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NOTICE:	PLEASE	READ	CAREFULLY	

IMPORTANT	INFORMATION	ABOUT	THIS	POLICY	MANUAL	

(

I:;4(A"1;=>(B-93-1(;4(;98$97$7(8"(4$'#$(-4(-(6'-=8;=-1(%;9;K23;7$(8"(8:$(D3%-9(E$4"3'=$4(
6"1;=;$4(-97(6'-=8;=$4(%"48("@8$9('$@$'$9=$7(&>($%61">$$4("@(.$48$'9(!$F(/921-97(
G9;#$'4;8>H((

D"F$#$'5(4;9=$(8:;4(A"1;=>(B-93-1(;4("91>(-(1;%;8$7(43%%-'>("@(6"1;=;$4(="%6;1$7(@"'(8:$(
="9#$9;$9=$("@("3'($%61">$$4(-97(436$'#;4"'45(;8(;4(9"8(;98$97$7(8"(="#$'(-11(8"6;=4("'(
=;'=3%48-9=$4(8:-8(F;11(23;7$($%61">$$4(;9(8:$(6$'@"'%-9=$("@(8:$;'(738;$4H(P(="%61$8$(1;48(
"@(-11(.!/(6$'4"99$1(6"1;=;$4(-97(6'-=8;=$4(=-9(&$(@"397(;9(8:$(A"1;=>(R;&'-'>H(

.!/('$4$'#$4(8:$(';2:8(S"9(-9(;97;#;73-1(&-4;4("'(2$9$'-11>T(8"(%-N$(-9>('$#;4;"945(
%"7;@;=-8;"945(;98$'6'$8-8;"945("'(7$1$8;"94(8"(-9>(.!/(6"1;=;$45(6'"=$73'$45(&$9$@;845("'(
"8:$'(6'"2'-%45(-8(-9>(8;%$(F;8:("'(F;8:"38(9"8;=$(-8(.!/M4(4"1$(7;4='$8;"9H((

!"8:;92(;9(8:;4(A"1;=>(B-93-1(;4(;98$97$7(8"(='$-8$(-9($J6'$44("'(;%61;$7(="98'-=8("@(
$%61">%$98H(.:;1$(;8(;4("3'(:"6$(-8(.!/(8:-8(>"3(F;11(:-#$(-(1"925(@31@;11;925(-97(43==$44@31(
=-'$$'(F;8:(345(-11($%61">%$98(;4(-8KF;115(F:;=:(%$-94(8:-8($;8:$'(8:$($%61">$$("'(.!/(
:-4(8:$(';2:8(8"(8$'%;9-8$(8:$($%61">%$98('$1-8;"94:;6(-8(-9>(8;%$5(@"'(-9>('$-4"95(F;8:("'(
F;8:"38(=-34$("'(9"8;=$H((

!"("'-1("'(F';88$9('$6'$4$98-8;"9(%-7$(&>(-9>($%61">$$5(436$'#;4"'("'(%-9-2$'("@(.!/(
=-9(%"7;@>(8:$($%61">%$98(-8KF;11('$1-8;"94:;6(391$44(;8(;4('$73=$7(8"(F';88$9(-2'$$%$98(
-97(4;29$7(&>(8:$($%61">$$(-97(Q;=$(A'$4;7$98("'(8:$(L@@;=$("@(D3%-9(E$4"3'=$4("@(
.$48$'9(!$F(/921-97(G9;#$'4;8>H((

I:;4(A"1;=>(B-93-1('$61-=$4(-97(436$'4$7$4(-9>(-97(-11(6'$#;"34(D3%-9(E$4"3'=$4(
%-93-145(23;7$1;9$45(A"1;=>(B-93-145("'(%$%"4(-97(-11("'-1(-97(F';88$9(7$4=';68;"94(-97(
$J61-9-8;"94("@(.!/M4(6"1;=;$4H((

I:;4(A"1;=>(B-93-1(-661;$4(8"(-11($%61">$$4('$2-'71$44("@(7-8$("@(:;'$H(	

	

	

	

	

	

	

	

/human-resources/policies/index.cfm


!



!

!"#$%$&'(
ADA	COMPLIANCE	

"#!$%!#&'!()*$+,!)-!#&'!./$0'1%$#,!#)!(1)0$2'!1'3%)/34*'!3++)55)23#$)/%!)1!3+32'5$+!3267%#5'/#%!8&'/!
/'+'%%31,9!

:;:!<)*$+,!!

APPEARANCE	

='%#'1/!>'8!?/@*3/2!./$0'1%$#,!?5(*),''%!%&)7*2!21'%%!3((1)(1$3#'*,!#)!#&'$1!27#$'%A!8$#&!/)!/'@3#$0'!
$5(3+#!)/!#&'!./$0'1%$#,B%!$53@'9!

:(('313/+'!<)*$+,!!

ATTENDANCE		

"#!$%!#&'!()*$+,!)-!#&'!./$0'1%$#,!#&3#!C3+7*#,!3/2!D#3--!1'()1#!-)1!27#,!3#!#&'!3%%$@/'2!#$5'!3/2!(*3+'A!
1'53$/!)/!27#,!271$/@!%+&'27*'2!8)1E!&)71%A!3/2!3++713#'*,!1'()1#!&)71%!8)1E'2!3/2!*'30'!#3E'/!$/!
3++)123/+'!8$#&!D#3#'!3/2!C'2'13*!*389!

:##'/23/+'!<)*$+,!!

BEREAVEMENT	(FUNERAL)	LEAVE	

./$0'1%$#,!'5(*),''%!31'!(1)0$2'2!8$#&!(3$2!#$5'!)--!-)1!53E$/@!3113/@'5'/#%A!%'##*$/@!-35$*,!3--3$1%A!
4'1'30'5'/#A!3/2F)1!3##'/2$/@!#&'!-7/'13*!)1!5'5)1$3*!%'10$+'!)-!3!5'54'1!)-!#&'!$55'2$3#'!-35$*,9!

G'1'30'5'/#!<)*$+,!!

CONSENSUAL	RELATIONSHIP	

=>?!%#1$0'%!#)!(1)0$2'!3/!'27+3#$)/3*!3/2!8)1E!'/0$1)/5'/#!#&3#!$%!+)**'@$3*A!1'%('+#-7*!3/2!(1)27+#$0'9!
H&$%!()*$+,!'%#34*$%&'%!17*'%!-)1!#&'!+)/27+#!)-!+)/%'/%73*!1'*3#$)/%&$(%!4'#8''/!'5(*),''%!3/2!
4'#8''/!'5(*),''%!3/2!%#72'/#%A!$/+*72$/@!%7('10$%)1,!('1%)//'*A!$/!3/!3##'5(#!#)!(1'0'/#!+)/-*$+#%!
3/2!53$/#3$/!3!(1)27+#$0'!3/2!(1)-'%%$)/3*!8)1E!'/0$1)/5'/#9!

I)/%'/%73*!J'*3#$)/%&$(!<)*$+,!!

DIVERSITY,	EQUITY,	AND	INCLUSION	

=>?!'K('+#%!#&3#!'3+&!5'54'1!)-!)71!+)557/$#,!8$**!4'!#1'3#'2!8$#&!+$0$*$#,A!1'%('+#A!3/2!2$@/$#,9!!"-!3!
2$%3@1''5'/#!)++71%!4'#8''/!$/2$0$273*%!3/2F)1!@1)7(%A!8'!'K('+#!#&3#!#&'!5'1$#%!)-!)(()%$/@!
()%$#$)/%!8$**!4'!2$%+7%%'2!8$#&)7#!1'%)1#!#)!$/%7*#A!('1%)/3*!3##3+EA!)1!4$3%9!!G'&30$)1!)1!+)/27+#!#&3#!$%!
4$3%'2!)1!&313%%$/@!8$**!/)#!4'!#)*'13#'29!

;$0'1%$#,A!?L7$#,A!3/2!"/+*7%$)/!<)*$+,!!

	

	

	

/human-resources/policies/americans-with-disabilities-act
/human-resources/policies/appearance
/human-resources/policies/attendance
/human-resources/policies/bereavement-leave
/human-resources/policies/consensual-relationship
/human-resources/policies/diversity-equity-inclusion


!

EMPLOYEE	ASSISTANCE	PROGRAM	(EAP)	

H&'!./$0'1%$#,!53$/#3$/%!3/!?5(*),''!:%%$%#3/+'!<1)@135!#)!(1)0$2'!&'*(!3/2!+)7/%'*$/@!-)1!)/M!)1!)--M!
#&'M6)4!'5)#$)/3*A!-35$*,A!%74%#3/+'!347%'A!*'@3*A!3/2!-$/3/+$3*!(1)4*'5%A!'#+9A!-)1!'5(*),''%!3/2!#&'$1!
-35$*$'%9!

?:<!<)*$+,!!

EMERGENCY	CLOSURES	AND	SNOW	DAYS	

;71$/@!#&'!,'31!$#!53,!4'!/'+'%%31,!#)!%7%('/2!%)5'!)1!3**!)-!./$0'1%$#,!)('13#$)/%!27'!#)!$/+*'5'/#!
8'3#&'1!)1!)#&'1!'5'1@'/+,!'0'/#%9!

?5'1@'/+,!I*)%71'%!3/2!D/)8!;3,%!<)*$+,!!

EMPLOYEE	CONFLICT	OF	INTEREST	

"#!$%!#&'!()*$+,!)-!#&'!./$0'1%$#,!#&3#!C3+7*#,!3/2!D#3--!30)$2!3/,!+)/-*$+#A!)1!3(('313/+'!)-!+)/-*$+#A!
4'#8''/!('1%)/3*!$/#'1'%#%!3/2!#&'!$/#'1'%#%!)-!#&'!./$0'1%$#,!$/!2'3*$/@!8$#&!3/,!)1@3/$N3#$)/!)1!#&$12!
(31#,9!=&'/!C3+7*#,!3/2!D#3--!31'!3831'!#&3#!%7+&!)1@3/$N3#$)/!)1!$/2$0$273*!O$P!&3%!)1!%''E%!#)!&30'!3!
47%$/'%%!1'*3#$)/%&$(!8$#&!#&'!./$0'1%$#,A!)1!O$$P!&3%!)46'+#$0'%!)1!$/#'1'%#%!#&3#!53,!4'!320'1%'!#)!#&'!
./$0'1%$#,Q%!$/#'1'%#%A!C3+7*#,!3/2!D#3--!31'!'K('+#'2!#)!30)$2!%7+&!+)/-*$+#%!)-!$/#'1'%#A!#)!2$%+*)%'!3/,!
('1%)/3*!$/#'1'%#!#&3#!53,!+)/-*$+#!8$#&!#&'$1!)4*$@3#$)/%!#)!#&'!./$0'1%$#,A!3/2!#)!1'-13$/!-1)5!
$/-*7'/+$/@!3/,!2'+$%$)/!)-!#&'!./$0'1%$#,!)/!3!53##'1!$/!8&$+&!%7+&!3!+)/-*$+#!'K$%#%9!

?5(*),''!I)/-*$+#!)-!"/#'1'%#!<)*$+,!!

EMPLOYEE	DISCIPLINE		

='%#'1/!>'8!?/@*3/2!./$0'1%$#,!&3%!$5(*'5'/#'2!3!(1)@1'%%$0'!2$%+$(*$/'!()*$+,!3/2!(1)+'271'%!#&3#!
31'!2'%$@/'2!#)!(1)0$2'!3!%#17+#71'2!+)11'+#$0'!3+#$)/!(1)+'%%!#)!$5(1)0'!3/2!(1'0'/#!3!1'+711'/+'!)-!
7/2'%$134*'!C3+7*#,!3/2!D#3--!4'&30$)1!3/2!('1-)153/+'9!

?5(*),''!;$%+$(*$/'!<)*$+,!!

FIREARMS		
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