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RECEIPT AND ACKNOWLEDGMENT OF EMPLOYEE HANDBOOK

| have received and reviewed a copy of St. John the Baptist Parish's employee
handbook. | understand that | am responsible for reading, understanding, and adhering
to the policies contained in the handbook.

| understand that this handbook is not an employment contract, and is not to be
construed, under any circumstances, as a promise or guarantee of continued
employment. | understand that by my acceptance of employment with the Parish, |
recognize that the employment relationship is at will and may be terminated by me or the
Parish at any time.

| understand that no member of management, other than the Parish President,
has the authority to enter in any agreement for employment or benefits for any period of
time, or to make any agreement contrary to the foregoing. | further understand that any
policies, procedures and benefits discussed in this handbook may be changed by the
Parish at any time, without notice.

| understand that as a St. John the Baptist Parish employee, | may be given
Parish property for use during my employment, including equipment, laptop computers,
keys, proximity cards, and the like. Should my employment with St. John the Baptist
Parish terminate, | understand that | am responsible for returning any and all Parish
property, upon collection of my final paycheck. If for any reason | do not return Parish
property, | agree that St. John the Baptist Parish may deduct the value of such items

from my final paycheck.
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PRINT NAME




TABLE OF CONTENTS

WV I COIMIE. . i
PUIPOSE ... i
Code of Employee-Employer Relations ...........cooiiiiiiiiiiieeiiiiiiee e iii
Organization DESCHPHON .......coiiiiiiiie e iv

1.0 EMPLOYMENT POLICIES AND PRACTICES

1.1
1.2
1.3
1.4
1.5
1.6

1.7
1.8
1.9
1.10
1.11
1.12
1.13
1.14
1.15

Background ChECKS..........coiuuiiiiiiiiiie ettt 1
Conflicts of Interest and EthiCS..........ccuuviiiiiieiiiie e 1
Employee ClassifiCations ..........ccuuuiiiiiieiiii e 2
Disability- Reasonable Accommodations ............cccccciiiiiiiiieeeee 3
Employment of Relatives (NEpOtiSM) ...ccoooiiiiiii, 3
Equal Employment Opportunity/Anti-Harassment, Including Sexual

HaraSSMENT .. 5
New Employee Orientation ..........cccuviiiiiiieiiiiciiiee e e e 6
INtrOdUCTOrY PEriOd ... 7
Leaves Of ADSENCE ... 8
Medical EXaminationsS..........ooooiiiiiiiiii 14
Performance ApPPraiSalS......cooooviiioie e 15
Termination of EMPIOYMENTt ..........uuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiib s 15
HOUIS Of WOTK ..o 16
EXIt INTEIVIEWS ..o 16
RIS . . 17

2.0 COMPENSATION AND BENEFITS

2.1
2.2
2.3
2.4
2.5
2.6
2.7
2.8
2.9
2.10
2.11
212
213
214
2.15
2.16

Bereavement Leave..........ooooo 19
COBRA .. e e e e e e e e a e e e e e e e e e e naaareeaaeean 19
(@7 (=Y o 11 G0 oo ) o [P PPPPPPPPPPRt 19
DIreCt DEPOSIt.. oo e 19
GroUP BENEFILS .....eeeiiiieeiiiccieiee e 20
JUry DUty & WiItNESS DULY .....uvveiiiiiiiiiiiiiiiiiiiii s 20
=Y TS oo N 21
Overtime/Compensatory TiME ......cooi i 21
(07 11 = - o] PP PPPPPPPPIRE 23
SHANADY ..o e e e e e e e e e a e aeeees 23
Rest and Meal Periods. .....ccooo oo 23
HONAAYS .. 23
SICK LBAVE....coiiiieiiieeieeeeeeeeeeee ettt e et e e e e e e eaaa e et e aaeaaataraaaraaraararranes 24
RV £z Loz oo T I =T 1Y 24
Workers’ COmMPENSAtiON..........uuuiiiiiee it e e e e e e e e eeneeeeeeas 25

Recoupment of Employee Overpayment..........ccccoovieeiiiierieeeesisiiiieeeee e 25




3.0

4.0

GENERAL RULES & DISCIPLINE

Bl AHENAANCE .. 31
3.2 BUIlIdING SECUMY .....eveiiieiiieee ettt 31
3.3 Changing of Personal Information .............cccceiiiiiiiiiiiiie e 31
3.4  Courtesy/Customer Relations ..........c..uueiiiiiiiiiiiieccee e 32
3.5 Declared EMergency Plan ..o 32
3.6 Drug-Free WOrKpPIACE ..........cceiiiiiiiiiiiiiiee e 33
3.7  DisCIiplinary PrOoCEAUNE ......ccoiieiiieeeeeeeeee e 33
3.8 Use of Communication SYStEMS ..........ceiiiiiiiiiiiiiiiiii e e e 34
3.9 Diriver’s License and Driving RECOI ..........cooiiioiiiiiiiiieiiieeeee e 36
3.10 Dress Code/Personal APPEAIraNCE ........uuiieeeiiiieiiiiieeeeeeeeeeiiieeeeeeeesseennreeeeeeaeeeans 37
3.11 Falsification of Public/Official DOCUMENLS............ceeiiiieeiiiiiiiiieeee e 38
3.12  Licenses/CertifiCations..........ccuiiieiiiiiiiiiiii e 38
3.13 Management/Employee CommuNiCatioN..........c..uveriiieeiiiiiiiiiiee e e e eiiieeee e e e 38
3.14 Problem-Solving ProCedUIe ............coiuiiiiiiiiiiic ittt 38
3.15 Removal of Parish RECOIdS .......ccooiiiiiiiiiee 39
T TS T = SRS 39
T A 1Y o 1= SRR 41
3.18 Severe Weather/Emergency ClOSINGS.......c.uuiviiriiiieiiiiiiee ittt 41
B.19  SMOKING -ttt 42
3.20 Standard of CONAUCT...........uuiiiiiieiii e e e e 42
3.21 Telephone COUMESY ...cccoiueiiiiiiieee ettt e e e e e e e e e e e e eeeeeeeeeeeeean 43
3.22 Traffic Violations by Parish EMpPIOYEEs .......ccooovoiiiiiiii 44
B2 T AV e 44
3.24 Vide0 SUNVEIIANCE ..o e e e 44
3.25 Violence-Free WOrKPlace. .......ccooooiiiiieeeeeeeeeee 44
3.26 Work Product and Files/Return of Parish Property ..., 46
MISCELLANEOUS
4.1 Employment ReferenCes. . ... 49
4.2 Media INQUITIES ... 49




Welcome, New Emplogee!

On behalf of your colleagues, | welcome you and wish you every success here. We
believe that each employee contributes directly to the Parish’s growth and success, and
hope you will take pride in being a member of our team. As part of St. John the Baptist
Parish’s team, you will be expected to contribute your talents and energies to improve
the Parish as well as the services we provide to our citizens—you will be given
opportunities to grow in your career. In return, we ask for job performance and a good
attitude; however, all employment at St. John the Baptist Parish is “at will”. Also, no one
will be denied opportunities or benefits on the basis of age, sex, color, race, national
origin, religion or disability; nor will anyone receive special treatment for those reasons.

This handbook was developed to describe some of the expectations of our employees
and to outline policies, programs, and benefits available to eligible employees.
Employees should familiarize themselves with the contents of the employee handbook
as soon as possible, for it will answer many questions about employment with St. John
the Baptist Parish.

We hope that your experience here will be challenging, enjoyable, and rewarding.
Again, welcome and best wishes for a fulfilling career!

Sincerely,
Natalie Raobaottem

Natalie H. Robottom, President
St. John the Baptist Parish
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PURPOSE OF THIS HANDBOOK

This handbook has been prepared to inform you about the Parish’s history, philosophy,
employment practices and policies, as well as the benefits provided to you as a valued
employee and the conduct expected of you.

No employee manual can answer every question, nor would we want to restrict the normal
question and answer interchange among us. For it is through our person-to-person
interactions that we can better know one another, express our views, and work together in a
harmonious relationship. We hope this manual will help you feel comfortable with us. We
depend on you ——your success is our success. Please do not hesitate to ask questions.
Your supervisor will gladly answer them. We believe you will enjoy your work and your
fellow employees here. We also believe you will find St. John Parish a good place to work.

We ask that you read this handbook carefully, and refer to it whenever questions arise. We
also suggest that you take it home so your family can become familiar with the Parish and
our policies. St. John Parish’s policies, benefits and rules, as explained in this manual, may
be changed from time to time as business, employment legislation, and economic conditions
dictate. If and when provisions change, you will be informed of updated information.

We have avoided the use of specific gender pronouns wherever possible. However, where
such avoidance would have led to very awkward sentences, we have used the masculine
pronoun. This use should be considered to refer to both genders.

NOTICE

The policies in this handbook are to be considered guidelines. Parish policies and
procedures included in this handbook do not constitute a contract with employees, nor do
they promise continued employment. The Parish reserves the legal right to recruit, select,
direct, discipline and discharge employees and exercise full discretion over the
organization’s policies, procedures, and performance of work. St. John the Baptist Parish,
at its option, may change, delete, suspend or discontinue any part or parts of the policies in
this manual at any time without prior notice. Any such action shall apply to existing as well
as future employees with continued employment being the consideration between the
employer and employee.

No one other than the Parish President and Parish may alter or modify any of the policies in
this handbook. No statement or promise by an employee, supervisor, manager, assistant
director, or department head may be interpreted as a change in policy nor will it constitute
an agreement with an employee.

Should any provision in the Employee Handbook be found to be unenforceable and invalid,
such finding does not invalidate the entire Employee Handbook, but only that subject
provision.

This handbook replaces (supersedes) all other previous handbooks.

In cases where the application of this handbook would conflict with applicable Civil Service
rules and regulations, the provisions of the Civil Service rules shall govern.
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CODE OF EMPLOYER-EMPLOYEE RELATIONS

St. John the Baptist Parish implements fair and effective personnel policies and requires all
employees to support the organization’s best interests.

St. John the Baptist Parish is committed to a mutually rewarding and direct relationship with
its employees. Thus, St. John the Baptist Parish attempts to:

provide equal employment opportunities and treatment regardless of
race, religion, color, sex, age, national origin, or disability (See EQUAL
EMPLOYMENT OPPORTUNITY / ANTI-HARASSMENT, INCLUDING
SEXUAL HARASSMENT POLICY);

establish reasonable hours of work based on the Parish’s needs (See
HOURS OF WORK POLICY);

Monitor and comply with applicable federal, state, and local laws and
regulations concerning employee safety;

Be receptive to constructive suggestions about job duties, working
conditions, or personnel policies; and

Establish appropriate means for employees to discuss matters of
concern with their immediate supervisor or department head.

St. John the Baptist Parish, as part of its commitment to providing customers with excellent
products and services and to creating a productive work environment, expects all

employees to:

Deal with customers and vendors in a professional manner;
Represent St. John the Baptist Parish in a positive and ethical
manner;

Perform assigned tasks in an efficient manner

Be punctual (See ATTENDANCE/ABSENTEEISM AND TARDINESS
POLICY);

Demonstrate a considerate, friendly, and constructive attitude toward
fellow employees; and

Follow the policies and procedures implemented by St. John the
Baptist Parish

Management retains the sole discretion to exercise all managerial functions, including the

rights to:

Dismiss, assign, supervise, and discipline employees;

Determine and change starting times, quitting times, and shifts;
Transfer employees within departments or into other departments;
Determine and change methods by which its operations are to be
carried out;

Determine and change the nature, location, goods produced, services
rendered, quantity, and continued operation of the municipality; and
Assign duties to employees in accordance with St. John the Baptist
Parish’s needs and requirements and to carry out all ordinary
administrative and management functions.

SJBP Employee Handbook
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ORGANIZATION DESCRIPTION

St. John the Baptist Parish is a local governmental subdivision as defined by Article 1V,
Section 44, of the Louisiana Constitution of 1974.

The governing authority of the Parish is the Parish Council, which consists of nine (9)
members elected by the qualified voters of the parish. The Council is vested with and
exercises all legislative power in the Parish of St. John the Baptist. The Council may enact
any ordinance necessary, requisite or proper to promote, protect, or preserve the general
welfare, safety, health, peace and good order of St. John the Baptist Parish not inconsistent
with the constitution of the State of Louisiana or denied by general law or the Home Rule
Charter.

The Parish President is the Chief Executive Officer of the parish and is elected by the
qualified voters of the parish. The Parish President is vested with the executive power of
the parish and is responsible for carrying out the policies adopted by the Parish Council and
for the administration, direction, and supervision of all Parish departments, officers,
agencies, and special districts.

Our goal, like all governmental entities, is to provide services to the general public.
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ST. JOHN THE BAPTIST PARISH

1.0 EMPLOYMENT POLICIES AND PRACTICES

1.1 BACKGROUND CHECKS

St. John the Baptist Parish believes that hiring qualified individuals to fill positions contributes to
the overall success of the organization. Background checks serve as an important part of the
selection process. Therefore, a background check, including a criminal history check, will be
conducted on all new hires and may be also be conducted on employees changing positions
including promotions, demotions, details, reassignments, and transfers.

After a conditional job offer has been made, St. John the Baptist Parish will conduct a job-related
background check in accordance with Fair Credit Reporting Act (FCRA) guidelines. A
comprehensive background check may consist of prior employment verification, professional
reference checks, criminal record check, driving record check, sexual offender search, social security
number verification and where appropriate, education verification, professional licensure/certification
verification, financial sanction search, and credit check.

1.2 CONFLICTS OF INTEREST and ETHICS

St. John the Baptist Parish prohibits its employees from engaging in any activity, practice, or conduct
which conflicts with, or appears to conflict with, the interests of St. John the Baptist Parish. Since it is
impossible to describe all of the situations that may cause or give the appearance of a conflict of
interest, the prohibitions included in this policy are not intended to be exhaustive and include only
some examples:

* Employees are expected to represent St. John the Baptist Parish in a positive
and ethical manner. Thus, employees have an obligation to avoid conflicts of
interest and to refer questions and concerns about potential conflicts to their
supervisor.

* Employees may not, directly or indirectly whether on or off the job, engage in
any conduct that is disruptive or damaging to the Parish.

* Employees and their immediate family may not accept anything of economic
value (i.e. money or any other thing having economic value) as prohibited by
the Louisiana Code of Governmental Ethics (R.S. 42:1111 — 1121) from any
person or firm doing, or seeking to do, business with the Parish. For purposes
of this policy, “immediate family” includes the employee’s children, spouses of
children, brothers, sisters, spouses of his brothers and sisters, parents,
spouse, and the parents of his spouse as defined by the Louisiana Code of
Governmental Ethics (R.S. 42:1102).

* Employees may not give, offer, or promise, directly or indirectly, anything of
value to any representative or any entity in connection with any transaction or
business that St. John the Baptist Parish may have.

Any conflict or potential conflict of interest must be disclosed to the St. John the Baptist Parish
Administration. Failure to do so may result in discipline, up to and including termination.

St. John the Baptist Parish conducts its business fairly, impartially, and in an ethical and proper
manner and in compliance with all laws and regulations.

Employee Handbook 1 Rev. 10/1710; 10/97



ST. JOHN THE BAPTIST PARISH

St. John the Baptist Parish is committed to conducting business with integrity underlying all
relationships, including those with citizens, customers, suppliers, and communities, and among
employees. The highest standards of ethical business conduct are required of St. John the Baptist
Parish employees in performance of their responsibilities. Employees will not engage in conduct or
activity that may raise questions as to the Parish’s honesty, impatrtiality, or reputation or otherwise
cause embarrassment to the Parish. Employees will avoid any action, whether or not specifically
prohibited in the personnel policies, which might result in or reasonably be expected to create an
appearance of:

Using public office or public position for private gain

Giving preferential treatment to any person or entity

Losing impartiality

Adversely affecting the confidence of the pubic in the integrity of St. John the
Baptist Parish

Every employee has the responsibility to ask questions, seek guidance, report suspected violations,
and express concerns regarding compliance with the policy. Retaliation against employees who use
Parish mechanisms to raise genuine concerns will not be tolerated.

The Human Resources Department is responsible for providing policy guidance and issuing
guidance to assist employees in complying with the Parish’s expectations of ethical business conduct
and uncompromising values. This policy constitutes the standards of ethical business conduct
required of all employees. Managers are responsible for supporting their implementation and
monitoring compliance.

1.3 EMPLOYEE CLASSIFICATIONS

St. John the Baptist Parish classifies employees as full-time, part-time, or temporary and as exempt
or non-exempt for the purposes of compensation administration.

Employees generally may be categorized as follows:
A full-time employee is an individual who is normally scheduled to work a 37.50 to 40 hour workweek

and is hired for an indefinite period. A full-time employee may be classified as either exempt or
nonexempt.

A part-time employee is an individual who is normally scheduled to work less than a normal
workweek as defined above and is hired for an indefinite period. A part-time employee may be
classified as either exempt or nonexempt.

A temporary employee generally is an individual who is hired either part-time or full time for a
specified, limited period. A temporary employee may be classified as either exempt or nonexempt.

A non-exempt employee generally is subject to the minimum wage and overtime provisions of the
Fair Labor Standards Act (FLSA) and is typically paid either on an hourly or salary basis.
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ST. JOHN THE BAPTIST PARISH

An exempt employee is not subject to the provisions of the FLSA and is not entitled to overtime
payments. Exempt employees typically are paid on a salary basis and include administrative,
executive, and professional employees, and certain highly skilled computer professionals.

1.4 DISABILITY - REASONABLE ACCOMODATION

St. John Parish does not discriminate against any applicant or employee in hiring or in the terms,
conditions, and privileges of employment due to physical or mental disability. When the Parish
becomes aware of any disability which prevents otherwise qualified applicant or employee from
performing a job, it will assess whether any reasonable accommodation would allow the person to
perform the job before refusing employment or making a distinction in terms, conditions, or privileges
of employment because of a disability. An accommodation which creates an undue hardship on the
Parish or which endangers health or safety is not a reasonable accommodation. St. John Parish will
make any reasonable accommodation necessary to allow an otherwise qualified applicant or
employee to perform the job.

An otherwise qualified applicant for employment or an employee with a disability who requires
reasonable accommodation may inform management or his or her immediate supervisor of the
nature of the disability and the accommodation required in writing.

Employees with access to such information shall maintain the confidentiality of the information to the
extent reasonably possible and shall not release information to anyone who does not have the right
or need to know.

1.5 - EMPLOYMENT OF RELATIVES (NEPOTISM)

Purpose

The purpose of this policy is to prevent situations which create an ineffective, non-productive work
environment arising from a conflict of interest or an appearance of a conflict of interest, or favoritism.

Definition

Nepotism - preference in employment or promotion on the basis of family relationship
rather than on the basis of merit.

Policy

A familial relationship among employees can create an actual, or at least a potential, conflict of
interest in the employment setting, especially where one relative supervises another relative. In
order to minimize potential problems, actual or perceived conflicts associated with the employment of
relatives, it is the policy of St. John the Baptist Parish to limit the employment of relatives as defined
herein. This extends to practices that involve but not limited to employee hiring, promotion, retention,
demotion, transfer, wages, and leave requests.
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ST. JOHN THE BAPTIST PARISH

No individual may be hired within a department if that individual is related in the
following fashion to another employee who is within his/her line of supervision:

* Child, spouse of child, brother, sister, spouse of brother or sister, parent, spouse,
grandparent, grandchild

For the purpose of this policy, the term "relative" shall apply to those established by blood, marriage
("in-law" or “step” relationships), adoptions, other legal relationships, and any other member of the
employee’s or applicant’s household.

Employees who marry or become members of the same household may continue employment as
long as there is not:

(a) A direct or indirect supervisor/subordinate relationship between the employees; or
(b) An actual conflict of interest or the appearance of a conflict of interest.

Should one of the above situations occur, the Parish would attempt to find a suitable position within
the Parish to which one of the affected employees may transfer. If accommodations of this nature are
not feasible, the employees will first be permitted to determine which of them will resign. If no
agreement between the employees can be reached within sixty (60) days, the Parish will decide
which of the employees will be terminated.

If there is a situation where an action of the Parish, such as a reduction in force, results in an
involuntary circumstance where two relatives or members of the same household have a reporting
relationship, one of the employees will be reassigned within sixty (60) days. During those 60 days,
the supervisory employee will not have involvement or direct input in the employment decisions of
the other employee.

The Parish reserves the right to apply this policy to situations where an actual conflict or potential for
conflict arises because of the relationship between employees, even if there is no supervisory
relationship involved. In these situations, the Parish will reassign one of the employees within sixty
(60) days.

Applicability

This policy is applicable to all employees of the Parish.

This policy is further applicable to all types of appointments, permanent and temporary; including
promotions, demotions, transfers, and all other methods of filling vacancies.

Responsibility

The hiring supervisor is responsible for assuring that applicants are not related in a prohibitive
fashion to current employees in their respective areas, prior to requesting the appointment of the
applicant. Department Heads are responsible for monitoring changes in employee reporting

relations after initial hire to ensure policy compliance. Employees are responsible for alerting their
supervisor immediately of any changes or relationships applicable to this policy.

Employee Handbook 4 Rev. 10/1710; 10/97



ST. JOHN THE BAPTIST PARISH

Exceptions

The current employment status of individuals employed prior to the effective date of this policy shall
not be affected; however, future movement between departments and divisions of the Parish may be
affected. For example, movement to a position within a department as the supervisor or subordinate
of a relative of the above-listed degree will be prohibited.

Nothing in this policy shall interfere with the rights of employees to displace other employees as a
result of layoff regardless of the position being affected.

Requests for exceptions to this policy shall be justified, documented and submitted to the Chief
Administrative Officer for consideration.

Questions regarding this policy should be directed to the Department of Human Resources.

1.6 EQUAL EMPLOYMENT OPPORTUNITY / ANTI-HARASSMENT, INCLUDING SEXUAL
HARASSMENT

Equal employment opportunities are provided to all employees and applicants for employment
without regard to race, religion, sex, national origin, age, disability, or other legally protected
characteristic. This policy applies to all terms and conditions of employment, including, but not
limited to, hiring, placement, promotion, termination, layoff, transfer, leave of absence,
compensation, and training.

This policy strictly prohibits any form of discrimination or unlawful harassment, including sexual
harassment, based on an individual’s sex, race, age, disability, religion, national origin, or any other
legally protected characteristic.

Unlawful harassment consists of unwelcome statements or actions that interfere with an individual’s
work performance or creates an intimidating, hostile or offensive work environment based on sex,
race, religion, national origin, disability, or other legally protected characteristic.

Examples include, but are not limited to:
* derogatory comments, jokes, slurs,
» drawings or publications, material distributed though electronic media, or items posted on
walls or bulletin boards
based on sex, race, religion, national origin, disability, or other legally protected characteristic.
With respect to sexual harassment, the following is prohibited:

Unwelcome sexual advances; requests for sexual favors; and other verbal or physical conduct
where:

1. submission to or rejection of such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment;

2. submission to or rejection of such conduct is used as the basis for employment decisions
affecting an individual’s employment; or
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ST. JOHN THE BAPTIST PARISH

3. such conduct has the purpose or effect of creating an intimidating, hostile, or offensive work
environment or substantially interferes with an employee’s work performance.

Examples of sexual harassment may include, but are not limited to:

* unwanted physical contact

* language of a sexual nature including comments about a person’s physical attributes

* unwelcome questions or conversations about sexual activity

* jokes, remarks, or innuendoes that have a sexual content or sexual connotation

» sexual flirtations and propositions; repeatedly asking for a date after the person has
expressed disinterest

* leering or staring

* blocking a person’s path

* obscene gestures

* the display of sexual objects

* the circulation or display of pornographic or sexually explicit pictures, drawings, articles,
material distributed though electronic media, or posted on walls or bulletin boards.

If an employee experiences any job-related harassment based on sex, race, national origin,
disability, or any other factor prohibited by federal, state, or local statute, or if he believes that he has
been treated in an unlawful, discriminatory manner, he should immediately report the matter to the
head of the department or to the Director of Human Resources who will undertake a prompt and
thorough investigation. All complaints of harassment will be kept confidential to the maximum extent
possible.

Violation of this policy will not be tolerated. If it is determined that inappropriate conduct has
occurred, St. John the Baptist Parish will provide an appropriate remedy, including, but not limited to,
the discipline and/or termination of the offending employee.

St. John the Baptist Parish prohibits any form of retaliation against any employee for filing a bona
fide complaint under this policy or for assisting in a complaint investigation. An employee who
submits a complaint in good faith, even where the complaint cannot be proven, has not violated this
policy. Any employee found to have falsified a complaint of harassment or knowingly provided false
information regarding a compliant will be subject to discipline, up to and including termination.

This policy applies to all conduct by any supervisor, manager, coworker, subordinate, vendor, client,
or customer that affects an employee’s work environment. Each member of management is
responsible for creating an atmosphere free of discrimination and harassment, sexual or otherwise.
Furthermore, employees are responsible for respecting the rights of their co-workers.

1.7 NEW EMPLOYEE ORIENTATION

Orientation is a formal welcoming process that is designed to make the new employee feel
comfortable, informed about Parish government, and prepared for his position. New employee
orientation is conducted by a Human Resources representative and includes an overview of the
Parish government, benefits, policies and procedures; and necessary paperwork to be completed.

The new employee’s supervisor introduces the new hire to staff, reviews the job description and
scope of the position, discusses important departmental policies and procedures, and helps the new
employee get started on specific functions. Additionally, the supervisor is responsible for completing
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ST. JOHN THE BAPTIST PARISH

the New Employee Orientation Checklist and returning the checklist to the Human Resources
Department once the new hire has been oriented to the topics listed on the form.

1.8 INTRODUCTORY PERIOD

For New Employees and Re-hired Employees

New employees and re-hired employees with a break in service of more than three (3) months are
subject to an introductory period of six (6) months, beginning on their first day of work and ending in
six (6) months. This is to give the new/rehired employee and the Parish an opportunity to evaluate
the employee’s interest in the job and his ability to perform the work. The Parish uses the
introductory period to evaluate the employee’s capabilities, work habits, and overall performance.
During the introductory period, the employee and supervisor should meet periodically to discuss the
employee’s performance. Topics to be covered should include, but are not limited to, job
performance, job duties, level of skill to perform the job, attendance and disciplinary issues.

If at any time during the introductory period, the supervisor determines the employee is unsuitable for
the job, the supervisor may recommend that the employment be terminated. Employees who are
dismissed during their introductory period shall have no right to grievance procedures under the Civil
Service system.

If a new employee is absent from work for longer than five (5) working days during the introductory
period, the Parish may extend the introductory period an amount of time equal to the days missed if
necessary in order to properly evaluate the employee.

Neither completion of the introductory period nor continuation of employment after the introductory
period entitles an employee to remain employed by the Parish for any definite period of time.

A new employee must have successfully completed his introductory period before requesting a
transfer to another position or department. In the event that an employee is promoted while still in
his introductory, the employee shall be given credit for the uncompleted portion of the introductory
period if he remains in the higher position during a period equivalent to the unfinished portion served
in the lower position.

For Newly Promoted and Transferred (in cases of employee-requested transfers) Employees

All regular employees who have been promoted or transferred to a new position (in cases of
employee-requested transfers) are subject to an introductory period of three (3) months upon
assumption of the new position. Upon completion of this introductory period, the employee will be
given a performance appraisal.

The Parish recognizes that the responsibilities and requirements of a higher-level position may not
prove suitable to a particular employee as determined by the performance results of the promoted
employee. In the event a promotion or transfer (in cases of employee-requested transfers)
assignment is found unsuitable by either the employee or by the Parish, consideration will be given
to allowing the promoted or transferred employee to return to a former or comparable position for
which the Parish deems the employee possesses demonstrated skills, knowledge, ability and interest
at the rate of pay for that position——the employee shall not retain the pay of the higher position. If
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ST. JOHN THE BAPTIST PARISH

no such position is available, the employee may be terminated and given consideration for the first
vacancy within ninety (90) days for which the Parish deems the employee may be qualified. If the
employee is reinstated to his former position or comparable position, employee shall not be made to
serve a new introductory period.

An employee transferring from an unclassified position to a position in the classified system shall
also satisfy a six (6)-month introductory period from his hire date into the Civil Service system.

Neither completion of the introductory period nor continuation of employment after the introductory

period by any employee entitles employee to remain employed by the Parish for any definite period
of time.

1.9 LEAVES OF ABSENCE

Family and Medical Leave Act (FMLA) Leave

Employees shall be entitled to use of unused available sick leave (if applicable), vacation leave,
compensatory time off, and/or Leave Without Pay (LWOP) for Family and Medical Leave purposes in
order to comply with the Family and Medical Leave Act of 1993, as amended.

Under the Family & Medical Leave Act, employees who have been employed for at least 12 months
(continuous or non-continuous), and have worked 1,250 hours of service during the previous 12-
month period preceding the start of the leave, are eligible for up to twelve (12) weeks of unpaid
leave, job-protected leave during each rolling 12-month for one or more of the following reasons:

. For incapacity due to pregnancy, prenatal medical care or child birth;

. To care for the employee’s child after birth, or placement of a child with the employee
for adoption or foster care;

. To care for the employee’s spouse, son or daughter, or parent, who has a “serious
health condition”; or

. For a serious health condition that makes the employee unable to perform the
employee’s job.

. Pregnancy or prenatal care.

“Spouse” means a husband or wife as defined or recognized under State law for purposes of
marriage. “Parent” means a biological parent or individual who stands or stood in “loco parentis” to
an employee when the employee was a child. This term does not include parents “in-law”. “Child”
means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person standing
in “loco parentis” who is either under age 18, or age 18 or older and “incapable of self-care because
of mental or physical disability.”

Military Family Leave Entitlements

Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty status
in the National Guard or Reserves in support of a contingency operation may use their 12-week
leave entitlement to address certain qualifying exigencies. Qualifying exigencies may include, among
other things, attending certain military events, arranging for alternative childcare, addressing certain
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financial and legal arrangements, attending certain counseling sessions, and attending post-
deployment reintegration briefings.

The leave year begins with the first day the employee takes leave, but is not in addition to the 12
weeks of leave under other provisions of the FMLA. An employee is only entitled to a total of 26
weeks.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26
weeks of leave to care for a covered servicemember during a single 12-month period. A covered
servicemember is a current member of the Armed Forces, including a member of the National Guard
or Reserves, who has a serious injury or illness incurred in the line of duty on active duty that may
render the servicemember medically unfit to perform his or her duties for which the servicemember is
undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the
temporary disability retired list.

FMLA - Injured service member leave

An employee may be entitled to Injured Service Member Leave to care for the employee’s spouse,
son, daughter, parent or next of kin (nearest blood relative) who is a member of the Armed Services
(including reserve components of the Armed Services) and who is injured in the line of duty. The
injured service member must have a serious injury or illness, which renders him or her medically unfit
to perform the duties of his office, grade, rank, or rating. The injured family member must also be
undergoing medical treatment, recuperation, or therapy, be in out-patient status, or be on the
temporary disability retired list as a result of the injury or illness. This leave is also available to care
for a former service member, so long as he/she was an active member of the military any time within
five years prior to the date of medical treatment for which the employee requests leave. Management
may require medical certification from an authorized health care provider of the service member and
on a form provided by management if Injured Service Member Leave is sought.

Under this type of leave, an employee may take a total of 26 weeks of unpaid leave beginning on the
first day the employee takes leave and ending twelve months thereafter. During this 12-month
period, the employee is limited to a combined total of 26 weeks of leave under FMLA, which includes
up to 12 weeks of leave taken under any other provision of the FMLA, described above.

The Company reserves the right to require employees to take Injured Service Member Leave
concurrently with paid leave, such as vacation, personal, or sick leave. Employees may also request
the use of this paid leave.

Copies of the Notice of Rights and Responsibilities, WH-381, are available for all employees. Please
check with Human Resources if you would like a copy. Additionally, information about Rights and
Responsibilities under the FMLA is posted for viewing by all employees. Please check with Human
Resources if you need directions to the appropriate poster(s).

Benefits and Protections

During FMLA leave, the Parish must maintain the employee’s health coverage under any “group
health plan” on the same terms as if the employee had continued to work. Upon return from FMLA
leave, employees must be restored to their original or equivalent positions with equivalent pay,
benefits, and other employment terms.
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Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical or mental condition that
involves either an overnight stay in a medical care facility, or continuing treatment by a health care
provider for a condition that either prevents the employee from performing the functions of the
employee’s job, or prevents the qualified family member from participating in school or other daily
activities.

Subject to certain conditions, the continuing treatment requirement may be met by a period of
incapacity of more than three (3) consecutive calendar days combined with at least two visits to a
health care provider or one visit and a regimen of continuing treatment, or incapacity due to
pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of
continuing treatment. Examples of a serious health condition include, but are not limited to, heart
attacks, heart conditions requiring heart bypass or valve operations, most cancers, back conditions
requiring extensive therapy or surgical procedures, strokes, severe respiratory conditions, spinal
injuries, appendicitis, pneumonia, emphysema, severe arthritis, severe nervous disorders, injuries
caused by serious accidents on or off the job, ongoing pregnancy, severe morning sickness, the
need for prenatal care, childbirth and recovery from childbirth.

Employee Responsibilities

If the need for family or medical leave is foreseeable, the employee must provide management with
at least thirty (30) days’ notice. When 30 days notice is not possible, the employee must provide
notice as soon as practicable and must comply with the Parish’s call-in procedures.

Management may require medical certification on a form provided by management if leave is sought
to care for a child, spouse, or parent with a serious health condition, or due to illness or injury of the
employee. Management may also request at their discretion that a second medical opinion be
secured. Should the first and second opinion differ, a third opinion may be obtained. Subsequent
medical re-certifications may be required at reasonable intervals.

If medically necessary, intermittent or reduced leave may be available under certain circumstances,
provided an attempt to schedule leave is made so as to not disrupt operations.

An employee who wishes to maintain group coverage during the leave must continue to pay his
or her portion of the premium for coverage, if applicable, on the same basis as if the employee
had been continuously working during the leave. If the employee does not return to work
following FMLA leave for a reason other than: 1) the continuation, recurrence, or onset of a
serious health condition which would entitle him to FMLA leave; 2) the continuation, recurrence,
or onset of a covered service member’s serious injury or illness which would entitle employee to
FMLA leave; or 3) other circumstances beyond employee’s control, he may be required to
reimburse the Parish for its share of health insurance premiums paid on his behalf during his
FMLA leave.

An employee who desires to continue coverage in elective insurances during an unpaid leave must
pay the full premium amount directly to the Parish or remit to the elective insurance carriers as
stipulated by the Parish during the unpaid leave period. An employee’s failure to pay his elective
insurance premiums will result in termination of the coverage, after proper notice, at the end of thirty
(30) days following the date premiums became due.
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The Parish may require any employee returning from medical leave of absence to obtain and present
a current medical certification that the employee is able to resume work without restrictions. Such
certification must be provided prior to return to work. If the employee cannot return after the twelve
(12) weeks of leave, there is no obligation to return the employee to work.

Substitution of Paid Leave for Unpaid Leave

An employee taking FMLA leave will be required to use all available paid leave, including sick leave
(if applicable), vacation leave, and compensatory time off prior to being placed on leave without pay
(LWOP). The remainder of the FMLA leave will be unpaid.

Miscellaneous

Copies of the FMLA Fact Sheet are available for all employees. This contains all pertinent definitions
under the FMLA. Please check with the Human Resources Department if you would like a copy.
Also, the U.S. Department of Labor’s “Employee Rights and Responsibilities Under the Family and
Medical Leave Act” notice is posted at the Civil Service Office, Edgard Courthouse, and is also
available electronically in “PDF” format on the Parish’s “common drive” (P: drive) in the Human
Resources folder.

The requirements for FMLA are continually being updated to reflect changes in the regulations;
therefore, consult the Human Resources Department for the most current information.

Military Leave for Active Duty in the Armed Forces

The Parish will comply with the requirements of the Uniformed Services Employment and
Reemployment Rights Act of 1994 (USERRA), as amended, with respect to unpaid leave of absence
and return rights for employees who leave Parish service to serve in the Armed Forces of the United
States.

General Medical Leave (Including pregnancy leave beyond that required by law; leave not covered
by Family Medical Leave Act (FMLA), other applicable state statutes and on-the-job injuries or
illness).

Under Louisiana law, pregnant employees are entitled to an unpaid leave of absence of up to six (6)
weeks for a normal delivery, and up to four (4) months of unpaid leave if the employee is disabled on
account of pregnancy, childbirth or related medical condition.

This leave runs concurrently with any FMLA leave taken by an employee.

St. John the Baptist Parish Council may grant a general medical leave of absence to a regular full
time employee not qualified for leave for a serious health condition of the employee under the FMLA.
The employee must have at least six (6) months of continuous service. There is no minimum service
requirement for eligibility for a leave of absence occasioned by a pregnancy-related disability, or for a
disability arising out of an on-the-job injury or iliness. A physician’s certification will be required.
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General medical leaves, if granted, are for the duration of the period of disability, not to exceed
seven hundred twenty (720) hours during a calendar year. If family and medical leave (FMLA) and
general medical leave are taken during the same 12-month period, the total combined leave time
may not exceed seven hundred twenty hours (720) hours.

Any accrued paid benefit time, including sick leave, vacation leave, and compensatory time off, shall
run concurrently with the leave of absence (LOA). Employees will be required to exhaust all
available unused paid leave prior to the granting of leave without pay (LWOP).

Before the employee will be permitted to return to work from medical leave, a fitness for duty or
healthcare provider’s release to return to work indicating that the employee is capable of returning to
work and performing the essential functions of his position, with or without reasonable
accommodation, must be presented and will be required. Failure to submit a fitness for duty
certification may result in the denial of restoration to employment following the leave of absence.

There is no guarantee that the employee’s previous job will be available at the expiration of leave
under this category. The employee will be placed in an available job at management’s discretion.

Personal Leave

In special circumstances, a personal leave of absence may be granted to an employee, but never for
taking employment elsewhere or becoming self-employed. Personal leaves of absence are subject
to the discretion of the Parish President and the Department Head.

Personal leaves of absence shall not be granted to employees with less than one (1) year of
continuous service. Personal leaves of absences shall not exceed six (6) weeks* within a period of
twelve (12) consecutive months. Employees will be required to exhaust all unused vacation hours
and compensatory time prior to being placed on leave without pay (LWOP).

When an employee is on personal leave without pay on the day before and the day after a holiday,
he shall not be entitled to and shall not be paid holiday pay for the holiday.

There is no guarantee that the employee’s previous job will be available at the expiration of leave
under this category. The employee will be placed in an available job at management’s discretion.

*Additional time, not to exceed a total of eight (8) weeks of leave, may be granted by the Parish President to an employee
completing substance abuse rehabilitation for violation of the Parish’s substance abuse ordinance if necessary.

Leave Requests and Approval Process

Requests for leave of absence (LOA) or an extension of a leave ordinarily should be submitted in
writing on a Leave of Absence Request Form to the Department Head at least thirty (30) days before
the start of leave the leave or extension period. When the need for leave or an extension is not
foreseeable, employees should give as much notice as possible.

For medical leaves of absence, the Parish reserves the right at any time to require medical
verification of an employee’s ability or inability to work. Such proof or verification may include
periodic reports from the employee’s healthcare provider or examination of the employee at the
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Parish’s expense by a physician selected by the Parish. The Human Resources Director should be
consulted regarding medical verifications.

The Parish President will make the final decision concerning the request based on the circumstances
of the request for leave. The employee shall be notified in writing whether his request has been
approved or denied.

All employees on approved leave are expected to report to the Human Resources Department and
their supervisor any change in their need for a leave or in their intention to return to work.

Benefits Participation during Leaves of Absence (LOA)

St. John the Baptist Parish will provide health insurance and other benefits to employees on leave to
the extent as required by law. Hence, St. John Parish cannot guarantee to provide benefits
continuation for an employee who is on leave where benefits continuation is not required by law. In
such cases, employees may be given the opportunity continue coverage in the health plan under
COBRA.

Sick days do not accrue during periods in which the employee is on a leave of absence, with or
without pay, for a period of ten (10) calendar days or during periods in which the employee receives
workers’ compensation.

When an employee is on leave without pay (LWOP) on the day before and the day after a holiday, he
shall not be entitled to and shall not be paid holiday pay for the holiday.

If any portion of the leave is paid, the premiums normally paid by the employee will continue to be
deducted from such pay, if applicable.

If the leave is unpaid, or paid benefits time is exhausted before the completion of leave, medical,
dental, and life insurance premiums normally paid by the employee will be paid by Parish and will be
reimbursed to the Parish by the employee upon request if applicable. An employee’s failure to
reimburse the Parish for his insurance premiums may result in termination of the coverage, after
proper notice, at the end of thirty (30) days following the date premiums became due.

Employees who desire to continue coverage in elective insurances during an unpaid leave must pay
the full premium amount directly to the Parish or submit to the elective insurance carriers as
stipulated by the Parish during the unpaid leave period. An employee’s failure to pay his elective
insurance premiums will result in termination of the coverage, after proper notice, at the end of thirty
(30) days following the date premiums became due.

Employees on LWOP must arrange with the Human Resources Department for payment of any

insurance premium or other benefits for the employee and/or his dependents normally paid by the
employee, in order to keep such coverage and benefits in place, if applicable.

Reinstatement and Benefits Following Leaves of Absence

Reinstatement from military leave, FMLA leave or maternity leave shall be granted in accordance
with state and federal law.
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St. John Parish cannot guarantee to hold a position open or provide benefits continuation for an
employee who is not on leave protected by federal or state law. An employee seeking reinstatement
from General Medical Leave or Personal Leave may be offered his former position if it is available. If
the employee’s prior position is not available, the employee may be offered any available position for
which the Parish concludes he may be qualified, at the rate of pay for the new position. If no such
position is available, the employee may be terminated and may apply for the next available position.
In the event that an employee declines an offer of reinstatement to any full time position, whether his
prior position or another position, the employee will be terminated.

In cases benefits continuation is not provided, the employee shall be given the opportunity to enroll in
COBRA if applicable, subject to COBRA guidelines.

Should an employee not return to work at the expiration of a leave of absence, as authorized herein,

he shall be considered as having resigned his position as of the day following the last day of
approved leave.

Outside Employment during Leaves of Absence (LOA)

Employees who are on an approved leave of absence may not perform work similar to their Parish
job for any other employer during that leave, except when the leave is for military service, unless
explicitly approved in writing by the Parish President.

1.10 MEDICAL EXAMINATIONS

St. John the Baptist Parish may require applicants to whom a conditional offer of employment has
been extended, and current employees, to undergo medical examinations whenever management
determines that these are necessary for the safe operation of the organization and or job-related as
consistent with business necessity.

Successful applicants for employment may be required as a condition of employment to take a
medical examination to establish their fitness to perform the jobs for which they have applied without
endangering the health and safety of themselves or others. If management determines that an
examination is appropriate to a particular position, all applicants for the job to whom a conditional
offer of employment has been made should be examined.

Employees may be required to have a medical examination on other occasions when the
examination is job-related and consistent with business necessity. For example, a medical
examination may be required when an employee is exposed to toxic or unhealthful conditions,
requests an accommodation for a particular disability, or has a questionable ability to perform
essential functions due to a medical condition.

Employees are encouraged, but not required, unless it is determined to be a condition of
employment, to have physical examinations periodically during their employment. Employees are
encouraged, but not required, to participate in wellness programs.

Medical examinations required by St. John the Baptist Parish will be paid for by the Parish and will
be performed by a physician or licensed medical facility designated or approved by it. Medical
examinations paid or by St. John the Baptist Parish are the property of the Parish, and the
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examination records will be treated as confidential and kept in separate medical files. However,
records of specific examinations, if required by law or regulation, will be made available to the
employee, persons designated and authorized by the employee, public agencies, relevant insurance
companies, or the employee’s doctor.

Employees who need to use prescription or nonprescription legal drugs while at work must report this
requirement to their supervisor if the use might impair their ability to perform the job safely.
Depending on the circumstances, employees may be reassigned, prohibited for performing certain
tasks, or prohibited from working if they are determined to be unable to perform their job safely while
taking prescription or nonprescription legal drugs.

1.11 PERFORMANCE APPRAISALS

It is the policy of the Parish to evaluate employee performance on a continuous basis and to do so
more formally at periodic intervals. The purpose of these more formal evaluations is to allow
supervisors and employees to communicate concerning the employee’s job related behaviors
compared to behaviors that are desired and expected, assess the employee’s strengths and
weaknesses in a constructive manner, make plans for improvement, and set goals and objectives for
the period ahead. Evaluation functions are to be properly completed in as uniform, fair, and objective
a manner as possible.

Supervisors may conduct informal performance reviews and coaching sessions more often if they
choose; however, formal performance appraisals are due upon the following occasions:

* By the end of the first six (6) months of employment for new hires and re-hires;
and at the end of the first three (3) months in a new position for newly
promoted or transferred (in cases of employee-requested transfers)
employees;

* Then, on an annual basis in February and March for classified employees in
accordance with Civil Service Rules and Regulations.

Employees will be given the opportunity to examine the evaluation and make written comments
about any aspect of it. Information derived from the performance appraisal may be considered by
management when making decisions affecting training, promotion, transfer, or continued
employment.

1.12 TERMINATION OF EMPLOYMENT

St. John the Baptist Parish may terminate employment because of an employee’s resignation,
discharge, or retirement; the expiration of an employment contract; or a reduction in the workforce.
Discharge can be for any reason not prohibited by law, and for classified employees must be in
accordance with Civil Service regulations.

Employees are requested to give written notice of their intent to resign including the anticipated date
of termination. The following guidelines are suggested:
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* Department Heads and managerial employees should give four (4) weeks’
notice and;
* All other employees should give at least two (2) weeks’ notice.

Employees who are absent from work for three (3) consecutive days without being excused or giving
proper notice will be considered as having voluntarily resigned as a result of job abandonment. If the
employee is unable to contact the supervisor during that time due to extreme circumstances such as
serious illness, the employee should contact or have someone on his behalf contact the Parish as
soon as practicable to explain the situation. The Parish will determine if the voluntary resignation will
be upheld, or in the case of serious health conditions, if leave under the Family Medical Leave Act
would apply to eligible employees.

The Human Resources Department or designee is responsible for notifying terminating employees
who are covered by St. John the Baptist Parish’s group health plan of their right to continue coverage
in that plan under the Consolidated Omnibus Budget Reconciliation Act (COBRA) continuation
coverage requirements.

1.13 HOURS OF WORK

St. John the Baptist Parish establishes the time and duration of working hours as required by
workload and workflow, customer service needs, and the efficient management of employees.

The normal workweek is Monday through Friday, with pay periods beginning at 12:01 a.m. on a
Sunday, and ending at midnight on Saturday of the following week, and consisting of forty (40) hours.
The normal workday will consist of eight hours of work (or ten hours of work for departments
following a 4-day/10-hour workweek) with an unpaid meal period. Different work schedules, such as
in the case of water plant employees, may be established to meet to meet job assignments and
provide necessary Parish services. Break periods are considered as time worked.

Each employee’s scheduled work hours will be determined by his Department Head. The
Department Head, or the Department Head’s designee, will inform employees of their daily schedule
of hours or work, including meal periods and rest/break periods, and of any changes that are
considered necessary or desirable by the Parish.

Department Heads may schedule overtime or extra shifts. Supervisors will assign overtime as
needed. Employees are not permitted to work overtime without the prior approval of their supervisor
or Department Head. For the purposes of overtime compensation, only hours worked in excess of
forty (40) during a workweek will be counted toward the overtime calculation.

Employees’ attendance at lectures, meetings, and training programs will be considered hours of
work, and therefore will be compensated time, if management requires and authorizes attendance.
1.14 EXIT INTERVIEWS

In a voluntary separation situation, management would like to conduct an exit interview to discuss

the employee’s reasons for leaving and any other impressions that the employee may have about St.
John the Baptist Parish. During the exit interview, the employee can express freely. It is hoped that
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this exit interview will provide insights into possible improvements. All information will be kept
confidential as is reasonably possible and will in no way affect any reference information that the
Parish may provide to another employer about the employee.

1.15 REHIRES

A former employee who is re-employed will be considered a new employee from the date of re-
employment unless the break in service is less than 3 months, in which case the employee will retain
accumulated seniority. Length of service for the purposes of benefits is governed by the terms of
each benefit plan. Employees who retire may be eligible, in certain circumstances, to be considered
for rehire.
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2.0 COMPENSATION AND BENEFITS

2.1 BEREAVEMENT LEAVE

An employee must have completed six (6) months of continuous service in order to qualify for
bereavement pay. This benefit does not apply if death in the family occurs while the employee is on
a leave of absence.

In the event of a death in the employee’s immediate family up to three (3) days off, with pay, will be
provided for normally scheduled work days. For the purposes of this policy, immediate family is
restricted to an employee’s spouse, child/stepchild, parent/stepparent, or sibling.

In the event of a death of a relative other than an immediate family member, such as grandparent,
grandchild, current father- or mother-in-law, current sister- or brother-in-law, one (1) day off with pay
will be granted provided the funeral services are on the employee’s regularly scheduled work day. If
additional time is needed, the employee is encouraged to use vacation leave.

2.2 COBRA

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their
qualified beneficiaries the opportunity to continue health insurance coverage under the Parish’s
group health plan program for a limited period of time at his own expense when a “qualifying event”
would normally result in the loss of eligibility. Some common qualifying events are resignation,
termination of employment (for reasons other than gross misconduct), or death of an employee; a
reduction in an employee’s hours or a leave of absence; an employee’s divorce or legal separation;
and a dependent child no longer meeting eligibility requirements.

Employees should consult the Summary Plan Description for a full and accurate description of this
benefit.

2.3 CREDIT UNION

All employees are eligible to join the Louisiana Federal Credit Union for payroll deductions into
savings, checking, Vacation Club, and/or Christmas Club. Employees are also eligible to apply for
loans. Loan payments may be made through payroll deductions. Further information and
applications are available in the Human Resources Department.

2.4 DIRECT DEPOSIT

It is the policy of St. John the Baptist Parish to electronically process and disburse all payroll
payments to Parish employees in the form of Direct Deposit; therefore, a mandatory Direct Deposit
Program has been implemented. Direct Deposit has proven to be a very dependable, safe and
economical way of handling payroll disbursements.
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Paychecks of employees not on Direct Deposit will be distributed on Thursdays of pay week, unless
a holiday or other office closure falls on that day whereby alternative arrangements for distributing
checks will be made and communicated to affected employees.

The Payroll Department will be responsible for maintaining copies of all Direct Deposit documents
and records in a secured file within the Payroll Department.

All new employees will be required to participate in the Direct Deposit Program and must complete a
“Direct Deposit Authorization Agreement® in accordance with current and established Direct Deposit
processes and procedures unless a hardship waiver has been approved.

Exceptions to this program may be made on a case-by-case basis for those employees who can
demonstrate a proven hardship condition or situation. Requests for hardship exemptions must be
submitted by the requesting employee on the “Request for Direct Deposit Waiver Form”. This form
must be completed by the employee requesting a hardship exemption and submitted to the Chief
Administrative Officer (CAO) for approval or denial. The CAO will notify the employee and the
Department Director once a determination has been made. Employees who currently have Direct
Deposit must follow the same procedure to become exempted from Direct Deposit.

2.5 GROUP BENEFITS

St. John the Baptist Parish is committed to providing quality and cost-effective health, dental, and life
insurance program for all its eligible employees. The Parish reserves the right, at its discretion,
however, to change the nature of the benefits offered to employees, or to change insurance carriers,
deductibles, premiums, or other features of any benefit.

2.6 JURY DUTY & WITNESS DUTY

If an employee receives a jury summons, he should immediately advise his supervisor. A copy shall
be retained for the employee’s personnel file. At the end of jury service, the employee shall obtain a
Certificate of Service issued by the Clerk of Court. The employee shall submit this certificate to his
supervisor upon returning to work.

During the period of actual service on the jury, exempt employees will receive no deductions for
absences of less than one (1) workweek. For non-exempt employees to be paid for jury service, the
employee must submit to his supervisor the Certificate of Service issued by the Clerk of Court.

* The employee's Supervisor shall attach to the time sheet the Certificate Service.

* Employees submitting a certificate shall be paid at the regular rate, up to eight or ten hours
per day (depending on the employees regularly scheduled workday), for each day served up
to (10) ten days, within a twelve (12) month period.

* Employees not submitting a Certificate of Service shall not be paid.

Administration or the employee may request an excuse from jury duty if, in Administration's
judgment, the employee's absence would create serious operational difficulties.
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The Parish encourages employees to appear in court for withess duty. Once an employee receives
a subpoena or notice to appear as a witness, he should immediately advise his supervisor.
Appearances in court while testifying as a witness will normally be considered excused time off.

Exempt employees appearing as a witness will not receive deductions of pay for absences of less
than one (1) workweek. If a non-exempt employee is subpoenaed as a witness for the St. John
Parish, he will receive paid time off for the entire period of witness duty. Non-exempt employees will
be granted unpaid time off to appear in court as a withess when requested by a party other than the
Parish; however, employee may use available vacation leave or compensatory time off to receive
compensation for the period of this absence.

Under either circumstance (jury duty or withess duty), employees will be expected to report for their
regular duties when temporarily excused from attendance in court.

Employees subpoenaed or served any type of official notice to appear in court, for a deposition, or
produce documents in conjunction with a matter involving the Parish, must notify his Department
Head immediately upon receipt of document(s).

2.7 PENSION

The Parochial Employees’ Retirement of Louisiana, and the rights and benefits of employees
provided hereunder, are hereby recognized. The Parochial Employees’ Retirement System is a
public defined benefit pension plan which provides retirement allowances and other benefits,
operating pursuant to State statues.

2.8 OVERTIME/COMPENSATORY TIME

The Parish compensates employees in accordance with the Fair Labor Standards Act. Based on the
needs of the Parish, an employee may be required or authorized by appropriate supervisory authority
to work at any time when he would not normally be scheduled for duty. Whenever such work is
required or authorized, his overtime compensation will be calculated according to the terms as set
forth in this section.

The Parish may provide compensatory time off in lieu of overtime compensation in accordance with
the provisions of the Fair Labor Standards Act. Agreement to accept employment with St. John the
Baptist Parish constitutes agreement by the employee to accept compensatory time off in lieu of
overtime compensation when so directed by the Parish.

Overtime provisions shall not routinely apply to classes of work designated as exempt. However, the
Parish President may authorize overtime payment for exempt employees during declared
emergencies and disasters. This provision shall also apply to work in preparation of an approaching
storm or declared emergency or for work caused as a direct result of a declared emergency or
disaster, such as cleanup, repairs or replacement of public rights-of-way, damaged equipment,
buildings and infrastructures, assisting with disaster relief services to residents, and the required
paperwork. In such cases, overtime compensation shall be at one and one-half (1.5) times the
employee’s regular hourly rate for hours worked in excess of forty (40). The employee; however,
may elect to receive compensatory time on a one and one-half (1.5) basis in lieu of overtime wages.
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Non-exempt employees shall receive compensation at their regular rate for hours worked not in
excess of forty (40) hours in a given workweek and shall receive overtime compensation at one and
one-half (1.5) times his regular rate for hours worked in excess of forty (40) in a given workweek.

No overtime work shall be performed without proper supervisory authority and/or approval. Overtime
work without prior authorization from the supervisor shall result in disciplinary action.

Compensation shall be paid at a straight time rate of pay for any and all work required and/or
authorized up to forty (40) hours in any one work week. Overtime compensation shall be paid at a
rate of one and one-half (12 ) times the regular hourly pay rate.

Compensatory time off may be granted by the Department Director within a reasonable period of
time after it is requested if to do so would not unduly disrupt the operation of the Department.
Department Directors will be responsible for administering their compensatory policies by allowing
employees to take accrued compensatory time in a timely manner so that compensatory hours will
not accrue to excessive levels. Compensatory time not used during the calendar year may be
carried forward to successive years. The following provisions apply:

* Maximum accruals of compensatory time shall be limited to two hundred forty
(240) hours for non-exempt employees. After maximum accrual, overtime
compensation will be paid to non-exempt employees.

* Employees may use compensatory time after making a request to their
Department Head, unless doing so would unduly disrupt Parish operations.
Compensatory time generally should be used for short-term absences from
work during times mutually agreed to by the employee and the Department
Head.

* Upon separation, nonexempt employees receive compensation for their
accrued compensatory time balance. Exempt employees will receive
compensatory time in accordance with the established and current policy.

The Department Head reserves the right to stipulate that overtime be paid in wages as opposed to
the employee receiving compensatory time if it is determined that the employee’s use of
compensatory time would unduly disrupt department operations.

Each department is responsible for maintaining accurate compensatory time records for each
employee.

Absence from work by reason of vacation leave, sick leave, compensatory time off, witness leave,
military leave, holidays, declared emergency leave, or when employee is not working and receiving
workers’ compensation benefits shall be not be considered as time worked for purposes of overtime
pay eligibility determinations. Time worked does not include the meal break, unless an employee is
directed by his supervisor to perform work-related duties or remain on duty during the meal break.
Non-exempt employees should take their meal break away from their desk or workstation to avoid
confusion on overtime liability.

An employee’s refusal to work overtime as mandated by supervisor or Department Head may subject
the employee to disciplinary action, up to and including termination.
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Overtime work on one day shall not relieve an employee of the responsibility to report for work at the
regularly scheduled time on the next ensuing day.

Upon separation, non-exempt employees receive compensation for their accrued compensatory time
balance. Exempt employees will receive compensatory time in accordance with the established and
current policy.

2.9 CALL-BACK

When the work situation requires an employee to be called back to his work station, without prior
notice, the employee is guaranteed a minimum of two hours straight time pay, or overtime pay, if
applicable, or compensatory time off, at the discretion of his Department Head.

2.10 STANDBY

The Parish recognizes two types of standby —— scheduled and emergency.

Scheduled Standby. When the work situation requires that an employee be placed on scheduled
standby, this constitutes the condition of prior notice. Employees on scheduled standby are
compensated according to individual departmental policy.

Emergency Standby. Employees placed on emergency standby shall follow the Parish’s Emergency
Operations Plan.

2.11 REST AND MEAL PERIODS

Two 15-minute rest periods and a 30-minute meal period each workday are generally provided;
however, it must be realized that workloads on a given day may eliminate the rest or meal period(s).

Rest periods, for which employees are compensated, should not be taken within an hour of arriving
at or leaving work nor shall they be used to extend the meal period.

The meal period is the employee’s time and is not paid. Meals shall not be eaten in work areas,
especially in areas frequented by the public. Meal periods generally are taken between the hours of
11:30 a.m. and 1:30 p.m. on a staggered schedule so that an employee’s absence does not disrupt
office operation. If an employee is unable to take a meal break, his supervisor must be notified so
that the employee can be paid for the missed meal period.

Employees on break should not go into other work areas for non-business purposes and interfere

with or distract other employees who are working at that time. Employees are expected to return
from rest and meal periods timely and are subject to discipline for tardiness.

2.12 HOLIDAYS

The following days will be recognized as holidays with pay for all regular full-time employees:
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Holiday Day Observed
New Year’s Day January 1%
Martin Luther King, Jr. Day | 3™ Monday in January
Monday Before Mardi-Gras —
Mardi-Gras Day —

Good Friday Friday before Easter
Memorial Day 4th Monday in May
Independence Day July 4th

Labor Day 1% Monday in September
All Saints’ Day November 1°
Veterans’ Day November 11"
Thanksgiving Day 4™ Thursday in November
Day after Thanksgiving 4™ Friday in November
Christmas Day December 25™

Holidays falling on a Saturday are normally observed on the preceding Friday. Holidays falling on a
Sunday are normally observed on the following Monday. In addition, any day declared a holiday by
the President of the United States, the Governor of the State of Louisiana, or the governing body of
St. John the Baptist Parish shall be observed as an additional holiday.

2.13 SICK LEAVE

Sick leave may only be used for iliness or incapacity of the employee; forced quarantine of the
employee by a public health official; to care for the employee’s dependent children, spouse, or
parents who are ill; to attend the birth of the employee’s child; or for use of a prescription drug that
impairs job performance or safety. Sick leave can also be used for health needs, e.g. dental, optical,
or medical appointments and treatment. However, employees should make an effort to schedule
these appointments without interrupting their normal work schedule to the greatest extent possible.
Appropriate documentation from employee’s (family member’s) treating physician may be required
for payment of sick leave.

Sick leave accrual for classified employees will be accordance with Civil Service Rules and
Regulations. Sick leave accrual for non-classified employees shall be in accordance with guidelines
set by the Parish President, subject to Parish Council approval.

Employees, classified or non-classified, cannot accrue sick days for any calendar month during
which he has been on leave, with or without pay, ten (10) or more days.

An employee transferring from an unclassified position to a position in the classified system shall
follow the sick leave accrual schedule in accordance with Civil Service guidelines. Employee will be
allowed to carry forward his unused hours in balance; however, employee may not be eligible to
accrue sick hours until the completion of the six (6)-month anniversary of his Civil Service hire date.

2.14 VACATION LEAVE
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St. John the Baptist Parish grants vacations with pay to eligible full time employees in accordance
with guidelines as described in this section. Vacation leave for classified employees will be in
accordance with Civil Service Rules and Regulations. Vacation leave accrual for non-classified
employees shall be in accordance with guidelines set by the Parish President, subject to Parish
Council approval.

Vacations cannot be taken until hours are earned. Generally, employees should submit vacation
plans to their supervisor in advance of the requested vacation date as specified by departmental
guidelines using the appropriate form for absence reporting. Management reserves the right to
approve when vacations are taken. Supervisors are responsible for ensuring adequate staffing
levels and should attempt, when feasible, to resolve vacation scheduling conflicts based on length of
service. However, employees who want to change their plans after the vacation schedule has been
set lose their seniority consideration.

An employee transferring from an unclassified position to a position in the classified system shall
follow the vacation earning schedule in accordance with Civil Service guidelines. Employee will be
allowed to exhaust unused hours in balance within the current calendar year; however, employee
may not be eligible to earn vacation hours again until the one (1)-year anniversary of his Civil Service
hire date.

2.15 WORKERS’ COMPENSATION

To provide for payment of an employee’s medical expenses and for partial salary continuation in the
event of a work-related accident or illness, all Parish employees are covered by worker’s
compensation insurance. The amount of benefits payable and the duration of payment depend on
the nature of the employee’s injury or illness. In general, however, all medical expenses incurred in
connection with an injury or iliness are paid in full, and partial salary payments are provided
beginning with the eight (8") consecutive day of absence from work.

If an employee is injured on the job or suffers a job-related illness, he must immediately report the
injury to his supervisor or Department Head. This ensures that the Parish can assist the employee in
obtaining appropriate medical treatment. Failure to follow this procedure may result in the
appropriate Workers’ Compensation report not being filed in accordance with the law, which may
consequently jeopardize the employee’s right to benefits in connection with the injury, and may
subject the employee to disciplinary action.

Questions regarding Workers’” Compensation should be directed to the Department of Human
Resources. Also, employees should refer to the Parish’s Workers’” Compensation Policy and
Procedure for additional information.

2.16 RECOUPMENT OF EMPLOYEE OVERPAYMENTS

Unearned payments to employees are prohibited by Article 7, Section 14 of the Louisiana State
Constitution which prohibits the donation of public funds. It is the policy of the St. John the Baptist
Parish to ensure that all employees are paid accurately and that any overpayments to employees are
recouped in a timely manner with minimal impact to the employee and to the Parish. Overpayments
occur when compensation that is not owed to the employee is paid in error. This includes but is not
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limited to payments such as overpayment of wages, vacation or sick leave paid in error, as well as

erroneous refunds of deductions, etc.

All employees and department staff who affect the pay process, including those who approve payroll,

enter time, work with personnel actions, calculate payroll, or distribute payroll, are responsible to
assist in achieving an overall effective system of control to produce accurate, timely payrolls.

APPLICABILITY

This policy shall be applicable to all active employees within the Parish as well as all separated
employees.

DEFINITIONS

* Active Employee — an employee currently on the payroll of the Parish.

* Deduction — any voluntary/involuntary reduction in gross pay (e.g., insurance, taxes, etc.).

* Direct Deposit Reversal — a formal request to the financial institution which received
compensation for an employee to return funds deposited into that employee’s account.

* Express Consent — the employee responds to the written notification, either verbally or in
writing, and advises that he agrees that he has been overpaid and he agrees with the
Parish’s plan of action for the recoupment.

* Implied Consent — the employee does not respond to the written notification within ten (10)

working days. This implies that the employee agrees that he has been overpaid and agrees
with the plan of action for the recoupment, thus implying his/her consent to the recoupment of
funds.

Net Pay — the amount of compensation due to the employee after withholding all voluntary

and involuntary deductions from his wages/compensation earned.
* QOverpayment — the amount of compensation paid to an employee in error.
* Recoupment — the act of recovering the compensation which was paid to the employee in
error.

» Separated Employee — an individual who was formerly an employee but who no longer works

for the Parish.
* Wage — the payment to an employee for services rendered.

PROCEDURE

The Parish will make every effort to ensure that an employee’s pay is correct. However, any
employee who believes he has been improperly paid (overpaid or underpaid) or has had
funds withheld from his paycheck inappropriately, should bring this to the attention of his
supervisor and/or his Department Head immediately upon discovering the error. The
Department Head will then notify the Finance Department. It is recommended that
employees review their pay statements as early as Thursday of the pay week to determine if
pay is as expected.

Should it be determined that the Parish has underpaid an employee, the employee will be
reimbursed all funds that are due him. Alternately, should it be determined that the employee
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has been overpaid, the Finance Department will follow the procedures outlined below to
recoup the funds which were paid in error.

Notification to Employee/Separated Employee When Overpayment Occurs

Once it is determined that an overpayment has been made, the Finance Department will immediately
notify the employee of the error. This notice must be in writing and include the following:

* Pay date(s) on which the overpayment occurred;

* Amount of the overpayment;

* Reason that the overpayment occurred;

* Parish’s plan of action for recoupment;

* Employee/Separated Employee options for reimbursement of overpayment, as appropriate;

* Procedure employee/separated employee should use if disputing any aspect of the
overpayment (see Dispute Mechanism section below); and

* Instructions on how to locate this policy.

Prior to a deduction actually being made from the employee’s future pay, the employee must agree
that an overpayment occurred and agree to the plan for recoupment, either by express consent or
implied consent (see definitions). If the employee disputes the claim of overpayment, deduction will
not begin until a resolution to the dispute has been reached.

Recoupment of Overpayment(s)

The amount to be recouped from any one paycheck cannot cause the employee’s biweekly gross
hourly wage to fall below the federal minimum wage without specific written approval from the
employee.

. From Active Employees
Should an overpayment be discovered for a current employee, the procedures outlined
above will be followed by the Finance Department. The repayment options will include:
- Direct deposit reversal; or
- One-time deduction from a subsequent paycheck; or
- Payment plan. Recurring deductions can be established for a period
not to exceed twelve (12) months. Any exceptions to the 12 month period
must be approved by the Chief Financial Officer; or
- Personal payment from employee (e.g., cash, check, or money order).
Prior approval for this method of payment must be obtained from Chief
Financial Officer.

If an employee who has been overpaid is separating from the Parish, every effort shall
be made to have the procedure completed such that the amount of the overpayment
may be withheld from the employee’s final paycheck. If the full amount is not
recovered in the final paycheck, the Parish shall follow the guidelines outlined below.

. From Separated Employees
Employees separated from the Parish will be notified by the Finance Department of any
overpayments according to the guidelines outlined above. Further, the written notice
will include a demand for payment and should include the following repayment options:
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- One-time personal payment from employee (e.g., cash, check, or money
order), or payment plan. The employee may submit multiple payments as
agreed upon with the Finance Department for a period not to exceed
twelve (12) months. Any exceptions to the 12 month period must have the
prior approval of the Chief Financial Officer.

Should the Finance Department be unable to recover overpayments from a separated
employee, the Chief Financial Officer will consult legal counsel to determine if legal
recourse is warranted.

Dispute Mechanism

If an employee/separated employee does not agree with the Parish’s claim of overpayment, the
employee/separated employee may file an appeal with the Finance Manager. The appeal must be
received in writing by the Finance Manager no later than ten (10) working days from the date of
notification of overpayment. This statement must contain the reason(s) why the employee/separated
employee feels the recoupment is not warranted, and should include any supporting documentation
to be considered for review.

The Finance Manager will respond to the employee/separated employee within ten (10)
working days from receipt of written dispute.

If the employee is still not satisfied with the response from the Finance Manager, the
employee may then send the dispute to the Chief Financial Officer within five (5) working
days of receipt of the Finance Manager’s response. The Chief Financial Officer shall accept,
reject, or modify the recommendation of the Finance Manager. The decision of the Chief
Financial Officer shall be final. The decision shall be in writing and sent to the
employee/separated employee, and a copy shall be sent to the Payroll Department.

EXCEPTIONS:

Requests from the employee for exceptions to this policy should be submitted to the Chief Financial
Officer through the Human Resources Department. Documentation should include:

* Name and title of the employee making the request for exception;

* Department in which he is employed;

*  Amount of the overpayment;

* Circumstances creating the overpayment;

* Documentation which includes the reasons the employee believes that some or all of the
overpaid money should not be recouped or why the money recouped should be repaid to the
employee.

Any exception must have the written approval of the Chief Financial Officer.
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3.0 GENERAL RULES & DISCIPLINE

3.1 ATTENDANCE

Each employee is expected to be at work on time and work the full work period. Excessive tardiness
and absences will lead to disciplinary action against the employee.

Approval for time off from work, including vacations, should be requested in advance. However,
when an absence has not been scheduled in advance but an employee is unable to report to work or
will arrive late, employee is to call his supervisor (or designated employee in his department) no later
than fifteen (15) minutes after the assigned start of his shift. If an absent employee fails to notify
appropriate supervisor (or designee) within the prescribed time, he may be charged with being
absent without leave. Employee must make every effort to speak directly with his supervisor (or
designee) to report absence as opposed to initially communicating this information via voicemail or
email message. However, in instances where voicemail or email message was left because
supervisor or designee could not be reached by phone, employee is expected to follow-up with
supervisor or designee within an hour to ensure that the message has been received.

Absent without leave (AWOL) is a serious offense and may result in corrective disciplinary action in
the form of a reprimand, suspension or dismissal. No compensation shall be paid to an employee for
time absent from work without leave. Pay deduction or pay denial to an employee for time absent
without leave shall not be considered or treated as a disciplinary action. The type of disciplinary
action will be determined by the Department Head after taking into consideration the work record and
the attendance record of the employee.

Refer to Attendance/Absenteeism and Tardiness Policy for additional Attendance regulations.

3.2 BUILDING SECURITY

All employees who are issued keys to their office are responsible for their safekeeping. These
employees will sign an acknowledgement and receipt form upon receiving the key. The last
employee, or a designated employee, who leaves the office at the end of the business day assumes
the responsibility to ensure that all doors are securely locked, the alarm system is armed if
applicable, thermostats are set on appropriate evening and/or weekend setting if applicable, and all
appliances and lights are turned off with exception of the lights normally left on for security purposes.

Employees are not allowed to loiter on Parish property. Accordingly, if not performing work,
employees are expected to arrive on premises no earlier than thirty (30) minutes prior to the start of
his shift and likewise, vacate premises no later than thirty (30) minutes after the end of his shift. At
no time is alcohol permitted on premises, even if an employee is off duty.

3.3 CHANGING OF PERSONAL INFORMATION

It is important that the Parish keeps an accurate record of each employee’s personal status.
Employees are responsible for informing their supervisor and the Human Resources Department of
any changes in personal information or status, such as:
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* Name

* Address/Telephone Number

* Professional license/certification

* Person to contact in case of emergency

* Number of dependents

* Marital status (for benefits and tax withholding purposes only)

* Change of beneficiary designations for any of the Parish’s insurance plans and the Parochial
Employees Retirement System

» Driving record or status of driver’s license, if employee operates any Parish vehicle

* Military or draft status

* Exemptions on W-4 and L-4 tax forms

Coverage or benefits that the employee and his family may receive under the Parish’s benefits
package could be negatively affected if the employee’s information is not up-to-date. It is especially
important for each employee to immediately report to the insurance carrier and to the Human
Resources Department changes in dependent status which affect the employee’s insurance plan(s)
within 30 days of the change. Unreported changes may cause the insurance to be declared invalid
in the event of a claim. The Parish is not responsible for any loss of benefits due to an employee’s
failure to report such changes.

In addition, employees who have a change in the number of dependents or marital status should
complete a new Form W-4 for income tax withholding purposes.

Since the Administration refers to an employee’s personnel file when decisions are to be made in
connection with promotions, transfers, layoffs and recalls, it’s to the employee’s benefit to be sure his
file includes information about completion of educational or training courses, and areas of interest
and skills that may not be part of his current position.

An employee’s personal information and personnel data should be accurate and current at all times.

3.4 COURTESY/CUSTOMER RELATIONS

Communication is the key to effective services and customer relations. Professional and courteous
communications is expected of all employees at all times, whether it is with a customer, visitor, the
general public, fellow employee, supervisor or another member of management, or an elected
official. Furthermore, everyone is to be treated with dignity and respect. As a representative of the
Parish, employees will conduct themselves professionally. Employees should listen carefully to
customer inquiries and complaints and deal with them in a responsive, professional manner. If a
customer should become unreasonable, irate, verbally abusive, or harassing, and the employee
cannot resolve the matter, employee should refer the customer to his supervisor. Employees are
also encouraged to report recurring customer-related issues to their immediate supervisor and
should be prepared to make suggestions for problem-solving changes.

3.5 DECLARED EMERGENCY PLAN

During a disaster, the responsibility of St. John the Baptist Parish in serving the citizens of the parish
is to maintain basic services. All employees are expected to be available if and when needed,
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should a disaster occur. In addition, each employee should be familiar with the Parish’s Emergency
Operations Plan.

When the Parish President authorizes the activation of the Disaster Plans, all departments are to
initiate their specially assigned duties. The plan will be updated, republished periodically by the
Emergency Operations Center (EOC) and available upon request from each Department Head or
manager.

3.6 DRUG-FREE WORKPLACE

St. John the Baptist Parish is a Drug-Free Workplace. The unlawful manufacture, distribution, sale,
purchase, possession or use of a controlled substance or alcohol, or inappropriate use of
prescription medication is prohibited in this workplace.

In accordance with Ordinance 94-66, employees shall not possess or ingest any narcotics,
controlled dangerous substances or designer drugs while on the job or on duty unless prescribed by
a physician licensed to practice medicine, nor report to work under the influence of drugs or alcohol.
Employees are subject to random drug testing (if applicable per Ordinance No. 06-66), drug or
alcohol testing for cause or post-accident during the course and scope of employment with the
Parish.

Employees should refer to Ordinance No. 06-66 and Ordinance No. 94-66 for additional information
pertaining to the Parish’s substance abuse policy.

3.7 DISCIPLINARY PROCEDURES

St. John the Baptist Parish expects all employees to comply with the Parish’s standards of conduct
and job performance and that noncompliance with these standards must be corrected. Discipline is
an instrument for changing unacceptable behavior and performance, and for motivating and
encouraging employees. Discipline may be imposed for a single incident or for a pattern of conduct.
The specific discipline imposed is intended to focus the attention of the employee on the
performance or conduct problem and, except in cases of discharge, to encourage changes in
behavior.

Disciplinary actions include but are not limited to: verbal counseling, written reprimand, reduction in
pay, suspension without pay, demotion, and discharge. Civil Service rules and regulations pertaining
to disciplinary actions shall apply to employees in the classified system.

Under normal circumstances, St. John the Baptist Parish favors a policy of progressive discipline in
which it attempts to provide employees with notice of deficiencies or rule violations and an
opportunity to improve. The progressive disciplinary procedures described in this policy may also be
applied to an employee who is experiencing a series of unrelated problems involving job
performance or behavior.

While a progressive discipline program will be followed in regard to addressing conduct and job
performance problems in most instances, there may be particular situations in which the seriousness
of the offense justifies the omission of one or more of the steps in the procedure. Such
circumstances include cases where the infraction is of such a serious nature that a written
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reprimand, suspension, demotion, or discharge is justifiable, even on a first offense. The discipline
imposed will be determined according to the severity of the infraction(s), regardless of whether prior
discipline has been imposed.

Disciplinary action may include:

1. A verbal warning or reprimand, which generally is given for a first occurrence of an infraction,
may be accompanied by a written notation in the supervisory record or in the employee’s
personnel file. Action necessary by the employee to correct the problem shall be discussed
by supervisor.

2. A written reprimand signed by the employee’s supervisor and acknowledged by the
employee. Written reprimands are to be placed in the reprimanded employee’s personnel
file. Employees may provide written explanations or responses to reprimands for placement
in their personnel file.

3. Suspension. Disciplinary suspensions are without pay and shall be accompanied by a written
statement setting forth the reason for the suspension and the duration of the suspension.
Disciplinary suspensions are for three (3) days.

An employee may be suspended with or without pay pending investigation when the Parish
has reason to believe he has engaged in conduct which, if confirmed, would warrant
disciplinary action including termination and the employee’s continued presence at work
during an investigation of the suspected conduct would be contrary to the best interests of
Parish service. The employee shall be informed that he is being suspended pending
investigation and the reasons thereof. Suspensions pending investigation are generally for up
to fifteen (15) workdays. However, whenever management determines that investigations of a
major or critical offense warrant additional time, suspensions pending investigations may be
extended for up to fifteen (15) additional workdays.

Suspensions of exempt employees are permitted only in accordance with provisions of the
Fair Labor Standards Act.

4. Termination. The removal of an employee from Parish service shall result when it has been
determined that the employee has been given a reasonable opportunity to conform his
conduct to required behavior or performance standards and has failed to do so, or where an
employee has committed one or more serious offenses for which no other disciplinary
measure is appropriate. All actions to terminate require the prior approval of the Parish
President.

3.8 COMMUNICATION SYSTEMS (USE OF)

To ensure that St. John the Baptist Parish communication resources are used responsibly and
productively, the Parish has established the following guidelines.

Every user has a responsibility to maintain and enhance the Parish’s public image and to use the
Parish’s communication systems in a productive manner. All communication systems must be used
in compliance with applicable statutes, regulations, and the Parish’s policies including those that
require a work environment free from discrimination and harassment. Employees are expected to
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use common sense and sound judgment to avoid any communication which is disrespecitful,
offensive, or illegal.

The Parish, as provider of access to communication systems, reserves the right to specify how the
Parish’s network resources will be used and administered to comply with this policy. Message
content sent from Parish communication systems reflects the Parish’s image, both positively and
negatively. Employees may be subject to disciplinary action for using these resources in a manner
other than for the intended purposes. Incidental personal use is secondary and should not interfere
or conflict with business use or job performance, or incur financial charges by the Parish. An
employee will be held financially responsible for charges incurred by the Parish resulting from his
personal use (i.e. long distance calls, special greetings, special ring tones, postage, receipt of
pictures, text messages, etc.), and will be subject to disciplinary action.

All communication services and equipment, including but not limited to mail, electronic mail (email),
Intranet, Internet access, telephone systems, cellular phones, fascimiles, instant messaging, online
services, personal computers, computer files, computer networks, video equipment and tapes, voice
mail, and bulletin board, and all messages transmitted or stored by them, are the sole property of the
Parish and are to be used primarily for business purposes. Users of computer and telephonic
systems should presume no expectation of privacy in anything they create, store, send, or receive on
the computer or telephonic systems. The Parish reserves the right to monitor, restrict, and/or access
communications usage and content. Employees are prohibited from installing their sjbparish.com
email addresses on their personal handheld device or cell phone without prior written permission
from the Chief Administrative Officer.

The information sources available via the Internet are worldwide and constantly growing in kind and
number. It is not possible for any organization to fully manage the types and content of information
accessed by its systems and users. Nonetheless, the Parish reserves the right to restrict access to
any data source if/when, in its sole discretion and after appropriate review, the Parish determines
such a source to be problematic. These restrictions do not constitute an implication of approval of
other non-restricted sources.

Without exhausting all of the possibilities, the Parish’s communication services and equipment,
including but not limited to Internet access and e-mail system, are not to be used in any of the
following ways:

* To communicate the Parish’s official position on any matters, unless specifically
authorized to make such statements on behalf of Parish.

* To harass, intimidate, bully, or threaten another person.

* To access or distribute obscene, profane, sexually suggestive, pornographic, abusive,
libelous, racially or culturally offensive, demeaning or defamatory material or
otherwise inappropriate written, recorded, or electronically transmitted messages.

* To distribute copyrighted materials not authorized for reproduction or distribution.

* To impersonate another user or mislead a recipient about sender’s identity.

* To access another person’s e-mail, if not specifically authorized to do so.

* To bypass the systems’ security mechanisms.

* For spam (unsolicited bulk email) or to send or post chain letters.

* To send messages of a political or religious nature.

* For personal solicitation.

* To communicate confidential Parish information to unauthorized individuals within or
outside the Parish service.
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* To make unauthorized attempts to access data or break into any Parish or non-Parish
system.

* For theft or unauthorized copying of electronic files or data including documents,
photographs, and music or video files.

* For any purpose which is illegal, against the Parish’s policy, or contrary to the Parish’s
best interest.

Employees should bear in mind that email is not private and its source is clearly identifiable. Email
messages may remain part of the Parish’s business records long after they have been supposedly
deleted. Employees should not use email, instant messaging services, facsimiles, cellular
telephones, or any other insecure communication system to communicate confidential information.
Electronic records are public records subject to the Louisiana Public Records Act, with limited
exceptions. There are also other legal issues related to email communications. In general, email is
subject to discovery.

Employees should ensure that no personal correspondence appears to be an official communication
of St. John the Baptist Parish. Employees may be perceived as representatives of the Parish and,
therefore, damage or create liability for the Parish. All outgoing messages, whether by mail,
facsimile, e-mail, Internet transmission, or any other means, should be accurate, appropriate, and
work-related.

Access to electronic communication equipment and resources (i.e. computer usage, email, personal
handheld devices, etc.) and all privileges therein may be removed or restricted by the Parish
immediately upon an employee’s suspension, discharge, or notice of resignation.

The use of Parish-paid postage or Parish stationary for personal correspondence is not permitted.
Also, employees should not use the Parish address for the receipt of personal mail. Only the Parish
may issue personalized stationery and business cards bearing the Parish’s logo.

Violation of this policy will subject the employee to discipline, up to and including termination.

Employees who do not have direct access to a Parish telephone should make provisions to have
emergency or other necessary incoming calls routed to a department approved telephone. Although
the Parish will attempt to deliver personal messages deemed emergencies by the caller to
employees, it cannot and does not accept responsibility for the prompt or accurate relay of these
messages.

3.9 DRIVER'’S LICENSE AND DRIVING RECORD

Employees whose work requires operation of a Parish vehicle (or personal vehicle in which Parish
business is conducted) must present and maintain a valid driver’s license and a driving record
acceptable to the Parish’s insurer. Employees may be asked to submit a copy of their driver’s
license to the Parish from time to time. Employees are responsible for reporting any changes to his
driving record and privileges to his supervisor immediately. Failure to do so may result in disciplinary
action, including dismissal.
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3.10 DRESS CODE/PERSONAL APPEARANCE

It is the policy of the Parish that employee attire during work hours and work-related activities shall
be appropriate to the duties of the position, to the safety of the employee and other individuals, and
to the probability of public contact. The personal appearance, grooming, and personal hygiene of
employees contribute significantly toward the public impression of the Parish. Employees are
expected to present a neat and professional appearance at all times. Good personal hygiene and
personal habits are also very important. Employees should take extra care to ensure that personal
hygiene does not constitute a health or safety hazard to others or cause disruption in the workplace.

Some employees of the Parish are expected to wear uniforms, which are provided and maintained
by the Parish. Clothing/uniforms must be neat, clean, and appropriate for professional work and the
image that St. John Parish must project to its customers, visitors, and the public. Further, because of
working in close proximity to co-workers, employees should be considerate of their co-workers when
applying perfumes, colognes, and after-shave lotions or when using fragrances (e.g. hand lotions,
potpourris, air fresheners) within the workplace.

Employees not required to wear uniforms, such as office staff and warehouse personnel, shall not
wear suggestive attire or athletic clothing, or similar items of casual attire that do not present a
professional appearance. Hairstyles, clothing, footwear, and jewelry shall conform to the best
business and professional standards; fingernail length should not impede or affect work
performance.

For office staff, jeans may be worn on Fridays, which has been designated a “casual dress day” for
office staff in each workweek. When a Parish holiday is observed on a Friday, casual attire may be
worn on the preceding Thursday. Dress shoes/dress sandals with open toes or dress mule-type
shoes are permissible; however, flip flops, clogs, thong sandals, slippers, tennis shoes, or other
similar types of casual footwear should not be worn. In addition, miniskirts, “spaghetti-strap” or halter
tops (unless worn underneath a jacket, sweater, or blouse), t-shirts, shorts, sweatshirts, clothing with
holes or frayed hems, and baseball caps shall not be worn. For office staff whose duties
occasionally require field assignments that would make casual work apparel more practical for such
assignments, Department Head may make exceptions as necessary.

If in doubt as to appropriate apparel, employees should consult their supervisor before wearing it to
work.

Employees are reminded that when in uniform they are representing the Parish and must project a
favorable and professional image when doing so. Employees in uniform are expected to wear shirts
buttoned and tucked.

Even when off-duty, employees are expressly prohibited from:

* consuming alcoholic beverages in public

* entering establishments such as bars, nightclubs, or casinos

* engaging in unlawful conduct
while wearing a Parish uniform. Additionally, employees are encouraged not to wear their uniform
when off duty.

While the decision on dress is a personal choice by the employee, the employees’ Department Head
will make the final decision whether the dress is appropriate for the work environment, as the Parish
reserves the right to determine extremes in style. Employees in violation of the dress code may be
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sent home to correct the infraction and disciplinary action may be taken. Non-exempt employees
(those subject to the minimum wage and overtime requirements of the Fair Labor Standards Act) will
not be compensated for any work missed because of failure to comply with this policy.

3.11 FALSIFICATION OF PUBLIC/OFFICIAL DOCUMENTS

As public employees, everyone should be mindful that their signature has consequences. It signifies
agreement with and certifies accuracy of the information. Knowingly signing or submitting a
document that contains false information or misrepresentation is a severe violation of the Parish’s
work rules and any applicable state and/or federal laws.

Official documents include, but are not limited to, personnel forms, evaluation forms, position
descriptions, leave slips, time and attendance records, purchase requisitions, travel reports and
expenditures or other financial reports, as well as reports to state and federal agencies filed in
relation to work.

Violations can subject offender to disciplinary action, up to and including termination, as well as legal
action.

3.12 LICENSES/CERTIFICATIONS

All employees who perform work that requires licensure or certification are held responsible for
presenting those credentials during the pre-placement process and for maintaining those credentials
after being hired. Failure to maintain credentials, falsification or misrepresentation of credentials may
result in change of position or termination. It is the responsibility of the employee to provide proof of
licensure/certification to appropriate Parish personnel when received. The Parish reserves the right
to conduct period checks or verifications of licenses or certifications.

3.13 MANAGEMENT/EMPLOYEE COMMUNICATION

Open communication between management and employees is vital for effective operation of the
Parish. St. John Parish management strives to keep its employees informed of matters and
encourages them to voice their opinions and concerns. Department meetings, bulletin boards,
including bulletin boards at the Civil Service Office, and email are used to inform employees of items
of general interest as well as specific items pertaining to their jobs. Employees should review bulletin
boards daily for pertinent Parish or departmental information.

3.14 PROBLEM-SOLVING PROCEDURE

Whenever a group of people work together for an extended period of time, problems and
misunderstandings can occur. In order to promptly and constructively resolve them, employees are
encouraged to discuss the problem with their immediate supervisor initially. If the problem concemns
his immediate supervisor or if resolution doesn’t occur within a reasonable time, the employee should
proceed to the next level of the reporting structure as necessary. If the problem is still unresolved
within the employee’s department, the problem may be discussed with the Director of Human
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Resources. If the employee is not completely satisfied with the response, he may request to discuss
the matter with upper management.

Failure to adhere to the chain of command in reporting problems or complaints may be considered
as insubordination and subject the employee to disciplinary action, except in cases where an
employee experiences any job-related harassment based on sex, race, national origin, disability, or
any other factor prohibited by federal, state, or local statute, or if he believes that he has been
treated in an unlawful, discriminatory manner, then he should immediately report the matter to the
head of the department or to the Director of Human Resources as outlined in Section 1.6 - EQUAL
EMPLOYMENT OPPORTUNITY / ANTI-HARASSMENT, INCLUDING SEXUAL HARASSMENT of
this handbook.

Employees in the classified system shall have the right to grievance procedures as set forth by Civil
Service Rules and Regulations. Questions regarding grievance procedures should be directed to the
Civil Service Administrator.

3.15 REMOVAL OF PARISH RECORDS

In an effort to protect, conserve, and ensure the proper use of Parish records, it is the policy of the
Parish that no employee shall move, or cause to be moved, any record from the officially designated
worksite, without specific written authorization from the Department Head.

This policy is not intended to violate an individual's right to information under the Louisiana Public
Records Act.

Definitions:

* Record - All documents, papers, letters, books, drawings, maps, plats, photographs,
magnetic or optical media, microfilm, microphotograph, motion picture film, or other document
or any other material, regardless of physical form or characteristic, generated or received
under law or in connection with the transaction of official business, or preserved by the Parish
or political subdivision because of other informational or legal value.

» Officially Designated Worksite - The location at which Parish business is conducted (either
the usual place of business or some off-site location when on official business).

» Written Authorization - Approval granted in written form by the appropriate Department Head.

In order to obtain authorization to remove a record from the officially designated worksite, a written
request shall be submitted to the appropriate Department Head, through the employee’s supervisor,
prior to the intended removal. The request shall contain the following information regarding the
record: description, destination, reason for utilization, and projected time of return. After determining
the appropriateness of the request, the Department Head shall signify in writing, approval or denial;
and return the document to the requestor's supervisor. The supervisor will immediately forward the
document to the requestor.
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3.16 SAFETY

St. John the Baptist Parish complies with all applicable federal, state, and local health and safety
regulations to provide a work environment as free as practicable from recognized hazards.
Employees are expected to comply with all safety and health requirements, whether established by
the Parish or by federal, state, or local law.

The Safety Committee, comprised of employees and managers of various departments, oversees
the Parish’s safety policies and procedures and maintains a Safety Manual. Sound judgment and
safe practices must be exercised in the work habits of all employees.

Vehicles and equipment are to be operated only by those authorized as a result of their knowledge,
training, experience, and proper licensure.

If an employee’s assignment involves the use of hazardous or toxic materials, he must comply with
all laws, rules, and regulations concerning their safe handling and disposal, as published by the
manufacturer and governmental agencies having jurisdiction over such matters. Employees should
consult their supervisors for full details, including Material Safety Data Sheets (MSDS), container
labeling, and training information regarding exposure to and handling of such materials.

Some jobs may have additional safety guidelines that are established for the employee’s protection
and the protection of others including, but not limited to, wearing the appropriate personal
protective equipment (PPE). If so, the employee will be required to know and follow them carefully.

All work-related injuries and illnesses —regardless of their extent and nature, unsafe working
conditions, and the need for maintenance and repair of vehicles or equipment must be immediately
reported to management. Supervisors are responsible for reporting all incidents/accidents and
injuries to the Director of Human Resources immediately following an incident to complete the
necessary report. Employees concerned about the possible safety of a work assignment should talk
to their supervisor before performing the task. No one has to perform an unsafe act.

New Hires should be oriented to the safety regulations within their department on their first day of
work. All employees are responsible for ensuring that they understand and comply with all Parish
safety rules, regulations, and procedures, and are responsible for:

Being familiar with all safety and health procedures relevant to their job duties
Inspecting their work area periodically

Identifying conditions that are recognized as being unsafe; and

Reporting accidents/incidents and injuries to their supervisor immediately, no
matter how slight

Employees should report to their supervisor or the Safety Committee all observed safety and health
violations and potentially unsafe conditions. Employees are encouraged to submit suggestions to
the Safety Committee concerning safety and health matters.

Violations of St. John the Baptist Parish’s safety rules, regulations, or procedures will result in
disciplinary action, up to and including termination.
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Seatbelt Usage

We value the lives and safety of our employees. In accordance with state law, all employees and
their passengers are required to use a seatbelt when traveling in any vehicle while in the course of
conducting Parish business. The requirement applies to travel in a vehicle owned or leased by the
Parish, a rental vehicle or privately-owned vehicle being operated during the course and scope of
Parish employment, regardless of whether the employee is compensated for the use of his vehicle.

Use of Cellular Phones While Driving

The Parish issues cell phones to personnel in certain positions to facilitate Parish business while
away from the office or out in the field. While cell phones expedite business communications and
provide some safety benefits such as accident reporting, road hazard reporting, and assistance with
directions, proper cell phone use is one part of safe driving. Employees should be mindful that using
a cell phone while driving (or operating equipment) presents not only a physical distraction of
handling a phone, but a cognitive distraction of a conversation as well. Accordingly, employees are
discouraged from using the cell phone while driving (or operating equipment). Employees with
hands-free devices on the phones may engage in brief conversations while driving only if necessary
and only in accordance with state and local laws. However, if a call is going to be lengthy or intense,
if driving conditions are poor or traffic is heavy, if employee does not have a hands-free device, or if
phone use will involve reading or sending text or email message(s), the employee must park the
vehicle (or equipment) before using the phone. He should find a proper parking space as opposed to
stopping on the side of the road, with exceptions being for emergencies such as an accident or
breakdown.

The Parish’s stance on the safe use of cell phones applies at all times when driving a Parish-owned
or leased vehicle (or operating equipment), or when driving a privately-owned vehicle being operated
during the course and scope of Parish employment.

3.17 SEARCHES

As a condition of employment with St. John the Baptist Parish, all employees (including seasonal,
temporary and/or contract employees) are required to expressly waive any expectation of privacy
relating to searches, whenever there is reasonable suspicion of wrongdoing, of any and all personal
effects brought to or maintained on Parish property, such as desks, lockers, lunch boxes, purses,
clothing, brief cases, and automobiles. This policy and waiver shall also apply to the taking of
samples for drug testing, as more fully set forth in the Parish’s ordinances governing substance
abuse.

3.18 SEVERE WEATHER/EMERGENCY CLOSINGS

Generally, Parish offices remain in operation on all scheduled days, regardless of weather, unless
otherwise dictated by the Parish President. At times when such emergencies such as severe
weather, fires, or power failures disrupt Parish operations, the Parish President will decide on
closures and Department Heads or designees will provide official notification to their employees.
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For emergencies declared by the Parish President, employees should follow the procedures outlined
in the Employee Emergency Procedures developed by the Parish’s Department of Public Safety —
Office of Emergency Preparedness as they related to office closures.

When severe weather creates dangerous road conditions and prevents an employee from reporting
to work, he must contact his supervisor immediately to receive instruction or to request approval to
use vacation leave or compensatory time off leave if such leave is available. If no vacation or
compensatory time is available, absence due to severe weather will be charted as leave without
pay, unless the there is an emergency or disaster declaration by the governor in the area in which
the employee resides. In such case, the employee may be paid emergency leave not to exceed the
hours of the declaration. In most circumstances, the employee requesting emergency leave will be
required to provide documentation in order to substantiate the claim for which the emergency leave
is requested. The Chief Administrative Officer or designee makes the determination regarding what
type of documentation is required and when emergency leave is approved.

3.19 SMOKING

St. John the Baptist Parish believes that all employees are entitled to a safe, clean and healthy work
environment. It is the policy of St. John the Baptist Parish that all enclosed areas, offices, common
areas, and Parish-owned vehicles shall be smoke-free and that smoking in these areas is prohibited
at all times. Smoking is allowed only in designated smoking areas.

Any questions regarding this policy should be directed to the Human Resources Director.

3.20 STANDARD OF CONDUCT

Employees are expected to behave in a professional and responsible manner at all times. The
following behaviors are prohibited and are subject to disciplinary action. This list is not all- inclusive
and is subject to modifications.

* Negligence or careless action which endangers the life or safety of another person.

* Possessing or being under the influence of alcohol or controlled substance drugs while at
work; use of, possession, or sale of controlled substance drugs or alcohol in any quantity
while on Parish premises or on duty.

* Unauthorized possession of dangerous or illegal firearms, weapons, or explosives on
Parish property, including any Parish-owned or leased vehicle, or while on duty except as
follows: employees may store lawfully possessed firearms or other weapons in their
personal vehicles while parked on Parish property provided the vehicle is locked and such
firearms or other weapons are hidden from plain view or locked in a case or container in
the vehicle, in accordance with state law. Pocket knives (blades no larger than three (3)
inches) are permitted for job-related purposes only.

* Engaging in criminal conduct, acts of violence, or making threats of violence toward
anyone on Parish premises or when representing the Parish; fighting, horseplay or
provoking a fight on Parish property; or negligent damage of property.

* Insubordination or refusing to obey instructions properly issued by supervisor pertaining to
employee’s work.

* Engaging in act of sabotage; willfully or with gross negligence, causing the destruction or
damage of Parish property, or the property of fellow employees.

» Falsifying any reports or records, including personnel, absence and sickness.
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* |mmoral conduct or indecency on Parish property.

» Theft of Parish property; unauthorized use of Parish equipment or property for personal
reasons.

* Any act of harassment; sexual, racial, or other.

» Using obscene, offensive, or abusive language or gestures toward any supervisor,
employee, director, customer, etc.

» Consistently poor, unsatisfactory or careless work.

* Leaving work before the end of a workday without approval of supervisor. (Refer to
Attendance/Absenteeism and Tardiness Policy.)

* Leaving work area without authorization. (Refer to Attendance/Absenteeism and

Tardiness Policy.)

Sleeping on the job.

Gambling on the premises or while on duty.

Excessive use of the Parish telephone for personal calls.

Excessive use of personal cellular phone while on duty. Unless there is an emergency,

such as a family emergency, accident, or illness, then employees should refrain from

using their personal cell phones unless on their break.

Excessive absence or lateness. (Refer to Attendance/Absenteeism and Tardiness Policy.)

Smoking in restricted areas.

Failure to report damage to, or an accident involving Parish equipment.

Failure to use time clock system; alteration of own or another employee’s time and

attendance records, having own time and attendance records altered by another

employee. (Refer to Attendance/Absenteeism and Tardiness Policy.)

* Failure to follow safety regulations; failure to wear safety equipment as required by
respective departments; or unsafe conduct on the job.

= Soliciting or accepting gratuities from customers, suppliers, or others, doing work for or
with the Parish in violation of the Louisiana Code of Governmental Ethics (R.S. 42:1111 —
1121). See CONFLICTS OF INTEREST and ETHICS POLICY.

Violations will result in corrective action. While a progressive discipline program generally will be
followed in regard to work rule violations, individual circumstances may merit otherwise. Such
circumstances include cases where the infraction is of such a serious nature that a written
reprimand, suspension, demotion, or discharge is justifiable, even on a first offense.

3.21 TELEPHONE COURTESY

Employee courtesy and professionalism in using the telephone is of great importance, and projects a
favorable image for both the Parish and the employee. In using the telephone, please keep in mind
the following:

Answer properly and promptly.

Identify yourself by name and department.

Give accurate and careful answers.

Take messages carefully.

Transfer calls tactfully.

Always say “please” and “thank you”.

Speak clearly and use a helpful and pleasant tone of voice at all times.

If information requested is not available, offer to return the call rather than to
keep the caller waiting.
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* Hang up only after the caller has done so.

The Parish uses voicemail to increase productivity, and to communicate important information of
general interest. However, the use of voicemail is not intended to be a substitute for answering
calls, as employees are generally expected to answer the phone if they are at their desks. In
addition, voicemail greetings should be brief and business-like.

3.22 TRAFFIC VIOLATIONS BY PARISH EMPLOYEES

All drivers of Parish vehicles or of privately-owned vehicles being operated during the course and
scope of Parish employment are required to obey all state and local driving laws, and will be held
personally liable for any parking and/or traffic violation levied against them while they are responsible
for the Parish vehicle or a privately-owned vehicle being operated to conduct Parish business.
Employees receiving parking or traffic citations shall pay applicable fines or penalties. The Parish is
prohibited from paying traffic/parking fines or penalties for any individual.

3.23 TRAVEL

Business travel must be approved in advance and should be engaged in and reimbursed according
to guidelines described in the Parish’s General Travel Regulations. The Finance Department
maintains the Travel Policy Manual. Employees can access the Travel Policy and accompanying
forms on the Parish’s “common or shared drive” (P: drive) in the Human Resources Folder in
Microsoft Word, Excel, and “PDF” formats.

St. John the Baptist Parish retains the right to amend or terminate the travel policy at any time.

3.24 VIDEO SURVEILLANCE

There exists video surveillance cameras in several work areas on Parish premises. A notice of the
presence of these cameras shall be prominently posted in the general areas where the cameras
exist.

3.25 VIOLENCE-FREE WORKPLACE

St. John the Baptist Parish is strongly committed to maintaining a work environment free from
intimidation, threats, or acts of violence. To that end, it expressly prohibits any form of workplace
violence. Examples of workplace violence include, but are not limited to, intimidating, threatening
behavior such as prolonged staring or glaring, shaking fists, destroying property or throwing objects;
verbal or written threats that express an intent to inflict harm; hostile behavior; physical attacks such
as hitting, pushing, shoving, kicking, holding, impeding or blocking the movement of another person;
vandalism; arson; sabotage; use of weapons; carrying weapons of any kind onto Parish property; or
any other act that would arouse fear in a reasonable person in the circumstances.

The Parish will not tolerate any threatening behavior or acts of violence against employees, visitors,
customers, vendors, the general public, or others at the work site at any time or while engaged in
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business with or on behalf of the Parish, whether at or away from the work site. (See STANDARD OF
CONDUCT POLICY)

With regards to weapons in the workplace, the Parish expressly prohibits employees from
possessing weapons of any kind at the workplace (except as indicated below *). This includes, but is
not limited to, firearms of any type, including those for which the holder has a legal permit;
switchblade knives, knives with blades of three (3) inches or more (pocket knives are permitted for
job-related purposes only); dangerous chemicals; explosives including blasting caps; chains and
other objects carried for the purpose of injuring or intimidating. (See STANDARD OF CONDUCT
POLICY)

* In accordance with state law, employees may store lawfully possessed firearms or other weapons in their
personal vehicles while parked on Parish property provided the vehicle is locked and such firearms or other
weapons are hidden from plain view or locked in a case or container within the vehicle. However, firearms may
never be worn on the person while on duty or be brought in areas other than those stated in the
aforementioned state law.

This policy will be strictly enforced and any violations will result in disciplinary action up to and
including termination of employment.

Employees are a necessary part of this policy. An employee who feels he has been subjected to
workplace violence should immediately report the incident to the Director of Human Resources.

Any employee who observes or has knowledge of a display of violent, abusive or threatening
behavior by another employee is to report the behavior to his immediate supervisor or to the Director
of Human Resources. In furtherance of this policy, employees have an obligation to inform their
immediate supervisor or Human Resources of any activity in the workplace involving current or
former employees, customers, visitors, vendors or others that they believe could result in violence.
This includes, for example, threats of violence, aggressive or confrontational behavior, offensive
acts, and threatening or hostile comments.

Threats or assaults that require immediate attention by law enforcement should be reported
first to the Sheriff’s Office by dialing 911. Employees are encouraged to contact the proper
law enforcement authorities by dialing 911 without first informing management if they believe
an immediate threat to their safety or the safety of others exists.

All complaints will be promptly and fully investigated and will be kept confidential to the maximum
extent possible.

This policy also requires all individuals who apply for or obtain a protective or restraining order that
lists St. John the Baptist Parish premises as being protected areas, to provide to the designated
management representative a copy of the petition and declarations used to seek the order, a copy of
any temporary protective order or restraining order which is granted or permanent. The designated
management representative is the Director of Public Safety. Management understands the
sensitivity of the information requested and has developed confidentiality procedures which
recognize and respect the privacy of the reporting employee(s). This information will be kept
confidential to the maximum extent possible.

Any employee found to have committed workplace violence will be disciplined, up to and including
termination of employment.
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An employee who submits a complaint of workplace violence in good faith, even where the complaint
cannot be proven, has not violated this policy. Any employee found to have falsified a complaint of
workplace violence or knowingly provided false information regarding a compliant will be subject to
discipline, up to and including termination.

It is the responsibility of all employees, including management, to contribute to a safe working
environment. St. John the Baptist Parish cannot do its part to prevent violence in the workplace
without the full cooperation of its workforce. Employees should direct any questions regarding their
obligations under this policy to Human Resources. Employees can report violations of the policy and
raise any questions regarding their obligations under this policy without fear of reprisal of any kind.
Such reports will be held in strict confidence to the maximum extent possible.

3.26 WORK PRODUCTS AND FILES/RETURN OF PARISH PROPERTY

All supplies, materials, and work products of an employee if purchased by the Parish shall remain the
property of the Parish after resignation, discharge, or layoff of that employee. The employee may
retain any personal files, but work files and other papers shall remain with the Parish. Likewise, any
Parish-owned property issued to employees, such as computer equipment, keys, Parish credit card,
ID badge, cellular phone, etc., must be returned to Parish at the time of termination. Employees will
be responsible for any lost or damaged items.
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4.0 MISCELLANEOUS

4.1 EMPLOYMENT REFERENCES

Requests for employment references should be made in writing to the Human Resources
Department and should include a signed authorization by the employee for the release of the
requested information. Generally, the Human Resources Department will not release information
without the employee’s authorization, or will limit the information to verification of the employee’s
position, job location, and dates of employment with St. John the Baptist Parish. No other manager,
supervisor, or employee is authorized to release employment references for current or former
employees.

Questions about employee references or other information concerning current or former employees
should be referred to the Human Resource Department.

4.2 MEDIA INQUIRIES

All media inquiries should be referred to the Public Information Officer or Parish President’s
designee. In addition, the Parish President must approve all press releases, publications, speeches,
or other official declarations. The Parish President may authorize specific employees the authority to
respond to media inquiries without prior approval.
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