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About the Thomas Jefferson Planning District Commission: Planning District Commissions
(PDCs) were established by the General Assembly under the Virginia Area Development Act
(Code of Virginia, Title 15. 1, Ch. 34). The Thomas Jefferson PDC was formed in 1972 to
provide a forum for discussion of issues localities have in common, or on which there is
disagreement; to work to decrease fragmentation in government; to plan cooperatively for the
future; and to provide planning services to local governments as requested. As a public body, the
TJPDC strives to include the public in decision-making.

Mission Statement: The mission of the Thomas Jefferson Planning District Commission is to
serve our local governments by providing regional vision, collaborative leadership and
| professional service to develop effective solutions.

L. PURPOSE OF THIS HANDBOOK

The objective of this Employee Hhandbook with addendums (“Handbook™) is to provide a
uniform system of personnel administration for the staff of the Thomas Jefferson Planning
District Commission (TJPDC) based on merit principles, equitable compensation, open
competition in hiring and advancement, and equal employment opportunities.

It is the policy of the TIPDC to establish reasonable rules of employment conduct (i.e.,
guidelines for management and employees to follow) and to ensure compliance with these rules
through a program consistent with the best interests of the TJPDC and its employees.

This handbook is not, and shall not be construed as, an explicit or implied contract, shall not
modify any existing at-will status of any TIPDC employee, and shall not create any due process
requirement in excess of federal or state constitutional or statutory requirements. The term at-will
means employees can terminate voluntarily or be terminated at will. Exceptions are employees

havineemployees who have written contracts signed by the Executive Director and/or the

Commission Chair of the TIPDC.

Additionally, it is the policy of the TJPDC, to strive for safety in all activities and operations, and ///[ Formatted: Font: Times New Roman

to carry out the commitment of compliance with health and safety laws applicable to the TIPDC \[ Formatted: Font: Times New Roman
by enlisting the help of all employees to ensure that public and work areas are free of hazardous //_/{ Formatted: Font: Times New Roman
conditions.

1 The TIPDC reserves the right to modif
See Section XVII

Employee Handbook
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1I. EMPLOYEE CLASSIFICATIONS BEFINIHONS

are employees at will.
A.

Classifications and Definitions
Al

Exempt Employee

An employee who occupies a position which is exempt (not eligible) from the overtime
provisions of the Fair Labor Standards Act under the executive, administrative or
professional exemptions. Full-time, part-time, and temporary employees may be classified
as exempt. and paid on a salaried basis.

B:2.

Non-exempt Employee

An employee who receives hourly wages; -and is subject to wage and hour laws, i.e. the
overtime pay provisions of the Fair Labor Standards Act. Full, part-time, and temporary
employees may be non-exempt.

3.

Full-time Employee

An individual hired on either an exempt or non-exempt basis for an established position for
an indefinite term who is expected to work a minimum of thirty (30) hours per week. Full
time employees are eligible for full benefits as defined in this Employee Handbook.

b4.

Part-time Employee
An individual hired on either an exempt or non-exempt basis for an established position for
an indefinite term who is expected to work an established period of time that is less than

thirty (30) hours per week. Part-time employees are not eligible for employee benefits.

Temporary/Seasonal -Employee

ES.

An individual hired on a term basis, --e.g., day, week, period of months or on a project
basis. Temporary employees are not eligible for retirement-employee benefits.

G=6.

Executive Director
The Executive Director of the TIPDC._Whenever responsibilities fall to the Executive

Director under these Policies, he or she may designate another to fulfill his or her
responsibilities.

7.

The personnel within TJIPDC who ensure the company’s policies and systems function as
intended.

EQUAL EMPLOYMENT OPPORTUNITY

Human Resources Director (HR)

III.

A. Policy Statement

It is the policy of the TJPDC to provide equal opportunity in employment and to administer
employment policies without regard to race;(including traits historically associated with
race, including hair texture, hair type, and protective hairstyles), color, religion, gender;
national origin, sex, pregnancy, childbirth, and medical conditions related to
pregnancy/childbirth (including lactation), sexual orientation, gender identity, disability,

Employee Handbook
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marital status mllltary status (mcludmg actlve duty Vetelan or dependent), age, any other
protected class.
This policy applies to every aspect of employment practlces 1nc1ud1ng, but not limited to
the following:

1. Recruiting, hiring and promoting in all job classifications without regard to race
(including traits historically associated with race, including hair texture, hair type
and protective hairstyles), color, religion, marital status, gender, gender

identity/expression,.-(ineladinggender-identitytransgender status-and-sexual
orientation), age, national origin, veteran status, political affiliation, pregnancy,

secio-economiegeographie-community, or disability, except where such a factor can

be demonstrated as a bona fide occupational qualification.

2. All decisions for hiring or promotions shall-be based setels~upon each individual’s
qualifications for the position to be filled.

3. All Oother personnel actions such as compensation, benefits, transfers, corrective
action, layoffs, terminations, training, and assignments, will be administered without
regard to race, (including traits historically associated with race, including hair
texture, hair type, and protective hairstyles), color, religion, national origin, sex,
pregnancy, childbirth, and medical conditions related to pregnancy/childbirth
(including lactation), sexual orientation, gender identity, disability, marital status
military status (mcludmg actlve duty veteran, or dependent) age, any other protected

B. No-Harassment/No-Discrimination Policy

The TIPDC will not tolerate any form of harassment or discrimination. In accordance with
Title VII of the Civil Rights Act of 1964, the Age Discrimination in Employment Act of
1967, our No-Harassment/No-Discrimination Policy prohibits harassment, discrimination or
intimidation of others based on age, color, race (including traits historically associated with
race, including hair texture, hair type, and protective hairstyles), creed, eeler—religion,
national origin, gender, gender identity/expression, -Grelading-genderidentitytranssender
status-and-sexual orientation), ethnicity, -age;national-erigin; political affiliation, pregnancy,
secio-economie,geographie-community;-or-disability, marital status, military/veteran status,

status in any other group protected by federal or local law or for any other reason.

Harassment includes, but is not limited to, remarks, jokes, written materials, symbols,
paraphernalia, clothing or other verbal or physical conduct which may intimidate, ridicule,
demean, or belittle a person because of their age, sex, color, race (including traits historically
associated with race, including hair texture, hair type, and protective hairstyles), creed,
religion, national origin, ethnicity, pregnancy, disability, gender, gender
identity/expressions, sexual orientation, political affiliation, marital status, military/veteran
status, or status in another group protected by federal, state or local law.

Sexual harassment includes unwelcome sexual advances; requests for sexual favors; and
other verbal or physical conduct of a sexual nature; as well as behavior, remarks, jokes or
innuendos that intimidate, ridicule, demean or belittle a person on the basis of their gender;
regardless of whether the remarks are sexually provocative or suggestive of sexual acts.

Employee Handbook
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Harassment occurs when:

e Submission to and/or tolerance of the unwelcome conduct is explicitly or implicitly
made a term or condition of a person’s employment.

e Submission to, tolerance of, and/or rejection of the unwelcome conduct is a basis
for employment decisions.

e The unwelcome conduct substantially interferes with a person’s work performance
and creates an intimidating, hostile, or offensive work environment.

C. Responsibility to Report Respensibility-ToBring AnyForm-Of Harassment Or «—{ Formatted: Indent: Hanging: 0.5"

All employees are responsible for helping assure that we avoid harassment and
discrimination in the workplace. If you experience any problem of this sort, become aware
of any other employee experiencing a problem of this sort, or have knowledge of any form
of harassment or discrimination, sexual or otherwise, you must immediately report it to
your supervisor. If you believe that it would be inappropriate to discuss the matter with
your supervisor, or you are uncomfortable discussing the matter with your supervisor, you
may elect to bypass your supervisor and report the matter directly to the Human Resources
Dircctor, reeptiee bireeior o Compisdon-Shais

All claims of harassment or discrimination will be investigated thoroughly and promptly
without consequence to the employee experiencing or reporting the conduct-se-longas-they
were-reported-in-good-faith. We will endeavor to keep complaints, investigations, and
resolutions confidential to the extent possible; however, we cannot compromise our
obligation to investigate complaints. The employee who brought the complaint will be
provided information on the outcome of the investigation within the limits of
confidentiality. Reports will be promptly, and thoroughly investigated and appropriate
corrective actions taken if the charge is founded. If it is determined that a violations has
occurred, appropriate relief for the employee(s) bringing the complaint and appropriate
disciplinary action, up to and including discharge, against the person(s) who violated the
policy will follow.

A non-employee who subjects an employee to harassment in the workplace will be
informed of the TJPDC’s policy and appropriate actions will be taken to protect the
employee from future harassing conduct.

Employees are required to participate in any investigations needed to determine if a policy
was violated. Failure to participate in an investigation is grounds for disciplinary action up

to and including possible termination.
D. Retaliation

Retaliation is illegal and contrary to the policy of the TIPDC. Employees who bring
complaints of discrimination or who identify potential violations, witnesses interviewed
during the investigation, and others who may have opposed discriminatory conduct are
protected from retaliatory acts. se-leng-as-they-participate-in-goodfaith-

If an employee believes that he or she is being retaliated against, a written report should be
made to the Human Resources Director. ExeeuntiveDireetor-orCommission-Chair—Those
who are found to be acting in a retaliatory manner will be disciplined for such conduct.

Employee Handbook
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E. Accommodating Individuals with Disabilities

In accordance with the Virginia Human Rights Act and the Americans with Disabilities Act
Amendment Act-e£20608, the TIPDC provides equal employment opportunities to qualified
individuals with disabilities. Reasonable accommodations will be provided to a qualified
employee or applicant with a disability when that employee or applicant requests an
accommodation. A qualified employee or applicant is one who is able to perform the
essential functions of the job with or without accommodation. All requests for
accommodation will be fully reviewed. A request for an-accommodation will be denied if
the accommodation is not shown to be effective, places an undue burden on the TJPDC, or
if the employee poses a direct threat to the health and safety of him or herself or others.

If you requested accommodation but feel that your request was ignored or improperly
denied, or if someone is not abiding by the agreed accommodation, it is both your right and

your obligation to contact the Human Resources Director.

IV.  RECRUITMENT AND SELECTION

A.  Open Positions

All positions shall be open to all individuals who meet the minimum requirements for the
position. The recruitment objective is to obtain well-qualified applicants for all vacancies
and selection shall be based on the best-qualified person available at the salary offered for
the particular position.

First consideration will be given to current employees who desire to fill an open position, if
the current employee is qualified for the position and if the placement best serves the needs
of the TIPDC. The Executive Director may carry out open competition to fill any vacancy.

Employment decisions shall be handled in a manner consistent with the Virginia Conflicts
of Interest Act.

&-B. Hiring Authority

The Executive Director has complete authority for hiring, promoting and discharging
employees in accordance with these policies. The Executive Director has the responsibility
and authorization for administering the personnel system established by these policies. The
Commission has authority for hiring, supervising, evaluating and discharging the Executive
Director.

Employee Handbook
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V. EMPLOYEE COMPENSATION

The total compensation of employees consists of the regular salary and applicable overtime pay
for full-time employees, the employer’s contributions to employee benefits, holiday pay, and
various forms of leave with pay. Part-time-and-temporary-employees-may-also-receive leave-in
certain-circumstances—Leave-policies;found-in-Seetion-Vi-should-be reviewed:

The TJPDC is committed to complying with the wage and deduction requirements of the Fair
Labor Standards Act (FLSA). If you believe that there is an error or improper deduction in your
paycheck, report this to the Human Resources Director. Your questions will be promptly
investigated and corrected as necessary. The TJIPDC will make a thorough effort not to repeat the
€ITOr.

A.  Pay and Classifications

A Compensation Plan //[ Formatted: Font: 12 pt ]
1. The compensation plan for employees of the TIPDC shall consist of: \

a) is-based-on-the TIPDC s-A classification system and-as-amended-from
time-to-time-for all classified jobs.

+b) A pay grade-and-paygrades—The-classification-systemthat sets a salary < { Formatted: Heading 4, Indent: Left: 0", First line: 0", Tab }

range for each classified position. stops: Not at 1.25

Formatted: Normal, Indent: First line: 0" ]

2. The rates of pay for each employee within a paygrade shall be set by the Executive
Director. The normal entrance rate of pay for new employees will generally be at the
lower kalf-end of the paygrade for the position.

3. Al-The compensation plans and-elassification-systems-may be amended by motion of
the Commission -

B. Hours of Work

1. The normal work schedule for which salary is paid consists of forty (40) hours,
broken down into eight (8) hours a day, Monday through Friday. This does not
preclude the establishment of specified schedules other than forty (40) hours in a
given workweek for other employees if approved by the Executive Director.

2. Flexible scheduling, or flextime, is available in some cases to allow employees to
vary their starting and ending times each day within established limits. Flextime may
be considered if a mutually workable schedule can be negotiated with the supervisor
involved. While the TJPDC does not offer a compensatory time off policy, the
Executive Director may approve time off of hours or a full day, when an employee
has or expects to exceed forty (40) hours of work in a work week due to mandated
werkteadworkload, after hours meetings, project deadlines or to meet other
involuntary needs. The time off for additional work must be taken within the same e
next-pay-period-thatmonth that it is earned, and as approved by the employee’s
supervisor. All hours worked must be included as work time in the TIPDC’s on-line
time keeping system. A “note” is to be added on any day in which additional hours
are worked and on days when the additional hours are used for time off. Additional
guidance on flex time is included in Appendix E.

3. Accurately recording time worked is the responsibility of every employee. Federal
and state laws require TIPDC to keep an accurate record of time worked in order to
calculate employee pay and benefits as well as to charge grants and contracts
accurately. Time worked is all the time actually spent on the job performing assigned

Employee Handbook
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duties; any questions regarding whether something constitutes “time worked” should
be directed to an employee’s supervisor immediately.

4.  If an employee is unable to report for work or expects to be late, the employee must
contact his or her supervisor, the Executive Director, and the Administrative
Assistant by e-mail as soon as possible but no later than the beginning of his or her
scheduled work period, giving the reason for the absence or tardiness. Paid leave may
or may not be approved. If an employee has difficulty reaching his or her supervisor,
he or she should leave a message reporting his or her absence but continue in his or
her attempts to contact his or her supervisor. The responsibility to notify a supervisor
about absences or tardiness always rests with the employee. Any absence of three
days without communication will be deemed a voluntary resignation. Extenuating
circumstances will be considered.

5. Hours of work, schedules, and duty assignments of short duration of individual
employees may be altered under authorization of the supervisor within the established
workweek and schedule of the agency as conditions warrant. Schedules may also be
adjusted to meet EMIEA-and-ADA requirements.

6. The TIPDC offers a Telework Program. Teleworking, or telecommuting, is the
concept of working from home or another location. Teleworking is not a formal,
universal employee benefit. Rather, it is an alternative method of meeting the needs
of the agency. The TIPDC has the right to refuse to make teleworking available to an
employee and to terminate a teleworking arrangement at any time. Employees are not
required to telework. Employees have the rlght to refuse to telework if the option is
made available. 3
ease-basis See Appendlx F for pollcv gu1dance and Appendlx G for the Remote Work

Agreement Agreement Qﬂly—upeﬂ—pﬁer—appfeval—byuﬂ&%E*eeaﬂv%Dﬁeeteﬁaﬂ

C. Compensation Performanee-Increases

1. TJPDC promotes excellence in its workforce. Salary increases within budget < Formatted: Heading 3

constraints may be given to that end. Each employee’s perfermanee-compensation
will be reviewed annually and based on a review of the employee’s job
classification and associated paygrades, satisfactory performance and
contributions to the organization, pay increases may be given. In exceptional
circumstances an employee’s pay may be increased in less than a year for
meritorious service or enhanced responsibilities. Pay increases are not automatic
or guaranteed.

D. Overtime

1. Employees who are not exempt under the Fair Labor Standards Act (FLSA) will be
paid at the rate of time and a half for all hours actually worked in excess of forty (40)
hours in a work week. Unless authorized to do so_beforehand, employees should not
work over forty (40) hours during a work week. The work week begins on Monday
and ends on Sunday for purposes of overtime.

Employee Handbook
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Exempt employees who are required to work beyond normal hours or on weekends and
holidays may be given eempensatery time off at the discretion of the Executive Director
pursuance to the Flex Time policy. See Appendix E for additional guidance.

E. Bonuses

The Executive Director may grant a bonus to an employee or employees to recognize
superior service to the TIPDC.

F.  Health Insurance

All full-time employees are eligible for participation in the health plan to which the
TJPDC belongs. The rates for the employee and TJIPDC share of the cost will be set
annually, based on information provided by the insurer, and approved by the
Commission.

For all eligible employees beginning work on or after July 1, 2016, the TIPDC will pay
100% of the single employee rate for health insurance. The employee may elect
additional spouse, dependent or family coverage at their own expense and may utilize
payroll deductions as eligible under the cafeteria 125 plan.

All employees beginning work prior to July 1, 20462016, are grandfathered in for the
current fiscal year’s health insurance benefits and employee/employer participation rates.

Thi 1 dered by the C - basic.
The Thomas Jefferson Planning District Commission employs—fewerthan50-employees
and-is netrequired to provide continued health insurance coverage for a “qualifying
event” subject to the federal Consolldated Omnibus Budget Reconcﬂlatlon Act
(COBRA) 4 .

the appropriate agencies of the “guahfymg event” and the COBRA administrator will
send the required COBRA notifications to the employee. All premiums will be paid by

the employee directly to the administrator, should coverage be elected.
G. Retirement

G—Retirement <—-~"{ Formatted: Indent: Hanging: 0.5"

The TIPDC participates in the Virginia Retirement System (VRS) for all employees
eligible for retirement benefits pursuant to the rules and policies of VRS.

H. Group-Term Life Insurance

Group-term Life Insurance is required for all employees enrolled with the VRS and the
premiums are paid 100% by the TJPDC. Eligible employees may also elect to purchase
Supplemental Life Insurance for themselves, their spouse and/or their dependents paid
100% by the employee with after-tax dollars through payroll deductions.

L Long-Term and Short-Term Disability Insurance

All full-time employees are enrolled in the TIPDC long-term disability insurance plan. Premiums <——[ Formatted: Normal, Indent: Left: 0.88", First line: 0"

are paid 100% by the TIPDC. The TJPDC also provides short-term disability benefits through a
self-funded plan. A Summary of Benefits for both plans can be obtained from the Human
Resources Director.

<——[ Formatted: Normal, Indent: First line: 0"
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VL. HOLIDAYS AND LEAVE

A.  Holidays, ___—{ Formatted:

Font: 11 pt

A The following holidays* are observed by the TIPDC. Full-time employees shall be granted time ,_#_{ Formatted:

Body Text Indent, Indent: First line: 0"

off for these days without charging the time against leave balances:

New Year's Day (January 1)

Martin Luther King, Jr. Day (+hizd-3' Monday in January?) A Formatted: Superscript

Presidents’ Day {third-3™ Monday in February) /{ Formatted: Superscript
s H : : : %

Memorial Day @Last Monday in May}

Juneteenth June 19

Independence Day July 4y

Labor Day (first 1 Monday in September) ___—{ Formatted: superscript

Veterans Day {November 117

Day before Thanksgiving® 4 Wednesday in November (1/2 day) /{ Formatted: Superscript

Thanksgiving Day (Fourth-4" Thursday in November) /{ Formatted: Superscript

Day after Thanksgiving 4" Friday in November /{ Formatted: Superscript

Christmas Eve {December 24

Christmas Day +December 25}

*Holidays falling on Saturday or Sunday shall be taken on the Friday or the Monday
respectively as announced by the TIPDC.

If an eligible employee works on a-recegnizedone of these holidays, he or she may take
the-hoelidaytime off on an hour for hour basis for the hours worked on the holiday. The
time off must be taken at another time during the quarter in which the holiday falls. An
employee may choose to work on a holiday to exchange the day for another day desired
by the employee, provided the Executive Director has approved the exchange.

Any holiday floated or exchanged must be used by the end of the fiscal year (June 30th).
Any unused holiday will not roll-over to the next fiscal year and will not be paid if the
employee leaves the employ of the TIPDC for any reason.

2 One-half day.
Employee Handbook
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B. Leave

1.  Annual Leave

Full-time and-part-time-employees will accrue paid annual leave for personal
purposes at the following rates and shall be used on an hour for hour basis:

YEARS OF ELIGIBLE SERVICE DAYS/MONTH PER YEAR

0 to 5 years 1.0 days 12 days
5-10 years 1.25 days 15 days
More than 10 years 1.50 days 18 days

Employees wishing to take annual leave shall have it approved in advance by the
supervisor and Executive Director. Leave is not eligible at all times: the Executive
Director has a primary obligation to insureensure that the TIPDC service to
localities and citizens is carried out.

Each employee may accumulate a maximum of 30 days of annual leave. Once an
employee has accrued 30 days (240 hours), no further leave shall accrue until
some portion of that leave is used.

Upon separation, an employee shall be entitled to payment for all unexpired

credited annual leave based on the employee’s current rate of pay at the time of
separation (except in certain circumstances, discussed in Section XV below). In
the event of the death of an employee, the employee’s estate shall be entitled to

2. Sick Leave

Full-time and-part-time-employees will accrue sick leave benefits at the rate of 15
days per year (1.25 days for every full month of service) and when taken shall be
used on an hour for hour basis. Paid Ssick leave shall be used for:

employee’s mental or physical illness, injury, or health condition; an

employee’s need for medical diagnosis, care, or treatment of a mental or
physical illness, injury, or health condition; or an employee’s need for
preventative medical care; or

b)

a family member with a mental or physical illness, injury, or health

condition; car e o a family member who needs medical diagnosis, care or
treatment of a mental or physical illness, injury or health condition; or care
of a family member who needs preventative medical care.

e)—FM—]:A—l—%&W%i—Hel—Hd—iﬂg *///{ Formatted: Indent: Left: 1.5", Hanging: 0.5", No bullets or}

numbering, Keep with next

Style: a, b, ¢, ... + Start at: 1 + Alignment: Left + Aligned at:

“{ Formatted: Outline numbered + Level: 4 + Numbering
1.5" + Tab after: 2" + Indent at: 2"
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TJPDC defines “family member” as:

1. Regardless of age, a biological child, adopted or foster child, stepchild, legal
ward, child to whom the employee stands in loco parentis, or individual to whom
an employee stood in loco parentis when the individual was a minor;

2. A biological parent, foster parent, stepparent, adoptive parent, legal guardian of
an employee or an employee's spouse, or individual who stood in loco parentis to
an employee when the employee or employee's spouse was a minor child;

3. An individual to whom an employee is legally married under the laws of any
state;

4. A grandparent, grandchild, or sibling, whether of a biological, foster, adoptive,
or step relationship, of an employee or the employee's spouse:

5. An individual for whom an employee is responsible for providing or arranging

care, including helping that individual obtain diagnostic, preventive, routine, or
therapeutic health treatment; or

6. Any other individual related by blood or affinity whose close association with
an employee is the equivalent of a family relationship.

Paid sick leave shall be provided upon the request of anthe employee. Such
reguestrequests may be made in orally, in writing, by electronic means or in the
TJPDC timekeeper software. When possible, the request shall include the
expected duration of the absence.

When the use of paid sick leave is foreseeable, the employee shall make a good
faith effort to provide notice of the need for such leave to the employer in advance
of the use of the paid sick leave and shall make a reasonable effort to schedule the

Employee Handbook
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use of paid sick leave in manner that does not unduly disrupt the operation of the
TIPDC.

The TJPDC does not require, as a condition of an employee’s taking paid sick
leaveleave, that an employee search for or find a replacement worker to cover the
hours during which the employee is using paid sick leave.

For paid sick leave of three or more consecutive wetk-daysworkdays, the TJIPDC
may require reasonable documentation that the paid sick leave has been used for a
purpose as defined in Sick Leave subsection 2(a) or 2(b) to be provided.

Unused sick leave benefits will be allowed to accumulate up to a maximum of
sixty (60) days or 480 hours), but unlike annual leave will not be paid if the
employee leaves the employ of the TIPDC for any reason. Sick leave benefits are
intended solely to provide income protection in the event of illness or injury;
andinjury and may not be used for any other absence. Unused sick leave benefits
will not be paid to employees while they are employed or upon termination of
employment.

Sick Leave may not be used during the final two weeks of employment.
Employees must use Annual Leave for any leave during their last two weeks of
employment as approved by their supervisor, and sick leave used improperly may
be withdrawn, and annual leave substituted after the fact.

3. Military Leave

An employee who is a member of a reserve force of the United States or of the
Commonwealth of Virginia and who is ordered by the appropriate authorities to
attend a training program or who is called into emergency active duty for the purpose
of aiding civil authority under the supervision of the United States or the
Commonwealth of Virginia shall be granted a leave of absence with full pay during
the period of such activity for up to 15 days per military fiscal year.

54. Civil Leave

A full-time employee will be given time off without charge to leave or loss of pay
for (a) performing jury duty or when subpoenaed as a witness to appear before a
court, public body or commission, (b) serving as a blood donor, or (c) performing
emergency civilian duties in connection with national defense or for the purpose
of voting in national, state, or local election. The period of such leave shall be

Employee Handbook
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only as necessary for the performance of the activity, plus any necessary travel
time.

6:5. Bereavement Leave

Employees who wish to take time oft due to the death of an immediate family
member should notify their supervisor immediately. Up to three (3) days of paid
bereavement leave will be provided to full-time employees. Bereavement pay is
calculated based on the base pay rate at the time of absence and will not include
any special forms of compensation, such as incentives, commissions, bonuses, or
shift differentials. Bereavement leave will normally be granted unless there are
unusual business needs or staffing requirements. Employees may, with their
supervisors’ approval, use any available paid leave for additional time off as
necessary. TIPDC defines “immediate family” as the employee’s spouse, parent,
child, or sibling.

C. Workers’ Compensation Leave
Administrative procedures for Worker’s Compensation are included in Appendix B.
D. Leave Without Pay

The following are the situations for which an employee may be on leave without pay
status:

1. Military Leave without Pay

An employee who leaves the employ of the TIPDC to join the military forces of the
United States during the time of war or other declared national emergency or who is
called to service in the Virginia Militia by order of the Governor shall be placed on
military leave without pay commencing on the first business day following the last
day of active employment with the TJIPDC. The employee on such leave is entitled to
be restored to the position he or she vacated, provided the employee makes
application to the TJPDC not later than 90 days after the date of honorable discharge
or separation under honorable conditions. Job restoration is further conditioned on the
position still existing and the employee being physically and mentally capable of
performing the work of the vacated position.

2. Family & Medical Leave Act (Basie LeaveEntitlement “FMLA”)

a) The TJPDC is a public agency and therefore covered by the FMLA
regardless of number of employees and is not subject to the coverage
threshold of 50 employees carried on the payroll each day for 20 or more
weeks in a year.

b) Employees of public agencies must meet all of the requirements of
eligibility, including the requirement that the employer employ 50
employees at the worksite or within 75 miles.

+¢) The TIPDC does not employ 50 employees at the worksite or within 75 ,_#_{ Formatted: Heading 4

miles, therefore employees of the TIPDC are not eligible for FMLA leave

entitlements.
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6-3. _ Extended Leave Without Pay

When special circumstances require an extended leave, the Executive Director has
the authority to grant a full-time employee leave without pay provided that the
operations of the TIPDC’s programs will not be adversely affected.

Subject to the terms, conditions, and limitations of the applicable plans, TJIPDC
will continue to provide health insurance benefits for the full period of the
approved personal leave.

Benefit accruals, such as vacation, sick leave, or holiday benefits, will be
suspended during the leave and will resume upon return to active employment.

When a personal leave ends, every reasonable effort will be made to return the
employee to the same position, if it is available, or to a similar available position
for which the employee is qualified. However, TJPDC cannot guarantee
reinstatement.

If an employee fails to report to work promptly at the expiration of the approved
leave period, TJIPDC reserves the right to terminate the employee.

#4. _ Disciplinary Leave Without Pay

An employee who is absent from work without prior approval shall receive no
pay for the duration of the absence and may be subject to disciplinary action that
may include dismissal. If extenuating circumstances exist for the unauthorized
absence, due consideration will be given.

VII. EMPLOYEE DEVELOPMENT

TIPDC recognizes that the skills and knowledge of its employees are critical to the success of the
organization. The educational assistance program encourages personal development through
formal education so that employees can maintain and improve job-related skills or enhance their
ability to compete for reasonably attainable jobs within TJPDC.

TJPDC will provide educational assistance to full-time employees who have completed 365
calendar days of service in an eligible employment classification. To maintain eligibility
employees must remain on the active payroll and be performing their job satisfactorily through

Employee Handbook
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completion of each course. Individual courses or courses that are part of a degree, licensing, or
certification program must contribute to develep-the employee’s value to the organization in
order to be eligible for educational assistance. The Executive Director has the sole discretion to
determine whether a course contributes to the employee’s value to TJPDC. Requests will be
evaluated based on a number of factors, including anticipated workload requirements and
staffing considerations during the proposed period of absence.

Vacation, sick leave, and holiday benefits will continue to accrue during the approved
educational leave.

VIII. PERFORMANCE APPRAISALS

TJPDC will make every effort to evaluate the work of each employee by their immediate
supervisor at least annually. A formal written performance evaluation will be prepared with a
copy provided to the employee being appraised and a copy for the personnel files. If the
employee believes that the report is unfair, he or she may prepare comments to be attached to the
supervisor’s appraisal report.

IX. HEALTH AND SAFETY

A. Workers’ Compensation

Workers” Compensation provides benefits for an employee in the event of certain
occupational illnesses, injuries, or deaths. See Appendix €B for additional information.

B.  Occupational Safety and Health

TJPDC is committed to providing a safe and healthy working environment for all
employees. Employees shall follow all prescribed safety procedures when performing
their daily activities and shall further exercise all reasonable and prudent judgment to
ensure safety.

Each supervisor has the responsibility for ensuring that the various work centers are free
from any recognized hazards that might lead to death or injury. Further, it is the
responsibility of each employee to perform all work in a safe manner. All hazards, death,
injuries and illnesses that occur at the TJPDC offices must be reported to the Executive
Director within the same day of the discovery of occurrence.

Employees are directed to utilize all applicable safety procedures and to perform all work
in a safe manner. Employees are responsible for bringing to their supervisor’s attention
any potential hazards that might exist within their workstation.
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C. Accident Reporting and Investigation <\/K//[ Formatted:
All job-related injuries or illnesses shall be reported to your supervisor immediately \{g%rs'?atted
regardless of severity. Failure to report an on-the-job injury or illness may preclude or k \\[ Formatted:
delay the payment of any benefits you may be eligible for and could subject the TIPDC Formatted:
to fines and penalties. {F - d'
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1. Employer’s Responsibilities _4*_{ Formatted:
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a) TJPDC jis to investigate the cause of every lost-time accident and - Formatted
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required to install any safeguards or take corrective measures indicated or
found advisable.

2. Employee Responsibilities <><E Formatted: Font: Times New Roman, Not Bold

Formatted: Heading 3, Left, No bullets or numbering

+a)  Report all injuries, regardless of severity, to the appropriate supervisor, ~ «——{ Formatted: Heading 4

immediately, but no later than 24 hours.
2:b) _ Report and, if possible, correct all unsafe conditions or acts;
3.¢)  Avoid horseplay and mischief;
4-d) _ Take all standard safety precautions to prevent injury;
5.e)  Follow all safety rules.

D.  Workplace Violence

The TJIPDC is committed to preventing workplace violence and to maintaining a safe Formatted: Font: 12 pt

work environment. All employees should be treated with eeurtestycourtesy, and respect at /[ Formatted: Font: 12 pt

all times. Employees are expected to refrain from fighting, “horseplay,” or other conduct

that may be dangerous to others. Firearms, weapons, and other dangerous or hazardous
devices or substances are prohibited on TJIPDC premises without proper authorization.

Conduct that threatens, intimidates, or coerces another employee or a member of the
public at any time, including off-duty periods, will not be tolerated. This prohibition

includes all acts of harassment, including harassment that is based on an individual’s sex,
race, age, or any other characteristic prohibited by federal, state, or local law. All threats
of (or actual) violence, both direct and indirect, should be reported as soon as possible to
your immediate supervisor or any other member of management. This includes threats by
employees as well as threats by members, insureds, vendors, or other members of the
public. When reporting a threat of violence, you should be as specific and detailed as
possible. Any person engaging in threats of (or actual) violence may be removed from the
TJPDC premises as quickly as safety permits. Individuals who have been removed from
the TJPDC premises shall remain off the premises pending the outcome of the TIPDC
and/or criminal investigations.

All suspicious individuals or activities should also be reported as soon as possible to a
supervisor. No employee will be subjected to retaliation for reporting any threat or
perceived threat. TJPDC will promptly and thoroughly investigate all reports of threats of
(or actual) violence and of suspicious individuals or activities. Violation of this policy

may lead to disciplinary action, up to and including dismissal, arrest, and prosecution.

‘—[ Formatted: Normal, Indent: Left: 1", First line: 0"

E.  Weapons in the Workplace

Ithough possession of firearms is not illegal in Virginia, all employees, includin Formatted: Font: 12 pt

concealed weapons permit holders, are prohibited from carrying weapons during work Formatted: Normal, Indent: Left: 1", First line: 0"

hours, while in performance of official TIPDC duties or while on TJIPDC property
(including while driving a TJIPDC-owned vehicle), unless the carrying of such a weapon
is approved in writing by the Executive Director. In addition, no employee shall store any
weapon on TJPDC property unless such storage is approved by the Executive Director.
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Nothing in this section limits an individual who is lawfully authorized to possess a
handgun from keeping the gun in a locked container out of view in his/her private
vehicle.

“ { Formatted: Normal

X. ELECTRONIC COMMUNICATIONS

A. Internet

1. Provision of Internet: TIPDC may provide electronic, digital and wire
communications equipment for business purposes. The use of this equipment for
personal use should be minimal and limited to breaks. Messages received, sent, and
stored on this equipment will be subject to monitoring from time to time and in the
course of this monitoring may be read for content. Employees should be aware that
there are stored records of all communications. There should be no expectation of
privacy in any communications received, sent, or stored on equipment or service
provided by the TJPDC.

2. Employees Access: TIPDC may provide unlimited access to the Internet and the
World Wide Web to its employees as one of the many resources available to assist
them in doing their jobs better and more efficiently. Therefore, the TJIPDC may
establish an Internet account that may be accessed by employees.

3. Passwords and Email Addresses

a) Employees may be provided with passwords and e-mail addresses to enable
them to use the account; these addressees and passwords are not provided to
make employees' usage confidential or private. E-mail records are business
records of the TJPDC. The usage of the Internet may be monitored and is
subject to the same code of conduct which applies to all other actions in the
workplace and using the TJPDC's Internet account in a manner that violates
any rules or regulations constitutes grounds for disciplinary action, up to and
including discharge. The electronic use, transmission, and storage of
messages, files, images, and sounds are subject to monitoring by the TIPDC.

b) Employees must not share their passwords with any other individuals,
including other employees or outsiders. Neither is it appropriate to attempt to
subvert network security either by accessing the Internet without using your
password or by seeking to discover other passwords to gain access.
Employees are representatives of the TJIPDC when using the TJPDC’s Internet
account. Accordingly, they are expected to act and to communicate
professionally on the Internet, not to engage in any commercial or illegal
activities, or to use the account for personal business.

4. Employer Access: The TIPDC will have access to a log of all usage, including a list
of employees who have used the Internet and the sites they visited. The TJIPDC will
monitor this usage from time to time, and employees found to be abusing usage or
using the Internet inappropriately will be subject to disciplinary action.

B. Consent to Monitoring

Employees consent to the monitoring of communications sent, received and stored on
equipment provided by TJPDC, or electronic, wire, or digital services provided by the
TJPDC, as a condition of employment.
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XI. ALCOHOL AND DRUG FREE WORKPLACE

The Federal Government requires a drug-free workplace be provided when activities are funded
with a federal grant. To ensure a drug-free workplace, the employer is required to share a policy
with the employees and make them aware of the effect such violations will have on their
employment. The employer is further required to make employees aware of programs available
related to drug-free workplaces. The Thomas Jefferson Planning District Commission has
adopted this policy in response to this requirement. Copies of the drug testing policy will be
provided to all employees. Employees will sign an acknowledgment form indicating that they
have received a copy of the drug testing policy. Questions concerning this policy or its
administration should be directed to the Executive Director.

A. Employee Responsibilities
1. No employee shall unlawfully manufacture, dispense, possess, use, or distribute any
controlled substance, medication, or alcohol.

2. Any employee convicted under a federal or state statuestatute regulating controlled
substances shall notify their supervisor and the Executive Director within five days
after the conviction.

3. No employee shall consume alcoholic beverages immediately before work, during
work hours, or while at work during breaks or lunches.

4. No employee shall be impaired by alcoholic beverages immediately before work,
during work hours, or while at work during breaks or lunches.

5. No employee shall represent the TIPDC in an official capacity while impaired by
alcohol, illegal drugs, or medication.

6. No employee, using medication that may impair performance, shall operate a motor
vehicle or engage in safety sensitive functions while on duty for the TIPDC.

7. If an employee is using a prescription or non-prescription medication that may impair
performance of duties, the employee shall report that fact to his or her supervisor.

8.  Anemployee who has reason to believe that the performance of another employee is
impaired by alcohol, illegal drugs, and/or medication shall immediately notify the
supervisor or The Executive Director.

B. Disciplinary Action

Because of the serious nature of illegal use or abuse of alcohol, controlled substances,
and/or non-prescribed use of medication, appropriate employee disciplinary action will
be taken for any violation of this policy, up to and including termination.

C. Drug & Alcohol Testing

In order to achieve a drug-free werk-placeworkplace, employees in, and applicants for,
safety sensitive positions shall be required to participate in all of the following alcohol
and controlled substances testing:

1. When an applicant for a safety-sensitive position has been extended a conditional
offer of employment but before beginning work.

2. When there is a reasonable suspicion to believe that the employee is in an
impaired state.

3. When the employee has been involved in an en-dutyon-duty accident or has
endangered others in the workplace.
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On a random basis for safety sensitive positions.

As a condition for return to duty after testing positive for controlled substances or
alcohol.

As part of follow-up procedures to return-to-duty related drug or alcohol
violations.

XII. EMPLOYEE RIGHTS AND RESPONSIBILITIES

A. Standards of Conduct

At a minimum, the following standards are expected of all employees:

1.
2.

4.
5.

Timely and regular attendance.

Dependable application of time. Employees are expected to apply themselves to
their assigned duties during the full schedule for which they are compensated.

Appropriate and professional attire.

It is the purpose of this guide and associated written policies to provide
appropriate guidelines for employee appearance while at work and performing
work-relatedwork-related duties.

It is imperative that all TIPDC employees project a positive, professional image
to our external & internal stakeholders. This policy provides guidance for dress
and appearance in order to convey that image. The Executive Director may
establish dress requirements as appropriate to the respective work-related duties.
Staff should be aware that "conservative is always appropriate" in the workplace
in terms of image with the public and fellow staff. A “rule of thumb” assessment
of attire is to always dress professionally, thinking of others, and always dress to a
minimum of the next level up from who you would come in contact with during
the course of business.

Courteous and professional behavior toward the public and fellow employees.

Appropriate use and maintenance of TJIPDC-owned property.

B. Conlflict of Interest

1.

Employee Handbook

Employee Obligation: Employees have an obligation to conduct business within
guidelines that prohibit actual or potential conflicts of interest.

Definition of Conflict of Interest: An actual or potential conflict of interest occurs
when an employee is in a position to influence a decision that may result in a
personal gain for that employee or for a relative as a result of TJPDC's business
dealings. For the purposes of this policy, a relative is any person who is related
by blood or marriage, or whose relationship with the employee is similar to that of
persons who are related by blood or marriage.

Disclosure: No “presumption of guilt” is created by the mere existence of a
relationship with outside firms. However, if employees have any influence on
transactions involving purchases, contracts, or leases, it is imperative that they
disclose to an officer of TIPDC as soon as possible the existence of any actual or
potential conflict of interest so that safeguards can be established to protect all
parties.

Gifts and Special Consideration: Personal gain may result not only in cases where
an employee or relative has a significant ownership in a firm with which the
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TJPDC does business, but also when an employee or relative receives any
kickback, bribe, substantial gift, or special consideration as a result of any
transaction or business dealings involving the TIPDC.

Outside Employment

1. Employees shall not undertake other employment in planning or a related
profession, whether or not for pay, without having made full written disclosure to
the TJPDC and having received subsequent written permission to undertake
additional employment.

2. Employees shall not accept from anyone other than the TJPDC any compensation,
commission, rebate, or other advantage that may be perceived as related to
TIPDC employment.

Ownership of Work Performed at TIPDC

Employees may not receive any income or material gain from individuals outside the
TJPDC for materials produced or services rendered while performing their jobs. TJIPDC
retains ownership of all work produced by its employees. Employee agrees to transfer
and assign, and hereby transfers and assigns, to TJPDC, without further compensation,
the entire right, title and interest throughout the world in and to: (a) all intellectual
property resulting from Employee’s work for or on behalf of TIPDC and (b) all creations
and inventions that are otherwise made through the use of TJIPDC’s equipment, supplies,
facilities, materials and/or proprietary information. (“IP Work”) All such IP Work that is
protectable by copyright will be considered work(s) made by the Employee for hire for
Company (as defined in the United States Copyright Act, 17 U.S.C. A§ 101) and will
belong exclusively to TIPDC. If by operation of law any of such IP Work is not owned in
its entirety by TJIPDC automatically upon creation, Employee agrees to transfer and
assign, and hereby transfers and assigns, the same to TIPDC.

Political Activity

1. An employee shall not be coerced to support a political activity, whether funds or
time are involved.

2. An employee shall not engage in political activity on work premises during work
hours.

3. An employee shall not use TIPDC-owned equipment, supplies or resources, and

other attendant material (diskettes, paper, computer online and access charges,
etc.) when engaged in political activities.

4. An employee shall not use, discriminate in favor of or against, any person or
applicant for employment based on political activities.

5. An employee shall not use the employee’s title or position while engaging in
political activity.

XIII. SMOKING - TJPDC WORKPLACE
In keeping with TIPDC’s intent to provide a safe and healthful work environment, smoking, e-
cigarettes, and tobacco use are prohibited throughout the workplace and TIPDC vehicles.
This policy applies equally to all employees, customers, and visitors.

Employee Handbook
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XIV.

DISCIPLINE AND GRIEVANCES

To ensure orderly operations and provide the best possible work environment, TJPDC expects
employees to follow rules of conduct that will protect the interests and safety of all employees

and the organization. TJPDC employees are expected to conduct themselves in a professional ///[ Formatted: Font: Times New Roman

and courteous manner, as representatives of the TJIPDC. Employees are expected to avoid any //[ Formatted: Font: Times New Roman

action, which might result in giving preferential treatment to any organization or person, losing

independence or impartiality of action, or adversely affecting the integrity of the TJPDC, ///[ Formatted: Font: Times New Roman

The TIPDC encourages informal two-way communication between employees and
supervisors. Where professional or personal problems affect a staff member's ability to
function optimally, the employee should discuss the problems with his or her immediate
supervisor. The TIPDC expects that this informal, open communication policy will minimize
the need to use the formal grievance procedure established under these policies.
A. Disciplinary Action
If an employee’s work performance or behavior is deemed unsatisfactory, the following
kinds of disciplinary action may be taken, depending upon the circumstances: oral
admonishment, written reprimand, suspension, paid or unpaid administrative leave,
demotion or dismissal. Other types of discipline may be used in addition to those listed.
The following are examples of infractions of rules of conduct that may result in
discipline. The list is not inclusive and other misconduct may be subject to disciplinary
action:
1. Theft or inappropriate removal or possession of property;

‘—[ Formatted: Normal
2. Negligence with TJIPDC property or misuse of TJPDC property;

p - ‘[ Formatted: Normal, Indent: Left: 1"

2:3.  Willfully Efalsifying teation-oftimekeepingreeords; TJPDC records (including
time records, leave records, job applications, or pay or reimbursement vouchers):
34. Using or being impaired at work by intoxicants, drugs or alcohol; Werking-under
" r - .-
4.5.  Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the

workplace, while on duty, or while operating employer-owned vehicles or
equipment;

5:6. _ Performing official duties in a rude and discourteous manner, threatening co-

workers, fighting or using threatening-physical violence while on duty;
6-7. __ Negligence or improper conduct leading to damage of employer-owned or

customer-owned property;

7-8.  Sexual or other unlawful or unwelcome harassment;

9.  Possession of dangerous or unauthorized materials, such as explosives or

firearms, in the workplace
9:10. Excessive absenteeism or any absence without notice

1+6:11. Unauthorized use of telephones, mail system, internet, or other employer-owned
equipment for non-TJPDC business activities;

+12. Violation of personnel policies or any workplace rule:

13. Neglecting duty or continually being unable or unwilling to render Hasatisfactory
performance;-er-conduet
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14. Violating any lawful official regulation or order or willfully failing to obey a
proper direction of the supervisor or Executive Director;

<—'—[ Formatted: Normal

15. Conviction of a felony or of a misdemeanor involving moral turpitude and other
criminal acts that continued performance of duties is compromised;

16. Accepting a bribe, gift, token, money, or other thing of value intended as an
inducement to perform or refrain from performing any official acts, or engages in

any action of extortion or other means of obtaining money or other things of value
through his/ her position in the TJPDC;

17. Failing to report for work or being absent without prior notice to supervisor:;

18. Unsatisfactory attendance, excessive absences, or excessive tardiness;
<—'—[ Formatted: Normal
19. Engaging in conduct on social media that negatively impacts the work
environment;
<—'—[ Formatted: Normal
20. Refusal to participate in workplace investigations:

‘—[ Formatted: Normal

B. Notification

Prior to imposing disciplinary action, including termination, the supervisor shall inform
the employee of the reason for the discipline and the employee shall have the right to
comment on the discipline. However, the supervisor may have the employee removed
from the workplace prior to giving an opportunity to comment if the employee’s
continued presence poses a safety danger or is disruptive to the workplace.

C. Grievance

The TIPDC grievance procedure is available for ful-time-employees of TIPDC, except
as noted in the procedure. The grievance procedure is defined in Appendix A.

XV. TERMINATION OF EMPLOYMENT

TJPDC will generally schedule exit interviews at the time of employment termination. The exit
interview will afford an opportunity to discuss such issues as employee benefits, conversion
privileges, repayment of outstanding debts to TIPDC, or return of TJIPDC-owned property.
Suggestions, complaints, and questions can also be voiced. Employees will receive their final
pay in accordance with applicable state law.

A. Resignation

To resign in good standing, an employee must give at least two weeksweeks’ advance
notice. If special circumstances exist, the Executive Director may waive the notice
requirement. Failure to give the required advance notice will result in forfeiture of
compensation for accrued leave. Failure to return to work at the expiration of an
approved leave of absence shall be interpreted as a resignation. Prior to an employee’s
departure, an exit interview will be scheduled to discuss the reasons for resignation and
the effect of the resignation on benefits.
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XVI

B. Lay-off

TJPDC reserves the right to dismiss employees for lack of available work or funds. In
such cases, every effort will be made to give the employees affected a minimum of two
weeksweeks’ advance notice.

C. Termination for Inability to Perform

An employee may be terminated if he or she becomes physically or mentally unable to
perform the duties of the position. However, any such action shall be taken in a manner
that complies with the requirements of the Americans with Disabilities Act.

D. Dismissal

Dismissal is an involuntary employment termination initiated by TIPDC as a result of
unsatisfactory work performance or behavior.

E. Retirement

An employee may voluntarily terminate employment upon meeting age and length of
service requirements for retirement.

. USERRA

Font: Times New Roman, 12 pt

The Uniformed Services Employment and Re-Employment Rights Act of 1994 USERRA

Formatted:

Left, Indent: First line: 0.3"

Uniformed Services Employment and Re-Employment Rights Act of 1994 <><% Formatted:

applies to all employers in the public and private sectors, including Federal employers. The Act

Formatted:

Left, Indent: Left: 0.5"

(D N

protects all members of the uniformed services from discrimination in employment regardless of
whether their uniformed service was in the past, present, or future (intent to join). The
discrimination provisions of USERRA, set forth in section 4311, address problems regarding
initial employment, reemployment, retention in employment, promotion, or any other benefit of

employment.

<—-—-—{ Formatted:

Left

Any person re-employed after military service is entitled to all seniority and other rights and *ﬁ—{ Formatted:

Left, Indent: Left: 0.5"

benefits, including medical insurance coverage, which would have been available if the
employment had not been interrupted by military service. The veteran re-employment rights are

effective unless the cumulative length of the current absence plus any previous absences exceed
five (5) years.

Font: Times New Roman, 12 pt

employers for all military duty unless giving notice is impossible, unreasonable, or precluded by

Human USERRA requires that service members provide advance written or verbal notice to theirg<% Formatted:

Formatted:

Left, Indent: Left: 0.5"

military necessity. Upon return from military duty. the period an individual has to make an
application for reemployment or report back to work is based on the time spent on military duty.
For service of 30 days or less, the service member must report back to work at the beginning of
the next regularly scheduled work period on the first full day after release from service. For
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service of 31 — 180 days, the service member must submit an application for reemployment
within 14 days of release from service. For service of 181 days or more, an application for
reemployment must be submitted within 90 days of release from service.

<—-—'{ Formatted: Left

Reemployment of a person is excused if an employer’s circumstances have changed so much that*“{ Formatted: Left, Indent: Left: 0.5"

reemployment of the person would be impossible or unreasonable. Employers are excused from
making efforts to qualify returning service members, or from accommodating those with
disabilities incurred during service, when doing so would be of such difficulty or expense as to
cause “‘undue hardship.” Reemployment is not required where the position left to enter the
service was for a brief and non-recurrent period and which could not reasonably be expected to
continue indefinitely or for a significant period. The employer has the burden of proving (not
simply asserting) the impossibility or unreasonableness, undue hardship, or the brief, non-
recurrent nature of the employment. An employer may not use the lack of documentation at the
time the individual requests return as a basis for delaying or denying reinstatement. If the
documentation received later shows that the individual is not eligible for protection under
USERRA, the person may be terminated at that point. An employer has the right to require a
person who is absent for a period of service of 31 days or more to provide documentation
showing that: 1) the application was timely, 2) the 5-year service limit was not exceeded, and 3)
the separation from service was not under circumstances specified in section 4304 of USERRA.

Formatted: Left

The following are some of the major requirements of USERRA, but is not meant to be all Formatted: Left, Indent: Left: 0.5"

inclusive:

Health Benefit Coverage - on return from service, health insurance coverage must be Formatted: Left, Indent: Left: 0.8"

) U

reinstated without any waiting period or exclusions for preexisting conditions, other than
waiting periods or exclusions that would have applied even if there had been no absence for
uniformed service.

—
—
<"-{ Formatted: Left
—
.

Formatted: Left

Pay - a person reemployed is entitled to the rate of pay he or she would have attained, with
reasonable certainty, if continuously employed during the period of service. The term “pay”
is not limited to the wages received. It includes all elements of compensation such as
drawing accounts, bonuses, and shift premiums. It includes hourly rate, piece rate, salaries,
and commissions. USERRA does not require an employer to pay an employee while
performing uniformed service; however, an employer is free to do so if desired.

Formatted: Font: Times New Roman, 12 pt

A
Promotions - unless it is impossible or unreasonable, an employer is generally required to ’><E Formatted: Left, Indent: Left: 0.8"

allow a returning service member to make up a test for promotion that was missed while he
or she was absent. If the reemployed employee is successful on the makeup exam, and there

is a reasonable certainty that, given the results of the exam, that reemployed employee
would have been promoted during the time he or she was in military service, then the
reemployed employee’s promotion must be made effective as of the date it would have
occurred had the employment not been interrupted by military service. If it is reasonably
certain that an employee would have received a promotion during his or her absence for
service and the employee requires further qualification for the position as a result of the
military leave, the employer must make reasonable efforts to qualify the person. USERRA
provides that returning service members are reemployed in the job that they would have
attained had they not been absent for military service (a.k.a. “escalator position’) with the
same seniority, status and pay, as well as other rights and benefits determined by seniority.
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Raises - a returning service member is entitled to all general pay raises that he or she would Formatted: Font: Times New Roman, 12 pt
Formatted: Left, Indent: Left: 0.8"

have received with reasonable certainty but for the absence for service in the uniformed

services.

<—-—"[ Formatted: Left

Vacation - USERRA requires an employer to allow an individual to use earned vacation *H—[ Formatted: Left, Indent: Left: 0.8"

) A

credits while absent for service, providing that usage is at the employee’s request. An
employer may not require the use of vacation for a service absence, unless the absence
coincides with a period, such as a plant shutdown, when ALL employees are required to take
vacation.

XVII. MODIFICATION OF POLICIES

These policies do not constitute a contract of employment. These policies as a whole, or

individually by section, may be modified, amended, or rescinded at the sole discretion of the
TJPDC without notice.
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APPENDIX A
GRIEVANCE PROCEDURE

The purpose of this procedure is to provide a prompt, fair, and orderly method for the resolution of
employee grievances initiated by eligible employees of the TJIPDC.
L GRIEVANCE DEFINED
A. A grievance is a complaint or dispute by an employee related to his or her employment,
including but not necessarily limited to:

1.

Disciplinary actions, including dismissals, disciplinary demotions, and
suspensions, provided that dismissals result from formal discipline or
unsatisfactory job performance.

The application of personnel policies, procedures, rules and regulations

Discrimination on the basis of race, color, creed, religion, age, disability, national
origin, sexual orientation or gender.

Acts of retaliation as the result of the use of or participation in the Grievance
Procedure or because the employee has complied with any law of the United
States or the Commonwealth, has reported any violation of such law to a
governmental authority, has sought any change in law before the Congress of the
United States or Virginia General Assembly, or has reported an incidence of
fraud, abuse, or gross mismanagement.

B. Management Rights and Prerogatives

TJPDC reserves to itself the exclusive right to manage the affairs and operations of the
TJPDC. Accordingly, complaints involving the following management rights and
prerogatives are not grievable:

1.

Establishment and revision of wages or salaries, position classification or general

benefits.

Work activity accepted by the employee as a condition of employment or work

activity which may reasonably be expected to be part of the job content.

The contents of personnel policies, procedures, rules and regulations.

Failure to promote except where the employee can show that established

promotional policies or procedures were not followed or applied fairly.

The methods, means and personnel by which work activities are to be carried on.

Termination, layoff, demotion or suspension because of lack of work, reduction in

work force, or job abolition, (except where such action affects an employee who

has been reinstated within the previous six months as the result of the final

determination of a grievance) provided that such action shall be upheld on a

showing by the Commission that:

a) There was a valid business reason for the action and

b) The employee was notified on the reason in writing prior to the effective
date of the action

Promotion, transfer or reassignment of an employee, except where the transfer or

reassignment was in retaliation for an otherwise grievable action.

78.
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II.

III.

ELIGIBILITY

All TJPDC employees are eligible to participate in the Grievance Procedure.

PROCEDURE

The following formal procedures are set forth for clarity; however, it is the desire of the
Commission that differences be resolved in an informal manner prior to entering into this formal

procedure. Informal resolution takes the form of conversations and/or written explanations for
discussion purposes between the employee and his or her immediate supervisor.

A.

If an employee’s complaint cannot be resolved by informal resolution, an employee may
initiate a grievance upon the filing by an employee (the “Grievant™) of an initial written
complaint, including any documents to exhibits to be attached (the “Grievance”) directed
to the employee’s immediate supervisor (the “Supervisor”). The time limit for filing a
Grievance shall be no more than thirty (30) days following the action giving rise to the
grievance. The Grievance must include a statement of the action or actions being grieved,
as well as a statement by the employee of the desired resolution of the Grievance. The
Supervisor must both (i) acknowledge receipt, in writing, of a Grievance, and (ii) set a
date and time for an in-person discussion of the Grievance with the Grievant, within five
(5) business days after the Grievance is submitted to the Supervisor. The in-person
discussion must be scheduled for a date not more than five (5) business days after the
Supervisor’s acknowledgment. Within five (5) business days after the in-person
discussion, the Supervisor must complete such investigation and review of the Grievance,
as the Supervisor deems appropriate, and communicate in writing his or her decision to
the Grievant.

If a Grievant is dissatisfied with the decision of the Supervisor, the Grievant shall have
five (5) business days from the date of receipt of the Supervisor’s decision in which to
submit the Grievance and a written request for review to the Human Resources
DirectorEiseal-Offieer. The Human Resources Director Fiseal-Offieer-must both (i)
acknowledge receipt, in writing, of a Grievance, and (ii) set a date and time for an in-
person discussion of the Grievance with the Grievant, within five (5) business days after
the Grievance is submitted to the Fiseal-OfficerHuman Resources Director. The in-person
discussion must be scheduled for a date not more than five (5) business days after the
Human Resources DirectorFiseal-Officer’s acknowledgment. Within five (5) business
days after the in-person discussion, the Human Resources Director Fiseal-Officermust
complete such investigation and review of the Grievance, as the Human Resources
Director Fiseal-Officer-deems appropriate, and communicate in writing his or her
decision to the Grievant.

If a Grievant is dissatisfied with the decision of the Human Resources DirectorFiseal
Offieer, the Grievant shall have five (5) business days from the date of receipt of the
Human Resources DirectorFiseal-Officer’s decision in which to submit the Grievance and
a written request for review to the Executive Director. The Executive Director must both
(i) acknowledge receipt, in writing, of a Grievance, and (ii) set a date and time for an in-
person discussion of the Grievance with the Grievant, within five (5) business days after
the Grievance is submitted to the Executive Director. The in-person discussion must be
scheduled for a date not more than five (5) business days after the Executive Director’s
acknowledgment. Within five (5) business days after the in-person discussion, the
Executive Director must complete such investigation and review of the Grievance, as the
Executive Director deems appropriate, and communicate in writing his or her decision to
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Iv.

F.

the Grievant. The decision of the Executive Director shall be final and not subject to
further grievance; provided, however, that if the complaint which forms the basis for the
Grievance relates to any action of the Executive Director, the decision of the Executive
Director with respect to the Grievance shall be further reviewed and approved, modified
or replaced by the decision of the Chairman of the CemmissioCommission or a
Grievance Panel a-appointed by the Chairman.

After the filing of a Grievance, failure of either the Grievant or the Commission to
comply with all substantial procedural requirements of this Grievance Procedure
(including any Panel hearing as hereinafter provided for), without just cause, shall result
in a decision in favor of the other party on any grievable issue, provided the party not in
compliance fails to correct the noncompliance within five (5) business days after receipt
of written notice from the other party of the compliance violation. Such written
notification, if made by the Grievant, shall be made to the Executive Director. All such
procedural compliance issues shall be determined by the Chairman of the
CommissionCommission, or a Grievance Panel appointed by the Chairman.

The Supervisor, Fiseal-OfficerHuman Resources Director and Executive Director shall be
entitled to conduct such investigations of a Grievance as such person deems appropriate,
including, without limitation, the conduct of interviews with appropriate witnesses and
the examination of appropriate documentation.

All documentation related to a Grievance shall be kept on file for the duration of
employment plus seven years.

NO CONTRACTUAL RIGHTS.

Nothing contained in this Grievance Procedure shall create any contractual obligation in favor of
any employee, including any contractual right of employment between the Commission and any
of its employees, it being understood that all employees of the Commission are “at will”
employees and that the Commission may terminate the employment relationship at any time,
with or without notice and with or without reason or cause.
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APPENDIX B
WORKER’S COMPENSATION ADMINISTRATIVE PROCEDURES

Workers’ Compensation Policy

Our first responsibility is the prevention of occupational injuries and illnesses. Despite our best efforts,
injuries and illnesses do sometimes occur. Workers” Compensation provides benefits for an employee
in the event of certain occupational illnesses, injuries, or death.
Reporting
Employees are required to immediately report, in writing, all workplace injuries, conditions or illnesses,
to their supervisor. All incidents shall be reported no matter how insignificant and regardlessregardless
of if medical treatment is necessary. The employee should retain a copy of the written notice given to
the supervisor. If the immediate supervisor is not available, report must be made to the Finanee-Human
Resources Director. Late reporting by the employee can result in delayed or denied workers’
compensation benefits.
The Superv1sor or #maﬂeeHuman Resources Dlrector shall 1mmed1ate1y complete an accident report
nitth v on-line by going to
V11;.,1ma Risk Sharing Ass0c1at10n (VRSA) Websne WWW.VISa.us -) Delays in reporting can jeopardize
the employees’ rights under the workers” compensation law and subject TIPDC to penalties, which can
be assessed by the Virginia Workers” Compensation Commission. All aeeident-eceupational
repertsoccupational reports shall be submitted to the werkers-compensationprovider VRSA immediately
upon notlﬁeaﬂon of'a work-related injury or illness (-within 24 hours). efthenetificationofa-werk

Panel of Physicians

TJPDC has an approved Panel of Physicians for treating workers’ compensation injuries and illnesses.
The supervisor shall, immediately upon notification of a werkrelatedwork-related injury or illness,
provide the employee with a copy of the Panel of Physicians. The employee shall sign and date an
acknowledgement of receipt of the Panel of Physicians and the supervisor shall witness the employee’s
signature. The Panel of Physicians shall be offered to the employee, regardlessregardless of if the
employee intends to receive medical attention. The supervisor shall retain the original signed document
and provide the employee with a copy of the signed document.Panel.

Treatment by a physician or medical facility outside of the panel will be at the employee’s expense.
However, in the event of an emergency the employee may seek treatment at the closest emergency
facility. Once the emergency treatment is completed a panel physician must be chosen for follow up
care.

Medical Treatment

An employee shall not utilize health insurance for situations believed to be work related, unless the
claim is denied by the werkersworker’s compensation carrier. The supervisor will provide employees
with a Medical First Report form to take with them for initial treatment. This form is for the physician to
complete. The employee shall provide the completed form to their supervisor following treatment, so the
TJPDC is aware of the employee’s return to work capabilities or restrictions.

Immediately upon receipt all medical bills, reports and other medical correspondence shall be forwarded
to VRSA. All medical facility inquiries shall be referred to VRSA.
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Only Virginia Risk Sharing Association (VRSA) has the authority to authorize treatment, testing
physical therapy, surgery, change in physician, second opinion, etc.

The employee shall cooperate with the TJPDC workers’ compensation administrator, VRSA. This
includes supplying disability slips, medical information, keeping appointments etc. Additionally, the

employee shall keep their supervisor and Human Resources Director advised of their work status and
cooperate with return-te-werkto-work efforts.

Prescriptions

The supervisor shall complete and provide the employee with fizstthe first fill prescription form/letter.
The employee will take this authorization to a participating network pharmacy and will be
providedprovided with a 10-day supply of medication at no cost. This authorization is valid for ea
timeone-time use only. Virginia Risk Sharing Association (VRSA) must authorize any additional
medication prescribed beyond the first fill.

Should an employee incur the cost for any medication, a receipt, which includes the employee’s name,
prescribing physician’s name, date of purchase, name of medication and cost of medication, may be
submitted to the VRSA for reimbursement consideration.

Wage Loss Benefits

An employee is not entitled to lost wage compensation for the first seven days of incapacity resulting
from a werkrelatedwork-related disability. The Virginia Workers’ Compensation Law includes
weekends/holidays in this count, and these days do not need to be consecutive.

The employee will be given the option of using earned sick or annual leave for up to seven days. If the
employee chooses not to use earned leave this will be excused leave without pay. It is the employee’s
responsibility to notify his supervisor regarding how he/she would like to charge the first seven days
missed. If a designation is not made, the period missed from work will not be compensated by the
employer.

HWhen the absence is longer than seven days and is authorized by a panel physician and is the result of
a compensable injury under the Virgina Workers” Compensation Act, the employee may will
receivewill receive compensation benefits from VMEIasurance ProgramsVRSA in accordance with the
provisions of the Virginia Workers” Compensation Act.

HWhen an employee is out of work over twenty-one days for a covered injury/illness, which disability is
authorized by a panel physician, the employee will receive from ¥VMEtnsuranee Programs; VRSA
compensation for the first seven days. The employee may turn this payment over te-e+to or reimburse
TJPDC for the amount of compensation awarded to the employee for the first seven days of absence and
the TJPDC shall reinstate the employees’ earned leave. Because workers’ compensation benefits are not
taxable, TIPDC shall make a taxable adjustment on this pay.

Injured employees do not continue to accrue sick and annual leave while out of work due to a workers’
compensation injury/illness.
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Temporary and part-time employees who are not eligible for annual leave and employees who have no
earned leave available will not receive pay for the first seven days missed from work unless the
employeesemployee’s absence is greater than twenty-one days under the conditions described above.

Earned annual or sick leave cannot be used concurrently with workers’ compensation benefits.

Work related disability will be designated under the Family Medical Leave Act (FMLA) and will run
concurrently with workers’ compensation benefits, if the disability constitutes a “serious health
condition”.

While receiving workers’ compensation benefits, any voluntary deductions are the responsibility of the
employee.

Earned annual or sick leave may be used for disability resulting from a denied workers’ compensation
claim and disability will be designated under FMLA, if the disability constitutes a “serious health
condition”.

Return to Work — Light / Modified Duty:

TJPDC shall make every effort to provide light/modified duty for employees with temporary restrictions
resulting from a work-related disability. All light/modified assignments will be within the employee’s
medical capability and will adhere to the treating physician’s recommendations. The light/modified
assignment may or may not be in the same occupation, department, pay scale, hours, etc. as the
employee was performing prior to the work-related injury or illness.

If an employee refuses a light/modified assignment that has been approved by their treating physician
and is within their capabilities, his/her workers’ compensation benefits will be jeopardized.
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APPENDIX C
FORMS

EMPLOYEE HANDBOOK ACKNOWLEDGMENT FORM

The employee handbook describes important information about TIPDC, and I understand that I
should consult the Executive Director regarding any questions not answered in the handbook. 1
have entered into my employment relationship with the TJPDC voluntarily and acknowledge that
there is no specified length of employment. Accordingly, either TIPDC or I can terminate the
relationship at will, with or without cause, at any time, so long as there is no violation of
applicable federal or state law.

Since the information, policies, and benefits described here are necessarily subject to change, |
acknowledge that revisions to the handbook may occur, except to TIPDC's policy of
employment-at- will. All such changes will be communicated through official notices, and [
understand that revised information may supersede, modify, or eliminate existing policies. Only
the Commission of the TJPDC has the ability to adopt any revisions to the policies in this
handbook.

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal
document. I have received the handbook, and I understand that it is my responsibility to read and
comply with the policies contained in this handbook and any revisions made to it.

SIGNATURE DATE

EMPLOYEE'S NAME (TYPED OR PRINTED)
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APPENDIX D

DRUG-FREE WORKPLACE POLICY ACKNOWLEDGEMENT FORM

It is the policy of the Thomas Jefterson Planning District Commission that all employees of the
Commission are hereby notified that:

1. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled
substance is prohibited in the workplace.

2. The workplace is defined as the environs of the office, presently located at 401 East
Water Street, Charlottesville and any and all other places at which the employees conduct
the work of the Commission.

3. Should an employee be seen engaged in activities outlined in paragraph number 1, the
employee will be suspended for a period of no more than three months while an
investigation is conducted by the Executive Director and a member of the Commission.
Should the Executive Director be found to be engaged in activities in paragraph number
1, two members of the Commission shall ehesechoose a staff person to investigate the
charges.

The findings of the investigation will be shared with the employee when completed and a
decision on continuation of employment or a rehabilitation program will be made at that time.

Manufacture, distribution, dispensing, possession, or use of a controlled substance in the
workplace may subject the employee to a severance of employment. If education or
rehabilitation is feasible, and the employee agrees to such a program, continuation of
employment will be considered.

Information concerning the availability of drug-free programs will be made available to the
employees as such programs are conducted. Employees may seek treatment; coverage may be
included in the health plan.

Employee acknowledgment:

I have read the above Drug-Free Workplace Policy and am aware of the consequences of
violating the policy.

SIGNATURE DATE

EMPLOYEE'S NAME (TYPED OR PRINTED)
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APPENDIX E

FLEX TIME GUIDANCE

Purpose: To provide guidance on the use, documentation, and consideration of flex time by Formatted: Body Text, Indent: Left: 0", Right: 0", Space
TJPDC employees. As per the employee handbook, the normal work week for which salary is Before: 0.5 pt

paid consists of 40 billable hours, broken down into eight hours a day, Monday through Friday.
Flexible scheduling, or flex time, is available to allow employees to vary their starting and
ending times each day within established limits while still working 40 billable hours. The
following guidance should be used when requesting, considering requests, using, or documenting
flex time.

1. Staff may flex their time within their workday and across their work week, staying within a
single pay period, as needed, without manager/direeterdirector’s approval.

2. A schedule change to not work on a normally scheduled day must have prior approval from
the employee’s immediate supervisor.

3. Daily work logs must be maintained by employees, which generally identify completed tasks,
phone calls, meetings, etc. The daily work log must be shared via the employee’s digital work

calendar (currently Microsoft Office 365). The calendar should report time, duration, general
description, and billing code for the tasks completed.

4. Accurate reporting of daily hours worked within each work week is required on the
employeesemployees’ timesheet. Example: If yvou work 10 hours on a Monday and 6 hours
on a Tuesday, vou must enter 10 hours of work in your timesheet for Monday and 6 hours for

Tuesday.

5. Flex time must be used within the pay period that it is earned, or it is forfeited.

6. While the TIPDC does not offer a compensatory time off policy, the supervisor/director may
approve time off of hours or a full day, when an employee has or expects to exceed 40 hours
of work in a work week due to mandated workload, after hours meetings, project deadlines, or
to meet other involuntary organizational needs. The time off for additional work must be taken

within the same grnext-pay-period month that it is earned, and as approved by the immediate _—{ Formatted: Strikethrough

supervisor.
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APPENDIX F <"‘{ Formatted: Indent: Left: 0"

Telework Program Policy /{ Formatted: Font: Times New Roman, 14 pt

Teleworking, or telecommuting, is the concept of working from home or another location. Teleworking _—{ Formatted: Font: Times New Roman

is not a formal, universal employee benefit. Rather, it is an alternative method of meeting the needs of

the Thomas Jefferson Planning District Commission (TJPDC). The TIPDC has the right to refuse to

make teleworking available to an employee and to terminate a teleworking arrangement at any time.
Employees are not required to telework. Employees have the right to refuse to telework if the option is

made available.

The TJPDC’s policies for teleworking are as follows:

Compensation and Work Hours

The employee’s compensation, benefits, work status, and work responsibilities will not change due to
participation in the teleworking program.

The amount of time the employee is expected to work per day or pay period will not change as a result
of participation in the teleworking program.

Employees will normally be allowed to work 40% (16 Hours) of their work week through

telecommuting. Employees are expected to work 8 billable hours each workday. Part-time, staff should /{ Formatted: Font: Times New Roman

discuss telework arrangements with their supervisors, since their job expectations may differ from ful

timefull-time staff and a different percentage of telecommuting time may be appropriate. /{ Formatted: Font: Times New Roman

Teleworking schedules are established with the employee’s immediate supervisor and/or Program
Director. Temporary changes to an established schedule (such as remote work on a normal in-office day)
must be approved by the employee’s immediate supervisor. A Remote Work Agreement must be
completed and signed by the employee, employee’s immediate supervisor, program director and
Executive Director. The original Remote Work Agreement will be retained by the TIPDC and kept in

the employee’s personnel file and a copy will be provided to the employee. | Formatted: Font: Times New Roman

Daily work logs must be maintained by telecommuting employees, which generally identify completed
tasks, phone calls, meetings, etc. The daily work log must be shared via the employee’s digital work

calendar (currently Microsoft Office 365). The calendar should report time, duration, general

description, and billing code for the tasks completed. (Example provided at the end of this policy.)

Eligibility
Employees will be eligible based on the suitability of their job, keeping in mind that job expectations are
subject to change based on the organization’s needs. An employee’s continued eligibility is subject to

satisfactory job performance, including being reachable during work hours, as determined by the
immediate supervisor and/or Program Director.

Equipment/Tools
The TJPDC may provide specific tools/equipment for the employee to perform his/her current duties.

Equipment may include a laptop computer, monitor, mouse, and necessary software. Other equipment
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supplies, and internet access are the responsibility of the employee, and no additional compensation will
be provided for such items. An employee must have adequate broadband access to participate in virtual
meetings via video conferencing software, such as Zoom, Teams, etc.

Equipment, software, and data provided by the TIPDC for use at the remote work location is limited to
authorized persons and for purposes relating to TJPDC business, in accordance with the Electronic
Communications section of the Employee Handbook. The TIPDC will provide for repairs only to
TJPDC equipment. When the employee optionally uses her/his own equipment, the employee is
responsible for maintenance, repair, and replacement of that equipment.

Reasonable effort should be made to ensure the safety and security of any TIPDC materials or
equipment taken home, to prevent loss, damage, or theft. Documents containing sensitive information

(e.g., personnel records) and original copies of financial records should not be taken home.

All work documents shall be saved on TJIPDC-approved and provided storage media, such as network
file server (through VPN), Microsoft Office 365, or other TIPDC-provided storage. No documents
should be saved exclusively on personal devices.

Worker’s Compensation
During work hours and while performing work functions, teleworkers may be covered by worker’s

compensation.

The TJPDC is not liable for loss, destruction, or injury that may occur in or to the employee’s home.
This includes family members, visitors, or others that may become injured within or around the
employee’s home. No TJPDC-related in-person meetings should occur at the home.

Dependent Care
Teleworking is not a substitute for dependent care. Employees must use their judgement on whether they
need to use personal or sick leave when they have dependent care responsibilities during their

established work schedule. Teleworkers may flex their time while remaining generally available and
productive during core work hours. Dependent care must not interfere with scheduled meetings and

interactions. Temporary changes to an established schedule must be approved by the employee’s
immediate supervisor.

Sick Leave

Teleworking is not a substitute for sick leave. Employees must use their judgement on whether they
need to use sick leave when there is risk of spreading an illness or they are feeling unwell. Teleworkers

may flex their time while remaining generally available and productive during core work hours.
Exceptions may be made on a case-by-case basis to establish a pre-approved sick leave work schedule.
Temporary changes to an established schedule must be approved by the employee’s immediate

supervisor.

Communication

Employees must be generally available by phone, video conference, and email during core work hours
019:00 am to 4:00 pm on telework days. All client interactions will be conducted on a client or TJIPDC

communications platform. Teleworkers must remain available for staff meetings and other meetings
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deemed necessary by management. Employees must document on their online calendars any meetings
away from their remote work site.

Evaluation
The employee shall agree to participate in all studies, inquiries, reports, and analyses relating to this
program.

The employee remains obligated to comply with all TIPDC rules, practices, and instructions.

Policy Date: April 12, 2022

<—{ Formatted: Indent: Left: 0"
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APPENDIX G

Remote Work Agreement Form,

/{ Formatted: Font: 14 pt

(S
Fhomas

Planning District Commission

%

REMOTE WORK AGREEMENT

Employee Name

Date

Employee Signature

Immediate Supervisor Signature

Program Director Signature

Executive Director Signature

List any TIPDC equipment taken offsite for remote work:

1.
2.
3.
Monday Tuesday Wednesday Thursday Friday
TJPDC
Remote Site

A complete work schedule is required. (Please use an “x” to identify which days the employee will work either at

the TJPDC or at the alternate site.) The employee must be available between the hours of 9:00 am and 4:00 pm

on remote workdays unless otherwise specified on this form.

Remote work schedule and eligibility will be reviewed as needed.
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