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General Provisions

Purpose

The St. Tammany Parish Personnel Policies (hereinafter referredto as "the Manual") is adopted
pursuant to the terms of the Home Rule Charter, specifically Section 4-10(D). The goals of the
Manual are:

e Toprovidefairand equitable policies of employee management;

e Toprovide aclear setof expectationsand responsibilitiesfor the employees of St. Tammany
Parish Government, hereinafter referredtoas“STPG” or the “Parish”;

e Tooffercompensationandbenefitssuitable for the recruitmentand retention of excellent
staff;

e Toensurethat, at aminimum,STPGemployment practices meet State and Federal
requirements;

o Toguide Parish Governmentleadershipinthe execution of sound management practices and

procedures, and to make effective use of humanresources.

Toaffirmthe “at will” nature of employment;

Topromote a healthywork environment thatensuresrespect for all;

Toencourage effective communication between management and staff;

Toreinforce employees’ primary duty to serve the citizens of St. Tammany Parishto the best

of their ability.

Scope

These policiesapply tothe employeesof St. Tammany Parish Government, i.e., the employeesof the
Parish Council, Parish President, CAO, and Parish departments. Hereinafter, these employeesshall
be called “Parishemployees.”

STPG providesonlya payroll service,accesstoinsurances, and a retirement plan for several agencies
that are otherwise notunder the control of STPG. Hereinafter, the employeesof these agenciesshall
be called “agency employees”

22" Judicial District Court

Registrar of Voters

Justicesofthe Peace and Constables
Slidell City Court

St. Tammany Parish Jury Commission

The servicesprovidedfor these agenciesinclude 1) collection of documentationfor payroll
production, 2) deduction of benefitsasrequired by law and pursuant to employee benefit selections,
and 3) participationin Parish-provided group insurances and the relevant retirement systems to the
extentthe agency employeesmeeteligibility requirements established by contract, law, or these
policies. Exceptasdescribedinthisparagraph,these policiesdo notestablish St. Tammany Parish
Governmentas the employer of agencyemployees. Further, the Parish makes nocommitmentto
fundany level of salaries and benefitsfor Agency employees.
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Familiarity with this Manual

It shall be the responsibility of every Parishemployee to know and be familiar with the provisions of
these Policies. Itshall be the responsibility of every Agency employee to know and be familiar with
the employment policiesof their Agency and the provisions of this Manual related to payroll
production, payroll deductions, and applicable insurancesand retirement. Policies applicable to
Agencyemployeesshall be specifically designated throughout this Manual. Changestothe policiesin
this manual shall be distributedto all coveredemployees, and all such employees shall acknowledge
they have received and understand the changes.

Disclaimer

The Parishspecificallyreservesthe rightto repeal, modify, or amend these Policies atany time, as
may be set forth by law or ordinance. None of these provisions shall be deemedto create any vested
contractual rightsfor any employee includinganyright that would modify the “at will” nature of
employment, nor tolimit the power of the Parish or the Parish Presidentto interpretor applythese
Policies. These Policiesare not to be interpreted as promises of specific individual treatment. “At will”
meansemploymentwhich can be terminated atany time for any reason by either the employee or
employer,and with or without just cause.

Effective Date

Effective October 20, 2023. Thismanual shall supersede and replace any and all previous St.
Tammany Parish Personnel Policy Manuals.

Contingency Policy

Whenever facts and circumstancesexist whichwould require animmediate addition, deletion, or
revisiontothese Policies, the Parish Presidentisauthorizedto establish such addition, deletion, or
revision, the effective date of which shall occur uponthe promulgation of such to all affected
employeesand the term of which shall be for no more than sixty (60) daysfrom said effective date.

Federal, State, and Local Laws Creating a Positive Work
Environment

Diversity, Inclusion, and Equal Opportunity

We are Team Tammany. We work together because we acknowledge that the talents of individuals
are surpassed by the accomplishments of agroup. Together we grow by listening toideas thatwe
have notpreviously considered. Together we learn by inviting perspectivesthatare newto us. Our

strengthisinour differences.
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Equal Employment Opportunity

St. Tammany Parish Governmentoffersequal employmentopportunitiesto all employees, applicants
foremployment, and appointed representativeswithout regard torace, color, creed, national origin,
citizenship, sexor gender (including pregnancy, childbirth, and pregnancy-related conditions), sexual
orientation, gender identity, marital status, religion, age, disability, geneticinformation, service inthe
military, or any other characteristic protected by applicable federal, state, or local laws and
ordinances. Equal employment opportunity appliestoall termsand conditions of employment,
including hiring, placement, promotion,termination, layoff, transfer, leave of absence, compensation,
performance evaluations, and training. St. Tammany Parish Government promotesanenvironment
free of discriminationtocitizens, customers, visitors, vendors, contractors, and associates.

The goalsand objectivesof the Equal Employment Opportunity Policy are to:

e Ensurefairtreatmentand non-discriminationin hiring and employment.

e Provide compliance with state and federal equal opportunity requirements and regulations.

e Provide abasis for encouraging those who do business with the Parish to practice equal
employmentopportunity.

Consistentwiththese goalsand obligations, St. Tammany Parish Government employeesand
applicantsfor employmentare protected against retaliation for actionssuch as reporting
discrimination, harassment, and whistleblowing. Also, St. Tammany Parish Government provides
reasonable accommodationstoemployeesand applicantswith disabilities (see Americanswith
Disabilities Act below), and for sincerely held religious beliefs.

Program Responsibility

Unlessotherwise designated by the Parish President, the Director of Human Resourcesshall serve
as the Equal Employment Opportunity Officer (EEO Officer) to carry out the Equal Employment
Opportunity Policyand Program. The EEO Officer shall be the focal pointfor the Parish'sequal
opportunity effortsand shall advise and assist staff and management personnelin all matters
regarding implementation of and compliance with the Equal Employment Opportunity Policy. The
EEO Officer shall additionally be responsiblefor the successful execution of the program and
utilizing the assistance of appropriate state and community agencies. Anemployeeshould contact
the EEO Officerif they have any questions or concerns.

Equal Employment Opportunity Practices
e Reviewall positionqualificationsandjobdescriptionsto ensure requirementsare relevantto
the tasks to be performed. Make recommendations asneededtodelete requirements not
reasonably related to the tasks to be performed.

e Assurethat pay and benefitsdepend uponjobresponsibility and, along with overtime work,
are administeredona non-discriminatory basis.

e Informand provide guidance to staff and management personnel who make hiring decisions
to ensure that all applicantsforemployment and all employment-related decisionsregarding
employees, includingthose of minoritiesand women, are considered without discrimination
based on race, color, creed, national origin, citizenship, sex or gender (including pregnancy,
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childbirth, and pregnancy-related conditions), sexual orientation, gender identity, marital
status, religion, age, genetic information, servicein the military, disability, unless such
disability effectively preventsthe performance of essential functionsrequired by the
position, with or without reasonable accommodation, and/or where there isa bona fide
occupational qualification.

e Reviewproceduresandactionsto ensure equal employmentopportunityinhiring.

e Provideinformationtoexisting and new employeeswhichemphasizes how the Parish
assures equal opportunity.

Americans with Disabilities Act

St. Tammany Parish Governmentiscommitted to the fair and equal employmentof individuals with
disabilitiesunder the Americanswith Disabilities Act, hereinafter refer to asthe ADA. Reasonable
accommodationsto qualified individuals with disabilities will be provided unless the accommodation
would impose an undue hardship on the Parish. St. Tammany Parish Government prohibits any
harassment of, or discriminatory treatmentof, employeesor applicantsfor employmentbased on a
disability or because an employee hasrequested areasonable accommodation.

In accordance withthe ADA, reasonable accommodationswill be providedto qualifiedindividuals
with disabilitiestoenable them to performthe essential functions of their jobsor to enjoy the equal
benefitsand privilegesof employment. Anemployeeor applicant with adisability mayrequestan
accommodation from the Human Resources Departmentand should specify whataccommodationis
neededto performthe joband submit supporting documentation explaining the basisfor the
requested accommodation, to the extent permitted andin accordance with applicable law. The
Human Resources Department thenwill review and analyze the request, including engaging inan
interactive processwith the employee or applicant, to identify if such an accommodation can be
made, or if any other possible accommodations are appropriate. If requested, the employeeis
responsible for providing medicaldocumentation regardingthe disability and possible
accommodations. All information obtained concerningthe medical condition or history of an
applicantoremployee will be treated as confidential information, maintained in separate medical
files,and disclosed only as permitted by law.

St. Tammany Parish Government prohibitsharassment or discrimination based ondisability or
because an employee hasrequested areasonable accommodation. Likewise, retaliation against
employeesforexercisingtheir rightsunder the ADA or other applicable civil rightslawsis prohibited.
Parishemployeesare trained toensure that disabled persons have an equal opportunity to
participate inand benefitfrom Parish programs, services, and activities.

Pregnant Workers Fairness Act & Louisiana Pregnancy Accommodation
Act
St. Tammany Parish Governmentis prohibited from discriminatingagainst an applicant for

employment or anemployee with medical needs causing limitations arisingfrom pregnancy,
childbirth, and related medical conditions. Pregnancy, childbirth, and related medical conditions are
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treated as any other temporarydisability. STPG has a general duty to reasonably accommodate an
employee’s physical limitations caused by her pregnancy, unlessthe employer candemonstrate the
accommodationwould pose an undue hardship on the operation of itsbusiness. Coveredemployees
are encouraged to contact the Human Resources Department for accommodations.

PUMP Act

The Providing Urgent Maternal Protections (PUMP) for Nursing Mothers Actrequires St. Tammany
Parish Governmentto provide reasonable break time and a private, non-bathroom space for
lactating employeesto pump milk during the workday. Employees needing thisaccommodation
should contact the Human Resources Department.

Louisiana Code of Governmental Ethics

The Louisiana Code of Governmental Ethicsestablishesethical standardsand requirementsfor
public servants inthe State of Louisianaand is incorporated herein asthe St. Tammany Parish Code
of Ethics. Public servantsinclude all employeesand workers of St. Tammany Parish Government
whether elected, appointed or hired, whether paid or unpaid, whether full-time, part-time, or
temporary. The public servants of St. Tammany Parish Government shall adhere to all provisions of
the Louisiana Code of Governmental Ethics. Failure todo so may subjectthe public servantto
disciplinary actionasincludedinthis Manual and/or the proceduresand consequencesincludedin
the Louisiana Code of Governmental Ethicsitself. The Director of Human Resourcesfor the Parish
shall serve as the Ethics Liaisonfor Parishemployees. Agencies of the Parish shall appoint their own
EthicsLiaisons.

Harassment Prevention and Harassment Reporting Procedure

Harassment

Thispolicyisintendedto ensure anenvironmentwhich respectsthe dignity and worth of each
individual andis free fromall forms of unlawful discrimination,including sexual harassment and
harassment because of race, color, religion, gender, national origin,citizenship status, sexual
orientation, gender identity, age, ancestry, disability, marital status, military service and veteran
status, political affiliation or beliefor activity, or any other protected characteristic or protected
activity prohibited by law.

Workplace harassment, including sexual harassment, isnot tolerated. This policy appliesto all
harassment occurring inthe work environment whether inour officesor elsewhere. Thispolicy
coversall Parishjob applicants, interns, volunteers, or employees, elected officials, vendors,
contractors, customers, or other third parties.

Furthermore, anyretaliation against anindividual who has complained about sexual or other
harassment or retaliation againstindividualsfor cooperating with aninvestigation of aharassment
complaintissimilarly unlawful and will not be tolerated.

Harassment is conduct that has the purpose or effect of creating anintimidating, ahostile, or an
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offensive work environment; has the purpose or effect of substantially and unreasonably interfering
withan individual’swork performance; or otherwise adversely affectsanindividual’semployment
opportunities because of the individual’'s membershipinaprotectedclass.

Unlawful harassmentincludes, butis not limited to, epithets; slurs; jokes; pranks; innuendo;
comments; writtenor graphic material; stereotyping; perpetuatinggossip, written, or graphic
material that denigratesor shows hostility or aversionto a person, or other threatening, hostile, or
intimidating acts based on race, color, ancestry, national origin, gender, sex, sexual orientation,
marital status, religion, age,disability, veteran status, or another characteristic protected by state or
federal law.

While all formsof harassment are prohibited, special attention to sexual harassment may be
warranted. Sexual harassment can include all of the above behavior, as well as other unwelcome
conduct,and is generally defined under both state and federal law as unwelcome sexual advances,
requestsfor sexual favors, and other verbal or physical conduct of a sexual nature whereby:

e Submissionto suchconductiseitherexplicitly orimplicitly made atermor conditionof an
individual’'semployment; or

e Submissionto orrejection of suchconductis made either explicitly or implicitlyatermor
conditionof any individual’'semployment or as a basis for employment decisions; or

e Suchconducthas the purpose or effect of unreasonablyinterferingwith anindividual’swork
performance or creating anintimidating, ahostile, or an offensive work environment.

Other sexually oriented conduct, whether intended or not, that is unwelcome and has the effect of
creating awork environmentthatis hostile, offensive, intimidating, or humiliatingto workers may
also constitute sexual harassment.

Whileitisnot possible to list all those additional circumstances that may constitute sexual
harassment, the following are some examples of conduct that, if unwelcome, may constitute sexual
harassment depending onthe totality of the circumstances, including the severity or pervasiveness of
the conduct:

e Threateningortaking adverse employmentactionsif sexual favorsare not granted;
e Demands for sexual favors inexchange for favorable or preferential treatment;

o Unwantedflirtations, propositions sexual advances, whether theyinvolve physical touching
or not;

e Sexual epithets; jokes; writtenor oral references to sexual conduct; gossip regarding one’s
sex life; commentsabout an individual’s body; and comments about an individual’s sexual
activity, deficiencies, or prowess; inquiriesinto one’s sexual experiences;

e Displaying sexually suggestive objects, pictures, or cartoons;

e Unwelcome leering, whistling, brushing up against the body, sexual gestures, or suggestive or
insulting comments, includingunwelcome comments about appearance;
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e |nquiriesintoone’s sexual experiences;
e Repeated,unwanted requests for dates orinquiriesabout one’s dating life;

¢ Unwantedtouching.

Reporting Procedure

The Parishrequiresthe promptreporting of unlawful discrimination, including sexual or other forms
of unlawful harassment, whether you are the aggrieved person or awitnessto unlawful
discriminationor harassment. Reports may be made to yourimmediate supervisor, any department
Director, the Director of Human Resources, the Deputy CAQO, or the CAO.

Allreports of harassment, including sexual harassment, will be investigated promptly, thoroughly,
and appropriatelyunder the circumstances. The confidentiality of the reporter of harassment and
anyone who participatesinthe investigation of harassment will be protected tothe extent possible.
Everyreportof harassmentwill resultinsome action. The outcome will be communicated to the
aggrieved person andthe personaccused of harassment. Where appropriate, disciplinary action, up
to and including termination, may be taken. Intentionally false allegations of harassmentor
discriminationwill alsoresultindisciplinary action, up to and including termination.

Retaliation

Reprisal, retaliation, or other adverse action against anemployee for making acomplaintor report of
discrimination, harassment, or for participating in the investigation of any such complaintor reportis
strictly prohibited. Any suspectedretaliation or intimidation should be reported immediately toone
of the personsidentified above. Retaliationisaserious violation of this policy and will resultin
disciplinary action, where appropriate, up to and including termination.

Responsibility of Supervisors

The managersand supervisors of the Parishwill be held accountable for adhering to thispolicy, for
reporting promptly anyincident of harassmentor discrimination, and for maintaining apositive and
productive work environment. If any manager or supervisor receivesareportof harassment or
believeshe/she hasobserved harassment, the manager or supervisorisrequiredto promptly notify
one of the individualslisted above. Failure to make the required notification may subject the manager
or supervisorto discipline, up to and including termination.

Whistleblower Policy

The Parishstrives to conductits businesswith the utmost integrity and in strict accordance with all
applicable federal, state,and local law. Accordingly, employees are encouraged to bring to the
attention of the Parish any improper actionsof itsofficialsand employees. The Parish shall not
retaliate against any employee who makessuch a disclosure ingoodfaith.

Anemployee isencouraged to utilize the administrative "chain of command" inreporting these
actions. Should the employee feelintimidated or otherwise uncomfortablewith such anapproach,
he/she should request a personal meeting with either the CAO or Parish President before
proceeding with such anissue to any agency or entity outside the Parish government system.
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Improper actionsare actionsundertaken by an officer oremployee of the Parishin the performance
of his/her official dutieswhich 1) are inviolation of anyfederal, state or local law, 2) create a
substantial and specific danger to public health or safety, or 3) grossly waste public funds, including
misappropriation, fraud, or abuse of public funds. Improper actionsdo not include common personnel
actions, such as the processing of grievances, decisionsregardinghiring, promotion,firingand other
disciplinary action.

The Employment Relationship

At Will

Allemploymentrelationships at St. Tammany Parish Governmentare “at will.” At will employment
means an employee canbe terminated atany time for any reason by either the employee or
employer, with or without just cause.

Job Description

Jobdescriptions and specifications shall be maintained by the Human Resources Department for all
Parishpositions. A Parishemployee'sjobdescription shall be maintained as part of his/her personnel
file. Thejobdescriptionshall include: jobtitle, work schedule,labor grade, qualifications, example of
duties, physical requirements, special requirements, revision date, and any other relevant
information whichmay be required.

Thejobdescriptiondoesnot constitute an employment agreement between the Parish and the
employee andissubjectto change as the needs of the Parish and the requirements of the job change.
Examplesofdutieslistedinthe jobdescriptionare intended only asillustrations of the various types
of work to be performed. The omission of specific examples of duties does not exclude other duties
fromthe position if the work issimilarlyrelated orisa reasonable assignment for the position, all as
determined bythe director.

Types of Employment

e Regular Full-Time Employee: A Parishor agencyemployeewhoisassignedtoa position
whichisexpectedto continue for an indefinite duration, and who works a schedule which
totals no lessthan 28 hours per week.

e Regular Part-Time Employee: A Parishor agencyemployee whoisassignedto a position
whichisexpectedto continue for an indefinite duration, and who works a schedule that
averageslessthan 24 hours per week. In nocase shall a part-time employee work hoursin
excessof the PERS threshold for membership.

e Temporary Full-Time Employee: A Parish or agency employeewhowould be aregular full-
time employee but whose work assignment does not exceed four months.

e Temporary Part-Time Employee: A Parishor agency employee whose work assignmentdoes
not exceed four months, and whoworks a schedule that averageslessthan 24 hours per
week. In nocase shall a part-time employee work hoursin excessof the PERS threshold for

membership.
- -

St. Tammany Parish Government | Personnel Manual 12



e Intern: Aregularlyenrolledstudentinarecognized educational institutionwhoisassigned
by the Parish or agencyto an unpaid temporary or part-time position which, inthe case of
post-secondary students, isrelatedto the student's course of study, and which continuesfor
no longer thanthe currentsemester or term at the student's school.

e Volunteer: Apersonassigned bythe Parishor agency to an unpaid position for a limited time,
and who performsa service relatedto a particular Parish event, function, or objective.

Recruiting

Itis the desire of the Parishto hire the best qualified candidate for al | Parish positions and to conduct
ahiring processthat ensures equal opportunity for all job candidates. The recruiting practices of St.
Tammany Parish Governmentare consistent with the Equal Employment Opportunity Practices
included herein.

Jobopeningsorvacanciesare advertised pursuant to the CAO Manual unlessthe positionisbeing
filled by promotion of an existing Parishemployee. The Parish encourages currentemployeesto seek
the positions for whichtheyare interested and qualified. Family members of Parishemployeesare
eligiblefor hire subjecttothe Louisiana Code of Governmental Ethicsaswell asthe policiesand
practicesdescribed herein. Former Parish employeeswho were not separated fromemploymentdue
to disciplinaryreasonsare welcome asrehires. See the sectionon Annual Leave contained hereinfor
provisionsregarding rehires.

Onboarding

All new Parishemployeesshall be scheduledto meet with the Human Resources Departmentfor
general orientation. Onthe firstday of employment and continuing thereafter, the Human Resources
Departmentshall distribute and explainthe variousenrollmentforms, etc., that must be completed.
The newemployee shall be provided with information on compensation, benefits, thisManual, and
otherorientation subjectsas required by law and Parish policy.

Work Schedule

Parishtemporary full-time and regular full-time employeeswork either 40 hours duringthe
workweek or 37.5 hours duringthe workweek, asindicated onthe job description.

The workschedule for Parish part-time employeesincludesfewer hours per work week than full -
time employees. Over the course of any twelve-month period, STPG part-time employees may not
average more than 24 hours of work during aworkweek. In no case shall a part-time employee work
hours inexcess of the PERS threshold for membership.

Organizational Structure

Every Parishpositionis includedinthe Parish organizational chart by department. Parishemployees
should be familiar with the location of their position on the organizational chart which alsoindicates
the employee’s co-workers, supervisors and department Director.
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Employee Movement through the Parish Organization

It is expectedthat Parish employees may change positionsduring theiremploymentbased eitheron
the will of the Parishor of the employee. Typically, those changes are promotions, demotions, and
transfers. Aswithhires, employee movementthrough the organization shall not be based on race,
color, creed, national origin, citizenship, sex or gender (including pregnancy, childbirth, and
pregnancy-related conditions), sexual orientation,genderidentity, marital status, religion, age,
disability, geneticinformation, service inthe military, or any other characteristic protected by
applicable federal, state, or local laws and ordinances.

e Apromotion isthe change of a Parishemployee from apositionto another positionfor which
ahigher payrange and/or increased responsibilityis prescribed. Everyemployeeis
encouragedtoapply for any vacancy for which they may qualifyinaccordance with this
Manual and the CAO Manual. Selectionof anemployee for a promotion shall be based upon
their record of performance, qualifications, and the knowledge, skill, and abilities specificto
the advanced position.

Atemporary appointment may be made by the department Director asnecessaryto fill a
vacant position. Such an appointmentismade on an interim basisand the employe e shall
returnto their prior position upon completion of the assignment or upon the hiring of an
employee for the position. Anemployee shall not be appointed to a position for which they do
not possess the minimum qualifications. Atemporary, increased salaryforaninterim
appointment may be recommended by the director and approved by the CAQO, or designee,
but is not required.

e Ademotionisthe change of aParishemployee from a positionto another positionfor whicha
lower payrange and/or reduced responsibilityisprescribed. Anemployee may be demoted
voluntarily, due to reorganizationor lay off, or for disciplinary reasons. The personnelfile of
an employee who isdemoted shall include the reason(s) therefore, and exceptfor disciplinary
reasons, shall have no derogatoryimplication. Anemployee shall not be demotedtoa
position for which they do not possess the minimum qualifications.

o Atransfer fromone positiontoanother may be voluntary or involuntary and may be withina
departmentor fromone departmenttoanother. A transfer may or may not include asalary
change. Directorsinvolvedinthe transfer of a Parishemployee fromone department to
another shall facilitate the move sothat each of the departments suffer the least disruption
possible.

Trainings

Parishemployeesare encouraged to be active learners. St. Tammany Parish Government requiresall
employeestotrain annuallyfor at leastone hour on each of these topics, and any othersas required
by law:

1) The Louisiana Code of Governmental Ethics

2) Sexual Harassment Prevention

3) Sexual Harassment Preventionfor Supervisors (asapplicable)
1
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4) Cybersecurity

Failure totimely complete any of the mandatory trainings may resultindisciplinary action.

Employeesshould seek opportunitiesfor training inareasrelated totheir work or related to work
they aspire to. Likewise, supervisors should seek training opportunitiesfor their employeeswithout
regardto employees’ race, color, creed, national origin, citizenship, sex or gender (including
pregnancy, childbirth, and pregnancy-related conditions), sexual orientation, gender identity, marital
status, religion, age, disability, geneticinformation, servicein the military, or any other characteristic
protected by applicable federal, state, or local laws and ordinances.

Some employeesare requiredtotrainfor theirvariousfieldsof work to acquire or continue licenses
and certifications. Policiesregardingthese trainingsisaddressedinthe CAO Manual.

Performance Evaluations

Every Parishemployee deservesto know their value to St. Tammany Parish Government.
Supervisorsshall fairly and impartially communicate individual employee’s areas of competence,
excellenceand deficiency. It should celebrate special accomplishments, certificationsandlicenses
acquired, and honors and awards received. It should recommendrelevant trainings, suggest a path
for advancement, and provide guidance by setting reasonable objectivesand goalsfor employeesto
work toward. In addition to a supervisor’s assessment, the performance evaluation should also
include the employee’s recommendations for self and organizational improvement.

Evaluationsshall be performedregularly asrecommended by the Human Resources Department and
requiredbythe CAO Manual.

Compensation for Parish Employees

Pay Plans

Itisthe policyof the Parishto establish a compensation plan for Parish employeeswhich allowsthe
Parishto effectively compete for qualified personnel and which ensuresthatsalaries are equitable
and commensurate withthe duties performed by eachemployee. There are two (2) pay plansfor
Parishemployees, one for employeeswitha75-hour pay period (37.5-hour workweek) and another
for 80-hour employees (40-hour workweek). Each pay planisa matrix of grades and steps. The
hourlyrate for any grade and step on the 75-hour planequalsthe same grade and step onthe 80-
hour plan. Atthe time of hire,anemployee’s compensation will be designated by pay plan, grade, and
step.

Pay Plan Grades and Steps

Itisintended that jobswith commonalitiesincludingeducation and skill level, experience,
responsibility,and amount of independent action are assigned to the same labor grade. The Director
|
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of Human Resourcesshall conduct a review of apositionwhenever there isan indication that an
employee isworking above or below the established responsibilities for the position. A Parish
employee’sassigned stepistypicallydeterminedinrelationtothe employee’sexperience,
professional growth, and achievement.

Movement through the Pay Plans

Incremental pay increases may be given based on articulable internal and external factors. Internal
factors include meritasdetermined by employee performance evaluations, pay equity, benefit
changes, etc. External factors include competitioninthe marketplace, etc. Changesin pay must be
recommended by departmentdirectorsand approved pursuantto the provisionsof the CAO manual.

Cost-Of-Living Adjustment

A cost-of-living adjustment (COLA) may be granted by the Parish and is implemented by applying an
across-the-board percentage increase to the pay plans themselves. Therefore, anemployee at grade
6,step 5earning $15.50/hour will remain atgrade 6 andstep 5, but if the COLAis2%, the hourly
rate of the grade 6, step 5 will increase to $15.81. If granted, COLA increases are generally effective
beginning onthe firstfull payroll period of the intended year.

Maintenance of the Pay Plans

The Human Resources Department shall be responsible for the periodic review of the pay plans. The
review shallinclude an analysis of prevailing ratesof pay for similar positionsincomparable labor
markets and organizations, cost-of-livingfactors, budgetary considerations, and other related
internal and external factors. On the basis of thisinformation, the CAQO, or designee, shall
recommendtothe Parish President changestothe pay planswhichwould resultina more uniform
and equitable compensationfor Parishemployees.

Fair Labor Standards Act

The Fair Labor Standards Act (FLSA) requiresthatemployeesin the United States, with few
exceptions, be paid at least the federal minimumwagefor all hoursworked and be paid overtime pay
at not less than one and one-half (1 %) timesthe regular rate of payfor all hours worked over 40
hours inaworkweek. However, the FLSA provides anexemptionfrom overtime pay rulesfor some
employeeswhomeet certaincriteria. Inorder for the exempt status to apply, an employee’s specific
jobduties and salary must meetallthe requirements provided inthe FLSA regulations.

At STPG, mostemployeesdo not meetthe requirementsfor exemptstatus, and are considered non-
exempt. Therefore,non-exemptemployeesare eligible for overtime. The Human Resources
Department, withthe approval of the Chief Administrative Officer (CAO), determineexemptand
non-exempt status.
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Overtime

Full-time, non-exemptemployees are paid at the rate of time and one-half the regular rate of payfor
hours workedinexcessof the regular workweek. During exceptional circumstancesonly, the CAO
may approve an overtime rate for hours worked by exemptemployeesin excess of their normal work
week. A pay period consistsof two (2) workweeks. Any overtime hoursworked during one of the
weeks of the pay period may not be offset by the hours worked in the other week of the pay period.

STPG has more generously defined “hoursworked.” Under FLSA, “hoursworked” meanstime spent
by an employee actually performing the work they were hired to perform, and doesnot include time
off. However, STPG has determined that holidays are “hours worked” for purposes of calculating
overtime pay.

A“workweek” for STPGisthe seven-day period beginning 12:01a.m.on aSunday through midnight
on a Saturday. A pay period consistsof two (2) workweeks. Anyovertime hoursworked during one
of the weeks of the pay period shall not be offset by the hours worked inthe other week of the pay
period.

Compensatory Time

Anon-exemptemployee whoworksinexcess of the regular workweek may be compensated in paid
time off called “compensatory time” or “comp time” rather than being paid at the overtime rate. No
employee shall earn compensatory time without the prior approval of the CAO, designee, or Council
Administrator, as applicable. Compensatory timeisrecorded at 1.5 timesregular time. Forexample,
one (1) hour which would otherwise be paid at the overtime rate, will be recorded asone and a half (1
¥) hours of compensatory time. No employee shall cumulate compensatory time inexcess of 240
hours.

On Call Pay

Some employeesare required to be available towork outside of regular work hours. See the CAO
Manual for policiesregardingeligibility for and pay for being oncall.

Take Home Parish Vehicle

Some employees, due to the nature of their positionsand the demands of their work are authorized
to take a Parishvehicle home. According tothe IRS, using a work vehicle totravel between home and
work amounts to compensation thatis taxable. Therefore, authorized employeesare required to
recordfor payroll, the days they have used a Parishvehicle totravel to and from home. The Parish
imputesa value for the use of the vehicle to and fromwork, and based on that value, appliesthe
employee’stax rate to the value along with the other compensation the employee has earned. See the
CAO Manualfor policiesontake home vehicles.

Payroll

Everyemployeeisresponsible toaccuratelyrecord and submitthe number of hours worked, hours of
leave, use of a Parishvehicle,and oncall duty. Supervisorsare requiredtoreview and timelyapprove
theiremployees’ submissionsfor payroll processing. Falsification of payroll records by anyemployee
or supervisor may constitute payroll fraud, and shall be cause for disciplinary actionup to and
including termination.
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Parishemployeesshall be paid electronically every twoweeksona Friday, except when a payday
Fridayisalso a holiday as described herein. Inthose instances, employeeswill be paidonthe
workday immediately precedingthe holiday. Anemployee’s pay shall be depositedinto the bank
accountdesignated by the employee. Itisthe employee’sresponsibility to notify the Human
Resources Department of bank account changes at least one week prior to the next payday.

Payroll Deductions

The Parishapplies mandatory deductionsto employees’ pay. These include Federal and State income
taxes, Medicare contributions, and Social Security or retirement plan contributions. Other
deductions may be applicable as selected by the individual employeesincluding, but not limited to
medical,dental,andvisioninsurance premiums, supplemental insurance premiums, and deferred
compensation contributions.

The Parishis alsorequiredtodeduct from anemployee’s pay amounts dictated by Court ordersfor
support and garnishmentand other legally mandated payroll levies. Anemployee may not be
terminated, nor an applicantdenied employment, because of asingle garnishment. However,thereis
no protectionfromtermination or denial of employment of anemployee who accumulatesthree (3)
or more unrelated garnishmentswithinatwo (2) year period.

Pensionable Pay

Not all itemsof employee pay are reported asearningsto the Parochial Employees’ Retirement
System, hereinafter referredto as PERS, for purposes of their computation of compensation of final
salary undertheir rules. The earningsthatare included are called “pensionable” and those not
includedare “non-pensionable.” Pensionableearningsunder PERS include regular pay, overtime pay,
on call pay,and paidleave. Earnings that are not pensionable under PERS include allowances such as
cell phone and uniform allowances. Pensionable and non-pensionable earnings are solely determined
by PERS and are subjectto change by PERS.

Time Off (Leave and Holidays)

All provisionsunder thissection shall apply to Parishemployeesonly.

Holidays

Onlyregular full-time Parishemployees are entitled to the following paid holidays:
New Year's Day
Martin Luther King's Birthday
Presidents' Day
Lundi Gras
Mardi Gras
Good Friday
Memorial Day
Juneteenth
Independence Day
Labor Day
Columbus Day as observed or Fair Day (See CAO Manual)
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Veterans' Day as observed
Thanksgiving Day

Friday after Thanksgiving
ChristmasEve

Christmas Day

New Year's Eve

Anyother holiday which may be declared fromtime totime by the Parish President. Whenever a
holiday occurson a Sunday, the first work day thereafter shall be the day on whichthe holidayis
observed. Whenever aholidayoccursona Saturday, the work day immediately preceding such shall
be the day the holidayis observed.

Leave

Leave meansa period of time, used inincrementsof no less than % hour, that a Parishemployeeis
absent fromwork. It shall not include aholiday, break time or lunch time. Leave must be requested at
leastfive (5) days inadvance whenthe needfor leave isforeseeable. If not, the request must be made
as soon as the employee isable. Directorsand supervisorsshall consider a leave requestbased on
the employee’sneed and the department’s business activity, including staffing le vels and workloads,
during the time of leave. Directorsare authorized to develop and implement additional fair and
equitable proceduresand policiesregardingthe schedulingof leave. Employeeswiththree (3) or
more years of employmentwith STPGonJanuary 1 shall take at leastfive (5) consecutive work days
of leave during each calendar year. Leave must be requested, approved, and recorded inamanner
consistentwith the CAO Manual.

Paid Leave

Annual Leave
Annual Leave ispaid leave available only to regular, full-time Parishemployeesfor vacation, personal
business, and any other reasonincluding illnessor injury, subject to the following provisions:

e Newregular, full-time Parishemployees shall beginto accrue Annual Leave beginning onthe
first of the month following date of hire. Annual Leave shall accrue atthe rate of 3.08 hours
per bi-weekly pay period for 80-hour employeesand 2.8 hours per bi-weekly pay period for
75-hour employeesandwill continue accruing until January 1 following the employee’sfirst
full calendar year of employment. OnJanuary 1 following the employee’sfirstfull calendar
year of employment, the new regular, full-time Parishemployeeshall receive Annual Leave in
amounts indicated onthe following chart.

e Beginningonthefirstof the monthfollowing the date of re-employment, and subjectto
prorationforthe remaining whole monthsinthe calendar year thereafter, the amount of
Annual Leave towhicharehireisentitledisbased on where the rehire wassituated on the
chart belowwhentheylast left STPGemployment. Theintentisforthe rehire topickup
where theyleft off interms of the amount of Annual Leave they receive uponrehire, subject
to the waiting period and proration described above. Arehire shall not receive more Annual
Leave, nor more quickly, upontheir re-employment for the Parishthanif they had not
separated fromthe Parish. Additionally,innocase shall a rehire receive Annual Leave that
was previously paid out upon termination.
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e Otherwise, regular full-time Parishemployeeswill receive Annual Leave for the calendar year
onJanuary 1, 2023 andevery January 1 thereafter, inthe amountsindicated inthe following

table:
For Employees with the Below
Years of Employment with STPG, Hours of Paid Leave | Hours of Paid Leave
. Days of
or for Existing Employees, the Paid Leave for Employeeson for Employees on
Below Years of Service as Defined 7 5-hour Schedule 80-hour Schedule
by the Previous Policy
Lessthan 2yearsonJanuary 1 10 75 80
2 through 5 years on January 1 13 97.5 104
6 through 11yearson January 1 17 127.5 136
12 through 17 years on January 1 21 157.5 168
18 ormoreyearson January 1 23 172.5 184

e Exceptasprovidedbylaw or specifically excepted inthisManual, Annual Leave shall be
exhausted before Leave without Pay, LWOP, may be used.

e Employeeswhouse more than three (3) working daysfor a circumstance potentially
covered by Familyand Medical Leave Act (FMLA), must report the absence to Human
Resources. See FMLA below.

e Employeeswhouse more than five (5) working daysfor their ownillnessor injury may be
requiredtopresentareturn-to-work authorization from ahealth care provider.

e Employeesmustrequestto use Annual Leave inadvance inall possible cases. Priorto
approval of Annual Leave requests, supervisorsshall reasonably assess whether the
amount of leave, the dates of leave, and Parish work demands are conducive tothe
requestfor leave.

e Employeeswhodonot take all of their Annual Leave during the calendar year, may roll
theirunused Annual Leave to the next calendar year up to 240 hours. Any unused hours
of Annual Leave inexcessof 240 at the end of the year will be lost.

e Requeststo use Annual Leave the day before or the day after a Parish holiday must be
requestedinadvance. Employeeswhodonot reportfor work the day before or the day
after a Parish holiday without prior approval of their supervisor will not be paid for the
missed workdays, and will notreceive holiday pay for the holiday unless a written excuse
froma healthcare providerispresented.
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e Uponseparation fromemployment, regular, full-time Parishemployees shall be paid out
available unused Annual Leave.

Sick Leave

Sick leave ispaidtime off available to regular, full-time Parishemployeesto be usedforillness or
injury, or to care for an immediate family memberwithinjuryorillness. Sickleave isaccrued every
pay period andis subjectto the following provisions: New andrehired regular, full-time Parish
employeesshall beginto accrue sick leave beginning on the first of the month following date of hire
on a per period basis, subject to the table below; and thereafter, new and continuing regular full-time
Parishemployeesshall accrue sick leave every pay period inthe amounts indicatedin the table below
up to a capof 240 hours.

Employeeswhoreachthe 240-hour capwill notaccrue sick leave until their balance fallsbelow 240
hours. Atno time will anemployee have Sick Leave inexcess of 240 hours available for use.

Sick Leave isnot compensable and therefore isnot paid out upon termination, nor upontransferto a
part-time position. Requeststo use Sick Leave the day before or the day after a Parish holiday must
be made in advance. Employeeswho do not report for work the day before or the day after a holiday
withoutthe prior approval of their supervisor will not be paidfor the missed days and will not receive
holiday pay for the holiday unlessa written excuse from ahealthcare provider is presented.

An“immediate family member” asused inthis section means an employee’s spouse, child, parent,
sibling, grandparents, parent-in-law, sibling-in-law, children-in-law, grandchildren, step-parent, step-
child, step-sibling, or any person related by blood or marriage who resideswiththe employee, or any
personwho stands in reference tothe employee asaspouse.

Sick Leave accruesas follows:

Hours of Paid Time Off Hours of Paid Time Off for Davs of Paid Time
for Employeeson 75- Employees on 80-hour Y Off
Hour Schedule Schedule
2.6 2.8 9.1 (rounded)

Employeeswho use more than three (3) working daysfor a circumstance potentially covered by
Family and Medical Leave Act (FMLA), must report the absence to Human Resources. See FMLA
below.

Employeeswho use more than five (5) working daysfor their ownillnessor injury may be requiredto
presenta return-to-work authorization from a health care provider.

Compensatory Leave

Whena Parishemployee usesrecorded compensatory time,itiscalled “compensatory leave.”
Requests for compensatory leave shall be approved by the department Director or Council
Administrator based on anticipated staffing and workload during the requested time off. When
possible, an employee shall request compensatory leave inthe month the compensatory time was
earned, otherwise, nolonger than thirty (30) daysthereafter. The Parish may require the use of
1
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compensatory leave in priority to other paidleave, or may pay out the compensatory leave at any
time.

Jury Duty

Regular, full-time Parish employeeswho are subpoenaed for jury duty, will be paid for up to five (5)
days of absence due to juryduty. A“day” inthiscase, meansthe regular workdayof 7.5 or 8 hours
depending onthe employee’swork schedule. Other Parishemployeeswho are subpoenaedfor jury
duty will be paid only the hours those employeeswere scheduled towork onthe firstday of jury duty,
pursuantto La. RS 23:965. Parishemployeesservingjurydutyare requiredto presentto Human
Resourcesa copyof their subpoenaand may be requiredto presenta documentfromthe Court
indicating the employees’ daysor hours of jury service.

Bereavement Leave

Regular, full-time Parish employeeswho experience the death of animmediate family member as
definedhereinare entitledtotwo (2) paid daysof Bereavement Leave to handle matterssurrounding
the death and to mourn and recover from the experience. Regular, full- time Parishemployees who
experience the death of anon-immediate family member are entitled to one (1) paid day of
Bereavement Leave. Anemployee shall not receive paidleave under this section for more than four
(4) occurrencesinacalendar year. An “immediate family member” asused in this section meansan
employee’sspouse, child, parent, sibling, grandparents, parent-in-law,sibling-in-law, children-in-law,
grandchildren, step-parent, step-child, step-sibling, or any personrelated by blood or marriage who
resideswiththe employee, or any personwho stands inreference tothe employee asaspouse. A
“day” inthis case, means the regular workday of 7.5 or 8 hours depending onthe employee’swork
schedule.

Military Leave

Annual Training

Employeeswho are members of a reserve component of the Armed Forcesof the United Statesor
the National Guard shall be granted a leave of absence without loss of pay, time, accumulated leave,
or service rating whenordered to annual training by official written military ordersfor aperiod not to
exceedfifteen(15) workingdaysinany calendaryear. Thistype of leave of absence will be
consideredmilitaryleave. A “day” inthis case, means the number of hours of the employeeis
regularly scheduled towork.

Anemployee requesting military leave for annual training shall submit, with their writtenrequest for
military leave, their ordersassoon as said ordersare available.

Other Active Duty

Employeeswhoare inducted or ordered to active duty withthe Armed Forcesof the United States or
National Guard may use other paidleave until exhausted, and thereafter shall be on leave without
pay. Employeescalled to active duty shall submit, with their writtenrequest for military leave, their
ordersas soonas said ordersare available.

Leave, benefitrightsand reinstatement shall be afforded in accordance with all federal and state
laws. (USERRA - Uniformed Services Employment & Reemployment Rights Act of 1994 and MSRA -
Military Service Relief Act).
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Other Leave

Family and Medical Leave

St. Tammany Parish Governmentcomplieswith the federal Familyand Medical Leave Act,
hereinafter referredtoasFMLA, whichrequiresemployersto grantunpaid,job protected, leaves of
absence to qualified workersfor certain medical and family-related reasons. St. Tammany Parish
Governmentalso abides by state leave laws. The more generousof the lawswill apply to the
employee if the employee iseligibleunder bothfederal and state laws.

There are many requirements, qualifications, and exceptionsunder these laws, and eachemployee’s
situation isdifferent. Employeesare encouraged to contact the Human Resources departmentto
discuss optionsfor leave.

Employee eligibility

The FMLA defineseligibleemployeesasemployeeswho 1) have workedfor the Parish for at least 12
months and 2) have worked for the Parishfor at least 1,250 hoursinthe previous 12 months. The
12-month periodisarolling period measured backward from the date an employee usesany FMLA
leave.

Basicleave entitlement

The FMLA requires covered employersto provide up to 12 weeks of unpaid, job-protectedleave to
eligibleemployeesfor the followingreasons: 1) for incapacity due to pregnancy, prenatal medical
care,or childbirth; 2) to care for the employee’s child after birth or placement for adoption or foster
care; 3) tocare for the employee’s spouse, child, or parent who has a serious health condition; or 4)
for a serious health condition that makes the employee unable towork.

SeriousHealth Condition

A“serioushealthcondition”isan illness,aninjury, an impairment, or a physical or mental condition
that involveseither anovernightstay in amedical care facility or continuing treatment by a
healthcare provider for acondition that either preventsthe employee from performingthe functions
of the employee’sjob or preventsthe qualified family memberfrom participatingin school, work, or
other daily activities.

Continuing Treatment

“‘Continuing treatment” means a period of incapacity of more than three (3) consecutive calendar
days combinedwith at least two (2) visitsto a healthcare provider or one (1) visitand a regimen of
continuing treatment, incapacity due to pregnancy, or incapacity due to a chronic condition. Other
conditionssuch as some chronic conditions may meet the definition of “continuing treatment.”

Military Family Leave for Exigent Circumstances

Military family leave for exigent circumstances. Eligible employeeswith a spouse, child, or parenton
active duty or calledto active duty status inthe National Guard or Reservesinsupport of a
contingency operation may use their 12-weekleave entitlement to address certain qualifying
exigencies.
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Qualifying Exigencies

“‘Qualifying exigencies” mayinclude addressing issuesthat arise from 1) short notice of deployment
(limitedtoupto 7 days of leave); 2) attending certain military events and related activity; 3) arranging
child care and school activities; 4) addressing certainfinancial and legal arrangements; 5) attending
certaincounseling sessions; 6) spending timewith covered military family members on short-term
temporaryrest and recuperationleave (limitedtoupto 5 days of leave); 7) attending post-
deploymentreintegrationbriefings; 8) arrangingcare for or providing care toaparentwho is
incapable of self-care; and 9) any additional activities agreed upon by the employer and employee
that arise out of the military member’s active duty or call to active duty.

Military familyleave to care for servicemember.

The FMLA alsoincludesaspecial leave entitlementthat permitseligibleemployeestotake upto 26
weeksof leave tocare for a covered servicemember duringasingle 12-month period. The 12-month
periodismeasuredforwardfromthe date an employee first takesthat type of leave.
A“coveredservicemember”isacurrent member of the armedforces, includingamember of the
National Guard or reserves,whohas a seriousinjuryorillnessincurredinthe line of dutyon active
duty that may render the servicemember medically unfitto performthe duties of the
servicemember’soffice, grade, rank, or rating and for whichthe servicememberisundergoing
medical treatment, recuperation, or therapy; isinoutpatient status; or is on the temporarydisability
retiredlist.

Benefitsand protectionsduring FMLA leave.

During FMLA leave, the Parishwill maintainthe employee’s health coverage under any “group health
plan”on the same termsas if the employee had continued towork. The responsibility of the employee
to pay for their selected benefits continuesduring the period of FMLAleave. Uponreturnfrom
FMLA leave, mostemployeeswill be restoredtotheir original or equivalent positionswith equivalent
pay, benefits, and other employmentterms. However, anemployee on FMLA leave does not have any
greaterrighttoreinstatementor to other benefits and conditions of employment thanif the
employee had been continuously employed duringthe FMLAleave period.

Use of leave

For birthof a child or placementof achild for adoptionor foster care, leave must be used within
twelve (12) monthsfollowingthe birth or placement. FMLA need not be taken in one block; leave can
be taken intermittentlyor ona reducedwork schedule when medically necessary. Employees must
make reasonable effortsto schedule leave for planned medical treatment so as not to unduly disrupt
the employer’soperations. Leave due to qualifying exigencies also may be taken on an intermittent or
areducedworkschedule basis. Absencesdue to disability and workers’ compensation may also be
due to a serious health condition; therefore, those absences may qualify as FMLA leave and count
againstthe employee’s FMLA leave entitlement. Leave taken for circumstanceswhich do not qualify
as FMLA leave, will not count againstanemployee’s leave entitlement.

Holidays
When a holidayfallsduring aweekinwhich an employee istaking the full week of FMLA leave, the

entire weekiscounted as FMLA leave. However,when aholidayfallsduring aweek when an
employee istaking lessthan the full week of FMLA leave, the holidayisnot countedas FMLA leave,
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unlessthe employee was scheduled and expected towork on the holiday and used FMLA leave for
that day.

Substitution of paidleave for unpaid FEMLA leave

St. Tammany Parish Governmentrequiresthe use of paid leave, if available, while taking unpaid
FMLA leave. Thismeanspaidleave runsconcurrently, simultaneously with unpaid FMLA leave.

Unpaid FMLA leave doesnotinclude absenceswhenthe employee alsoreceives benefits, in any
amount, fromdisability insurancesor workers compensation.

Employee responsibilities

Employees must provide 30 days’ advance notice of the need totake FMLA leave whenthe needis
foreseeable. When 30 days’' notice isnot possible, employees must provide notice as soon as
practicable and must complywiththe proceduresof the Human Resources Departmentor its
designee. St. Tammany Parish Government may delay leave toemployeeswho do not provide proper
advance notice of the foreseeable need for leave, absent unusual circumstances preventingthe
notice.

Employees must provide sufficientinformationfor the Human Resources Department or itsdesignee
to determineif the leave qualifiesfor FMLA protection and the anticipated timing and duration of the
leave. Employees may be requiredto provide acertification and periodic recertification supporting
the needfor leave. St. Tammany Parish Government also may require asecond and, if necessary, a
third opinion (at the company’sexpense). St. Tammany Parish Government also may delay or deny
approval of leave for lack of proper medical certification.

During FMLA leave, employees may also be required to provide their supervisor or the Human
Resources Departmentof their status and intentto returnto work. Employeesonunpaid FMLA
leave are requiredtoarrange to pay the healthinsurance premiumsfor dependent coveragethey
would have otherwise paidviapayroll deduction.

Parish responsibilities

The Human Resources Departmentor its designee will inform employees requesting leavewhether
they areeligibleunder the FMLA. If they are, the notice will specify any additional information
required, aswell asthe employees’ rightsand responsibilities. If employeesare noteligible, the
companywill provide areasonfor the ineligibility.

The Human Resources Departmentor its designee will inform employees if leave will be designated
as FMLA-protected and the amount of leave counted against the employees FMLAleave
entitlement. If the leave isnot FMLA-protected, the Human Resources Department orits designee
will notify the employees.

As long asthe employee on FMLA leave continues to pay premiums for dependent healthinsurance
coverage, the Parishwill maintain that coverage.
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Return to work

Whenthe leave isa result of the employee’sown serious health condition, afitness-for-duty reportis
requiredtoreturnto work. Employeeswhofail toreportto work whenreleasedtodo so by a health
care provider will be terminated.

After FMLA leave isexhausted

Once an employee hasexhausted their FMLA leaveandisunable to returnto work due to their own
serious health condition, the circumstanceswill be evaluated by the Human Resources Department
and the Director of the employee’sdepartment to determine if an extended absence isappropriate

under the Americanswith Disabilities Act (ADA).

Extended leave under the ADA.

Extendedleave followingFMLA leave may be considered areasonable accommodationunder the
Americanswith Disabilities Act (ADA) if the serious health conditionis also adisability. Aswith all
accommodationsunder the ADA, an interactive dialogue between the employee and Human
Resources Departmentis required todetermine if extended leave will provide the employee timeto
heal so they canperformtheir job comparablytoa similarly situated employee without adisability.
Additionally, the employee must provide acertain date by which they will returntowork, and the
amount of leave must not be an undue hardship on St. Tammany Parish Government operations.
Extendedleave under the ADA for an indefinite period is not permitted.

1. Other Provisions Regarding FMLAand ADA

Employeesmay not performworkfor self-employmentor for any other employer during an
approved leave of absence under the FMLA or ADA, exceptwhenthe leave isfor military
service.

2. Leavefor Pregnancy, Childbirth,and Related Medical Conditions

Afemale employee affected by pregnancy, childbirth, or related medical conditionisentitled
to leave onaccount of pregnancy, for a reasonable period of time which means

e six(6)weeksforanormal pregnancyandchildbirth, or

e theperiodoftimeduring whichthe female employeeisdisabled onaccountofthe
pregnancy, childbirth, or related medical conditions, but notinexcessof four (4) months.

Afemale employee affected by pregnancy, childbirth, or related medical conditionisentitledto the
above described leave beginningwith the firstday of employment, and without regard to the
employee’sstatus as regular full-time, regular part-time, or temporary full-time.

The Parishrequiresemployeescovered by thissectionto provide reasonable advance notice of the
date suchleave shall commence, and the estimated duration of the leave.

Leave for pregnancy, childbirth, or related medical conditionshall runconcurrently with other leave
forwhichthe affectedemployeeisqualified and hasavailable. If the employeeisalsoon FMLA leave
or extended ADA leave, the employee must substitute paid leave for the leave described inthis
1
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section. If theemployee isnotalso on FMLA leave or extended ADA leave, the employee shall use
paidleave insubstitution for the leave describedinthissection.

Leave for Medical Testing As Mandated by Louisiana Law

When medically necessary,an STPG employeeshall be given one day of leave to obtain genetic
testing or preventive cancer screening subject to afifteen (15) day notice fromthe employee to their
supervisor. The employee shall make reasonable efforts to not unduly disrupt department operations
and may be requiredto provide documentation confirmingthe testing. Thisisunpaid leave, and St.
Tammany Parish Governmentrequiresthe use of paid leave, if available,in substitutionfor this leave.
Employeesrequesting leave for medical testing under this section should contact Human Resources
to determine thattheir circumstancesfall withinthe provisions of Louisianalaw.

Administrative Leave

Leave whichisallotted to any Parishemployee whenever facts and circumstancesexistwherebyitis
inthe best interestof the Parish as determined by the Director that the employee be removed or
absents themselvesfromthe workplace or assignment. Such leave is paid when used pending
investigationsinvolving employee conduct or complaints. Use of administrative leave israre and shall
be reservedfor an extraordinarysituation, instance, or incident. The CAO or designee may authorize
pay for administrative leave under extraordinary or emergency situations, or whenever facts and
circumstancesjustifyit.

If paid administrative leave has been approved for an employee who had previously scheduled sick or
annual leave, the sick or annual leave will be restored to the affected employee.

Leave Without Pay

Leave without pay is leave for which no paid leave isavailable. Exceptininstancesof Familyand
Medical Leave, extended leave under the Americanswith Disabilities Act, or active military duty, use
of leave without pay may subject an employee todisciplinary action.

Insurances, Retirement, and other Benefits

Insurances

Regular, full-time employeesare eligible for medical, vision, dental, life, short-term disability, and
long-termdisabilityinsurances. Coverage for regular, full-timeemployees under medical, dental and
visionpoliciesbeginsonthe first of the month following date of hire or rehire. Life insurances, short-
and long-term disability insurances becomeeffective on the first of the month following 60 days of
employment. New and rehired employeeswill be provided information on all insurance in advance of
their start date so they are able to make their elections by the fifth day of employment. Existing
regular, full-timeemployees may make elections of coverageduring the annual openenrollment
period. Eligibility and coverage are dictated by the Parish’s planagreement with the insurance
vendor. Any provisions contained hereinthat conflict with the terms of the insurance policy shall be
resolvedinfavor of the insurance planagreement.

Insurance premiums for whichemployeesare responsible are collected through payroll deduction for

24 of 26 pay periods, and are collected in advance of the month of coverage. Therefore, whenthe
- - - - - " " - - -~ - -~~~ -~~~ -~ -~~~
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Parishpays the premiumsfor one month, the portion of premiums paid by employeesisalready
collectedinthe prior month. For new andrehired employees, "catch-up" premiumswill be deducted
along withthe current month's premiums during the employees' first month of employment.

Health Insurances

Onan annual basis, the Parish seekshealthinsurance plansthat address the needsof St. Tammany
Parish Governmentregular, full-time employees and prospective employees, and their eligible
dependents.

Medical Insurance

Depending onthe industry environment and internal factors, the Parish considersvarious plan
designsand premium structuresinorder to provide the best benefit for employees. Elementssuchas
these are analyzedindividually and collectively:tiers of coverage for employeesand their
dependents, deductibles, maximum out-of-pocket amounts, co-pays for physician office visits, testing,
labwork, out-patient surgeryfees,emergency transportation and facility fees, urgent care co-pays,
in-patienthospital charges, co-paysfortiers of prescriptiondrugs, prescriptionformularies,
healthcare provider networks, and premiums. Also considered are pre-tax spending accounts that
might reduce the impact of premiumsonemployees.

When appropriate, the Parish may offer more than one medical plan. Whether one medical planor
more than one is offered for any planyear, the Parishwill pay 100% of the employee -only premium
for at least one of the medical plans. Other plansmay require anemployee contribution toward
premium payment. Employee contributions may also be required for dependent coverage.
Notwithstanding the provisionscontained herein, any employee who, by prior policy hasenjoyeda
subsidized premium rate shall continue todo so.

Dental Insurance

The Parishoffersdental coverage toregular, full-timeemployees and their eligible dependents. The
Parishand covered employees may each contribute toward the premiums for employee and
dependent coverage. Notwithstanding the provisions contained herein, any employee who, by prior
policy has enjoyed asubsidized premium rate shall continue to do so.

Vision Insurance

The Parishoffersvisioncoverage toregular, full-timeemployees and their eligible dependents.
Coveredemployeespayinsurance premiumsfor vision coverage for themselves and their
dependents.

Other Insurances

Basic Life and Accidental Death and Dismemberment Insurance

At the sole expense of the Parish, every regular, full-time employeeisentitled tolife insurance and
accidental death and disability coverage roughly equal to the employee’s annual base salary (no
overtime included) up toa $100,000 maximum benefit. Benefit reductions may occur atages 65 and
older.

Upon separation from the Parish an employee who enjoyed the life insurance benefitduringtheir
Parishemployment may convert the coverage to an individual policy. The insurance provider alone
determinesthe conditions of conversion and premium rates of individual life insurance policies.
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Short Term Disability Insurance

At the sole expense of the Parish, everyregular, full-time employeeisentitled to short term disability
insurance. Benefitsbeginonthe thirtieth (30™) day of the disabling accident orillness. The maximum
duration of benefitsisnine (9) weeks. The benefitamountisequal to 60% of the employee’s covered
weekly pre-disability pay, up to a weekly maximum of $500. Other income earned by anemployee
may cause an offset against the amount of benefitsowedto a disabled employee.

Anemployee whoiseligibletocollect shorttermdisability benefits shall use available paid leave
during the period of absence before shortterm benefits begin. For example, if benefits beginonthe
30" day, paid leave, if available, shall be used to pay the disabledemployee for days 1-29. Beginning
on the 30" day, an employee may use paid leave, if available, to be compensated for the amount not
compensated by the disability benefit. Inno case shall an employee’s paid leave be used to
compensate anemployee for more than 100% of salary as determined by adding short-term
disability benefitsto paid leave during the period of short-termdisability.

During the period of disability, aregular, full-time employee may also experiencea “serious health
condition” as definedunder FMLA. Tothatextent, absencesdue to disability and unpaid absences
under FMLA shall runconcurrently.

Long Term Disability Insurance

At the sole expense of the Parish, everyregular, full-time employeeisentitled tolong termdisability
insurance. Ifeligible, benefits begin after the expiration of short-term disability benefits. For
disabled employees’ whose disability began before age sixty (60), the maximum duration of long-term
disability benefitsends at the time their Social Security normal retirement age. If the disability
beginsat age sixty (60) or later, the maximum duration of benefitsendsaccording to a schedule
dictated by the insurance provider. The benefitamountisequal to 60% of the employee’scovered
weekly pre-disability pay, up to a maximum of $6,000 per month. Otherincomeearned by an
employee, including compensation from STPG, may cause an offset against the amount of benefits
owedto adisabledemployee.

During the period of disability, aregular, full-time employee may also experiencea “serious health
condition” as definedunder FMLA. Tothatextent, absencesdue to disability and unpaid absences
under FMLA shall runconcurrently.

Voluntary Insurances and Products

Voluntary Life and Accidental Death and Dismemberment Insurance

Employeeswho have Basic Life also have access, at their option and expense, to additional voluntary
life and accidental death and dismembermentinsurance coverage for themselves, their spouse
and/or children. Limitationsonthe amountof coverage and the requirement of proof of insurability
may existand are strictlydetermined by the insurance provider.

Upon separation from the Parish an employee who enjoyed the voluntary life insurance benefit
during their Parishemployment may convertthe coverage toanindividual policy. The insurance
provider alone determinesthe conditionsof conversion and premium rates of individual life
insurance policies.

The Parishmay offer regular, full-time employees additional insurances, discount services, or income

replacement products. Regular, full-timeemployeesmay select any of the products or services at
- |
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their own sole expense. The Human Resources Department may collect paymentsfor voluntary
insurancesand productsthrough payroll deduction, or subscribing employees may be requiredto
make individual arrangementsfor paymentwith the vendor(s). The productsand servicesmay
continue after an employee separatesservice subject to the provisions of those insurancesand
products.

Tax Savings Spending Accounts and Section 125 CafeteriaPlan

When appropriate and to complementinsurance benefits offered by the Parish, the Parish may offer
employees such spending accounts as Health Savings Accounts (HSAs), Flexible Spending Accounts
(FSAs) for healthcare and dependent care, Health Reimbursement Accounts (HRASs), and other tax
saving products that are beneficialtoemployeeswhoenrollin Parish-sponsored insurances. The
Parishalso providesan IRS-sanctioned Section 125 cafeteriaplanthat permits several employee-
paidinsurance premiumsto be deducted from the employees’ earnings before incometaxesare
computedthereby reducing employees’ taxable incomeandtax liability.

Workers’ Compensation Insurance

Asrequired by law, St. Tammany Parish Government paysfor workers’ compensationinsurance to
address injuriesandillnesses of all employeesthat occur during the course and scope of their Parish
employment. Employees are covered by workers compensation insurance whenthey begintheir
employmentwiththe Parish. In most cases, workers’ compensation benefitsare paid no later than
the fourteenth (14th) day after the workers’ compensationinsurer is notified of the claim. For this
reason,employees must notify the Parish Risk Management Department as soon as possible after
theinjuryorillnessoccurred.

Workers compensation benefitsreplace 2/3 of the injured or ill employee’s salary. Anemployee who
qualifiesfor workers’ compensation benefits may electto use paidleave to cover the uncompensated
1/3 of their salary and to cover any periodsfor whichthe qualified employee hasnotreceived
benefits. If an employee uses paid leave to cover any uncompensated workers’ compensation
absence, and workers' compensation benefitsare subsequently paidinarrearsfor that absence, the
employee may request restoration of the paidleave uponrepayment to the Parish of the value of the
restored paidleave.

Retirement Plan and Social Security

Most regular, full-time employees are requiredto participate inagovernmentretirement plan,
beginning ontheir firstday of employmentwiththe Parish. The employees of some agenciesof the
Parishparticipate inretirement plans specific to their agency. For example,employeesof the
Registrar of Votersand employeesof Slidell City Court participate in ROVERS and LASERS,
respectively. Regular, full-time Parishemployeesandregular, full-timeemployees of the Twenty-
Second Judicial District Court (hereinafter referredtoas 22nd JDC) shall participate in the Parochial
Employees’ Retirement System of Louisiana (hereinafterreferredto as PERS) unlessthe regular, full -
time employee isage fifty-five (55) or older. Newly hired regular, full-time employees age 55 and
older may opt out of PERS participationandinstead contribute to Social Security.

Contributionsby both the Parish and employee to PERS are higher than Social Security
contributions. The contribution ratesfor employersand employeesare determined annually by PERS
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and implemented on January 1. While rates may change from year toyear, typical employer rates
have been 10-12% of earningswhiletypical employee rateshave been 8-10% of earnings. By
contrast, the employer and employee ratesfor Social Security are each 6.2%.

PERS retirement benefitscan be maximized by employeesthrough longevity of employment with the
Parish. The PERS retirement planisadefined benefit plan meaning that although the contribution
rates may vary, thereiscertaintyinthe amount of benefit available at the time of retirement. The
formulafor determining normal retirement benefitsis: 3% multiplied by the employee’sfinal average
compensation multiplied by their yearsof creditable service.ltistherefore conceivable that an
employee canretire with PERS at 100% of their final average compensation. There are other
featuresofthe PERS retirement planthat make it an attractive alternative to other investments
typically offeredinthe private sector.

There are many provisions governing the PERS retirement plan, and because individual
circumstancescan be complex, employeeswho are membersof PERS are encouraged todirecttheir
inquiriesto PERS.

Section 457 Deferred Compensation Plan

The Parishalso offersregular, full-time employees the optionto deduct some earningsfromtheir
paychecksto be depositedintoa Section457 Deferred Compensation Planwhichisaretirement
savings account. The deductions are made before income taxes are calculated thereby reducingthe
participating employee’staxable incomeand tax liability. The terms of the Deferred Compensation
Planare dictated by the Planand by IRS regulations.

Safety at Work

Safety and employee wellnessinthe workplace are top prioritiesfor bothemployeesand those who
encounter St. Tammany Parish Governmentemployees. Accordingly, St. Tammany Parish
GovernmentrequiresitsemployeestocomplywithaWorkplace Violence Prevention Policy, a
Substance Abuse Policy andwhen applicable, a Driver’s License Monitoring Policy.

Workplace Violence Prevention Policy

Violence inthe workplace hasbecome anall too frequent occurrence nationwide. Itisimportantthat
all employeesof the Parish and those who interact withemployeesare treated respectfully and with
no hintof behavior that could be interpreted asthreatening, intimidating, coercing,or stalking. This
includesemployeeswho are inabusive personal relationships. Employeesshould reportto
supervisors, security, or Human Resourcesall incidentsof directand indirect threats of violence,
incidentsof actual violence, or suspicious individualsor activities. Employeeswho are protected by
restraining or protective ordersshould so notify security and the Human Resources Department.

Substance Abuse Policy

As arecipientof several Federal fundsthrough contractsor grants, St. Tammany Parish Government
establishesitself as a Drug-Free Workplace. Assuch, STPG prohibits the unlawful manufacture,
distribution, dispensation, possession, or use of a controlled substance inthe workplace. STPGalso

prohibitsthe possession or use of alcohol inthe workplace.
1
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Awareness and Education

Use of illegal drugsand alcohol isanissue for all employersincluding St. Tammany Parish
Government. It reachesbeyond the workplace; it affects community and family. Loss of life, health,
relationships,and employment are just a few of the risks presented byillegal drug and alcohol use. To
support STPGemployees, eligible employees are provided healthinsurance benefits thatinclude
behavioral health coverage and aprescriptiondrug plantoaddress behavioral health conditions.
Further, STPG offersan Employee Assistance Program. Thisisabenefit at no cost to eligible
employeesto provide,among other things, confidential guidance for and referral to substance abuse
and/or mental health programs. STPG encouragesall employeesto seek treatment whennecessary
or recommended and offers generous paid time off that can be used for employee wellness. If
needed, the Parish also providesdisability insurance at no cost to employeeswho qualify. STPG
providesresourcesandtraining onsubstance abuse and the prevention of substance abuse viain-
house communicationssuch as emailsand postingson the “watercooler” electronic screen. The
Parishalso conducts annual employee trainings that include substance abuse or behavioral health.
STPGhiresformer drug offendersfor appropriate positions and welcomes rehabilitated employees
to returnto duty. Supervisorsare encouraged tomaintainrelationships of trust with their
subordinatesso that employeesknow they are supported intheir effortsto seek assistance and to
achieve wellness.

Expectations for Employees

Employeesare expectedtoarrive for work free from the presence of unlawful controlled substances
and alcohol intheir systems. Anemployee whoisconvicted of violating acriminal drug statute for
conductoccurring inthe workplace isrequired to notify their Director withinfive (5) days after the
conviction. Employeeswho violate any part of this policy are subject to appropriate consequences.
Thisincludessubsequentdrug tests, drug and/or alcohol rehabilitation, and/or disciplinary actionup
to and including termination.

Parish Obligations

Withinten (10) days of being notified that an employee has been convicted of acriminal drug statute
for conduct occurring inthe workplace, STPG must notify the relevant granting or contracting
agency. Tofurtherthe goal of a drug-free workplace, STPG requiresdrug and/or alcohol testing
under certaincircumstances. See “Testing Circumstances” below. STPG understands the sensitivity
of administering adrug and alcohol testing program. Substance and alcohol testing and the
communication of resultsand consequencesshall be done in such a manner as to ensure, as much as
possible, the privacy and confidentiality of employeeinformation. Inall cases, only the smallest
number of Parish representativeswho need to know private employee information related tothe
violationand enforcement of this policywill be provided such private employee information.

Testing Circumstances
The following list of circumstancesisintendedto provide aclear understanding of the instances of
applicantand employee drug testing.

1. Pre-Employment. Applicantsforemploymentwith STPG who have been offered aposition
arerequiredtosubmit to drug testing. Absent extraordinary circumstances, applicants must
presentthemselvesfor drugtesting within 48 hours of notification.
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2. Random for CDLs. Employeeswho possess a Commercial Driver’s License, whether required
by their positionor not, are required to submitto randomdrug and alcohol testing in
conformance with DOT regulations. Absentextraordinary circumstances, employeeswho
are notified for random drug and/or alcohol testing must present themselvesfor testing
within 2 hours of notification.

3. Reasonable Suspicion. Whenthereisreasonable suspicionthatan employee isunder the
influence of illegaldrugsor alcohol at the workplace, that employee isrequired to submitto
drugand alcohol testing. Suchemployee must present himself/herself for drug testing within
2 hours of notification.

4. Post-Accident. Employeeswhoare involvedinanaccidentinvolving the operation of Parish
vehicles, vessels, machinery and/or equipment are required to submit to drug and alcohol
testing under any one of these situations:

Afatality isinvolved,or

e Atleastoneindividual involvedinthe accidentimmediately requires medical attention
away fromthe scene, or

e Theemployeedriverreceivesacitationforamovingviolation,or

e Atleastonevehicleoritemof equipmentincursdisabling damage and cannotbe driven
fromthe scene.

Employeeswhoare involvedinanon-the-job accident must present themselvesfor drug
testing within 2 hours of the accident, or as soon as possible.

5. Rehabilitation.

Employeeswhoare inor have completed adrug or alcohol rehabilitation may be required to submit
to alcohol and/or drug testing; employeeswho have had a prior positive drug and/or alcohol tests
may be requiredto submit to subsequent alcohol and/or drug testing.

Nothing contained hereinshall prohibit STPG from expandingthe circumstances of applicant and
employee drug and alcohol testing inorder to obtain reduced workers’ compensation or liability
insurance rates.

Definitions

Unlawful Controlled Substances

Unlawful controlled substance means Schedule -1V Controlled Substances under the U.S. Controlled
Substances Actfor whichthe employee or applicanthasno prescription or for whichthe employee or
applicanthas a prescription, butisusing it ina manner other than as prescribed orisbeing used by
someone other than the person for whom it was prescribed.

Reasonable Suspicion

Reasonable suspicionmeansa belief based on specific factsand reasonable inference drawn from
those facts than an employee isunder the influence of drugs or alcohol. Circumstancesthat
constitute reasonable suspicion mayinclude, but are notlimited to:

e Directobservationofan employee’s possessionor use of an unlawful controlled substance;

e Erraticorabnormal behavior;

o Knowledge of anemployee’s possessionor use as related by a reliable and credible source;
1
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e Work-relatedaccident;

e Glassy or bloodshot eyes, alcohol odor onbreath, slurred speech, poor coordination or
reflexes;

e Arrestduringworkhoursforacriminal drug statute;

e Decreasedproductivity and/or deterioration of work performance such as unusual absences
fromthe work area, increased personal phone calls, preoccupation with personal problems;

e Unusual absenteeismand/or tardiness.

Random
Random meansa selection process performed by an outside vendor that doesnot identify an
employee by name or other recognizable designation.

Drug Panel

Adrug panel meansa group of drugsidentified by SAMHSA-approved drug testing laboratoriesor
clinicsthatare typically tested together for workplace purposes. At aminimum, five (5) categories of
drugsand/or their metabolites must be included inthe panel: amphetamines, cocaine, marijuana,
opiates, and phencyclidine (PCP). For CDLs, adrug panel meansthe group of drugsidentified by the
Department of Transportation that are tested together for maintenance of aCommercial Driver's
License.STPGretainstherighttotest for a particular unlawful controlled substance thatis not
typically partof adrug panel.

Alcohol Testing
Alcohol testing means atest specifically to detect the consumption of alcohol.

Consent

Consentmeans permission given by an employee for drug and/or alcohol testing. Nodrug or alcohol
test may be administered without the employee or job applicant’swritten consent. Failure byan
employee or job applicanttoconsentis considered apositive test result.

Tampering

Tampering meansobstructing the drug or alcohol procedure or producing aninvalid specimen so as
to affecttest results. Tamperingisconsideredapositive testresult. Tamperingincludesbutisnot
limited to consuming or using productsto affect the result. Aninvalid specimenincludes, butisnot
limited toonesthat were not produced by the employee or applicant, aspecimen that doesnot meet
the temperature requirementof the clinic,or adiluted specimen asdetermined by the clinic.

Procedures

Drug testing proceduresshall conform to SAMSHA standards for workplace testing withregard to
consent, time constraints, specimen collection, chain of custody, testing laboratory (must by HHS
certified), Medical Review Officer (MRO), and confidential reportingof resultsto St. Tammany
Parish. Testing for CDL purposesshall also complywith all rulesand regulationsestablished by the
Department of Transportation for maintenance of CDLs. Except asotherwise required by law, tests
may be lab-based or rapid (performed at the clinic and producing instant results). Unless anemployee
isbeing treatedfor amedical emergency wherein bloodis being drawn, urine shall be the specimen
collected and tested for unlawful controlled substances, and either a breath test or a mouth swab
shall be the specimenusedtotest for alcohol.
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Results

Drugtest results are either positive or negative asdetermined by SAMHSA drug cut off levels. An
employee whobelievesthe resultisincorrect hastheright to have the same specimentested bya
different SAMHSA-qualified laboratory. A positive drug test from arapid test will be automatically
subjected to SAMHSA-qualified laboratory testing.

Consequences

JobApplicants. A positive drugor alcohol test resultfor ajobapplicantwill resultinthe removal of
the applicantfor considerationfor the immediate position and for any position for at leastsix (6)
months.

Employees. Apositive drugor alcohol testresult for an employee will resultin conse quencesranging
inseverity from substance abuse treatmentor education at the expense of the employee to
disciplinary actionupto andincluding termination. Factorsto be considered indetermining the
appropriate consequence for the employee includewhether the employee voluntarily admitted their
own violationof this policy, the employee’sworkhistory, length of employment, currentjob
performance and jobduties, the existence of past disciplinary actions, and other factors especially
health conditions of the employee. Failure by anemployee to complete substance abuse treatment or
educationas recommended by a health care provider through EAP or otherwise, will resultin
disciplinaryaction.

Driver’s License Monitoring Policy

Covered Employees
Allemployeeswho operate Parish vehiclesor who operate personal vehicleswhile on Parish business

arerequiredto possess and maintaina validdriver’slicense of the required classto comply with
employees’ respective jobdescriptions.

Employee Responsibilities

1. Allemployeeswho operate a Parishvehicle or aprivate vehicle whileon Parish business while
must be in possession of a valid, class-appropriate driver’slicense.

2. Employeesareresponsible for monitoringand maintaining their driver'slicensesandfor
obtaining the required license and/or endorsement required for their respective job
description/specification.

3. Employeespromoted, demoted, or transferred must provide documentation of appropriate
licensure for the new position based on the relevant job description.

4. Employeesmustimmediatelyreportthe change instatusof theirdriver’slicense that may
resultinthe driver’slicense being suspended, revoked, restricted, or expired (any non-valid
status).

Parish Responsibilities
STPGwill monitor the driver’slicenses of covered employeesfor validity and compliancewiththe
requirementsof employees’ respective jobdescriptions.
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STPGwill verify possession of a validdriver’slicense with appropriate endorsement(s) for all covered
employeesat the time of initial employment, and promotions, demotions, or transfersto positions
requiring adriver’slicense of the class specific to the position.

STPGshall conduct at least an annual Motor Vehicle Record Checkfor covered employees.

Non-Compliance Consequences

1. DepartmentDirectorswill be informed of anyinvalid driver’slicense (restricted, expired,
suspended, revoked, etc.) identified duringthe verification process of covered employees.
Immediately thereafter, the Department Director will notify the affected employee(s) and
directthe employee torefrainfromthe operation of all Parish vehiclesand the operation of
private vehicleswhile on Parishbusiness.

2. Affectedemployeeswill have five (5) businessdays (excluding weekends and holidays) to
resolve any and all legal obligations affectingthe employee’s ability to operate any motor
vehicle. Anemployee, subject to the approval of the supervisor, will be requiredto utilize
leave to resolve suchissue(s).

3. Thecost of license restoration shall be paid solely by the affected employee, and proof of the
restorationor reinstatement must be provided by the employee to the supervisor and
Department Director.

Employeeswho are unable to provide official verification of avaliddriver’slicense within three (3)
business days will remaininanon-driving status and may be subject to transfer to a non-driving
position, if such a vacancy exists, or disciplinary action, up to and including termination, as
determined by Human Resources based on the nature of the driving violation, the nature of the
position occupied by the employee, the employee’swork history, and other relevantfactors such as
actions previously imposed for similarly situated employees.

Conduct

Employee Conduct

It shall be the duty of every employee to maintain high standards of cooperation, efficiency, and
integrityinhis/herwork, and to conduct themselvesinaccordance with these Policies. Inparticular,
but not exclusive of any other prohibited or proscribed conduct, anemployee shall not:

1. Reporttoworkimpairedoruseillegal drugs, asdescribed above inthe Substance Abuse
policy,while on Parish property or while onduty.

2. Failtofollowthe ordersof a supervisor,or fail to comply with any requirement which may be
set forthin these Policiesor other policies, standards, or guidelines setforth by the director,
CAQ, and/or Parish President.

3. Beabsent fromworkwithout permissionor fail toreport such to the supervisor as setforth
elsewhere inthese Policies.

4. Behabituallyabsent or tardy.
|
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5. Failtoperformhis/her dutiesand responsibilitiesin anefficient, satisfactory and/or effective
manner.

Abuse, misuse, misapply, or misappropriate material, property, or working time.
Fail toobserve proper security procedures.

Engageinfightingorinstigatingafight.

A

Commitany unlawful act, or fail to complywith anylaw, ordinance, or rulesandregulations
which may be requiredinthe performance of anemployee'sduties.

10. Violate any safety rule or regulation, procedure, process, or guideline. Thisincludesa
violation of the Workplace Violence Prevention policy above.

11. Expressinany way towards any person false or unfounded accusations, the result of which
would likely discreditanother employee, or asupervisor, director, or anyother public
employee or official.

12. Remove without permission, misappropriate or misapply any money, merchandise, or
property, which mayinclude any property in the custody of the Parish and any property of
the Parish.

13. Lietoasupervisor regarding the duties or responsibilities of the employee.

14. Actdishonestly, whichshallinclude intentionally giving false information, falsifyingrecords,
or making other false statements.

15. Beonthe premisesof any Parish workplace during non-working hours without permission of
the supervisor or director.

16. Divulge or misuse confidential information, which shall include the removal from Parish
premiseswithout proper authorization of any employee listor record, or design, drawing,
computer recordor program, or other confidential information of any kind.

17. Acceptafee, payment, gift,or any otheritem of value, privilege, or benefitfor the
performance of the employee’s official duties other than official compensation.

18. Falsifyatimerecord or any other record or documentbelonging to the Parish.
19. Abuse any leave benefit (e.g. reporting sick when not sick).

20. Use offensive or abusive language, behavior, or conduct towards or in the presence of
another employee or member of the public.

21. Lobbybefore the legislature or other governmental agency or organization, or represent the
interestof the Parishto any personor entity, without specific authorizationfrom the Parish
President and regarding the mission or operations of the Parish.

22. Without specific authorizationfrom the respective director, use during the employee's work
hours a television, radio, headset-type radio or any other similar electronicamusement
device. More specifically, anemployee shall not use any such device inthe presence of the
publicorwhenever itisforeseeable that such use could occur inthe presence of the public.

23. Use any computer program, software, electronicfile, or peripheral device owned by the
Parish for non-Parish business. Thisis not meantto bar occasional personal use that does not
interfere withanemployee’sjobduties.

1

St. Tammany Parish Government | Personnel Manual 37



24. Peddle or solicitadonation or sale of an item, service, or contribution of any kind whatsoever
while onduty or inthe work place orinthe presence of the public.

25. Engage in,conduct, effector attemptto engage in, any campaign activity or effort whatsoever
for any candidate who has qualified asa candidate for an elected public officewhileon duty.

26. Order froma company or catalog any item for personal use whichwill resultinaninvoice
being issued under the Parish’s name.

27.Actdiscourteously or offensivelytowardthe public, any Parish official oremployee,including
any dishonest, discriminatory, or prejudicial behavior.

28. Drinking alcoholic beverageswhileonduty.

29. Use or promise touse, his/her influence or official authority to secure appointmentto, or
eligibility for,apositionwith Parish government.

30. Solicitor receive any money, goods, or service from any person or group of persons, for any
political party or political purpose during work hours.

31. Commitanyact or fail toact ina mannerthat sufficientlyindicatesthatthe employeeis
unsuitable or unfit to be employedinthe respective service.

32. Recordor videotape any conversation or proceedingsinvolvingemployees and/or the public
forthe purpose of intimidation or bullying.

33. Violate the Ethicsguidelines.

Disciplinary Action

It shall be the policy of the Parishto effectdisciplinaryactioninafair, reasonable, and impartial
manner, all for the purpose of assuring and promoting efficient and effective serviceto the public.
The primary purpose of disciplinary actionisto maintainthe competency and integrity of Parish
service. Disciplinary action mayinclude verbal counseling, writtenreprimand, suspension, demotion,
and discharge.

Whenever the conduct of an employee falls below acceptable standardsoris not in accordance with
these policies, thatemployee may be subjectto disciplinary action. Itis the responsibility of the
department Director tothoroughly and objectively evaluate the factsand circumstanceswhichrelate
to the cause for disciplinary actionwheninitiating such. The nature and severity of the infraction and
the employee'srecord shall be consideredinthe assignment of disciplinary action.

Thedisciplinary actionfor anemployee'sconduct and the pertinentinformationwhichrelatesto
such disciplinary action shall be reviewed confidentially with the employee and shall include the
following: the cause for the disciplinary action, the facts and circumstanceswhichrelate to the cause,
the disciplinary actionto be imposed, any corrective actionto be taken, the effective date of such
action, and the right of the employee to air a grievance onthe matter if authorized in these policies
(see Grievance Procedure).

Disciplinary action need not be progressive innature and may include the following:
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1. Verbal Counseling: The Director shall verbally counsel an offendingemployee 1) astothe
subjectinfraction, 2) asto the proper conduct whichisrequired, and 3) if the conditionisnot
corrected, thatthe employee shall be subjectto more severe disciplinary action.

2. Written Reprimand: Uponlearning of the infraction, the director or supervisorissuesa
writtenreprimandwithinareasonable time thereafter. The reprimand shall state the nature
of the infractionindetail and what corrective action must be taken by the employee to avoid
furtherdisciplinary action.

3. Suspension Without Pay: While on suspension, the employee shall not be entitled to paid
compensationnor the use of paidleave.

4. Demotion/Transfer: May be utilized asdescribed elsewhereinthese Policies.

5. Discharge: Thisdisciplinary action resultsinthe involuntary separationfrom employment.

Whenever adisciplinary action hasbeeninstituted, the employee will be provided with a copy of the
report of disciplinary actionwhen applicable. The employee shall be requested to sign said report to
acknowledge receiptthereof and the original shall be placed inthe employee's personnelfile. If the
employee refusestosign the acknowledgment, the supervisor shall note on said report that the
employee received acopythereof, but refusedtosign.

Grievance Procedure

Employeesmay air grievancesthat they may have with regardto certainemployment actions set
forthbelow. Punitive action shall not be taken against any employee for submitting agrievancein
goodfaith. Failure tocomplywithany stepin this process shall waive the employee'sgrievance
rights. Anemployee who voluntarily separatesfrom Parishemployment cannot file agrievance over
their employmentseparation. Grievances mayonly be filedfor the followingreasons:

e Demotionortransfer that involvesadecreaseinsalaryas aresult of disciplinary action.
e Suspensionwithout pay as a resultof disciplinary action.
e Dischargeasaresultofdisciplinaryaction.

Anemployee whowishestoair a grievance (hereinafter referredtoasthe "grievant") shall first
submita written grievance outlining the specific and detailed factstothe Director of Human
Resourceswithinfive (5) working days after learning of the incident atissue. It shall be the
responsibility of the Director of Human Resourcesto study the grievance and respondto it, in
writing, withinfive (5) workingdays. If the grievantfeelsthe decision of the Director of Human
Resourcesis unsatisfactory or inadequate, the grievant may make a written appeal to the CAO within
five (5) working days of the Director of Human Resource's decision. The CAO's written decision,
issuedwithinten (10) calendar days of receipt of the appeal isfinal.

Personnel Board

If the grievantis not satisfied withthe CAO’sdecision, they may appeal to the Personnel Board, who
shall only have the rightto allowthe grievantto air their grievance. The PersonnelBoard shall have
no righttoreinstate employment, award monetary amounts, or otherwise act contraryto the Parish’s
at-will employment status.
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The Personnel Board shall consistof 5 membersinaccordance of the provision of the St. Tammany
Parish Home Rule Charter.

1. TheBoardshall decide appeals promptly, butinany eventwithinthirty (30) days after
completionof ahearing(s).

2. TheBoardshall make itsdecision based on the facts presented by the appellants/parties
concerned during the hearing(s).

3. No hearing or meeting toinvestigate shall be held unlessthe employee, department Director,
Human Resources Director, CAO have been advised atleast ten (10) daysin advance of the
date, time and place thereof. If any of the partiesfailsto appear at the place onthe day and
the hour fixed for such hearing, the Board may, at its discretion, decide the issue involved on
the basis of the evidence presented.

4. TheBoardshall not be requiredtohave the testimony taken at the hearing transcribed, but
the employee, department Director, Human Resources Director or CAO may, atits own
expense, make the necessary arrangementstherefore.

5. Thedecisionof the Board, together withits writtenfinding of fact, if required, shall be
certifiedinwriting tothe CAQO.

Oaths, Subpoenas, and Production of Records

The Board, each member of the Board, and the Director of Human Resources shall have the same
power to administer oaths, subpoena witnesses, and compel the production of records and papers
pertinent toany investigation or hearing. All applicationsfor the issuance of subpoenas must be in
the hands of the Board at least five (5) businessdays prior to the date established for the hearing and
said application shall containthe full name and address of all personsto be subpoenaed. Failure of the
employee tocomply with any subpoena or order for the production of documentsshall resultinthe
forfeiture of grievance rights.

Political Activities

While onduty, in the workplace or on official assignment, employeesare prohibited from engagingin
political activities asfollows:

1. Participate orengageinpoliticalactivity (“political activity” meansaneffortto support or

oppose the election of acandidate for political office, to support or oppose legislation, or to

support a particular political partyinanelection.)

Make or solicit contributionsfor any political party, factionor candidate.

Take an active part inthe managementof the affairsof a political party, faction, candidate, or

any political campaign, excepttoexercise his/herrightasacitizentoexpresshis/her opinion

privately, to serve as a commissioner or official watcher at the polls, and to cast his/her vote

as desired.

4. No personshall solicitcontributionsfor political purposesfromanemployee or use or
attempt to use his/her positionin the Parish to service, to punish or coerce the political action
of anemployee.

W N
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If an employee hasbeen askedto engage in political activity during work hours, or feelsthey have
beenpressuredor coercedatany time, or receivesthreats of loss of employment or other adverse
actionfrom anyone for the employee’sfailure to support a candidate or certainlegislation, the
employee shouldimmediately report such behavior to the Director of Human Resources.

Nothing hereinisdesignedto prohibit anemployee whose job dutiesinclude lobbying from
advocating passage of or oppositiontolegislation affectingthe Parish.

Anyemployee who qualifiesfor and/or iselected toany local, state, or federal elected positionis
prohibited fromengaginginthe followingactivities:

1. Campaigningduringworkhours.

2. CampaigninginaParishvehicle.

3. Useof Parishpropertyand suppliesfor campaign-related activities, includingbbut not limited
to Parishemail and Parish computers.

4. Useof Parishpositionto influence avote.

5. Conducting any businessrelatedto the elected positionwhile on Parish time.

Employeesor Parishofficials should promptly report anyviolation of this provision to the Director of
Human Resources, whose duty it shall be to make apreliminaryinvestigation concerningthe alleged
violationsand report findingstothe CAO. Suchreports may be submitted anonymously. Tothe
extentpossible, resulting investigationswill be handled confidentially by the Director of Human
Resources.

Employee Separation and Post-Employment Policies

Employee Separation

The employmentrelationship between the Parish and employees may be voluntary or involuntary.

Voluntary Separation

1) Resignation. Employeeswhoresignare voluntarily separating from theiremploymentwith
the Parish. Those whoresign and who want to be consideredfor rehire are expectedto
provide at least two (2) weeks’ notice totheir supervisor.

2) JobAbandonment. Employeeswho are absentfromwork for three (3) consecutive workdays
without notifying their supervisor and who cannot be contacted are considered to have
voluntarily abandonedtheir jobs.

3) No Returnto Duty. Employeeswho are unable to returnto work after being absent from
work for healthreasons are considered voluntary separations.

Employeeswho voluntarily end the employment relationship are not entitled to unemployment
benefits.

Involuntary Separation
1) Discharge forany or no reason.
2) Layoff
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Employeeswholeave the employ of the Parish, voluntarily or involuntarily, may also be eligible to
retireif they meet the qualificationstoreceive regular or disability retirement benefits as
determinedbythe retirementsystemin whichthey participate.

Out-Processing

Anemployee who has separated from the Parish shall receive pay for work performed through the
last hour worked and for compensable leave subject to the usual kinds of deductions, as provided by
law.

Separating employeesare requested to complete anexitinterview with the Human Resources office.
Anexitinterviewisconductedtoidentifyforthe Parish areasof strength and weaknessin the
employmentrelationship. Documentation of the exitinterview shall not become part of the
separatingemployee’s personnel file.

Allformeremployees are directed to provide updated personal contactinformation to the Human
Resources Department at the time of separation and thereafter. Based onaformeremployee’s
personal email address, the former employee willbe given post-employment accesstothe online
employee portal for purposesof accessing pay records, federal and state income tax documents, and
otherfederally-mandated documents.

Post-Employment Health-Related Insurances

Aseparating employee whowas covered by the Parish’shealthinsurance at the time of separation
may have health coverage for a short period of time beyond the separation date pursuant to the
Parish’scontract withthe healthinsurance provider. For example,if provided for by contract,
coverage may extendto the end of the month inwhichthe employee separates. Beyond that and
depending onthe circumstances of the separation, some employees may have access to continued
participationinthe Parish healthinsurance plans.

COBRA (Federal Law providing for continued coverage)

Anemployee whoisno longer employed by the Parish (exceptfor reasons of the employee’s gross
misconduct) or whose hours are reduced such that they are no longer eligible for coverage asan
active employee mayelectto continue coverage withthe Parish at their own expense for a limited
period of time, typically either eighteen (18) or thirty-six (36) months. The Human Resources
Department shall provide COBRA information asrequired by law.

Retirees

Retireesas defined hereinwho have not reached age 65 shall be eligible to continue coveragewith
the Parish-sponsored healthinsurance for active employees. Retireeswhoare age 65 or older shall
be eligible to participate inaParish sponsored Medicare Supplement plan or Medicare Advantage
plan.

Aretireeisaformer employeewho at the date of separation of service from the Parishis vested in
PERS or has the requisite number of years of service with the Parishto be ve sted, and who when
separated, was in good standing withthe Parish. Aretireeisingood standing if they have not
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1) Abused,issued, misapplied, or misappropriated Parish material, property or working time;

2) Committed anyunlawful act, or failed tocomply with any law, ordinance, or rules and
regulationswhich may be requiredinthe performance of anemployee’sduties;

3) Acteddishonestly, whichshall include intentionally givingfalse information, falsifying
records, or making other false statements.

It shall not be requiredthatthe former employee whoisaretiree under thissectionactuallyreceive
monthlyretirement benefits; further, aformer employeewhoisaretiree under thissectionisnot
precludedfrom having elected towithdraw contributionsto PERS.

Aretiree who cancelscoverage may notreinstate said coverage at a later date.

Retireesare responsible to pay premiumsto maintaintheir healthinsurance coverage or their
Medicare-related coverage. However, retireeswhowere hired priorto 1/1/98 are eligiblefor Parish
premium contributionsinaccordance withthe followingtable for Medicaid and Dental coverage
only.Visioncoverageisavailable, but paid 100% by the Retiree.

Yearsof Service with Percentage of Premium Percentage of Premium
Parish Paidby Retiree Paidby Parish
20vyearsormore 25% 75%
Medicare Benefits

Employeeswho have participatedinthe Parish’s medical insurance plan and who are Medicare-
eligibleare encouragedto beginthe Medicareenrollment process prior to their separation. Human
Resourceswill provide the necessary documentation for the separating employee toenrollin
Medicare without penalty.

Post-Employment Health Plan (PEHP)

Retireeswhohave a PEHP account, formerly offered and funded by the Parish, may use the balances
thereinto pay post-employment healthinsurance premiumsor Medicare plan-related premiums.

Parochial Employees’ Retirement System Plan Benefits

The Human Resources Departmentisable to assist employeeswith some but not all PERS issues.
Because of the complexity of pension plans, and because individual circumstances are critical to
assessing every situation,employeesare encouragedtodirectly contact PERS with pension plan
questions. Any conflictbetweenaprovisioncontained hereinand a PERS regulation shall be
resolvedinfavor of the PERS regulation.

Employeeswho participate in PERS may have options upontheir separationfromthe Parish
depending onindividual circumstances.
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o Aformeremployee who meetsthe qualifications as specified by PERS to beginreceiving
retirement benefits at the time of separation, may apply to do so with PERS.

e Aformeremployee who hasparticipatedin PERS may, upon separation, request a refund of
their contributionsto the retirementplan. Thisistrue evenif the formeremployee meetsthe
qualificationsasspecified by PERS to either begin receivingretirement benefits at the time of
separationor at some future time. If thisoption isexercised, the former employee will
receive from PERS the portion of contributions made by the former employee into PERS, but
will notreceive the contributions made by the Parish on behalf of the formeremployee into
PERS. Refundsof contributionsfrom PERS are made by PERS, not the Parish, and are subject
to the regulationsof that retirement system.

e Aformeremployee hired after 1/1/2007 who meetsthe qualificationsas specified by PERS
to receive benefits at some future time may apply for retirement benefits at that future time.
Forexample,anemployee with 30 yearsof service who separates from the Parish at age 50 s
qgualifiedtoreceive retirement benefits, not at the time of separation, but at a future time,
whichinthis case, is whenthe employee reachesage 55.

e Aformeremployee maytake noaction at all. PERS will maintainthe former employee’s
accountin the eventarequestfor contributionsismade in the future or inthe eventthe
formeremployee becomes employedwithanentitythat is a PERS member or amember of
another public pension planrecognized by PERS for transfers of creditor reciprocation.

All formeremployeesare directed to provide updated, accurate personal contactinformationto
PERS.

Social Security Benefits

Formeremployeeswhodid not participate in PERS contributed to Social Securityand are entitled to
those benefitswheneligible and to the extent allowed by Federal law.

Deferred Compensation (457 Plan)

Formeremployeeswho contributedto adeferred compensation plan through payroll deduction
during theiremploymentwiththe Parish are directed to contactthe Plan Administrator to advise
them of their separationfromthe Parish.

Parish-Paid Life Insurance Policy

Employeesfor whomthe Parish paid premiumsfor a life insurance policy are entitled to convertthe
Parishpolicyto an individual one upon separation.
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Voluntary Products

Employeeswhoenrolledininsurances and productsduring theiremployment with the Parish and
paidfor those insurancesand products by payroll deduction are able to continue their enroliments

after their separationfromthe Parish by private arrangementwith and subjectto the requirements
of the vendorsof those insurancesand products.

Post-Employment Work

Formeremployeeswhoreceive PERS benefits and who work subsequent to theiremploymentwith
the Parish are directedto contact PERS as continued benefits may be affected.

Formeremployeeswho seek contractwork with the Parishare directed tothe Louisiana Code of
Governmental Ethicsfor directiononpermissible situations.

Death of an Employee

Upon notification of the death of anemployee, the Human Resources Department will contact the

family and/or beneficiariesof the deceased employee to coordinate the distribution of pay and
benefitsto the family and/or beneficiaries.
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