benefits after completion of the required minimum period of creditable public sector service (either five or ten years depending on tier).



Mandatory Membership – A full-time employee who began employment with the State of New York or with a participating employer, on or after July 27, 1976, must join the retirement system.  An employee who is appointed to a permanent, full-time position on a probationary basis must join the retirement system on the effective date of the probationary appointment.  Employment is considered full-time unless:



· The employee works less than thirty hours per week; or



· The annual compensation for the position is less than the State's minimum wage multiplied by 2,000 hours; or



· Duration of employment for less than one year or employment on less than a 12 month per year basis; or



· The position is either provisional or temporary under Civil Service Law.



Optional Membership – An employee who is not mandated to join may join the retirement system.  Such employee will be informed, in writing, that the employee may join the Retirement System and will acknowledge receipt of such notice by signing a copy thereof and returning it to the Office of the Comptroller.  If the employee elects to join the retirement System, the employee must complete the application form and return it to the Office of the Comptroller.



Waiver of Enrollment – An employee who is not mandated to join the retirement system, and who chooses not to join, must complete a waiver of enrollment form.
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Summary – The Police and Fire Retirement System covers all sworn personnel in the Police Department.  It is mandatory for all full-time and part-time police officers to become members of the Police and Fire Retirement System effective on the first day of employment.
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Policy Statement – The Town of Carmel is an Equal Opportunity Employer.  The Town does not unlawfully discriminate on the basis of race, color, religion, creed, sex, gender, sexual orientation, gender identity or expression, age, national origin, ancestry, ethnicity, citizenship, disability, marital status, familial status, pregnancy, application to or present membership in the uniformed services, veteran status, arrest or conviction record, genetic information, predisposition or carrier status, domestic violence victim status, or any other protected class or status.  Likewise, the Town prohibits employees, Elected Officials, vendors, suppliers, visitors, customers, and any other non-employee from discriminating against Town employees based on these protected groups.  Discrimination based on any of the above is strictly prohibited.  This policy applies to all terms and conditions of employment, including, but not limited to, hiring, placement, compensation, promotion, transfer, training, leave of absence, and termination.



Notification of Policy Violations – An employee should immediately report any perceived violation of this policy to the employee’s Department Head.  In the event the employee is unable to discuss this matter with the Department Head, the complaint should be reported in writing to the Town Supervisor or any member of the Town Board.  All complaints of discrimination will be investigated discreetly and promptly.  This procedure is not intended to restrict an individual’s rights to make a complaint to a federal or state agency.  An employee who reports discrimination will not suffer adverse employment consequences as a result of making the complaint.



Prohibition Against Retaliation – Retaliation against any employee who brings a written or verbal complaint of discrimination or who assists or participates in the investigation of such a complaint is strictly prohibited.  The Town will not tolerate or permit adverse treatment of employees because they report discrimination or provide information related to such complaints, or who otherwise oppose an unlawful employment practice.  Any employee who participates in the procedure may do so without fear of retaliation.  Violations of this policy may result in disciplinary action up to and including termination of employment.



Application of Policy – This policy is for Town use only and does not apply in any criminal or civil proceeding.  This policy shall not be construed as a creation of higher legal standard of safety or care in an evidential sense with respect to third party claims.  Violations of this policy will only form the basis for Town administrative action.  Violations of law will form the basis for civil and criminal sanctions in a recognized judicial setting.
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902	The Americans with Disabilities Act
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Policy Statement – It is the policy of the Town of Carmel to comply fully with the provisions and spirit of the Americans with Disabilities Act and ensure equal employment opportunity for all qualified persons with disabilities.  All employment practices, such as recruitment, hiring, promotion, demotion, layoff and return from layoff, compensation, job assignments, job classifications, paid or unpaid leave, fringe benefits, training, employer-sponsored activities, including recreational or social programs, will be conducted so as not to discriminate unlawfully against persons with disabilities.  This also extends to prohibit unlawful discrimination based on a person’s relationship or association with a disabled individual.  Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or changes in compensation) along with work assignments, classifications, seniority, leave, and all other forms of employment compensation or advantage.



Reasonable Accommodation – Reasonable accommodation is available to all qualified employees and applicants with disabilities, unless it imposes an undue hardship on the Town and/or operations of a program.  The Town may require medical documentation or other information necessary to verify the existence of the disability and the need for accommodation.  Following receipt of an accommodation request, the Town will meet with the requestor to discuss and identify the precise limitations resulting from the disability and the potential accommodation(s) that the Town might make to help overcome those limitations.



The Town will determine the feasibility of the requested accommodation considering various factors, including, but not limited to the nature and cost of the accommodations(s), and the accommodation’s impact on Town operations.



Pre-Employment Inquiries – Pre-employment inquiries are made only regarding an applicant’s ability to perform the essential functions of the position and not any disabling condition.  Pre-employment physical exams will only be requested when in compliance with the law.  The Town of Carmel intends to base employment decisions on principles of equal employment opportunity and nondiscrimination, as defined by law.



Notification of Policy Violations – An employee should immediately report any perceived violation of this policy to the employee’s Department Head.  In the event the employee is unable to discuss this matter with the Department Head, the complaint should be reported in writing to the Town Supervisor or any member of the Town Board.  All complaints of possible violations will be investigated discreetly and promptly.  An employee who reports a possible violation will not suffer adverse employment consequences as a result of making the complaint.  This procedure is not intended to restrict an individual’s rights to make a complaint to a federal or state agency.



Application of Policy – This policy is for Town use only and does not apply in any criminal or civil proceeding.  This policy shall not be construed as a creation of higher legal standard of safety or care in an evidential sense with respect to third party claims.  Violations of this policy will only form the basis for Town administrative action.  Violations of law will form the basis for civil and criminal sanctions in a recognized judicial setting.
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903	Non-Discrimination and Harassment (Including Sexual Harassment) in the Workplace



Policy Statement – It is the policy of the Town of Carmel to promote a productive work environment and to prohibit conduct by any employee that disrupts or interferes with another’s work performance or that creates an intimidating, offensive, or hostile work environment.  In keeping with this goal, the Town of Carmel is committed to educate employees in the recognition and prevention of workplace discrimination and harassment, including sexual harassment, and to provide an effective means of eliminating such discrimination and harassment from the workplace.  Any conduct that discriminates against, denigrates or shows hostility or aversion towards a person on the basis of race, color, religion, creed, sex, gender, sexual orientation, gender identity or expression, age, national origin, ancestry, ethnicity, citizenship, disability, marital status, familial status, pregnancy, application to or present membership in the uniformed services, veteran status, arrest or conviction record, genetic information, predisposition or carrier status, domestic violence victim status, or any other protected class or status is strictly prohibited.  In short, the Town will not tolerate any form of discrimination or harassment, including sexual harassment, and will take all steps necessary to prevent and stop the occurrence of such harassment in the workplace.  The accompanying complaint procedure is intended to provide an effective mechanism for reporting, and resolving promptly, complaints of discrimination and harassment, including sexual harassment, without any risk of retaliation against an employee who, in good faith, files such complaint.



Applicability of Policy – This policy applies to all Elected Officials, employees, supervisors, and Department Heads, whether employed full or part-time, temporary or seasonal, whether elected or appointed and regardless of compensation level, and all personnel in a contractual relationship with the Town.  Depending on the extent of the Town’s exercise of control, this policy may be applied to the conduct of non-Town employees with respect to harassment of Town employees in the workplace.



Supervisory Responsibility – Department Heads and supervisory personnel are responsible for ensuring a work environment that is free from discrimination and harassment, including sexual harassment.   Supervisors must take immediate and appropriate corrective action when instances of discrimination or harassment come to their attention in order to assure compliance with this policy.



Prohibited Activity – No employee shall either explicitly or implicitly ridicule, mock, deride, or belittle any person.  Employees shall not make offensive or derogatory comments based on race, color, sex, religion, national origin, or any other protected status either directly or indirectly to another person.  Employees shall not produce offensive or inappropriate written materials or electronic communications (e.g. letters, e-mail or text messages, or graffiti.)  These are examples of harassment that are a prohibited form of discrimination under State and Federal employment law and also considered misconduct subject to disciplinary action by the Town; it is not intended to be a comprehensive list and does not limit the Town’s ability to take disciplinary action in other appropriate instances.




Definition of Sexual Harassment – This policy places special attention on the prohibition of sexual harassment in the workplace.  Sexual advances that are not welcome, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when:



· Submission to such conduct is made, either explicitly or implicitly, a term of condition of an individual’s employment; OR



· Submission to or rejection of such conduct by an individual is used as the basis for employment decisions, such as promotion, transfer, or termination, affecting such individual; OR



· Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.



Sexual harassment refers to behavior that is not welcome, that is personally and objectively offensive, that fails to respect the rights of others, that lowers morale and that, therefore, interferes with an employee’s work performance and/or effectiveness or creates an intimidating, hostile or offensive working environment.  Exposure to such conduct that serves to alter the terms and conditions of employment is prohibited by this policy and state and federal law.



Forms of Sexual Harassment – Specific forms of behavior that the Town of Carmel considers sexual harassment and which are prohibited include, but are not limited to, the following:



· Quid pro quo threats or promises by a supervisor (loss of job or promise of job, promotion, or other employment benefit).



· Verbal harassment of a sexual nature related to an employee’s gender, including sexual innuendoes, slurs, sexual slurs, suggestive, derogatory, insulting or lewd comments or sounds, whistling, jokes of a sexual nature, sexual propositions and/or threats.



· Sexually oriented comments about an employee’s body that are unwelcome and/or unreasonably interfere with an employee’s work performance or create an intimidating, hostile, or offensive working environment.



· Any sexual advance that is unwelcome or any demand for sexual favors.



· Sexually suggestive written, recorded or electronically transmitted material, showing or displaying pornographic or sexually explicit objects or pictures, graphic commentaries, leering or obscene gestures in the workplace such that it unreasonably interferes with an employee’s work performance or creates an intimidating, hostile, or offensive working environment.



· Physical contact of any kind which is not welcome, including touching, grabbing, hugging, fondling, jostling, petting, pinching, coerced sexual intercourse or sexual relations, assault or intentional brushing up against a person’s body.




Reporting of Discrimination and Harassment (including Sexual Harassment) – Employees are encouraged to report incidents of harassment (including sexual harassment) to their Department Head and/or Town Supervisor as soon as possible after their occurrence.  If the employee’s Department Head is believed to be involved in the incident, or if the employee is not comfortable in addressing the matter with the Department Head, the report should be made directly to the Town Supervisor.  If the Town Supervisor is the source of the alleged harassment, the employee should report the problem to a Town Board member.  Employees who believe they have been discriminated against or harassed and would like to obtain guidance as to how to proceed in filing a complaint, should contact their immediate supervisor, their Department Head, the Town Supervisor, or any member of the Town Board.  Employees who work during off-hours are encouraged to contact their supervisor, their Department Head, the Town Supervisor, or any member of the Town Board at home if these individuals do not work during the employee’s shift.



Discrimination and Harassment (including Sexual Harassment) Complaint Form – To ensure that all discrimination and harassment complaints are managed appropriately, effectively and in accordance with the Town's policy, discrimination and harassment complaints, including sexual harassment complaints, will be recorded in writing by using the Town sanctioned Complaint Form.  These forms can be obtained from the Town Supervisor’s Office.  If needed, additional guidance can be obtained from the Town Supervisor’s Office.  Affected employees, however, are not required to use the Complaint Form to report alleged harassment.



Confidentiality – Complaints of harassment will be handled and investigated promptly and in a manner that is as impartial and confidential as possible.  In no event will information concerning a complaint be released by the Town to third parties or to anyone within the Town employment who is not directly involved in the investigation or handling of the complaint unless otherwise required by law.



Investigation of Complaint –The Town Supervisor will convene with the Town Board in executive session to determine the appropriate individual(s) to conduct the investigation.  The investigation will normally include conferring with the parties involved and any named or apparent witnesses.  The particular facts of the allegation will be examined individually, with a review of the nature of the behavior and the context in which the incident(s) occurred.  Any complaints received will be investigated promptly, thoroughly, and in as impartial a manner as possible.  All employees are required to cooperate in an investigation, if so directed.



Employee or Elected Official Defense – Any employee or Elected Official charged with discrimination or harassment, including sexual harassment, will be afforded a full and fair opportunity to offer and present information in their defense.  Such information will be confidential to the extent possible.



Employee Rights – Nothing in this policy should be construed as in any way limiting employees’ rights to use the grievance procedure contained in their collective bargaining agreement or to file a formal complaint with appropriate state or federal agencies responsible for administering anti-discrimination laws.



Disciplinary Action – Any employee or official who is found to have committed an act of workplace discrimination or harassment, including sexual harassment, will be subject to disciplinary action, up to and including termination of employment, as provided by Town operating procedures, including Civil Service Law Section 75, or the disciplinary procedures contained in a collective bargaining agreement.  Any Elected Official who violates this policy will be subject to remedial action as provided for and/or allowed under NYS Public Officers Law, as well as any other applicable statutes.  Any vendor, supplier, visitor, customer, or other non-employee who violates this policy will be subject to remedial action, to the extent that the Town is empowered to take such action.



Prohibition Against Retaliation – Retaliation against any employee who brings a written or verbal complaint of discrimination or harassment or who assists or participates in the investigation of such a complaint is strictly prohibited.  The Town will not tolerate or permit adverse treatment of employees because they report discrimination or harassment or provide information related to such complaints.  Any employee who participates in the procedure may do so without fear of retaliation.  Violations of this policy may result in disciplinary action up to and including termination of employment.



Legal Protections and External Remedies –  Aside from the internal complaint process at the Town, individuals may choose to pursue external legal remedies with the following governmental entities.  



State Human Rights Law (HRL)

The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, § 290 et seq., applies to all employers in New York State with regard to sexual harassment, and protects employees, paid or unpaid interns and non-employees, regardless of immigration status. A complaint alleging violation of the Human Rights Law may be filed either with the Division of Human Rights (DHR) or in New York State Supreme Court.



Complaints with DHR may be filed any time within one year of the harassment.  Complaints of sexual harassment that accrue on or after August 12, 2020, may be filed with DHR at any time within three years of the alleged sexual harassment.  If an individual did not file at DHR, they can sue directly in state court under the HRL, within three years of the alleged harassment, including sexual harassment. An individual may not file with DHR if they have already filed a HRL complaint in state court.



Complaining internally to the Company does not extend your time to file with DHR or in court. The one or three years is counted from date of the most recent incident of harassment.



You do not need an attorney to file a complaint with DHR, and there is no cost to file with DHR.



DHR will investigate your complaint and determine whether there is probable cause to believe that sexual harassment has occurred. Probable cause cases are forwarded to a public hearing before an administrative law judge. If sexual harassment is found after a hearing, DHR has the power to award relief, which varies but may include requiring your employer to take action to stop the harassment, or redress the damage caused, including paying of monetary damages, attorney’s fees and civil fines.



DHR’s main office contact information is: NYS Division of Human Rights, One Fordham Plaza, Fourth Floor, Bronx, New York 10458. You may call (718) 741-8400 or visit: www.dhr.ny.gov.



Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more information about filing a complaint. The website has a complaint form that can be downloaded, filled out, notarized and mailed to DHR. The website also contains contact information for DHR’s regional offices across New York State.   DHR can also be contacted through its toll-free sexual harassment hotline at 1-800-HARASS-3 Monday through Friday, 9:00 AM to 5:00 PM.



Civil Rights Act of 1964

The United States Equal Employment Opportunity Commission (EEOC) enforces federal anti-discrimination laws, including Title VII of the 1964 federal Civil Rights Act (codified as 42 U.S.C. § 2000e et seq.). An individual can file a complaint with the EEOC anytime within 300 days from the harassment. There is no cost to file a complaint with the EEOC. The EEOC will investigate the complaint, and determine whether there is reasonable cause to believe that discrimination has occurred, at which point the EEOC will issue a Right to Sue letter permitting the individual to file a complaint in federal court. 



The EEOC does not hold hearings or award relief, but may take other action including pursuing cases in federal court on behalf of complaining parties. Federal courts may award remedies if discrimination is found to have occurred. In general, private employers must have at least 15 employees to come within the jurisdiction of the EEOC.



An employee alleging discrimination at work can file a “Charge of Discrimination.” The EEOC has district, area, and field offices where complaints can be filed. Contact the EEOC by calling 1-800-669-4000 (TTY: 1-800-669-6820), visiting their website at www.eeoc.gov or via email at info@eeoc.gov.



If an individual filed an administrative complaint with DHR, DHR will file the complaint with the EEOC to preserve the right to proceed in federal court.



Local Protections

Many localities enforce laws protecting individuals from sexual harassment and discrimination. An individual should contact the county, city or town in which they live to find out if such a law exists.  



Contact the Local Police Department

If the harassment involves unwanted physical touching, coerced physical confinement or coerced sex acts, the conduct may constitute a crime. Contact the local police department.
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Policy Statement – The Town of Carmel is committed to providing its employees (defined throughout the remainder of this program manual as civil service, contractual, department heads, appointed and elected officials) a work environment that is safe, secure, and free of harassment, threats, intimidation and violence.  “Violence" includes physically harming another, fighting, shoving, pushing, harassing, intimidating, coercing, brandishing weapons, and threatening or talking of engaging in those activities.  The Town also considers the safety of its residents, vendors, contractors, and the general public (collectively referred to as “visitors” throughout the remainder of this program manual) to be of paramount importance and strives to provide them the same type of protections while on Town property.



The Town will not tolerate any acts of violence and will take all reasonable and practical measures to prevent violence and protect employees and visitors from acts of violence.  This includes threatening or violent actions by:



1.  Employees directed against other employees or Town property.

2.  Employees directed against visitors.

3.  Visitors directed against Town employees or Town property or facilities.

4.  Individuals who are conducting Town business in an off-property location.



Prohibited Conduct – Employees are prohibited from possessing firearms or weapons of any kind while on Town premises; in Town vehicles while conducting business for the Town; or at work sites, or any other location during working hours or while representing the Town, regardless of whether the person is licensed to carry the weapon.  Weapons include guns, knives (knives required for completion of job duties are to be identified and approved by the Hazard Reduction Team identified on page six of this manual), explosives, and other items with the potential to inflict harm.  The only exceptions are law enforcement personnel and security personnel.  If any employee has knowledge of another employee's possession of a weapon, that knowledge should be reported to a supervisor or Department Head as soon as possible.



Reporting Requirements – Any and all incidents of workplace violence must be promptly reported in accordance with the reporting procedure outlined in the Workplace Violence Prevention Program manual (a copy is available from the Town Supervisor’s Office.)



Workplace Violence Prevention Program – Enforcement of this policy will be accomplished through the implementation of a Workplace Violence Prevention Program, and by complying with the requirements of the NYS Workplace Violence Prevention Act, as set forth in NYS Labor Law Section 27-b.  A copy of the Town’s Program can be obtained from the Supervisor’s office.  A general review of this program will be conducted every year, upon a workplace violent incident reported or change in operations or physical structure of any building evaluated.



Policy Violations – Violations of this policy will result in appropriate remedial, disciplinary, and/or legal action, according to the circumstances.



Prohibition Against Retaliation – An employee will not be subject to criticism, reprisal, retaliation, demotion, discrimination, disciplinary action, or other adverse employment action for making a good faith report of acts pursuant to this program.
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905	Drug-Free Workplace / Drug Free Awareness Program



Policy Statement – It is the policy of the Town of Carmel that the unlawful manufacture, distribution, dispensation, possession, or use of an illegal controlled substance as defined in the Federal Drug-Free Workplace Act, is prohibited on the job or at the workplace.



Coverage – The Town of Carmel’s Drug-Free Workplace Policy pertains to all individuals who are employed by the Town of Carmel.



Compliance with Federal Drug-Free Workplace Act – The Federal Drug-Free Workplace Act of 1988 is applicable to all recipients of Federal grants.  In order to receive federal funds, the Town must certify to the granting Federal agency that it will provide a drug-free workplace in accordance with the legislation.  As a recipient of Federal grants, the Town hereby complies with the requirements of the Drug-Free Workplace Act by adopting this policy and drug-free awareness program:



Prohibited Conduct – No employee shall use, sell, distribute, dispense, possess, or manufacture any alcoholic beverage, illegal drugs, or any other intoxicating substance, nor be under the influence of such, while on duty, at any job site or workplace, or in a Town vehicle, a vehicle leased for Town business, or a privately owned vehicle being used for Town business.  An employee who, after investigation, is found to have violated this prohibition may be referred for counseling or rehabilitation and satisfactory treatment and will be subject to criminal, civil and disciplinary penalties, up to and including termination of employment.  Any work-related accident or injury involving a Town vehicle, equipment, and/or property where it can be demonstrated that the use of alcohol, illegal drugs, or any other intoxicants may have been a contributing factor will result in disciplinary action which may include penalties up to and including termination of employment.



Use of Prescription and Over-the-Counter Drugs – Prescription drugs must be in the possession of the individual to whom the prescription was written, taken in the dosage prescribed, and maintained in their original containers.  Employees in public safety or safety-sensitive positions must inform their supervisors of any prescription or legal, nonprescription (i.e., over-the-counter) drugs they are currently taking that could in any way affect or impair the employee's ability to perform the job safely.  The legal use of prescribed and over-the-counter drugs is permitted on the job only if it does not impair an employee's ability to perform the job safely and if it does not affect the safety or well-being of other individuals in the workplace. 



Non-Discrimination Policy – The Town of Carmel will not discriminate against an applicant or employee because of past substance abuse provided it can be demonstrated that the applicant/employee has received appropriate treatment and tests negative for controlled substance use.  It is the current use of alcohol and controlled substances that will not be tolerated in the workplace.



Employee Assistance – It is the policy of the Town to work with an employee suffering from substance abuse so that the employee will receive assistance necessary to overcome dependency.  An employee seeking such assistance is encouraged to contact the employee’s Department Head to discuss the situation before problems begin to surface in the workplace.  Any disclosures made by an employee will be treated as strictly confidential to the greatest extent practicable.  The employee's decision to seek assistance will not be used as the basis for disciplinary action nor used against the employee in any disciplinary proceeding.



Employee Responsibilities – As a condition of the Town receiving Federal grant monies, each employee must abide by this policy and notify the employee’s Department Head of any criminal drug statute conviction for a violation occurring in the workplace within five calendar days of the conviction.



Town Responsibilities – The Town will notify the granting federal agency within ten days after receiving notice from an employee of such a conviction or otherwise receiving actual notice of such conviction.  In addition, within thirty calendar days of receiving notice of a conviction, the Town will take disciplinary action against the employee and/or require such employee to satisfactorily participate in a drug abuse assistance or rehabilitation program pursuant to Sections 702 and 703 of the Drug-Free Workplace Act.



Drug-Free Awareness Program – It is the policy of the Town of Carmel to maintain a drug-free workplace.  In accordance with that policy, the Town is providing the following drug-free awareness information to raise employee awareness of the dangers associated with drug abuse in the workplace.



Dangers of Drug Abuse in the Workplace



Employees with chemical dependence problems have a major negative impact on productivity, staff morale, and labor/management relations.  Their hidden illness is responsible for:



1. Declining Performance



· poor concentration

· confusion in following directions

· noticeable change in the quality of work

· inability to meet deadlines

· errors in judgment affecting the health and safety of others

· customer complaints and injuries



2. Increased Costs



· five times the average sick and accident benefits

· higher job turnover, replacement and training costs

· greater workers’ compensation and health insurance payments

· 3 to 5 times more on-the-job accidents

· unemployment claims



3. Absenteeism and Tardiness



· double the normal rate

· repeatedly being late for work and often leaving early

· extended lunch hours

· frequent illness and accidents both on and off the job



4. Damaged Relationships



· emotional outbursts, over-reaction to criticism, mood swings, complaints from co-workers, associates and the public often leading to damaged relations
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Statement of Compliance – The Town Board has adopted a Controlled Substance and Alcohol Testing Policy that is in compliance with the "Omnibus Transportation Employee Testing Act of 1991” (OTETA).  The purpose of this policy is to reduce accidents resulting from an employee’s use of controlled substances and alcohol, thus reducing fatalities, injuries and property damage.  



Covered Employees – The Town’s Controlled Substance and Alcohol Testing Policy applies to all covered drivers as defined by the federal regulations, which includes all employees who drive commercial motor vehicles (as defined in Sec. 382.107 of the OTETA) requiring a commercial driver’s license to operate.



Acknowledgment Form – A covered employee will receive a written copy of the Controlled Substance and Alcohol Testing Policy and must sign an Employee Acknowledgment Form.  This form will be placed in the employee’s personnel file.
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Policy Statement – It is the policy of the Town to prohibit smoking in all Town buildings and all Town vehicles.
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Policy Statement – Prevention of injury and illness in the workplace requires the cooperation of all employees in all safety and health matters.  It is the policy of the Town to reduce the number of workplace injuries and illnesses to an absolute minimum.  Accidents can be prevented through use of reasonable precautions and the practice of safe working habits.



Employee Responsibility – In an effort to protect all employees and to safeguard equipment and property, before an employee begins a given task, it is the employee’s responsibility to understand the correct operation and possible hazards involved, safety procedures, and necessary safety equipment required to perform the job.



Safety Program – The Town’s safety program includes, but is not limited to, the following:



· Providing mechanical and physical safeguards to the maximum extent possible;



· Conducting inspections to find and eliminate unsafe working conditions and practices, control health hazards, and comply with the safety and health standards for every job;



· Training all employees in safety and health practices;



· Providing necessary personal protective equipment and instructions for its use and care;



· Developing and enforcing safety and health rules and requiring that employees cooperate with these rules as a condition of employment;



· Investigating, promptly and thoroughly, every accident to find the cause and correct the problem to prevent future occurrences;



· Providing First Aid kits and fire extinguishers throughout buildings and facilities.



Home Front Security Plan – The Town of Carmel has adopted a Home Front Security Plan.  All Department Heads will receive a copy of this plan and will be responsible for its implementation as it applies to their area of responsibility.



Accident Plan – In the event of an accident, an employee must immediately stop work and take the following steps:



· Eliminate the immediate cause of the accident;



· Provide aid to the injured person and summon for assistance;



· Call the Department Head immediately;



· If the accident appears serious, call an ambulance; and



· Take steps to prevent additional accidents.



Accident Reporting Procedures – In the event an accident occurs in the workplace or in the course of employment, the following procedures will apply:



· When an accident occurs which results either in the loss of an employee’s work time, or in the provision of medical care to an employee, the employee must immediately notify the Department Head who will in turn notify the Town Supervisor.  The Department Head must complete an Employer’s Report of Injury Form (C-2) and submit it according to operating procedures. 



· When an accident occurs which does not result in the loss of an employee’s work time, or in the provision of medical care to the employee, the employee must immediately notify the Department Head who will in turn notify the Town Supervisor.  The Department Head must complete a Supervisor’s Report of Incident Form.



· The Office of the Comptroller must keep a log of the injury or illness for five years following the end of the calendar year to which it relates.  A copy of this log, which includes totals and information for the year, must be posted in each department or areas where notices to employees are customarily posted.
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Statement of Compliance – The Town of Carmel is committed to providing a safe and healthy work environment and complies with all Federal, State and local laws regarding hazard recognition, accident prevention, and working conditions.  The Town considers Hazard Communication and the prevention of workplace injuries and illnesses to be of prime importance.



Guidelines – The following guidelines for the identification of chemical hazards and the preparation and proper use of containers, labels, placards, and other types of warning devices must be adhered to:



· Chemical Inventory – The Town must maintain an inventory of all known chemicals in use.  An employee may obtain the chemical inventory from the employee’s Department Supervisor or Department Head.



· Container Labels – All chemicals on a work-site must be stored in the original or approved containers with the proper label attached.  The Department Head must ensure that each container is labeled with the identity of the hazardous chemical contained and any appropriate hazard warnings.  The Town will rely on manufacturer applied labels whenever possible.  A container that is not labeled or on which the manufacturer's label has been removed, must be properly labeled.  A container not properly labeled must be given to the Department Head for labeling or proper disposal.



· Dispensing Chemicals – An employee may dispense chemicals from original containers only in small quantities intended for immediate use.  Any chemical leftover must be returned to the original container or to the Department Head for proper handling.  No unmarked containers of any size are to be left in the work area unattended.



Safety Data Sheets (SDS) – An employee working with a Hazardous Chemical shall obtain a copy of the Safety Data Sheet (SDS) and a standard chemical reference from the employee’s Department Head.



Employee Training – An employee must be trained to work safely with hazardous chemicals.  This training program must cover the following areas:



· Methods used to detect the release of hazardous chemicals in the workplace;



· Physical and health hazards of chemicals and the measures used to protect employees;



· Safe work practices;



· Emergency responses to the exposure of hazardous chemicals;



· Proper use of personal protective equipment; and



· Hazard Communication Standards, including labeling and warning systems, and an explanation of the use of Safety Data Sheets.



Personal Protective Equipment (PPE) – Depending on job duties, an employee must routinely wear protective devices, such as gloves and safety glasses, as directed by the supervisor.  An employee who is required to wear special safety equipment as directed by the supervisor must comply with the supervisor's request.



Emergency Response – Any incident of overexposure or spill of a hazardous chemical/substance must immediately be reported to the employee’s supervisor.  The supervisor must insure that proper emergency response actions are taken.



Hazards of Non-Routine Tasks – The Department Head must inform employees of any special tasks that may arise which would involve possible exposure to hazardous chemicals.  Review of safe work procedures and use of required PPE must be conducted prior to the start of these tasks.  Where necessary, areas will be posted to indicate the nature of the hazard involved.
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Summary – The Town Board is committed to assuring effective communications between the Board and employees.  The success of the organization is dependent upon a set of common interests and goals that are achieved through teamwork, sharing of ideas, and effective communications of our short-term and long-term plans.  From time to time, information and updates will be distributed to employees.  All employees are encouraged to discuss this information with their Department Head should there be any questions.



Methods of Communication – Information will be communicated to employees in a variety of ways, including general and departmental meetings, e-mail distributions, memos and other written correspondence, notices distributed with paychecks, and posting of information.  Employees should check bulletin boards frequently to keep informed on changes in employment matters and other items of interest.  Except as otherwise provided by a collective bargaining agreement, all material to be posted on bulletin boards, including memos and announcements, must have the prior approval of the appropriate Department Head.
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Policy Statement – Giving and receiving feedback is encouraged in order to promote a positive, productive, and cooperative atmosphere.  Employees should notify their Department Supervisor or Department Head of any suggestions which may be valuable to the Town’s productivity and success.  All suggestions will be carefully reviewed and implemented if feasible.
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Policy Statement – The courteous, professional treatment of members of the public by all employees helps to build confidence among the taxpayers we serve.  We ask that all employees make every effort to represent the Town in a polite and professional manner.

[bookmark: _Toc29716345][bookmark: _Toc92523559][bookmark: _Toc231102069][bookmark: _Toc374003182][bookmark: _Toc404590784]1105	Reporting of Improper Activities



Policy Statement – Any employee who witnesses or becomes aware of an inappropriate action, improper financial circumstance, inappropriate use of Town funds or property, safety issue, or other matter that appears to be improper, should immediately make his or her Department Head or supervisor, the Town Supervisor, or any Town Board member aware of the issue.  When an imminent and serious danger to public health or safety exists, an employee may see fit to immediately report violations to law enforcement or other applicable governing body.  Even if you are in doubt about what you witnessed or were made aware of you should report the matter.



Retaliation – Under Section 75-B of New York State Civil Service Law, New  York State Public Sector Whistleblower Law, an employee, who in good faith, discloses to a governmental body information regarding a violation of law, a substantial and specific danger to the public health or safety, or an improper governmental action which the employee reasonably believes to be true, shall be protected from any adverse personnel action including, but not limited to:  termination, disciplinary action, or changes in compensation.  Any Town employee or officer who commits or condones any form of retaliation against anyone who in good faith reports alleged misconduct will be subject to discipline up to, and including, termination.
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Policy Statement – The Town Board has established a set of procedures to provide for the orderly resolution of differences at the earliest possible stage and to promote a harmonious and cooperative relationship between employees, Department Heads and members of the Town Board which will enhance the overall operation of the Town.  The Town will attempt to resolve all work-related complaints that are appropriate for handling under this policy.



Definition of Dispute – For the purpose of this Employee Handbook, a “dispute” will mean a claimed violation, misinterpretation or inequitable application of any of the provisions of this Employee Handbook.  In addition, the term “dispute” shall not apply to any matter as to which the Town is without authority to act.  Examples of matters that may be considered appropriate disputes under this policy include:



· A belief that Town policies, practices, rules, regulations, or procedures have been applied in a manner detrimental to an employee;



· Treatment considered unfair by an employee, such as coercion, reprisal, harassment, or intimidation;



· Alleged discrimination because of race, color, sex, age, religion, national origin, marital status, or disability (discrimination and harassment claims may also be pursued under the Equal Employment Opportunity and Non-Discrimination and Harassment (including Sexual Harassment) in the Workplace policies); and



· Improper or unfair administration of employee benefits or conditions of employment such as scheduling, vacations, fringe benefits, promotions, retirement, holidays, salary, or seniority.



Step One – An employee who claims to have a dispute may present the dispute to the employee’s immediate supervisor.  The dispute must be submitted, in writing, within seven working days following knowledge of the event(s) which caused the dispute or when the employee should have had knowledge.  The dispute will specify the date of submission, the name of the aggrieved employee, the date the dispute arose, the nature of the dispute, the provision of the Employee Handbook that was allegedly violated and a statement of facts, times, dates, and the remedy sought.



Within seven working days after receiving the dispute, the employee’s immediate supervisor will meet with the employee to discuss and attempt to resolve the matter.



Step Two – In the event the informal dispute is not resolved at Step One, or the employee reasonably believes that the employee cannot present the dispute to the employee’s immediate supervisor, the employee may submit the matter to the employee’s Department Head.  The dispute must be submitted, in writing, within seven working days from receiving the Step One response, or when the response should have been received or if Step One is not utilized for the above reason, within seven working days following knowledge of the event(s) which caused the dispute or when the employee should have had knowledge.  The Department Head will forward a copy of the dispute to the Town Supervisor.



Within seven working days after receiving the dispute, the Department Head will meet with the employee to discuss and attempt to resolve the matter.  Within seven working days from the meeting, the Department Head will issue a written response which will be given to the Town Supervisor and the employee.



Step Three – In the event the employee is not satisfied with the response at Step Two, the employee may submit the matter to the Town Supervisor.  The dispute must be submitted, in writing, within seven working days from receiving the Step Two response, or when the response should have been received.



Within seven working days after receiving the dispute, the Town Supervisor will investigate the matter and issue a written response which will be given to the employee.



Step Four – In the event the employee is not satisfied with the response at Step Three, the employee may submit the matter to the Town Board by filing a Request for Hearing with the Town Clerk.  The Request for Hearing must be submitted, in writing, within seven working days from receiving the Step Three response, or when the response should have been received.  The Request for Hearing will include a written statement of the dispute as outlined in Step One of this Procedure.



The Town Board will set the time and place for the hearing.  All decisions rendered by the Town Board will be final and binding.



Time Limits – The employee must adhere to the time limits set forth in this dispute procedure.  In the event the employee does not advance the dispute to the next step within the established time limit, the dispute will be considered withdrawn and no further appeal will be accepted.  The time limits may be extended by mutual agreement provided the extension is in writing, dated and signed by the employee and the person who is to receive the dispute.



Final Decisions – Final decisions on disputes will not be precedent-setting or binding on future disputes unless they are stated as official Town policy.



Proper Use of Dispute Resolution Procedure – Employees will not be penalized for proper use of the dispute resolution procedure.  However, it is not considered proper use if an employee raises a dispute in bad faith or solely for the purposes of delay or harassment, or repeatedly raises meritless disputes.  Implementation of the dispute procedure by an employee does not limit the right of the Town to proceed with any disciplinary action that is not in retaliation for the use of this procedure.



Refusal to Proceed with Dispute – The Town Board may, at its discretion, refuse to proceed with any dispute it determines is improper or baseless under this policy.



Unionized Employees – An employee who is a member of a collective bargaining unit should refer to the applicable collective bargaining agreement to determine if the employee’s dispute (grievance) may be subject to the grievance procedure contained in the employee’s collective bargaining agreement.
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Detach and place in employee’s personnel file.





TOWN OF CARMEL



EMPLOYEE HANDBOOK ACKNOWLEDGMENT





I hereby acknowledge that I have received a copy of the Town of Carmel Employee Handbook outlining the rules, regulations, procedures, practices, work standards, employment classifications, compensation, and benefits of the Town of Carmel.  I further acknowledge that I have read, or will read, the contents of the Employee Handbook and will contact my Department Head or the Town Supervisor if I have any questions.



I understand that the Employee Handbook is not meant to create a contract of employment, nor should it be construed as creating a contract of employment and that the Town Board of the Town of Carmel reserves the right to interpret, change or modify any section of the Employee Handbook at any time.



I understand that if I am covered by a collective bargaining agreement, in the event an employee benefit, personnel policy, personnel procedure, or other provision set forth in the Employee Handbook conflicts with the collective bargaining agreement or with past practice, the collective bargaining agreement or past practice will control.  Otherwise, unless expressly excluded herein, this Employee Handbook will be applicable to all employees.



I agree to abide by the personnel policies, procedures, rules and regulations outlined in the Employee Handbook.



I understand that the Employee Handbook and the changes contained herein are intended to supersede all prior manuals and guidelines issued by the Town of Carmel.





			

Employee name (please print)	Department Head Name (please print)





			

Employee Signature	Department Head Signature





			

Date of Signature	Date of Signature
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specified, the office becomes vacant immediately upon delivery of the notice to the Town
Clerk. If a Town Officer wishes to resign at some future date, the Town Officer may specify
a resignation date. However, if the resignation date is more than thirty days after delivery of
the notice to the Town Clerk (ninety days for Town Justices), the resignation will become
effective thirty days after such delivery (ninety days for Town Justices).

Notice of Resignation (Town Clerk) — A Town Clerk who intends to resign must submit a
written resignation to the Secretary of State at least thirty calendar days before the date of
resignation is to be effective.

Exit Interviews — Exit interviews are normally conducted by the Town Supervisor and/or
appropriate Department Head. The exit interview provides an opportunity to discuss a
number of items including employee benefits, COBRA eligibility, changing of computer
passwords, and return of Town property. During the exit interview, employees are
encouraged to give suggestions, concerns and constructive recommendations.

Final Paycheck — Employees receive their final paycheck on the next regularly scheduled
payday. The final paycheck may include payment for accumulated vacation, sick, and other
benefits, if applicable.

Performance Review

Statement of Purpose — The purpose of a performance review is to promote
communications between Department Heads and employees, encourage more effective job
performance, and address concerns of either party. The review will address factors that
reflect the employee’s performance, such as the employee’s work quality, job knowledge,
initiative, attendance, teamwork, conduct, and communication skills.

Frequency — An employee will be formally evaluated prior to completion of a probationary
term. Thereafter, reviews will take place no mere-less than once per calendar year to provide
the employee with positive feedback or recommendations for improvement or both,
depending upon circumstances.

Written Report — When appropriate, the performance review may include a written report to
ensure proper understanding of the issues addressed. Should deficiencies be recorded in
the performance of the employee, the employee will receive written recommendations for
improvement. The employee will be given the opportunity to include written comments on
the report, which will become part of the employee’s personnel file.

Unionized Employees — Town employees covered by a collective bargaining agreement
should refer to their collective bargaining agreement, because where conflicts arise
contractual terms and practices govern.
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705 Deferred Compensation Plan

Summary — The Town of Carmel has established a Deferred Compensation Plan whereby
a portion of an employee’s salary may be voluntarily withheld and invested. The money
saved is paid out to the employee at a later date, generally during retirement years. Neither
the deferred amount nor earnings on investments are subject to current Federal and State
Income Taxes. Taxes become payable when the deferred income plus earnings are
distributed to the employee, presumably at retirement when the tax bracket may be lower. A
description of the plan may be obtained from the Office of the Comptroller.
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Personal Leave

Eligibility — A full-time employee is eligible for paid personal leave in accordance with this
policy. A part-time, temporary, or seasonal employee is not eligible for paid personal leave.

Allowance — A full-time employee will be credited with three days of paid personal leave on
each January 1. Personal leave is based on the average number of hours an employee is
normally scheduled to work each week. An employee may take personal leave only after it
has been credited.

New Employee — A new employee will be credited with three (3) days of paid personal leave
if the date of hire is in the first quarter, two (2) days of paid personal leave if the date of hire
is in the second quarter, and one (1) day of paid personal leave if the date of hire is in the
third quarter. No personal leave if the date of hire is in the fourth quarter. Thereafter, the
employee will be credited with three (3) days of paid personal leave on each subsequent
January 1.

Proper Use of Personal Leave — An employee may use personal leave credits to conduct
personal business which cannot be conducted outside of normal working hours, non-
emergency medical and dental appointments, and for personal emergencies. In no event
may personal leave credits be used on the scheduled workday immediately prior to or
following a holiday or vacation; in lieu of sick leave or other leaves of absences, except to
extend bereavement leave. Personal leave credits may not be used in increments of less

than one halfdayhour.

Scheduling — An employee must receive prior approval from the employee’s Department
Head to take personal leave. The Department Head will have total discretion in the approval
of personal leave.

Accumulation — With approval by the Town Supervisor or Town Board, an employee may
accumulate a maximum of three days of personal leave credits for carry over to the following
year.

Separation of Employment — An employee whose employment with the Town is terminated
for any reason, including retirement, will not receive cash payment for unused personal leave.

Unionized Employees -- Town employees covered by a collective bargaining agreement
should refer to their collective bargaining agreement, because where conflicts arise
contractual terms and practices govern. Town employees covered by a collective bargaining
agreement are covered by the Proper Use of Personal Leave and Scheduling policies.
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Medical Insurance

Eligibility — The Town will make available medical insurance coverage to each full-time
employee, Elected Officials, and their eligible family members. A part-time, temporary, or
seasonal employee is not eligible for medical insurance coverage.

When Coverage Begins — Coverage will begin on the first day of the month following either
the employee’s date of hire, or for Elected Officials, the first day of office, provided all eligibility
requirements of the insurance plan are met.

When Coverage Ends - Coverage ends on the last day of the month that an employee or
Elected Official separates from Town service. Separation from service includes lay-off,
termination, resignation or death of the employee or Elected Official. Continuation of
coverage for eligible employees, Elected Officials and their eligible dependents is available
in accordance with COBRA provisions.

Premium Payment — The type of coverage and amount of the insurance premium an
employee or Elected Official is required to contribute is established by resolution of the Town
Board. This may be stated as a specific dollar amount or as a percentage of the premium
cost. Factors such as date of hire or commencement of office, and type of coverage may be
considered when determining the required premium contribution. Those employees, who
are not covered by a collective bargaining agreement and Elected Officials first hired or
elected before January 1, 2014, shall not be required to make premium contributions now or
in_retirement. All other eligible Eemployees and Elected Officials shall pay their—any
contributions_required by the Town for individual or family coverage via payroll deduction.
Contribution amounts are subject to change by resolution of the Town Board. Full details are
available from the Accounting Office.

Changes in Premium Contributions — The percentage and/or contribution amount of the
insurance premium an employee or Elected Official is required to contribute is subject to
change by resolution of the Town Board. The Town Board will provide six (6) weeks written
notice of such change.

Unionized Employees — An employee who is a member of a collective bargaining unit is not
covered by the Medical Insurance provisions set forth immediately above and should refer to
the applicable collective bargaining agreement.
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807 Medical Insurance Buy-out

Eligibility and Payment — Full-time employees and Elected Officials who are eligible to be
enrolled in the Town’s medical insurance, and who voluntarily withdraw from or do not enroll
in the Town’s medical insurance plan on or after January 1, 2014 shall receive:

1) Five thousand dollars ($5,000.00), less lawful deductions, on the first day of the
thirteenth (13™) month following the month of withdrawal and every twelfth (12™)
month thereafter if they were receiving or were eligible for family coverage and
provided that-they remained uncovered— under the Town'’s plan for the twelve (12)
consecutive months immediately preceding any payment due; or

2) Two thousand five hundred dollars ($2,500.00), less lawful deductions, on the first
day of the thirteenth (13") month following the month of withdrawal and every twelfth
(12" month thereafter if they were receiving or were only eligible for individual
coverage and provided that they have remained uncovered under the Town’s plan
for the twelve (12) consecutive months immediately preceding any payment due.

To be eligible for the medical insurance buy-out, the employee or Elected Official must
provide documentation of eligibility for the appropriate level of coverage and of comparable
medical health insurance coverage in a manner and form to be determined by the Town and
sign an appropriate waiver of health insurance coverage and waiver of liability to the Town.

The medical insurance buy-out payment is in addition to the compensation and/or salary to
which the employee is otherwise entitled, and will be treated as part of the employee’s gross
income and will be subject to the appropriate withholding for income and payroll tax purposes.
Payments made to an employee under the provisions of this buy-out option are excluded
from NYS Retirement System earnings calculations.

Reinstatement — If an employee chooses to re-enroll in the Town’s health insurance plan, a
written notice must be provided to the Principal Account Clerk during the open enrollment
period in order for coverage to be effective the following January 1. Inthe event the employee
loses coverage under the alternate insurance plan, coverage under the Town’s plan may be
resumed in accordance with the provisions specified in the plan documents, provided that
the employee meets all eligibility requirements of the plan.

Unionized Employees — An employee who is a member of a collective bargaining unit is not
covered by the Medical Insurance Buy-out provisions set forth immediately above and should
refer to the applicable collective bargaining agreement.
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Medical Insurance for Retirees

Coverage — The Town will make available medical insurance coverage to an eligible full-
time employee or Elected Official who retires from the Town. Coverage is also available for
eligible dependents if they were covered under the Town’s medical insurance plan at the
employee’s date of retirement. In the event the retiree predeceases the dependents, the
dependents may continue medical insurance coverage provided they pay the full cost of the
premium. Coverage of a dependent at the time of divorce or legal separation is in accordance
with plan documents and COBRA requirements.

Eligibility — To be eligible for coverage, a retired employee or Elected Official must be age
fifty-five or older, and must have at least fifteen years of continuous service with the Town.
In addition, the employee or Elected Official must have applied for and been granted a bona-
fide retirement benefit from the New York State Employees’ Retirement System. A non-
union, uniformed police officer shall be eligible for coverage upon reaching twenty years of
service or after being granted bona-fide retirement benefits with the Police Retirement
System; no minimum age requirements will apply.

Plan — The Town Board may, through resolution, change the medical insurance plan at any
time, including, but not limited to, type of coverage, retiree contributions, and type of carrier.

as-the-case-may-bethatthe retiree-was-paying-at-the time-of retirement— All other-eligible

retirees_may continue coverage into retirement provided they will-pay the same percentage

of the premium for individual or family medical insurance coverage, as the case may be, that
the retiree was paying at the time of their retirement.

Changes in Premium Contributions — The amount of the insurance premium a retiree or
retiree’s spouse is required to contribute is subject to change by resolution of the Town
Board. The Town Board will provide a two-month written notice of such change.

No Change from Single to Family Coverage in Retirement -- Employees on single
health insurance coverage when they retire may not change to family health insurance
during their retirement.

Medicare Part B Reimbursement — The Town will reimburse an eligible retiree and the
retiree’s spouse for the cost of the Medicare Part B premium. Such reimbursement will cease
for both the retiree and the retiree’s spouse upon the death of the retiree. Reimbursement
will also cease for a spouse upon legal separation or divorce. The Town Board may, at its
discretion and in accordance with plan documents, modify or eliminate this reimbursement
for any retiree or retiree’s spouse.

Unionized Employees — An employee who is a member of a collective bargaining unit is not
covered by the Medical Insurance for Retirees provisions set forth immediately above and
should refer to the applicable collective bargaining agreement.
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will be subject to remedial action as provided for and/or allowed under NYS Public Officers
Law, as well as any other applicable statutes. Any vendor, supplier, visitor, customer, or
other non-employee who violates this policy will be subject to remedial action, to the extent
that the Town is empowered to take such action.

Prohibition Against Retaliation — Retaliation against any employee who brings a written or
verbal complaint of discrimination or harassment or who assists or participates in the
investigation of such a complaint is strictly prohibited. The Town will not tolerate or permit
adverse treatment of employees because they report discrimination or harassment or provide
information related to such complaints. Any employee who participates in the procedure may
do so without fear of retaliation. Violations of this policy may result in disciplinary action up
to and including termination of employment.

Legal Protections and External Remedies — Aside from the internal complaint process at
the Town, individuals may choose to pursue external legal remedies with the following
governmental entities.

State Human Rights Law (HRL)

The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, § 290 et seq., applies
to_all employers in New York State with regard to sexual harassment, and protects
employees, paid or unpaid interns and non-employees, regardless of immigration status. A
complaint alleging violation of the Human Rights Law may be filed either with the Division of
Human Rights (DHR) or in New York State Supreme Court.

Complaints with DHR may be filed any time within one year of the harassment. Complaints
of sexual harassment that accrue on or after August 12, 2020, may be filed with DHR at any
time within three years of the alleged sexual harassment. If an individual did not file at DHR,
they can sue directly in state court under the HRL, within three years of the alleged
harassment, including sexual harassment. An individual may not file with DHR if they have
already filed a HRL complaint in state court.

Complaining internally to the Company does not extend your time to file with DHR or in court.
The one or three vears is counted from date of the most recent incident of harassment.

You do not need an attorney to file a complaint with DHR, and there is no cost to file with
DHR.

DHR will investigate your complaint and determine whether there is probable cause to
believe that sexual harassment has occurred. Probable cause cases are forwarded to a
public hearing before an administrative law judge. If sexual harassment is found after a
hearing, DHR has the power to award relief, which varies but may include requiring your
employer to take action to stop the harassment, or redress the damage caused, including
paying of monetary damages, attorney’s fees and civil fines.

DHR’s main office contact information is: NYS Division of Human Rights, One Fordham
Plaza, Fourth Floor, Bronx, New York 10458. You may call (718) 741-8400 or visit:
www.dhr.ny.gov.

Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more information about filing
a complaint. The website has a complaint form that can be downloaded, filled out, notarized
and mailed to DHR. The website also contains contact information for DHR’s regional offices
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across New York State. DHR can also be contacted through its toll-free sexual harassment
hotline at 1-800-HARASS-3 Monday through Friday, 9:00 AM to 5:00 PM.

Civil Rights Act of 1964

The United States Equal Employment Opportunity Commission (EEOC) enforces federal
anti-discrimination laws, including Title VIl of the 1964 federal Civil Rights Act (codified as 42
U.S.C. § 2000e et seq.). An individual can file a complaint with the EEOC anytime within 300
days from the harassment. There is no cost to file a complaint with the EEOC. The EEOC
will investigate the complaint, and determine whether there is reasonable cause to believe
that discrimination has occurred, at which point the EEOC will issue a Right to Sue letter
permitting the individual to file a complaint in federal court.

The EEOC does not hold hearings or award relief, but may take other action including
pursuing cases in federal court on behalf of complaining parties. Federal courts may award
remedies if discrimination is found to have occurred. In general, private employers must have
at least 15 employees to come within the jurisdiction of the EEOC.

An employee alleging discrimination at work can file a “Charge of Discrimination.” The EEOC
has district, area, and field offices where complaints can be filed. Contact the EEOC by calling
1-800-669-4000 (TTY: 1-800-669-6820), visiting their website at www.eeoc.gov or via email
at info@eeoc.gov._ New York employees may call 1-800-427-2773 to obtain free legal
counseling for any complaint of sexual harassment in the workplace..

If an individual filed an administrative complaint with DHR, DHR will file the complaint with
the EEOC to preserve the right to proceed in federal court.

Local Protections

Many localities enforce laws protecting individuals from sexual harassment and
discrimination. An individual should contact the county, city or town in which they live to find
out if such a law exists.

Contact the Local Police Department
If the harassment involves unwanted physical touching, coerced physical confinement or
coerced sex acts, the conduct may constitute a crime. Contact the local police department.

Violence in the Workplace

Policy Statement — The Town of Carmel is committed to providing its employees (defined
throughout the remainder of this program manual as civil service, contractual, department
heads, appointed and elected officials) a work environment that is safe, secure, and free of
harassment, threats, intimidation and violence. “Violence" includes physically harming
another, fighting, shoving, pushing, harassing, intimidating, coercing, brandishing weapons,
and threatening or talking of engaging in those activities. The Town also considers the safety
of its residents, vendors, contractors, and the general public (collectively referred to as
“visitors” throughout the remainder of this program manual) to be of paramount importance
and strives to provide them the same type of protections while on Town property.

The Town will not tolerate any acts of violence and will take all reasonable and practical
measures to prevent violence and protect employees and visitors from acts of violence. This
includes threatening or violent actions by:
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From: Kim Sansotta <Kim.Sansotta@bbrown.com>

Sent: Tuesday, July 26, 2022 10:22 AM

To: Kieran Boyle <Kieran.Boyle@bbrown.com>; Brian Miles <Brian.Miles@bbrown.com>; Syed Ali
<Syed.Ali@bbrown.com>; Lori Glassman <Lori.Glassman@bbrown.com>

Subject: New Requirement for New York State Sexual Harassment Policy

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the
sender and know the content is safe.

Please see below communication from NYMIR regarding the new requirement for NYS Sexual Harassment Policy.

New Requirement for New York State Sexual Harassment
Policy

On July 29, 2022 a confidential hotline for complaints of workplace sexual harassment was
established. Governor Kathy Hochul signed into law S.812B/A.2035B, which amended the New York
State Human Rights to include this hotline.

New York employees may now call 1-800-427-2773 to obtain free legal counseling for any complaint of
sexual harassment in the workplace.

Your Municipality’s Responsibilities under the new statute:

Information about the sexual harassment hotline to include the number

should be included in materials employers provide to employees regarding sexual harassment.

All Employee Handbooks and standalone policies should include the new
hotline telephone number.

All Sexual Harassment Prevention Training should include information
about this new hotline.
Workplace postings should display the new sexual harassment hotline number.

Municipalities should work with counsel to stay up to date on any guidance regarding posting requirements or other
related direction from the NYDOL. Additional guidance from the New York State Department of Labor is expected on
this new law.

Privacy Notice | Legal Notice

CONFIDENTIALITY NOTICE: The information contained in this communication, including attachments, may contain privileged and
confidential information that is intended only for the exclusive use of the addressee. If the reader of this message is not the
intended recipient, or the employee or agent responsible for delivering it to the intended recipient, you are hereby notified that any
dissemination, distribution or copying of this communication is strictly prohibited. If you have received this communication in error,
please notify us by telephone immediately.

PLEASE NOTE: Insurance cannot be bound, altered or cancelled via the email or voicemail system. Coverage confirmation must
be communicated through a licensed Brown & Brown Representative.

When Brown & Brown has processed an add, termination or change of status on your behalf, please remember to check your
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“EA T TOWN OF CARMEL RECREATION & PARKS DEPARTMENT
N

TELEPHONE:

SYCAMORE PARK, 790 LONG POND ROAD
MAHOPAC, NEW YORK 10541

JAMES R. GILCHRIST, CPRP, DIRECTOR
(845) 628-7888 FAX: (845) 628-2820

EMAIL: carmelrecreation@ci.carmel.ny.us
WEB: http://www.carmelny.org

DATE: August 4, 2022
TO: Carmel Town Board ~
Carmel Town Hall F sl

e d

FROM: James R. Gilchrist, CPRP (_—
Director, Recreati Parks

SUBJECT: Purchase of Airport Park Playground Equipment

Attached is the proposal and pricing from Raymond Michael, Ltd. for the purchase of Airport Park
playground equipment, which is based on the NY State Contract #PC67836. Please note the
equipment will be purchased directly from Playworld. Installation is not part of this proposal, and will
go out to bid at a later date. This equipment will be paid for with funds from DASNY Grant #19264.

A resolution is required for this purchase. Please add this to the August 17, 2022 Town Board

Work Session agenda, and contact me with any questions.

/ns

Attachments



Raymond Michael, Ltd.

439 North Terrace Avenue

PLAYGROUND SALES - CONSULTATIONS
INSTALLATIONS - FULLY INSURED

Mount Vernon, NY 10552 o e 6/24/2022
Phone: 914-667-6800 Fax: 914-665-8011 [TERMS: Purchase Order
Toll-Free: 800-922-0599 — NY State Contract #PC67836
PROPOSAL & ORDER FORM
ORDER # ICUSI' . P.O. CODE ISHIP VIA Truckload
s S
o] Recreation & Parks Department H Airport Park
L Town of Carmel I Mahopac, NY
D 790 Long Pond Road P
Mahopac, NY 10541
T 845-628-7888 T
0 O
QTyY. PROD # DESCRIPTION UNIT PRICE TOTAL
PLAYWORLD 2022 PRICING
i airportparkdb  [Steel SkyTower Composite Structure $ 139,586.00
1 2rxx0224 Accessible Swing Seat for 8' Top Rail $ 1,111.00
2 zzxx0260 Belt Seat for 8' Top Rail $ 143,00 | $ 286,00
1 zzxx0635 Swing Along Seat for 8" Top Rail $ 1,091.00
1 zzxx0818 §' Single Post Swing $ 1,415.00
1 20819 8' Single Post Swing Add-A-Bay $ 971.00
2 zzxx0820 Toddier Swing Add-On Beam $ 897.00 | $ 1,794.00
Subtotal $ 146,254.00
(Less Additional Discount) $ (34,532.00)
Equipment Total $ 111,722.00
Purchase Order To Be Made Out To:
Playworld Inc
1000 Buffalo Rd
Lewisburg, PA 17837
*ORDERS MUST BE SIGNED AND DATED SUBTOTAL $ 111,722.00
PLUS INSTALLATION
X PLUS FREIGHT 8,745 Lbs. $4,000.00
Purchase Autharized By Date SALES TAX ON FREIGHT & EQUIP, (If Applicable)
Signing of this Proposal/Order Form constitutes LOCALE
approval of the purchase of goods and/or TOTAL $ 115,722.00
services itemized herein. LESS DEPOSIT PAID
Provide Certificate of Capital Improvement. No Sales BALANCE DUE $ 115,722.00

Tax on Installation. [

TERMS: All merchandise is F.0.B, shipping point. Net 30 days from date of Invoice to established accounts. Al others by deposit with
balance due on a C.O.D. basls or Net 10 Days at the discretion of the company.

"Playgrounds of Distinction”




Airport Park Post/Installation: Steel-Footed

Design Number: airportpark4b - Pricing Schedule
2022 Pricing - Valid For: 30 Days From Quote Date

Unit Total
Ref. Weight Unit List Weight Total List
No. Part No. Qty. Description (lbs) (Uss$) (lbs) (uss)
Modular Plavscape;
Posts
1 ZZCH0076 1 3.5in OD x 200in STEEL POST W/RIVETED CAP 61.01 336.00 61.01 336.00
2 ZZCH0259 6 3.5in OD x 224in STEEL POST W/O CAP - 64.51 346,00 387.06 2,076.00
3 ZZPMO0006 8 5lIn OD X 96in STEEL POST W/ RIVETED CAP 54.21 330.00 433.68 2,640.00
4 ZZPM0008 2 5in OD X 108in STEEL POST W/ RIVETED CAP 60.51 354.00 121.02 708.00
5 7ZPM0016 3 5in OD X 120in STEEL POST W/ RIVETED CAP 67.11 380.00 201.33 1,140.00
6 ZZPM0026 2 5in OD X 132in STEEL POST W/ RIVETED CAP 74.21 401.00 148.42 802.00
Decks & Kick Plates
7 ZZCHoe17 2 TRIANGULAR COATED DECK ASSEMBLY 299 822.00 59.80 1,644.00
8 ZZCHD618 3 1/2 HEX COATED DECK ASSEMBLY 78.32 1,470.00 234.96 4,410,00
9 ZZPM0617 1 TRIANGULAR COATED DECK ASSEMBLY 464 1,078.00 46.40 1,078.00
10 ZZPM0619 1 HEX COATED DECK ASSEMBLY 228.72 3,260.00 228.72 3,260.00
11 ZZUN2290 4 COATED DECK TO DECK CONNECTION KIT 0.29 0.00 1.16 0.00
12 ZZUNS5898 1 CH/PM CONVERSION PLATFORM 5945 1,190.00 59.45 1,190.00
ADA Items
13 ZZCH2027 1 TRANSFER STATION W/BARRIERS (48in DECK) 254.26 3,282.00 254.26 3,282.00
14 7zPM7328 1 6&in RISE DK-DK WHEELCHAIR RAMP W/ 201.6 3,044.00 201,60 3,044.00
GUARDRAILS
15 ZZPM7330 1 AEROGLIDER DECK EXTENSION FOR 61.32 773.00 61,32 773.00
WHEELCHAIR RAMPS
16 ZZPM7537 1 GROUND TO DECK WHEELCHAIR RAMP W/ 388.84 6,366.00 388.84 6,366.00
GUARDRALILS (12in RISE)
17 ZZPMB230 1 gIEs% TO DECK ACCESSIBLE CLIMBER (24in 321.2 6,478.00 321.20 6,478.00
18 ZZUN2019 1 APPROACH STEP FOR TRANSFER STATION 35.83 457.00 35,83 457.00
19 ZZUN7336 1 AEROGLIDER 1567.12 23,744.00 1,567.12  23,744.00
20 ZZUN7369 1 RAMP TO BERM CONNECTOR 14.87 210.00 14.87 210.00
21 ZZUN9330 1 6in WHEELCHAIR RAMP CENTER SUPPORT 7.93 111.00 7.93 111,00
Slides
22 ZZCH3006 1 30in ROUND TUBE SLIDE ENTRANCE/EXIT 153.2 3,034.00 153.20 3,034.00
23 ZZCH3206 1 SLITHER SLIDE 2.0 ENTRANCE & EXIT 85.37 1,625.00 85.37 1,625.00
24 ZZPM3538 1 NUVO 36in DOUBLE SLIDE 158.01 2,237.00 158.01 2,237.00
25 ZZUN3008 1 30in ROUND LEFT TUBE SECTION 26.02 645.00 26,02 645.00
26 ZZUN3009 1 30in ROUND RIGHT TUBE SECTION 26.02 641.00 26.02 641.00
27 ZZUN3037 1 ROUND TUBE SLIDE SUPPORT LEG 2ft 154 265.00 15.40 265.00
28 ZZUN3207 1 SLITHER SLIDE 2.0 (STRAIGHT SECTION) 19.59 540.00 19.59 540.00
29 ZZUN3208 6 SLITHER SLIDE 2.0 (RIGHT SECTION) 19.59 540.00 117.54 3,240.00
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Airport Park

Design Number: airportpark4b - Pricing Schedule
2022 Pricing - Valid For: 30 Days From Quote Date

Post/Installation: Steel-Footed

Unit Total
Ref. Weight Unit List Weight Total List
Ro. Part No. Qty. Description (Ibs) (uss) (Ibs) (USss)
30 ZzUN3246 1 SLITHER SLIDE 2.0 SUPPORT LEG 6ft-6in 21.61 244.00 2161 244.00
31 ZZUN3249 1 SLITHER SLIDE 2.0 SUPPORT LEG 3ft-6in 15.01 244.00 15.01 244,00
32 ZZUNB730 1 PLAYCUBE- SLIDE AND BARRIERS 278.2 6,544.00 278.20 6,544.00
Activity Panels
33 ZZCHA356 1 BALCONY 71.66 1,467.00 71.66 1,467.00
34 ZzZCtH4646 1 STORE FRONT PANEL 33.98 928.00 33.98 928.00
35 ZZPM0599 2 WHEELCHAIR CURB FOR HALF PANELS 7.87 122.00 15.74 244.00
36 ZZPM4399 1 ACCESSIBLE PLANE PANEL 2749 1,127.00 27.49 1,127.00
37 7zPM4407 1 ACCESSIBLE SOLAR SYSTEM PANEL 27.66 1,486.00 27.66 1,486.00
38 ZZUN4438 1 TELESCOPE - PIPE WALL MOUNT WITH LENS 13.23 787.00 13.23 787.00
(CH/EX)
Barriers
39 ZZCHA4095 1 CENTERLINE PIPE WALL BARRIER 28.74 545.00 28.74 545.00
40 77ZCHA456 1 UPPER SILO CLIMBER EXTENDED BARRIER 30.28 692.00 30.28 692.00
41 ZZCH4745 1 CONTAINMENT PIPE WALL (HEX TOWER) 36.6 790.00 36.60 790.00
42 ZZCHA4811 1 OVAL BUBBLE PANEL (DECK MOUNT) 33.39 1,080.00 33.39 1,080.00
43 ZZUN8729 1 PLAYCUBE- CAP 12.44 399.00 12.44 399.00
Custom Graphics
44 ZZCH4389 2 DOUBLE SIDED CUSTOM GRAPHIC PANEL 95.46 2,552.00 190.92 5,104.00
(DECK MOUNT)
Climbers
45 ZZCH7410 1 DEEP RUNG ARCH CLIMBER (48in DECK) 93.26 1,995.00 93,26 1,995.00
46 ZZCH7945 1 UPPER SILO CLIMBER 136.94 2,541.00 136.94 2,541.00
47 ZZCH8266 1 48in SINGLE FLEX TREAD 118.67 2,630.00 118.67 2,630.00
48 ZZPMB289 1 RIBBON CLIMBER (36in DECK) 5198 1,000.00 51.98 1,000.00
49 ZZUNB727 3 PLAYCUBE- GROUND LEVEL 151.62 3,545.00 454.86 10,635.00
50 ZZUN8728 4 PLAYCUBE- ABOVE GROUND- 1 SIDED 98.5 3,100.00 394.00 12,400.00
CONNECTION
51 ZZUN8736 1 PLAYCUBES- SUPPORT POST- 4 CUBES HIGH 19.29 153.00 19.29 153.00
52 ZZUN8747 1 PLAYCUBES- ABOVE GROUND- 3 SIDED 99.58 3,103.00 99.58 3,103.00
CONNECTION
Roofs & Arches
53 ZZCHo858 1 CH HEX CABANA ROOF 194,15 3,002.00 194.15 3,002.00
Stairs and Ladders
54 ZZPM9177 1 36in ACCESSIBLE STEPPED PLATFORM (DECK 286.99 4,470.00 286.99 4,470.00
TO DECK)
Total: 8,123.80 139,586.00
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Airport Park

Design Number: airportparkdb - Pricing Schedule
2022 Pricing - Valid For: 30 Days From Quote Date

Post/Installation: Steel-Footed

Unit Total
Ref. Weight Unit List Weight  Total List
No. Part No. Qty. Description (Ibs) (US$) (ibs) (Uss)
Independent Jtems:
1 ZZ2XX0224 1 ACCESSIBLE SWING SEAT w/SILVER SHIELD 30.45 1,111.00 30.45 1,111.00
CHAIN TO 8ft TOP RAIL
2 ZZXX0260 2 BELT SEAT W/SILVER SHIELD CHAIN FOR 8ft 8.8 143,00 17.60 286.00
TOP RAIL
3 ZZXX0635 1 SWING ALONG SEAT TO 8ft TOP RAIL 31.84 1,091.00 31.84 1,091.00
4 ZZ2XX0818 1 8ft SINGLE POST SWING ASSEMBLY 257.68 1,415.00 257.68 1,415.00
5 ZDO0819 1 8ft SINGLE POST SWING ADD-A-BAY 169.58 971.00 169.58 971.00
6 Z2X0820 2 TODDLER SWING ADD-ON BEAM 56.97 897.00 113.94 1,794.00
Total: 621.09 6,668.00
Grand Total: 8,744.89 146,254.00
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