LOGAN
EMPLOYEE HANDBOOK

City of Logan
TABLE OF CONTENTS
SECTION TOPIC Revision Date
Employee Acknowledgement Nov. 2009
Performance Expectations Nov. 2009
SECTION 1 GENERAL PROVISIONS
1-01 Administration Nov. 2009
1-02 Policies and Procedures Do Not Constitute A Contract Nov. 2009
SECTION 2 RECRUITMENT
2-01 Equal Opportunity Nov. 2009
2-02 Nepotism Nov. 2009
2-03 Job Postings Nov. 2009
2-04 Application Requirements Nov. 2009
2-05 Selection Procedures Nov. 2009
SECTION 3 EMPLOYMENT
3-01 Standards of Conduct Nov. 2009
3-02 Political Activities Nov. 2009
3-03 Secondary Employment Nov. 2009
3-04 Dual City Employment Nov. 2009
3-05 Code of Ethics (Conflict of Interest) Nov. 2009
3-06 Hiring Status Nov. 2009
3-07 Employment Status Nov. 2009
3-08 Introductory Probationary Periods Nov. 2009
3-09 Anniversary Date Nov. 2009
3-10 Re-Employment Nov. 2009
3-11 Job Descriptions Nov. 2009
3-12 Performance Evaluations Nov. 2009
3-13 Transfers Nov. 2009
3-14 Promotion, Reclassification, or Demotion Nov. 2009
3-15 Reduction in Force (RIF) Nov. 2009
3-16 Voluntary Termination Nov. 2009
3-17 Abandonment Nov. 2009
SECTION 4 COMPENSATION
4-01 Classification Nov. 2009
4-02 Payroll Administration Nov. 2009
4-03 Wage and Salary Nov. 2009
4-04 Overtime and Compensatory (Comp) Time Nov. 2009

Employee Handbook Table of Contents



SECTION

4-05
4-06
4-07
4-08
4-09
4-10
4-11
4-12

SECTION 5
5-01
5-02
5-03
5-04
5-05
5-06
5-07
5-08
5-09
5-10

SECTION 6
6-01
6-02
6-03
6-04

SECTION 7
7-01
7-02
7-03

SECTION 8
8-01
8-02
8-03

SECTION 9
9-01

SECTION 10
10-01

TOPIC

On-Call

Stand-By

Call Back

Garnishments or Levies
Interim Pay

Worker’s Compensation
Travel Reimbursement
Severance Pay

LEAVES

Personal Leave
Holidays

Short-Term Disability
Time Off To Vote
Bereavement Leave
Jury Or Witness Duty
Family And Medical Leave (FMLA)
Leave Of Absence
Military Leave
Medical Leave Pool

EMPLOYEE BENEFITS

Retirement

Medical, Dental, Vision, and Life Insurance
Training

Recreational Facilities Use

DISCIPLINE

Disciplinary Responsibility
Grounds For Discipline
Disciplinary Measures

GRIEVANCES

Structure of Appeals Board
Appeal Process

Appeals Board Hearing Provisions

ACCIDENTS AND SAFETY
Accidents and Safety

INFORMATION TECHNOLOGY
Information Technology

LOGAN

Revision Date

Nov.
Nov.
Nov.
Nov.
Nov.
Nov.
Nov.
Nov.

Nov.
Nov.
Nov.
Nov.
Nov.
Nov.
Nov.
Nov.
Nov.
Nov.

Nov.
Nov.
Nov.
Nov.

Nov.
Nov.
Nov.

Nov.
Nov.
Nov.

Nov.

Nov.

Employee Handbook

Table of Contents

2009
2009
2009
2009
2009
2009
2009
2009

2009
2009
2009
2009
2009
2009
2009
2009
2009
2009

2009
2009
2009
2009

2009
2009
2009

2009
2009
2009

2009

2009

il



LOGAN

SECTION TOPIC Revision Date
SECTION 11 EMPLOYEE USE OF CITY OWNED VEHICLES

11-01 Employee Use of City Owned Vehicles Nov. 2009
SECTION 12 LIABILITY, LAWSUITS, AND INDEMNIFICATON

12-01 Liability Nov. 2009

12-02 Lawsuits and Indemnification Nov. 2009
SECTION 13 SEXUAL HARASSMENT

13-01 Policy Provisions Nov. 2009

13-02 Reporting Process and Responsibility Nov. 2009

13-03 Investigation Nov. 2009
SECTION 14 SMOKE-FREE ENVIRONMENT

14-01 Smoke-Free Environment Nov. 2009
SECTION 15 SUBSTANCE ABUSE AND DRUG TESTING

15-01 Substance Abuse Nov. 2009

15-02 Drug Testing Procedures Nov. 2009
SECTION 16 WORK-PLACE MONITORING

16-01 Work-Place Monitoring Nov. 2009
SECTION 17 WORK-PLACE VIOLENCE

17-01 Responsibility and Compliance Nov. 2009
SECTION 18 AFFIRMATIVE ACTION

18-01 Policy Provisions Nov. 2009
SECTION 19 AGE DISCRIMINATION IN EMPLOYMENT ACT (ADEA)

19-01 Policy Provisions Nov. 2009
SECTION 20 AMERICANS WITH DISABILITIES ACT (ADA)

20-01 Policy Provisions Nov. 2009
SECTION 21 CONSOLIDATED OMNIBUS BUDGET

RECONCILIATION ACT (COBRA)

21-01 Policy Provisions Nov. 2009
SECTION 22 FAIR LABOR STANDARDS ACT (FLSA)

22-01 Policy Provisions Nov. 2009

il

Employee Handbook Table of Contents



LOGAN

(..ll\[UNI ED IN SERVICE

ESTABLISHED 1866

SECTION TOPIC Revision Date
SECTION 23 HEALTH INSURANCE PORTABILITY AND
ACCOUNTABILITY ACT (HIPAA)
23-01 Policy Provisions Nov. 2009
SECTION 24 IMMIGRATION REFORM AND CONTROL ACT
(IRCA)
24-01 Policy Provisions Nov. 2009

iv

Employee Handbook Table of Contents



