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City of Saratoga Springs Legal Disclaimer

The City of Saratoga Springs Policy and Personnel Manual Is intended to serve as a general guide, both
for new employees during crientation, and for all employees as a reference. The Employee Manual should
not be regarded as a contract with the City's bargaining units and, except where govemed by law or
collective bargalning agresment, the City of Saratoga Springs reserves the right to change the policles
described in the manual.

Employment policles and practices for employees govemed by a collective bargaining agréement may, in
some cases, be different from the policies in the manual. Therefore, those employees should refer to their
respactive union contracts for further Information,

City of Saratcga Springs employee Date

City of Saratoga Springs  City Council Approved 122005




City of Saratoga Springs’ Employee Handbook
Title: Clty identification Card Program

Date of Origin: 032007, Revised 060110, 040213
Responsible Party: Human Resources/Civil Service
Review: Annual

Title: City Identification Card Program

A Policy:

The Clty of Saratoga Springs (City) Identificatlon Card Program is a supplementary program of the City’s
Workplace Violence Prevention Program. This policy sets the standard for the issuance of City
identification cards for City employees or volunteers. The City's Police Depariment shall be responsible for
the ownership of the identification card hardware and software and shall have the responsibllity of issuing
Identification cards on behalf of all City departments at the request of the Office of Human Resources or

Civil Servics.

B. Definitions: For the purpose of this policy:

City of Saratoga Springs Identification (ID) Card: An Identification card provided by the City for the

purpose of identifying those individuals who are employees or volunteers for the City.

Employee: An Individual employed by the City of Saratoga Springs in either a full-time or part-time
capacity.

Volunteer: An individual who provides non-pald services for the City of Saratoga Springs.

Department Head: Commissioner or Mayor.
Issuing Official: The Human Resources Administrator or the Secretary to the Civil Service Commission.
Official Capacity: While conducting City business.

C. Procedure:

1. Upon the request of the Office of Human Resources or Civil Servics, the City’s Police Department
shall issue a City Identification card to every new City employee or volunteer during orientation.
The City’s identification card equipment will be used and maintained by the Police Department.

2, The identification card must be prominently displayed on the employee's or volunteer's outer
person with the photo side facing out when conducting City business

3. Police, Fire and Public Works field personnel will display their identification card per the protocols
established within their respective departments.

4, ;rhe face plate for all identification cards, other than Police Officers or Firefighters. shall contaln the
ollowing:

a. Name - (First, middle initial, last). If space for the full name is insufficient, the first name
may be reduced to an Initial. Hyphenated last names will be allowed.

b. Photograph - a full-face color image.
c. The Department to which the employee/volunteer is assigned and/or job title.
d. Logo — City of Saraloga Springs, NY logo and name.

7 The face plate of identification cards used by Firefighters shall contain the following:
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a. Clty of Saratoga Springs Fire Depariment Seal

b. Name - (First, middie Initial, last). If space for the full name is insufficient, the first name
may be reduced to an Initial. Hyphenated last names will be allowed.

c. Photograph - a full-face color image.

d. EMT level/Paramedic Status

e. Shield Number

f Department of Public Safety - Position Rank

5. The face plate of identification cards used by Palice Officers shall contaln the following:
a. City of Saratoga Springs Police Badge image Indicating rank
b. Name - (First, middle Initial, last). If space for the full name ls insufficlent, the first name

may be reduced to an initial. Hyphenated last names will be allowed.
c. Photograph - a full-face color image.
d. Police Badge Number
e. Department of Public Safety - Position Rank

6. The back of each Identification card shall display the City address, employee ID number, and
employee signature line. In addition, identification cards for Firefighters and Police Officers will

contain their blood type, if known.

7. The City's officlal identification card may not be defaced or madified, In any manner.

8. The identification card shall be used SOLELY by the individual to whom it is issued.

9. Lost, damaged, or stalen identification cards must be reported to the Office of Human Resources
or Civil Service as saon as possible

10. The cost of replacing an identification card shall be the responsibility of the employee/volunteer.
There will be a five-dollar ($5.00) replacement cost.

1. Department Heads shall be responsible for enforcing this policy with the employees/volunteers
assigned to their department,

12. Employeesivolunteers, who leave City service, or are out on extended Administrative Leave, shall
surender their City ldentification.Card to thelr Department Head or designee for retum to the
Office of Human Resources/Civil Service.

D. Exceptions:

1. Recreation Department coaches shall be exempt from this policy. However, they shall be
identified in a manner as determined by the Recreation Department and in accordance with the
intent of this policy.

2. City volunteer commission and board members shall be exempt from this policy. However, they

shall be identified in @ manner as determined by the City and in accordance with the intent of this policy.
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City of Saratoga Springs Employee Handbook
Title: Children in the Workplace

Date of Origin: June 20, 2005

Responsible Party: Human Resource Administrator

Date of Review: Annual

Title: Children in the Workplace

Policy

The City of Saratoga Springs strives to provide a place of professional employment to ail employees which
is free of disruptions to both the employee population and the community it serves.

Procedure

1.

Employees are not permitted to bring their children to work except under extremely unusual
circumstances such as a dire emergency, and only after permission is received by the Department
Head.

In an emergency, the Department Head should be as liberal as possible in granting the use of
personal time or compensatory leaves to the employee in such instances. This practice Is not only for
the welfare of an employee's children, but for fellow employees as well.

If an employee is granted permission to bring a child into the workplace because of an emergency, the
child must be supervised at all times. The child's presence in the workplace shall be kept to a
minimum, Many workplaces can be unsafe for children and their presence may interfere with the
normal work of colleagues. Children onsite are expected to behave at all times and be kept as quiet as
possible as not {o interfere in the dally operations of the City.

If a complaint is recelved at any time from a fellow employee or a member of the public, the employee
will be asked to leave and make other child care accommodations.

The City of Saraloga Springs insurance company will not cover children if they are injured in the
workplace, and the potential liability is significant. State and Federal laws prohibit children in most
work environments.

In the event a dispute arises involving children in the workplace, the Human Resource Administrator
will be contacted and shall confer wilh the City Risk and Safely Manager and the City Afttorney for
further action as deemed appropriate.

Atno lime shall any child be allowed in a City owned, operated or maintained vehicle.
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City of Saratoga Springs Employee Handbook

Title: Computer Policy

Date of Origin: June 20, 2005

Responsible Party: Human Resource Administrator
Date of Review: Annual

Title: Computer Policy

Policy

The City of Saratoga Springs Computer Systems are City property that are provided for general business
purposes to Increase productivity and employes effectiveness. To ensure the use of the City’s computer
systems in a productive manner, these policy guidelines have been Incorporated. All employees are
required to abide by these guidelines. Any improper use of City computer systems is not acceptable and
will not be permitted. The City of Saratoga Springs has total discretion over an employee's access
privileges and the nature of public discussions on the computer system.

City online systems may be used for occasional personal reasons within the guidelines of this agreement
during time pericds that would not interfere with normal work flow, such as during lunch breaks or before
and after normal work hours.

Protocol:

A. Camputer System Policles: Monitoring Tosls

The City of Saratcga Springs routinely monitors usage pattems for its network communications. The
reasons for monitoring are to leverage network productivity and to better plan and manage network
resources. These monitoring toals allow the City to:

1. C_:ollect data for Intemnet access to ensure that use during work hours stays productive

Track and control the flow of traffic

Improve Internet capacity planning

LI

. Maintain avallability of network bandwidth
B. Archive System

The Clty of Saratoga Springs is testing for future, permanent Installation of an archiving system that retains
and saves all e-mails sent or recelved on the City network. E-mails are saved regardless of whether the
individual user deletes them, including e-mail items deleted from the trash or recycling bin. The reasons
for this mirror those In item A. In addition the archive system may assist in compliance with FOIL and
other legal circumstances.

Employees may request coples of thelr own archived e-mails. They must do so in writing, on the *Archived
e-mail Request form located In the Information Technology Department. All requests for archived emalis
must be made by way of the FOIL (Freedom of Information Law) precess through the City Attorney’s
Office.

C. Blocking of Internet Access

Different access levels may be given to smployees depending on the nature of their work. The City of
Saratoga Springs reserves the absolute right to block access to certain Internel sites if it becomes
necessary. Current policy Is to block access to all sites consldered to be pomographic as rated by our
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content blocking software. Attempts to circumvent any form of blocking are prohibited. All attempts to
access blocked sites will be recorded.

D. Ownaership of Electronic Communications

i he property of the City of
created, sent, or retrleved over the City’s network system are t y
Q':i:@;?ggzngs. Employees should not assume electronic communigatlons are totally private. The Cul‘ty
of Saratoga Springs reserves the absolute right to access and monitor all messages and files on ﬁ
corporate computer systems. This access includes but is not limited to software virus checking of e-ma

and attachments.

E. Maintaining a Hospltable Work Environment

To ensure that the City computer systems provide a productive and stable environment, the transmittal,
retrieval or storage of information that is discriminatory, harassing, obscene, or pomographic is prohibited.
The use of City computer systems for any purpose that is lilegal, against City policy, or contrary to the
City's best interest is prohibited.

F. Non-Discrimination

The transmittal of messages with derogatory or inflammatory remarks about a person's race, color, sex,
age, disability, religlon, natlonal origin, physical attributes and sexual preference is prohibited.

G. Maintaining System Security

a) Virus Protection: Although the City goes to great lengths to detect and prevent computer viruses,
absolute protection Is impossible. No unauthorized downloading/uploading of software or files Is
allowed in order to prevent viruses from entering the City computer systems. All downloaded software
must be authorized by and registered to the City.

b) Infringement Risk: Employee downloading or usage of unauthorized copyrighted software is illegal and
therefore strictly prohibited. The City may be subject to fines up to $50,000 per incident If copyrighted
software s installed without proper licensing.

¢} Password Security: All passwords allowing access to employee workstations as well as access to
online services should be treated as confidential information and not be disclosed. If you feel this
information has been disclosed please contact computer support and have any compromised
passwords changed Immediately.

H. Public Imaqge

a) Employee Online Conduct: The Clty computer systems are a public place for business
communications, and all communications over the City's online systems reflect our Image. All
employees are, therefore, responsible to maintain and enhance the city’s public imags: no abusive,
discriminatory, harassing, inflammatory, profane, pomographic or offensive language or other
materials are to be transmitted through the City’s online system,

b) Employees’ Identity: No message can be transmitted without an employee identity. Transmitial of
messages with anonymous or fictitfous names is prohibited.

Violations or failure to comply with this policy may result in disciplinary action.
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City of Saratoga Springs Employee Handbook

Title: Confidential Information in the Workplace

Date of Origin: June 20, 2005

Responsible Party: Human Resource Administrator and
Risk and Safety Manager

Date of Review: Annual

Title: Confidential Information in the Workplace
Policy

The City of Saratoga Springs creates and maintains certaln files throughout its departments in the course
of conducting its municipal business for the community and its citizens, visitars, and employees. Many of
these files may be of a confidential nalure dus to the business coenducted. Whenever possible and as
mandated by law, the City shall maintain the confidentiality of the files it creates and maintains.

The Freedom of Information Law has established that a public employee's salary s public Information and
may be accessed by any person.

Definition

Confidential Information shall be defined, but not limited to information and records including:
Some personnel records

Computer system passwords and security codes

Incldents, claims and litigation pending or In process

Settlsments with confidentiality clauses

Employee medical records including medical benefit claims

Employee training records -

Birth, marriags, and death certificates as protected by law

Land acquisition negotiations

The City Attorney shall have the responsibilities of handling any Inquires of a legal nature pertinent to City
Government issues.

Protocol

1. Employees are expecied to maintain the confidentiality of their employment positions per the
regulatory requirements of state and federal law.

2. Employees who are hired into positions that mandate confidentiality are expected to use discretion
when dealing with such information.

3. Any inquiry from the wrilten press, radlo and/or televislon regarding the activity of a City function,
project, and/or issue should be referred to the Department Head for handling. An exception to this rule
is the provision of information by the Police Department and Fire Depariment in accordance with public

law.

4. Al inquiries from insurance companles, attomeys or private Investigative firms should be immediately
reported to the City Risk and Safety Manager for handling.

5. Any Information pertaining to an employee's medical history is confidential and shall be treated as
such accordingly, The Risk and Safety Manager shall be responsible for inquiries pertaining to an

individual employee’s medical history.
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6. Confidentlal Information shall be maintained In safe and secure places and not be accessible to public
view. All confidential paper files are to be maintained In secure locked files. Computerized records

and terminals should not be accessible to unauthorized users.

7. At no time shall any employee utilize their position or confidential City information for persanal gain or
satisfaction.

8. Unauthorized disclosure, or use of confidential information, may lead to disciplinary action per the
employee's callective bargalning agresment.

9. An employee should consult with the City Attomey’s and Risk and Safety Management Office when in
doubt about the hendling and disclosure of confidential Information.
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City of §aratoga Springs Employee Handbook
Title: Disciplinary Policy and Procedure

Date of Origin: June 20, 2005

Responsible Party: Human Resource Administrator
Date of Review: Annual

Title: Disciplinary Policy and Procedure

Policy:
The City of Saratoga Springs implements a Disciplinary Policy whereby employees not performing job

duties will be disciplined. Notice of Verbal Waming and Employee Counseling Memos are avallable for
Department Heads In the Human Resource Office. The Disclplinary Procedures are necessary for
promoting faimess in the treatment of employees. This procedure will ensure a fair, consistent, and
systematlc approach to dealing with disciplinary issues.

Disciplinary Procedure:

1. No employee will be dismissed for a first misconduct except in the case of gross misconduct when the
penalty may be dismissal without notice. All Civll Service Permanent Competitive positions are

entitled to a Sectlon 75 Hearing.

2. Should disciplinary action against an employee be warranted, it must be implemented as soon as
possible after the disclplinary sanclion has been determined.

3. Department Heads shall contact the Human Resource Administrator for all disciplinary meetings with
Employees. Employees shall have the right to Union Representation.
Examples of misconduct include but are not limited to:

. A pattern of lateness or absenteeism

) Work errors, unsatlsfaclory performance

o Fallure or refusal to carry out reasonable instructions given by supervisors
) Acts of insubordination

4. Following the Department Head's decision to discipline the employee after the disciplinary meeling,
written canflrmation by the Human Resource Administrator will be issued and include:
« the precise detalls of employse misconduct
) required impravement In conduct or performance
«  awaming that further action will be taken If same conduct is continued

If a part of this policy conflicts with a collective bargaining agreement, the bargaining
: agreement supersedes only to the extent of confiict.
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City of Saratoga Springs Employee Handbook

Title: Emergency Days

Date of Origin: June 20, 2005

Responsible Party: Human Resource Administrator

Date of Review: Annual

Title: Emergency Days

Policy:

The City of Saratoga Springs values the health and well being of each and every employee and community
member. To this end, there may be extraordinary weather and/or community Issues that may Jeopardize
the livelihoods of City employees and the community they serve. In those extraordinary situalions, a State
of Emergency may be declared. .

Procedure:

1.

No workdays off will be authorized except as described In the City’s collective bargaining
agreements. An exception to this general rule shall be cases of a State of Emergency or when
the operation of a Clty Facility could be hazardous to the lives of the City of Saratoga Springs
employees. In these cases, the City of Saratoga Springs’ Mayor may declare an emergency day.

Each Commissioner shall have, In conjunction with essential personnel only, the discretion of
abiding by the emergency closure established by the Mayor's Office except in such cases where
the Unlted States or New York State Government enacts a global or Regional State of Emergency.
In these specific cases, the Governor and/or the President of the United States mandates shall
take precedent.

When such an Emergency Day Is declared, non-essential emergency employees will recsive
regular pay.

No City employee, other than the Clty of Saratoga Springs Mayor, is authorized to declare an
emergency day.

In those cases where essential employees are required to work given their levels of responsibllity
and/or the essentlal nature of their profession (i.e. Department of Public Works [in conjunction with
emergency perscnnel only), Police and/or Fire) pay will be distributed according to established
collective bargaining agreements.

If a part of this policy confiicts with a collective bargaining agreement, the
bargalning agreement supersedes only to the extent of conflict.
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City of Saratoga Springs Employee Handbook
Title: Employee Complaint Procedure

Date of Origin: June 20, 2005

Responsible Party: Human Resource Administrator
Date of Review: Annual

The Clty of Saratoga Springs recognizes the need for a process by which employees may raise complaints
and concerns related to thelr employment. Differences between an employee and the City shall be dealt
with In accordance with these guidelines.

Guidelines:

1. An employee must Initlate his or her own complaint In writing. The employee should make the
complaint in a timely manner with the Department Head and/or hisfher Uniocn Representative. The
Department Head shall discuss the complaint with the employee In a private mesting.

If the employee feels unable to discuss the matter with histher Department Head, he/she may
Immediately consult the Human Resource Administrator, The Human Resource Administrator shall
immediately inform the Department Head of the complaint.

2. Inthe event the matter is not satisfactorily addressed at the Department Head level, the employee may
then file a formal grievance.

3. The Department Head may request assistance from the Human Resource Administrator as needed
with employee complaints.

4. When a formal grievance is filed, the Department Head shall notify the Human Resource
Administrator.

5. The Department Head shall have one (1) week after the parties meet to respond in writing to the
complalnant. The Human Resource Administrator will assist the Department In constructing the
written response as requested.

it should be noted that employees may elect at any point to contact the Human Resource Office for
assistance or guidance. The initiation of a complaint by an employee will not adversely affect any
employee’s jJob.

if a part of this policy conflicts with a collective bargaining agreement, the bargaining agreement
supersedes only to the extent of conflict.
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City of Saratoga Springs Employee Handbook
Title: Equal Opportunity Policy

Date of Origin: June 6, 2005

Responsible Party: Human Resource Administrator

Date of Review: Annual

Title: Equal Opportunity Policy

Policy:

The City of Saratoga Springs is committed to the provision of equal opportunity in employment and a work
environment that values workplace diversity and respect for all employees.

The City of Saratoga Springs provides equal employment opportunity for all employees on the basis of
qualification and merit. The City will not discriminate on the basis of race, color, creed, religion, national
origin, age, disability, sex, sexual preference, marital slatus, veteran status or any other legally protected
status in accordance with applicable local, state, and federal laws.

The City of Saratoga Springs' commitment to equal employment opportunity extends to all job applicants
and employees and to all aspects of employment, including recruitment, hiring, tralning, promotion,
compensation, transfer, layoffs, benefits, and termination. The City of Saratoga Springs shall ensure that
minority group members and women are afforded equal employment opportunities without discrimination.

To the exlent reasonably possible, the City of Saratoga Springs will accommodate individuals with
disabilities in the application, hiring, and employment process.

Procedure:

1. Al Clt;; departments shall abide by the federal and state Equal Employment Opportunity Laws without
exception.

2, Anyand all dgavialions from those employment practices established by the law will be dealt with in
accordance with Civil Service and New York State Depariment of Labor regulatory compliance.
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City of Saratoga Springs Employee Handbook
Title: Freedom of Information/Personnel Files

Date of Origin: June 21, 2005

Responsible Party: Human Resource Administrator
Date of Review: Annual

itle: Freedom of Information/Personnel Files

Policy

The Human Resource Department along with Civil Service maintains an accurate, current and complete
personne! file for each employee. The personnel file contains such information as the employment
application, report of personnel change, and other pertinent documents.

Procedure

—
.

All employees shall have the right to examine their personnel file.

An employee, upon seventy-two (72) hours written notice to the Human Resource Administrator and
the employee’s Department Head, shall be allowed to examine his/her personnel record.

N

Employees may have the CSEA representative present at such review.

od

The Department Head, Human Resource Administrator and/or Secrelary to Civil Service may be
present singularly or collectively when the employee reviews his/her personnel record.

>

5. Coples of an employee personnel record may be made with proper notice given in accordance with
NYS Labor Law.

6. All employment record disputes must be submitted In writing to the Department Head and Human
Resource Administrator for analysis.

7. The Human Resource Administrator in turn shall have responsibility for settling employment personnel
record disputes in conjunction with the City Attomey and the City Risk and Safety Manager.

If a part of this policy conflicts with a collective bargaining agreement, the bargaining agreement
supersedes only to the extent of conflict.
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City of Saratoga Springs Employee Handbook
Title: Substance Abuse in the Workplace

Date of Origin: June 21, 2005

Responsible Party: Risk and Safety Manager
Date of Review: Annual

itle: Substance Abuse

Polic

The City of Saratoga Springs recognizes that alcohol and drug abuse are potential healtl?. safety and
security problems in the workplace. The City requires all employees to assist in maintaining a work
environment free from the effects of alcohol, drugs or other intoxicating substances. Furthermore, the City
expecls all employess to follow the requirements of a drug-free workplace as required by federal and state

law.

Protocol

1.

The City prohlbits all employses, appainted officlals, volunteers and community members (hereby
defined as employee) from the manufacture, possession, uss, distribution-for-sale, or purchase of non-
prescribed controlled substances and intoxicants on ANY City owned, operated and/or maintained
property. The only exception to this provision shall apply to a leased or licensed activity In which a
liquor license is used in a catered event as approved by the Commissloner of Public Works and/or the
Commissioner of Accounts per the City Charter.

The City prohibits all employees from working under the influence of alcohol, drugs or other
intoxicating substances.

Every City employes and volunteer are expectled to report to their responsibilities in an appropriate
mental and physical condition ready to work.

If an employee is impaired due to a medication prescribed by his/her personal physician, he/she Is
expscted to discuss It with histher supervisor before beginning work for that day. Clearance must be
recelved from the supervisor prior to the employee being allowed to work.

Any employee who is convicted of any viclation of a criminal statute Including misdemeanors, DWI's
and/or DUI's shall be governed under the City's Fleet Safety Program and may be subject to additional
disclplinary proceedings including the loss of use of City property and vehicles. The Risk and Safety
Manager and the Department Head shall determine loss of use of City property and/or vehicles. In
each case, compliance with the law will prevail. Under no circumstances will an employee be given
access to a City owned, operated or maintained vehicle while awaiting arralgnment on a DWI or DUI.

Any employee who violates this policy shall be subject to the discipline per the City’s Discipline Pollcy
and Pracedure.

If an employee is found to be impaired while on the job as a first offense, the employee will be
counseled and sent home without pay for the day via an appropriate mechanism. A referral will be
made to the Human Resource Administrator and the Risk and Safety Manager,

If an employse is found to be Impalred while on the job as a second offense, the employee will be
counseled, a written discipline action will be placed in histher employee flle and he/she will be sent
home without pay for the day via an appropriate mechanism. The employee's personal physiclan will
be required to glve permission for the employee to retumn to work. Permission must be received from
the Department Head, the Human Resource Administrator and the Risk and Safety Manager before
the employee may retum to work.
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9.

10.

11

12.

If an employee Is found to be Impaired while on the job as a third offense, the employee will be
counseleq, a written discipline action will be placed In his/her employee file and he/she will be sent
home until such time as the Depariment Head, Human Resource Administrator and Risk and Safety
Manager agree the employee may safely return o his/her duties. The employee will be required to
shovy proof of participation In substance abuse program acceptable to the Human Resource
Administrator and the Risk and Safety Manager. In this instance, the Department Head shall have the
authority to commence termination of employment for a violation of workplace health and safety, as
required by law.

An exception to the “three offense rule” is the operation of a City owned vehicle, hand tool or
power tool. In this case, the Department Head and/or Risk and Safety Manager shall have the
authority to immediately remove the employee from the operation of the equipment in question. A
union representative shall be called In to mitigate the employee situation In coordination with the
Department Head, the Human Resource Administrator and the Risk and Safety Manager. Further
action shall be taken In accordance with the employee's Collective Bargaining Agreement.

At no time shall an employee be allowed to continue with a wark assignment under the influence of a
drug or alcohol.

In the event a Department Head disagrees with the Human Resource Administrator and/or Risk and
Safety Manager on the ability of an employee to return to his/her work dutles, the City's Labor Counsel

shall be consulted to mediate a solution.

If a part of this policy confiicts with a collective bargaining agreement, the bargaining agreement
supersedes only o the extent of conflict.
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City of Saratoga Springs

Title: Telephone Use Policy

Date of Origin: March 2, 2004

Adopted: March 2, 2004

Responsible Party: Commissioner of Accounts
Date of Review: Annual

Title: City of Saratoga Springs Telephone Policy

Policy:

This policy applies to the assignment of and use of cellular and digital telephones by City employees. It
detalls the criteria for assignment and Incidental personal use of the cellular telephone. This policy also
applies to the persanal use of City owned and maintained wired telephones.

Definitions:

Wired Telephone: Traditional land line local and long distance telephone service also known as
POTS line (plain old telephone service lins)

Cellular telephone:  Cellular/digital telephone service. A wireless mobile telephone shall mean the
device used by employees and other users of wireless telephone service to
accass such service, herelnafter referred to as cellular telephone.

Telephone Unless otherwise stated, telephone includes both wired telephones and cellular
telephones
Protocol: .

It is the policy of the City to utilize cost effective technological means In providing service to citizens and
others rellant upon the City for service. The use of a cellular telephone has proven to be a cost-effective
means for delivering such services. Traditional landlines will be the preferred method of use, whenever
possible.

A GUIDELINES FOR ISSUING CELLULAR TELEPHONES

The City has established the following guldelines for the issuance of cellular telephones and a process for
tracking the custody of a cellular telephane Issued to its employees. Those guidslines, as listed below, are
to be considered by department heads before issuing celflular telephones. Thase guidelines include, at a
minimum, the following: ‘

1. What responsibilities require the use of a cellular telephone? (For example, emergency
related services as opposed to office administrative staff.)

2, When should a cellular telephone be shared by a group of employees? (for example,
departments that operate on 24 hours shifts - should the cellular telephanes be shared
between working employees and employees not working?)

3. When are Individual cellular telephones issued?
4, How are Individual cellular telephones issued?
5 To whom should cellular telephones be issued?
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1. Number of minutes required per month?
2. Desired coverage area?

3. Is there a need for data transmission including Internet access and faxing? (For example, the
ITS employee may require such use.)

As of November 1, 2001, per Secticn 1225-c of the New York State Motor Vehicle and Traffic Law,
itis against the law to utllize a handhe!d wireless or mobile telephone while operating a motor
vehicle, unless using the speaker feature.

JUSTIFICATION FOR ACQUIRING CELLULAR SERVICE PLANS

Each department, in conjunction with the telecommunications spacialist, will evaluate avallable
cellular telephone service plans including those on state contract.  If a department decldes to
procure a cellular telephone service plan that is not on the New York State contract, that
department must clearly define those reasons for selecling another telephone service plan and
obtain Councll approval for that service. Depariments are to use the guidelines as outlined under
“Guidelines for Issuing Cellular Telephones® and those items listed below in determining the most
cost effective service plan:

1. Law Enforcement: Cellular telephones may be acquired to supplement the two-way radio
system as used by law enforcement officers and the associated administration of law
enforcement activities of these officers.

2, Safety or Emergency response; Cellular telephones may be acquired to mest an
emergency response mandate or to ensure the safety of employees or the general public
In emergency situations.

3. Management bensfits: Cellular telephones may be acquired to improve management
activitiss that can be directly attributed to a positive cost benefit to the City.

4, Coverage area and rellabillity of equipment should be considered.

RECORD KEEPING/REIMBURSEMENT

Personal long distance calls made and received on City telephenes will be considered the
responsibility of the employee to whom the telephone Is assigned, unless it can be shown that
calls are the result of fraudulent use of the accaunt or telephone by someone other than the
employee. City telephonss should not be used for personal long distance calls, except in an
emergency. When the use occurs on wired telephones, the employee will contact the
Telecommunications Specialist immediately after making the personal call and the dollar amount
and documentation of the call will be provided to the employse and department head.

Due to the Increased time to oversee and regulate cellular telephone use, the detailed bil for each
City cellular telephone must be reviewed by each department on a monthly basis as bills are
received using the fallowing procedure:

1. Each person assigned a cellular telephone must review the detalled bill and initial any
personal calls made or received,

2, Each person will sign and date the bill, documenting all perscnal telephone calls and the
total charge for all personal calls made or recelved.

3. Each person with personal calls will reimburse the City under the guidelines established

under *Personal Use Reimbursement Guidelines”. A check made payable to the
Commissloner of Finance shall be submitted with a copy of telephone bill outlining the

personal telephone calls.
4, Deputy Commissioners ar Deputy Mayor, shall review the bill after all personal calls have
been so noted to ensure that personal cellular relmbursement follows the guidelines in this

policy.
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GUIDELINES FOR PERSONAL CALLS

ited number
For wired telephones, It Is racognized that It may be necessary to make or accept a lim

of personal telephone calls while at work. However, the frequency and duration of such personal
calls must be kept to a minimum, and whenever possible, made during the lunch hour or

authorized breaks.

Except in the case of emergencies, personal long distance calls should not be made from City
telephones and charged to the City. Personal long distance calls can be made from wired City
telephones if charged to a personal credit card or to a third parly number.

For cellular telephones, perscnal cails made or received on City cellular telephones are only
acceptable in emergency situations when no wired telephones are available for use.

Personal business, which involves an activity undertaken for profit or gain of any kind, shall not be
conducted frem a City telephone. Employaes are prohibited from circulating their City telephone
number as a telephone number at which they can be reached for personal business unless the
telephone number is given as an emergency contact number. Calls to 1-800 numbers or other
pay-per-call numbers are strictly prohibited. The City reserves the right to monitor the use of
all City telephones.

ANNUAL REVIEW OF CELLULAR SERVICE

In June of each year, each department, in cenjunction with the telecommunications specialist, shall
complete a review of their individual and group cellular service nesds.

In June of each year, an annual inventory of cellular telephones and accessory items will be
conducted by each department.

That inventory shall include the meke, madel, serial number, telephone number and name of
Individual holding the cellular telephone. The annual inventory will be maintained within each
department and with the telecommunications speclalist. A copy will also be forwarded to the Clty's
Risk & Safety Manager for Inclusion in the City’s Fixed Asset Recognition database.

PERSONAL USE REIMBURSEMENT GUIDELINES FOR WIRED TELEPHONES

The following guidelines are to be used to relmburse the City for personal long distance wired
telephone usage. Each employee with personal long distance telephone usage will reimburse the
City for those personal long distance calls. A check made payable to the Commissioner of
Finance shall be submitted along with a copy of the documentation, which will be provided by the
Telecommunications Specialist, detsiling the call. Reimbursement checks shall be submitted to
the Commissioner of Finance, within thirty (30) days the bill due date, accompanled bya
memorandum indicating the appropriate charge code.

PERSONAL USE REIMBURSEMENT GUIDELINES FOR CELLULAR TELEPHONES

The following guidelines are to be followed when calculating reimbursement to the City of personal
cellular telephone usage: Upon the depariment head's review of the monthly cellular telephone bill,
all personal telephone usage for employees will be identified. Each employee making or receiving
a personal telephone call will sign and date the bill, documenting the total charge for all personal
telephone calls. All personal telephone calls made or recelved by employees will be reimbursed
by the employee to the City at the rate of $.25 per minute. A check made payable to the
Commissioner of Finance shall be submitted with a copy of telephone bill outlining the personal
telephone calls. Reimbursement checks shall be submitted to the Commissioner of Finance, within
tl;lrty (30) gays the bill due date, accompanied by a memorandum indicating the appropriate
charge code.
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H. VIOLATIONS TO THIS POLICY
This policy will be presented to all employees for raview and signature as follows:

¢ for current employses — by department head
o for new employees — upon entering on duty

Compliance with the provision rests within the Human Resource Department. The sign off form will be
filed In an employee's personnel,

Violation of this policy will result In the loss of cellular telephone privileges. First violation will be a verbal
waming with documentation In an employee's persannel fils. Second violation will be writtlen wamning with
documentation in an employse’s personnel file. Third violation will result in termination of telephone use

privileges.
Cellular telephones are the property of the City. If the cellular telephone is lost or stalen, a police report

must be filed with a copy to the Department head and the Cily’s Risk & Safety Manager. At the discretion
of the Deputy Commissioner or Deputy Mayor, the employee may be required to pay for the missing

cellular telephone.
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TELEPHONE POLICY

| have read, understand and will abide by the City of Saratoga Springs Telephone Use Policy.

Print Name

Signature of Employee

Date
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C.ity of Saratoga Springs Employee Handbook-
Title: Workplace Attire

Date of Origin: June 21, 2005
Responsible Party: Human Resource Administrator
Date of Review: Annual

Title: Workplace Attire

Policy:

Employees of the Cjty of Sa{atoga Springs shall dress in a clean, neat and professional manner as per the
requirements of their job duties and/or the regulatory requirements of Ltheir employment.

Protocol:

1. Emplqyees must adhere o the regulatory safety standards of their employment requirements. The
following are examples, but are not all inclusive;

a. Workboots and/or appropriate workplace shoes : Flip flops and or sandals shall not be
worn in those professions that require extensive walking from place lo place;

b. Jeans and/or denim;
c. Safely Colors
d. Uniforms that are posilion specific;
e. Hats, helmets and hardhats that are position specific or mandated by health and safety
regulations
2, Employees shall be required to maintain good personal hygiene and exhibit good grooming.
3. General workplace allire that is deemed to be unacceptable shall include, but not be lirnited to the
following:

Jewelry that creates a workplace health and safely issue,

Faclal piercing with the exception of ear plercings;

Graphic T-shirts that may be deemed offensive to the general public;

Facial hair and/or hair fashions that may create a health and/or safely issue;

Clothing that is revealing to an individual's personal altributes (i.e. tube tops, camisoles,
halters, low rider pants); and/or

{. Shorts and/or skirts that are higher than fingertip length.

pooUp®

4. Employees who violate the generally accepted workplace standards as outlined in this policy shall
be counseled by the Human Resource Administrator and may be asked to immediately correct any
deficiency. Additional violations shall be handled via the City Discipline Palicy and Procedure and
in accordance with the employee’s collective bargaining agreement.

If a part of this policy conflicts with a collective bargaining agreement, the bargaining
agreement supersedes only to the extent of conflict.
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CITY OF SARATOGA SPRINGS
LOCAL LAW NO. 1 FOR THE YEAR 2006
“CODE OF ETHICS”

A LOCAL LAW TO AMEND the CODE OF THE CITY OF SARATOGA SPRINGS
by deleting and repealing Chapter 13 thereof, ETHICS, CODE OF, and replacing it with
a new Chapter 13, to be entitled CODE OF ETHICS, which Chapter establishes a new
and updated ethics code intended, pursuant to § 806 of the New York State General
Municipal Law, to establish standards of ethical conduct for officers and employees of
the City of Saratoga Springs.

BE IT ENACTED by the City Council of the City of Saratoga Springs, County of
Saratoga and State of New York, as follows:

Section 1.

The CODE OF THE CITY OF SARATOGA SPRINGS is hereby amended by deleting
and repealing

Chapter 13, ETHICS, CODE OF.
Section 2.

The CODE OF THE CITY OF SARATOGA SPRINGS is hereby amended by adding
thereto a new chapter, to replace Chapter 13 hereinabove repealed, to be Chapter 13,
CODE OF ETHICS, to read as follows:

Chapter 13

CODE OF ETHICS

§ 13-1. Purpose

§ 13-2, Definitions

§ 13-3. Standards of conduct

§ 13-4. Annual Disclosure

§ 13-5. Board of Ethics

§ 13-6. Effect on filing of claims
§ 13-7. Distribution of copies

§ 13-8. Forms

§ 13-1. Purpose

Pursuant to the provisions of § 806 of the General Municipal Law, the City Council of
the City of Saratoga Springs recognizes that there are standards of ethical conduct for
public officers and employees which must be observed if a high degree of moral conduct
is to be obtained and if public confidence is to be maintained in our unit of city



government. It is the purpose of this chapter to promulgate these rules of ethical conduct
for t!le officers a.nd employees of the City of Saratoga Springs. These rules shall serve as
a guide for official conduct of the officers and employees of the City of Saratoga Springs.
'.I'he l'll.l?s of ethical conduct of this chapter, as adopted, shall not conflict with but shall be
in addition to any prohibition of Article 18 of the General Municipal Law or any other
general or special law relating to ethical conduct and interest in contracts of municipal
officers and employees.

§ 13-2. Definitions
As used in this chapter, the following terms shall have the meanings indicated:

APPEAR and APPEAR BEFORE - Communicating in any form, including, without
lulmt;tnon, personally, through another person, by letter, facsimile, electronic mail, or by
telephone.

CITY CLERK - The City Clerk of the City of Saratoga Springs.

CITY GOVERNMENT - Includes all departments, offices, bureaus and instrumentalities
of the government of the City of Saratoga Springs, including the City Council.

CITY ATTORNEY - The City Attomney of the City of Saratoga Springs.

CONFIDENTIAL INFORMATION — Any data acquired through the course of
employment or public office which is protected from disclosure by law.

CUSTOMER or CLIENT -

A. Any person to whom an officer or employee of the City of Saratoga Springs
has supplied goods or services during the previous 24 months having, in the
aggregate a value greater than $1,000; or

B. Any person to whom an officer's or employee's outside employer or business
has supplied goods or services during the previous 24 months having, in the
aggregate, a value greater than §1,000 but only if the officer or employee knows
or has reason to know the outside employer or business supplied the goods or -

services.

FAMILY - A group of individuals with the following relationships: spouse, life partner,
sibling, parent, children (including children of spouse or life partner), grandchildren and
the spouses of any of said individuals.

GIFT and FINANCIAL BENEFIT - Includes anything of value including, but not limited
to, money, services, licenses, permits, contracts, authorizations, loans, travel,
entertainment, hospitality, or any promise thereof, or any other gratuity or promise
thereof. A financial transaction may be a financial benefit but shall not be a gift unless it




is on terms not available to the general public. “Gift” and “financial benefit” do not
include campaign contributions authorized by law.

NOT FOR PROFIT ENTITY - A legal entity created under the Not for Profit Corporation
Law of the State of New York.

OFFICER OR EMPLOYEE OF THE CITY OF SARATOGA SPRINGS - An officer or
employee of the City of Saratoga Springs, whether paid or unpaid, including without
limitation, all decision making officers, employees, and members of any decision-making
board, body, council, commission, agency, department, district, administration, bureau, or
committee of the City of Saratoga Springs. “Officer or employee of the City of Saratoga
Springs™ shall not include a judge, justice, officer, or employee of the Unified Court
System.

OUTSIDE EMPLOYER OR BUSINESS -

A. Any activity, other than service to the City of Saratoga Springs, from which
the officer or employee of the City of Saratoga Springs receives compensation for
services rendered or goods sold or produced;

B. Any entity, other than the City of Saratoga Springs, of which the officer or
employee of the City of Saratoga Springs is a member, officer, or employee and
from which he or she receives compensation for services rendered or goods sold
or produced; or

C. Any entity in which an officer or employee of the City of Saratoga Springs has
an ownership interest, except a corporation of which the officer or employee of
the City of Saratoga Springs owns less than 5% of the outstanding stock. For
purposes of this definition, “compensation” shall not include reimbursement for
necessary expenses, including travel expenses.

PERSON - Includes both individuals and entities.

POLITICAL PARTY OFFICER - Any person serving or acting as the Chair, Vice Chair,
First Vice Chair, Secretary, Treasurer or equivalent officers by whatever name or title
known of any political party or committee organized for the purpose of nominating
persons for elective office in the government of the City of Saratoga Springs.

RELATIVE - A member of one’s family.

SUBORDINATE OF AN OFFICER OR EMPLOYEE OF THE CITY OF SARATOGA
SPRINGS - Another officer or employee of the City of Saratoga Springs over whose
activities he or she has direction, supervision, or control.



§ 13-3. Standards of conduct

A. (‘if:neral prohibition: A City. officer or employee shall not use his or her official
position or office, or take or fail to take any action, in a manner which he or she

knows, or _has reason to know, may result in a personal financial benefit for any of
the following persons:

SV AW N~

The City officer or employee;

His or her outside employer or business;

A member of his or her household;

A customer or client;

A relative; or

Any firm, corporation, association, partnership or other organization in
which the City officer or employee, or a relative, serves as an officer or
director, whether compensated or not compensated.

B. Specific City officers and employees.

1.

Responsibilities.

(a) Professionally licensed. All City officers and employees with
professional licenses are prohibited from knowingly exercising any
discretion in any matter of City interest which shall involve any person,
firm or corporation which is a client of his or her or a client of his or her
firm,

(b) Authorized to conduct inspections and issue permits. All City officers
and employees with the authority to conduct inspections or issue permit
approvals shall not engage in a business or have a financial interest in any
firm engaged in a business within the City where said business conducts,
as a regular and significant part of its business, matters requiring such
inspections or such permits. In addition, any such City officer and/or
employee shall recuse himself/herself from conducting any such
inspection or issuing any necessary permits that directly pertain to his or
her outside employer or business.

(c) Public safety. No public safety officer shall have any interest in orbe
employed in the City by any company, corporation, partnership,
association or individual for the purpose of providing private
investigations, accident reconstruction, fire prevention, or fire inspection
or any other activity related to such public safety officer's employment
with the City. This shall not be construed as prohibiting membership or
service in volunteer fire or emergency medical organizations.
Additionally, public safety officers may be employed in the City for the
purpose of providing security or traffic services consistent with City
policies.




2. The foregoing City officers and employees are listed due to the uniql{e
nature of their offices and positions which, in turn, raise ethical conflicts
unique to those offices and positions. This list is not to be deemed all-
inclusive. Every City officer and employee shall endeavor to pursue a
course of conduct consistent with the spirit of this chapter as well as the
actual provisions and strive to act so as not to raise suspicion among the
public that he or she is likely to be engaged in activities that are in
violation of his or her trust.

C. Gifts. Except as set forth below, a City officer or employee shall not directly or
indirectly solicit, accept or agree to accept any gift or favor, whether in the form
of money, services, loan, travel, entertainment, hospitality, thing, promise or any
other form, under circumstances in which it could reasonably be inferred that the
gift was intended to influence such City officer or employee, or could reasonably
be expected to influence such city officer or employee in the performance of his
or her official duties, or was intended as a reward for any official action taken by
such City officer or employee. This restriction shall not be construed as applying
to the following situations in which gifts or benefits are:

1. received by the officer or employee from his or her parent, spouse, child

or sibling;

2. accepted on behalf of the City and transferred to the City;

3. received as refreshments or meals at a widely attended gathering;

4. received for the solemnization of a marriage by an officer or employee of
the City of Saratoga Springs listed in § 11 of the Domestic Relations Law
at a place other than his or her normal place of business or at a time other
than his or her normal hours of business, and which have a value of $75 or
less;

. received as non-monetary awards from charitable organizations; or

received as City services or benefits, or the use of City facilities, generally

available on the same terms and conditions to residents or a class of
residents in the municipality.

A L

D. Confidential information. He or she shall not disclose confidential information
acquired by him or her in the course of his or her official duties or use such
information to further his or her personal interest or the personal interest of other
individuals or entities.

E. Representation before one's own agency. He or she shall not receive or enter
into any agreement, express or implied, for compensation for services to be
rendered in relation to any matter before any municipal agency of which he or she
is an officer, member or employee or of any municipal agency over which he or
she has jurisdiction or to which he or she has the power to appoint any member,
officer or employee.

F. Representation before any agency for a contingent fee. He or she shall not
receive or enter into any agreement, express or implied for compensation for
services to be rendered in relation to any matter before any agency of his or her



municipality whereby his or her compensation is to be dependent or contingent
upon any action by such agency with respect to such matter, provided that this
subsection shall not prohibit the fixing at any time of fees based upon the
reasonable value of the services rendered.

G. Disclosure of interest in legislation. To the extent that he or she knows thereof,
a member of the City Council and any officer or employee of the City of Saratoga
Springs, whether paid or unpaid, who participates in the discussion or gives
official opinion to the City Council on any legislation before the City Council
shall publicly disclose on the official record the nature and extent of any direct or
indirect financial or other private interest he or she has in such legislation,
including any involvement in current or past litigation.

H. Investments in conflict with official duties. He or she shall not invest or hold
any investment, directly or indirectly, in any financial, business, commercial or
other private transaction which creates a conflict with his official duties.

I. Outside Employer or Business. He or she shall not engage in, solicit, negotiate
for or promise to accept work for an outside employer or business which creates a
conflict with or impairs the proper discharge of his official duties.

J. Future employment. He or she shall not, after the conclusion of service or
employment with such municipality, appear before any board or agency of the
City of Saratoga Springs in relation to any case, proceeding or application in
which he or she personally participated during the period of his or her service or
employment or which was under his or her active consideration.

K. Right to engage in political activity; prohibition on coercion; prohibition on
political solicitation in a City workplace. Unless otherwise prohibited by law,
officers and employees shall not be denied the right to support or refuse to support
a political party or committee, or a candidate for public office outside of the
workplace. Officers or employees shall not coerce, or request or authorize another
to coerce, any officer or employee to support or refuse to support a political party
or committee, or a candidate for public office. Officers or employees shall not
make use of a City workplace to request, or authorize another to use a City
workplace to request, that any officer or employee participate in an election
campaign, political event, or contribute to a political party or committee. Officers
or employees shall not display, distribute or otherwise utilize election campaign
literature or materials at a City workplace.

L. Inducement of others. An officer or employee of the City of Saratoga Springs
shall not induce, threaten or coerce or aid another officer or employee of the City
to violate any of the provisions of this Code of Ethics.

M. City employees. No officer or employee shall direct or cause any subordinate
officer or employee to do or perform any service or work outside of the scope of
his or her public work responsibilities or employment. Subordinate officers and
employees may voluntarily perform such service or work, with or without
compensation, outside of the hours during which they are assigned to perform
duties for the City.

N. City property. No officer or employee shalluse or request or permit the use of
City-owned property; including, but not limited to, vehicles, equipment, materials
or supplies, for personal convenience, use or profit; except when such goods or




services are available to the public generally or are used by the officer or .
employee in compliance with City policy for such use, or where the use of City-
owned property for personal use is part of the officer or employee’s
compensation,

0. Conflict with other codes of conduct.

1. Recognizing the need for professional integrity and the fact that various
professional associations have adopted standards of conduct for their
members, the City hereby requires that each City officer or employee who
is affected by a professional Code of Ethics be bound, in addition to the
within chapter, by his or her respective Codes of Ethics. Any conflict
between the provisions of this chapter and a given professional code of
conduct of a City officer or employee is to be resolved by the Ethics
Board. However, the Ethics Board must at all times give the greatest
latitude to said individual's professional code of conduct and, whenever
possible, reconcile this to complement and respect the individual's
professional code of conduct.

2. Substantial consideration shall be given to the effect deviation from an
individual's professional code of conduct will have on that individual's
ability to practice his/her profession. If need be, the Ethics Board is
authorized and required to obtain advisory opinions from the appropriate
professional association to clarify any given situation,

P. Interests in Contracts with the City.

1. Prohibited interests. No City officer or employee shall have an interest in a
contract with the City, or an interest in a bank or trust company, that is
prohibited by § 801 of the General Municipal Law of the State of New
York. Any contract willfully entered into by or with the City in which
there is an interest prohibited by that section shall be null, void, and
wholly unenforceable, to the extent provided by § 804 of that law.

2. Disclosable interests. Any City officer or employee who has, will have, or
later acquires an interest in any actual or proposed contract with the City
shall disclose in writing the nature and extent of that interest in accordance
with § 803 of the General Municipal Law and promptly file such written
disclosure with the City Clerk. The City Clerk shall cause a copy of that
disclosure to be filed promptly with the Ethics Board.

3. Violations. Any City officer or employee who willfully and knowingly
violates the provisions of this section shall be guilty of a misdemeanor, to
the extent provided by § 805 of the General Municipal Law.

Q. Recusal. When a City officer or employee is required to recuse himself or
herself under this. Code of Ethics, he or she must state that he or she is doing so on
the public record, if available; if not, by submitting a written statement. The
Employee or Officer must then immediately refrain from participating in the



matter further, and must physically remove himself or herself from the room
when the matter is being discussed.

R. Provisions A — Q hereinabove are a comprehensive, but not necessarily
exclusive list of provisions regarding ethical behavior of City employees and
officers. City employees and officials should seck the assistance of the Board of
Ethics when in doubt regarding any particular behavior or issue.

§ 13-4. Annual Disclosure

A. Every Official and Employee listed in §13-4(B) hereinafter must file an Annual
Disclosure form with the Board of Ethics. The first disclosure pursuant to this chapter
shall be due 90 days after the effective date of this legislation. In every calendar year
thereafter, Annual Disclosure forms shall be due for filing by February 15th. Annual
Disclosure Forms shall be maintained in the Office of the City Attorney.

B. Employees and Officers Who Must File Annual Disclosure Forms:

City Council Members

Deputy Commissioners and Deputy Mayor

City Attorney

Assistant City Attorney

Members of Boards:

Planning Board, Zoning Board of Appeals, Design
Review Commission; Board of

Assessment Review, Board of Ethics, Civil

Service Commission, Recreation

Commission, and Special Assessment Districts
Director of Finance

City Tax Revenue Supervisor

Assistant to Purchasing Agent

Director of Urban Heritage Area Program
Secretary to City Council

Secretary to Civil Service Commission

Building Inspector

Code Enforcement Officers

City Planner

Assistant City Planner

City Engineer

Assistant Assessor

City Recreation Director

Director of Public Works

Police Chief

Fire Chief

Administrator of Planning and Economic Development
Human Resource Administrator '
Risk and Safety Manager

Administrator of Parks, Recreation and Open Space
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C. Annual Disclosure Form
See § 13-8. Forms

§ 13-5. Board of Ethics

A. Ethics Board established

The Board of Ethics for the City of Saratoga Springs which shall consist of five
members is hereby established, one of whom shall be an officer or employee of
the City. The City Attorney or Assistant City Attorney in his or her stead shall
serve as counsel to the Board of Ethics.

B. Qualifications of members of Ethics Board.

L.

No Ethics Board member shall hold office in a political party or hold
elective office in the City.

2. At any given time, no more than two Ethics Board members may be

registered in the same political party, except that this requirement shall not
apply to the City officer or employee.

Ethics Board members must be residents of the City of Saratoga Springs
throughout their tenure as Board members, provided however that a
member appointed because he or she is an officer or employee of the City
shall not be subject to this requirement.

C. Appointment of Ethics Board members; term of office.

The Mayor shall appoint the members of the Ethics Board, with the
consent of a majority of the City Council. The Board of Ethics shall select
its chairperson annually.

One initial Board Member shall serve for a term ending December 31,
2006; the second initial Board Member shall serve for a term ending
December 31, 2007; the third initial Board Member shall serve for a term
ending December 31, 2008, the fourth initial Board Member shall serve
for a term ending December 31, 2009, and the fifth initial Board Member
shall serve for a term ending December 31, 2010. The initial Board
Members shall be appointed within sixty (60) days of the effective date of
this chapter. Thereafter, each Board Member shall be appointed to a five
year term after the expiration of the prior Member’s term.

. An Ethics Board member shall serve until his or her successor has been

appointed. Consecutive service on an Ethics Board shall not exceed two
full terms; initial terms as defined in paragraph 2 hereinabove may not be
used in calculating the number of terms served.

D. Ethics Board vacancies.

Vacancies on the Board of Ethics shall be filled by Mayoral appointment with
City Council approval for the unexpired term of the member.

E. Removal of Ethics Board members.

An Ethics Board member may be removed from office by the City Council for



fail}nre to meet the qualifications set forth in this chapter, substantial neglect of
duties of office, or violation of this chapter, after written notice and opportunity
for reply.

F. Ethics Board meetings.

The Ethics Board shall meet at least quarterly. A quorum shall be three members
and a majority of the full Board shall be required for the Ethics Board to take
formal action. The Chair or any member may call a meeting of the Ethics Board.
G. Jurisdiction, powers and duties of Ethics Board.

1.
2.

The Ethics Board may only act with respect to officers and employees of
the City of Saratoga Springs subject to the Ethics Board's jurisdiction.
The termination of @ municipal officer’s or employee's term of office or
employment with the City (on a voluntary or involuntary basis) shall not
affect the jurisdiction of the Ethics Board with respect to the requirements
imposed by this chapter or by the Act, if any, on a former officer or
employee. However, in no event shall the Ethics Board have jurisdiction
over a former officer or employee where a hearing has not been
commenced pursuant to the provisions of this chapter within one year of
the termination of a City officer’s or employee's term of office or
employment with the City. v

The City Ethics Board shall have the following powers and duties:

(a) To prescribe and promulgate rules and regulations by resolution of the
Board, goveming its own internal organization and procedures in a
manner consistent with this and to cause to be filed with the office of the
City Clerk and the office of the City Attorney a copy of those rules and
regulations and any amendments thereto;

(b) To request that the Mayor appoint such staff as is necessary to carry
out its duties under this chapter, and to delegate authority to such staff to
act in the name of the Ethics Board between meetings of the Ethics Board,
provided that the delegation is in writing and the specific powers to be
delegated are enumerated and further provided that the Ethics Board shall
not delegate the power to conduct hearings, determine violations,
recommend disciplinary action, refer any matter to a prosecutor, or render
any advisory opinion; , ~
(c) To review, index, and maintain on file lists of officers and employees,
annual and other disclosure statements filed with the Ethics Board,
pursuant to this chapter;

(d) To review, index, maintain on file, and dispose of written complaints
and to make notifications and conduct inquiries pursuant to this chapter;
(¢) To conduct hearings, recommend disciplinary action to the appropriate
appointing authority, pass resolutions of censure where appropriate, make
referrals, and initiate appropriate actions and proceedings pursuant to this
chapter;

() To render, index, and maintain on file advisory opinions pursuant to
this chapter; '




() To provide for training, assistance, and education to officers and
employees pursuant to this chapter, including the development and
distribution of a plain language ethics guide for use by City employees and
officers including all forms developed by the Ethics Board;

(h) To report annually to the Mayor and the City Council regarding the
Board’s operations of the previous year, and to make recommendations to
the Mayor and the City Council, as needed, for changes to this chapter;
and

H. Review of lists and disclosure statements.

1. The Ethics Board shall review:

(a) The lists of officers and employees, prepared pursuant to this chapter
which must file annual disclosure statements to determine whether the lists
are complete and accurate,

(b) All annual disclosure statements to determine whether any person
required to file such a statement has failed to file it, has filed a deficient
statement, or has filed a statement that reveals a possible or potential
violation of this chapter or the local Ethics Act, if any.

(c) All other disclosure statements.

. If the Ethics Board determines that an annual disclosure statement or other
disclosure statement is deficient or reveals a possible or potential violation
of this chapter, the Ethics Board shall notify the person in writing, state
the deficiency or possible or potential violation, provide the person with a
thirty-day period to cure the deficiency, and advise the person of the
penalties for failure to comply with this chapter. Such notice shall be
confidential to the extent permitted by the Public Officers Law. If the
person fails to cure the deficiency within the specified time period, the
Commission shall send a notice of delinquency:

(a) To the reporting person; and

(b) In the case of the Mayor or a City Council Member, to the
entire City Council; and

(c) In the case of the all other municipal officers and employees, to
the appointing authority for such person.

I. Inquiries

1. Upon receipt of a written complaint by any person alleging a violation of

this chapter, or upon determining on its own initiative that a violation of
this chapter may exist, the Ethics Board shall have the power and duty to
conduct any inquiry necessary to carry out the provisions of this chapter.
The Ethics Board may administer oaths or affirmations. In conducting any
inquiry pursuant to this section, and after first having sought and been
denied cooperation and voluntary compliance with the course of its
inquiry, the Ethics Board may subpoena witnesses, compel their



attendance, and require the production of any books or records which it
may deem relevant and material.

2. Nothing in this section shall be construed to permit the Ethics Board to
conduct an inquiry of itself or of any of its members or staff, In the event
the Ethics Board receives a complaint alleging that the Ethics Board or
any of its members or staff has violated any provision of this chapter, or
any other law, the Board shall promptly transmit to a copy of the
complaint to the Mayor and City Council.

3. The Ethics Board shall state in writing the disposition of every written
complaint it receives and of every inquiry it conducts and shall set forth
the reasons for the disposition. All such statements and all written
complaints shall be indexed and maintained on file by the Ethics Board.

4. Any person filing a written complaint with the Ethics Board shall be
notified in writing of the disposition of the complaint.

J. Hearings; disciplinary action.

1. Disciplinary action. In its discretion, after a hearing providing for due
process procedural mechanisms and subject to any applicable provisions
of law and collective bargaining agreements, the Ethics Board may
recommend appropriate disciplinary action pursuant to the provisions of
this chapter. In the case of a hearing held by the Board, the due process
procedural mechanisms shall be substantially similar to those set forth in
Article 3 of the State Administrative Procedure Act. The recommendation
of the Ethics Board shall be made to the appointing authority or person or
body authorized by law to impose such sanctions. The Ethics Board shall
conduct and complete the hearing with reasonable promptness, unless in
its discretion the Ethics Board refers the matter to the authority or person
or body authorized by law to impose disciplinary action or unless the
Ethics Board refers the matter to the appropriate prosecutor. If such a
referral is made, or if a matter is the subject of another governmental
inquiry investigation or judicial proceeding, the Ethics Board may adjourn
the matter pending a final determination of such matter by the other
authority, person, body, or prosecutor.

2. Prosecutions. The Ethics Board may refer to the appropriate prosecutor
possible criminal violations. Nothing contained in this chapter shall be
construed to restrict the authority of any prosecutor to prosecute any
criminal violation.

3. Construction as to Ethics Board. Nothing in this section shall be construed
to permit an Ethics Board to take any action with respect to any alleged
violation of this chapter, or of any other law, by an Ethics Board Member
or members. Any Inquiries regarding Ethics Board Members shall be
conducted by the City Council under procedures consistent with the
procedures set forth in this chapter.




K. Advisory opinions

1. Upon the written request of any officer or employee, the Bthics.Board may
render a written advisory opinion with respect to the interpretation or
application of this chapter. Any other person may similarly request an
advisory opinion but only with respect to whether his or her own action
might violate a provision of this chapter.

2. Advisory opinions and requests for advisory opinions shall be indexed and
maintained on file by the Ethics Board in the City Attomey’s Office.

L. Public inspection of records; public access to meetings.

1. Records of the Ethics Board are available for public inspection pursuant to
the provisions of §§ 84 through 90 of the Public Officers Law

2. Meetings of the Ethics Board shall be accessible to the public pursuant to
the provisions of §§ 100 through 111 of the Public Officers Law.

§ 13-6. Effect on filing of claims

- Nothing herein shall be deemed to bar or prevent the timely filing by a present or
former municipal officer or employee of any claim, account, demand or suit
against the City of Saratoga Springs, or any agency thereof, on behalf of himself,
herself or any member of his or her family arising out of any personal injury or
property damage or for any lawful benefit authorized or permitted by law.

§ 13-7. Distribution of copies.

The Mayor of the City of Saratoga Springs shall cause a copy of this Code of
Ethics to be distributed to every officer and employee of the city within thirty (30)
days after the effective date of this chapter. Each officer and employee elected or
appointed thereafter shall be furnished a copy before entering upon the duties of
his office or employment. Failure to distribute any such copy or failure of any
officer or employee to receive such copy shall have no effect on the duty of
compliance with such code nor the enforcement of provisions thereof.

§ 13-8. Forms

The Annual Disclosure Form required by § 13-4 of this Chapter shall be in the
following format:

DISCLOSURE STATEMENT

CITY OF SARATOGA SPRINGS, NY

Last Name First Name Middle Initial

Home Address

If the answer to any of the following questions is “none” or “not applicable”,
please so indicate. The City of Saratoga Springs is hereinafter referred to as the
“City”. “Applicant” or “you” shall refer to the person executing and filing this
Disclosure Statement.



1. List the positions you hold as a City Officer or em

' ployee, or as a member of or
counsel to a City Ofﬁc':c, poard, body, advisory board, coum’:il, commission,
agency, de;?artment, district, administration, division, bureau, unit or committee
whether paid or unpaid: ,

2. For e.ac.h position you hold, please list the name of your immediate supervisor
and their job title:

3. List the telephone number(s) at which you may be contacted between 9:00 a.m.
and 4:30 p.m. from Monday through Friday:

4, List the address of each piece of property in which you or a member of your
family (including your spouse and children, if any) have a financial interest. List
only real estate in the City. (Attach additional sheets if necessary.)

Name of Family

Member

Relationship to

Applicant

Address of Real

Estate

Type of Interest,

Control of Ownership

5. List the name of any outside employer, business, organization or association
from which you or a member of your family receive compensation for services
rendered or goods sold or produced or for which you or a member of your family
is an officer, director or employee. Also include any entity in which you or a
member of your family have an ownership interest, except a corporation of which
you or a member of your family own less than five percent (5%) of the
outstanding stock. Identify the type of business, such as partnership, incorporated
association or other unincorporated business, and list such person’s relationship to
the employer or business (i.e., you are, or are a relative of, an owner, partner,
officer, director, LLC member, employee, or sharcholder). (Attach additional

sheets if necessary).

Name of Entity

Type of Business or

Activity

Nature of Entity (i.e.,corp., not-for-profit, self employment, etc.)

Your relationship (owner, partner, officer, director, LLC member, etc.)

6. If any entity identified in 5 above is currently or has within the last (two) years
been licensed and/or regulated by any City department, please list the name of the
entity, the name of such City department and the type of license or permit




received from City. (Attach additional sheets if necessary). Name
City Licensing or Permitting
Department Type of License or Permit

7. If an entity identified in 6 above, as a regular or significant part of the business
or activity of said entity, does business with or did business within the last two (2)
years with a City department, please list the name of the entity, the name of such
City department and the nature of the business conducted by such entity with such
City department. (Attach additional sheets if necessary).

Name City Department

Nature of Business with City

8. Please list below all liabilities (including the name of the creditor) of you or a
member of your family to any entity doing business with or having any matter
considered by the City or any instrumentality thereof (do not include credit cards
or ordinary consumer debt such as automobile and mortgage loans, or ordinary
business loans from banks, savings and loan associations and credit unions):
Name of Creditor Type of Obligation, Due Date and Nature

9. Any additional information:

I make the above statement to the City of Saratoga Springs of my assets,
affiliations and sources of income as of the close of business set forth above. The
information contained in this Annual Statement of Disclosure constitutes a full
and complete financial statement as of the date indicated and, to the best of my
knowledge, I have no conflict of interest prohibited by the City of Saratoga
Springs Code of Ethics for the position(s) I hold with the City.

Applicant’s Signature

Date

Section 3. Severability.

If any section of this local law or the application thereof to any person or
circumstance shall be adjudged invalid by a court of competent jurisdiction, such
order or judgment shall be confined in its operation to the controversy in which it
was rendered and shall not affect or invalidate the remainder of any provision of
any section of the application of any part thereof to any other person or
circumstances, and to this end, the provisions of each section of this local law are
hereby declared to be severable.

Section 4. Effective date

This local law shall become effective the day after publication as provided for in
Title 9 of the Charter of the City of Saratoga Springs, New York.

ADOPTED: April 11, 2006



DISCLOSURE STATEMENT
CITY OF SARATOGA SPRINGS, NY
(Pursuant to City Code § 13-4)

Last Name . First Name Middle Initial

Home Address

If the answer to any of the following questions is “none” or “not applicable”, please so indicate.

The City of Saratoga Springs is hereinafter referred to as the “City”. “Applicant” or *“‘you” shall
refer to the person executing and filing this Disclosure Statement.

1. List the positions you hold as a City Officer or employee, or as a member of or counsel to a
City Office, board, body, advisory board, council, commission, agency, department, district,
administration, division, bureau, unit or committee, whether paid or unpaid:

2. For each position you hold, please give the name of your immediate supervisor and his or her
job title.

3. List the telephone number(s) you may be contacted at with respect to this document between
- 9:00 a.m. and 4:30 p.m. from Monday through Friday:




4, List the address of each piece of property in which you or a member of your fami!y
(including your spouse and children, if any) have a financial interest. List only real estate in

the City. (Attach additional sheets if necessary.)

Name of Family Relationship to Address of Real Type of Interest, Control
Member Applicant Estate 4 or Ownership

5. List the name of any outside employer, business, organization or association from which you
or a member of your family receive compensation for services rendered or goods sold or
produced or for which you or a member of your family is an officer, director or employee.
Also include any entity in which you or a member of your family have an ownership interest,
except a corporation of which you or a member of your family own less than five percent
(5%) of the outstanding stock. Identify the type of business, such as partnership, incorporated
association or other unincorporated business, and list such person’s relationship to the
employer or business (i.e., you are, or are a relative of, an owner, partner, officer, director,
LLC member, employee, or shareholder). (Attach additional sheets if necessary).

Name of Entity Type of Business or | Nature of Entity (i.e., | Your relationship
Activity corp., not-for-profit, | (owner, partner,

self employment, etc.) | officer, director, LLC
member, etc.)




6. If any entity identified in 5 above is currently or has within the last (two) years been licensed
aqd/or regulated by any City department, please list the name of the entity, the name of such
City department and the type of license or permit received from City. (Attach additional
sheets if necessary).

City Licensing or Permitting
Name Department Type of License or Permit

7. If an entity identified in 6 above, as a regular or significant part of the business or activity of
said entity, does business with or did business within the last two (2) years with a City
department, please list the name of the entity, the name of such City department and the
nature of the business conducted by such entity with such City department. (Attach

additional sheets if necessary). %

Name City Department Nature of Business with City

8. Please list below all liabilities (including the name of the creditor) of you or a member of
your family to any entity doing business with or having any matter considered by the City or
any instrumentality thereof (do not include credit cards or ordinary consumer debt such as
automobile and mortgage loans, or ordinary business loans from banks, savings and loan

associations and credit unions):

Name of Creditor Type of Obligation, Due Date and Nature




Name of Creditor Type of Obligation, Due Date and Nature

9. Any additional information:

I make the above statement to the City of Saratoga Springs of my assets, affiliations and sources
of income as of the close of business set forth above. The information contained in this Annual
Statement of Disclosure constitutes a full and complete financial statement as of the date
indicated and, to the best of my knowledge, I have no conflict of interest prohibited by the City
of Saratoga Springs Code of Ethics for the position(s) I hold with the City.

Applicant’s Signature Date



CAMP SARADAC
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City of Saratoga Springs Risk and Safety Manual
Title: Smoking Policy o
Date of Origin: 120203

Responsible Party: City of Saratoga Springs
Date of Review: Annual

Title: Smoking Policy

Policy:

New York State adopted the Clean Indoor Air Act effective July 24, 2003 to govern smoking
within public places and places of employment. The City of Saratoga Springs shall comply with
thi§ state statute by providing a smoke-free environment for all employees and visitors per the
guidelines established by the NYS Clean Indoor Air Act. This policy governs the smoking of
tobacco products including, but not limited to cigarettes, cigars, and pipe tabacco and applies to
both employees and non-employee visitors of Saratoga Springs while on City owned property.

Protocol:

1. There will be no smoking of tobacco products within any City of Saratoga Springs owned
or operated building at any time. There will be no smoking at the northeast comer of City
Hall on Broadway.

2. The Geyser Veteran’s Memorial Park and Northside Recreation Complexes are deemed
smoke (tobacco) free and no smoking shall be allowed throughout the buildings and
grounds per the guidelines established by the Smoke Free Coalition Grant Program.

3. The decislon to provide or not provide designated smoking areas outside a City building
will be at the discretion of the City Council pursuant to established collective bargaining
agreements. This decision shall be based upon state and federal regulations and agreed
to in advance by the City Council.

4. Any outside area designated for smoking shall be away from every building egress,
every bullding ventilation system air intake and every place where it will be reasonably
necessary for nonsmokers to pass through second hand smoke.

5. The City shall post Internationally recognized Smoking and No Smoking signs on City
owned premises signifying where smoking is acceptable.

6. All materials used for smoking, including cigarette butts and matches, will be
extinguished and disposed of in appropriate containers as provided by the City at each
designated smoking area.

7. There will be no smoking in any vehicle owned or operated by the City of Saratoga
Springs.

8. Supervisors shall be responsible for allowing smoking breaks within each of their areas
of responsibilities. Any violation of this policy may subject an employee to administrative
actions up to and inciuding formal disciplinary action.

Risk and Safety Management:City Council Approved 12/02/03 Revised 020304, 092011



City of Saratoga Springs Risk and Safety Manual
Title: Hazard Communications Program

Date of Origin: 123103

Responsible Party: Office of Risk and Safety
Date of Review: Annual

Title: Hazard Communications Program

Pollcy:

The City of Saratoga Springs maintains a central database of Materlal Safety Data Sheets that are specific to
bullding occupants and departmental responsibllities in accordance with the United States Department of Labor
OSHA Hazard Communication Standard 29 CFR 1910.1200. This law requires the following of all public employers:

“The employer shall maintain in the workplace coples of the required material safety data sheets for each
hazardous chemical and shall ensure that they are readily accessible during each work shift to employees
when they are in their work area(s).”

“Where employees must travel between workplaces during a workshift, i.e., their work Is carried out at
more than ane geographic location, the material safety data sheets may be kept at the primary workplace
facility. In this situation, the employer shall ensure that employees can immediately obtain the required

information In an emergency.”

Material Safety Data Sheets (MSDS) collected and indexed shall be maintsined and communicated by the City
Office of Risk and Safety on an annual and ongoing basis in support of the City’s "New York State Right to Know

Law “ Program.

Protocol:

1.

Individual depariments shall have the responsibllity of informing the Office of Risk and Safety of the addition
and/or deletlon of any chemicals within a workplace.

The Office of Risk and Safety shall conduct an annual inventory of chemicals within City workplaces In
November of each year.

A survey titled “City of Saratoga Springs MSDS Questionnalre” hereby attached as Exhibit A shall be sent to all
depariment heads requesting the identification of chemicals and their manufacturers.

The Office of Risk and Safety shall in tum provide coples of Material Safety Data Sheets for those chemicals
identified. The MSDS are to be kept in a binder tilled “City of Saratoga Springs Material Safety Data
Sheets.” Department Heads shall be responsible for including updated material in this binder and for making
mulliple coples as needed.

The Office of Risk and Safety shall maintain the central database for the City of Saratoga Springs’ Material
Safety Data Sheets as part of the “NYS Right to Know Law Program.” Additionally, the Police Department, Fire
Department, Department of Public Works Garage, Water Treatment Plant, and the Department of Public Safety
Garage shall also maintain master MSDS Binders on site for MSDS within their control.

The Office of Risk and Safety shall be responsible for the annual education and distribution of the “New York
State Right to Know Law” which shall conform to the materials mandated by the New York State Depariment of
Labor hereln atlached as Exhibit B,

The Office of Risk and Safety shall be responsible for delivering an annual report to the City Safety Committee
rega;'dlng the status of the City's Hazard Communication Program and the education delivered to its
employees.

The Office of Risk and Safety as Safety Officer shall be the lialson for questions pertaining to the City’s
compliance with the “New York State Right To Know Law Program” and shall act as the City representative
pertaining to “New York State Right To Know Law Program® issues.



City of Saratoga Springs
Office of Risk and Safety
474 Broadway
Saratoga Springs, NY 12866

City of Saratoga Springs
Hazard Communications Program

NYS Right-to-Know Law Program

The New York State Right-to-Know Law requires all public employers to develop programs to Inform
employel?:"::; the potential hazards of chemicals found in the workplace. Employers have four areas of
respons !

Notification: Employers must inform employees of thelr rights to Information, including possible health
effects and hazards, concerning all toxic substances present in thelr workplace.

Information: Employers must respond to employee requests with specific information in written form
concemning any toxic substance present in the workplace.

Training: Employers must train employees in the identity, properties and safe use of toxlc substances they
can expect to encounter In the course of thelr duties.

Recordkeeping: Employers must keep records of employees exposed to substances with enforceable
exposure standards, OSHA Subpart Z

The City of Saratoga Springs has a formally established Hazard Communications Program that provides
education on an annual basis. Its inventory of chemicals within the workplace is updated during the fourth
quarter of each year. Updates to the City’s MSDS Database are completed and distributed accordingly.

The City of Saratoga Springs maintains both an electronic and paper database of Material Safety Data
Sheets within its workplaces. Each department Is individually responsible for maintaining material safety
datasheets as provided by Risk and Safety Management.

The City of Saratoga Springs’ paper database is contalned within individual departmental binders titled
‘City of Saratoga Springs Materlal Safety Data Sheets.’

The Clty of Saratoga Springs’ electronic database may be found at the following Internet address:
http://ha.msdsonline.com/saratogasp3291

Should you require information on any chemical within your workplace, please document the chemicat
preduct name, Its manufacturer, and its use within the workplace. Please send the inquiry to Office of Risk
and Safety at the address listed below. Questions pertaining to the City of Saratoga Springs’ NYS Right-to-
Know Program should be addressed to:

Marilyn Rivers, Office of Risk and Safety
Clty of Saratoga Springs
474 Broadway
Saratoga Springs, NY 12866
Tel: (518) 587-3550 extenslon 2612
Email: Marilyn.Rivers@Saratoga-Springs.org




City of Saratoga Springs Risk and Safety Manual

Title: Bloodborne Pathogen Exposure Control Program
Date of Origin: 041508

Responsible Party: Office of Risk and Safety

Date of Review: Annual

Title: Bloodhorne Pathogen Exposure Control Program

Polley:

To provide employees of the City of Saratoga Springs (hereinafter “City”) with guidelines for
preventing the contraction of the AIDS (HIV) virus, hepatitis B (HBV), hepatitis C (HCV), and
other bloodborne pathogens. The safe performance of daily operations may be threatened by
bloodborne pathogens that can be contracted through exposure to infected blood and other
potentially Infectious materlal. Therefore, it is the policy of the City to continuously provide
employees with information and education on the prevention of these diseases provide up-to-
date safety equipment and procedures that will minimize thelir risks of exposure and to institute
post-exposure reporting, evaluation and treatment for all employees exposed to these diseases.

Definitions:

Exposure Control Plan: The written plan developed by the City and available to all employees
that detalls the steps taken to eliminate or minimize exposure and evaluate the circumstances
surrounding exposure incidents.

Bjood: Means any human blood, human blood components (plasma, platelets, and
serosanguinous fluids) and products made from human blood.

Body Fluids: Includes blood, semen, breast milk and vaginal fluids or other secretions that
might contain these fluids such as saliva, vomit, urine or feces.

Bloodborne Pathogens: Means any disease-producing microorganisms that are present In
human blood or OPIM (other potentially infectious materials) and can cause disease in humans.
These pathogens include, but are not limited to, hepatitis B virus (HBV), hepatitis C virus (HCV),
and human immunodeficlency virus (HIV).

HIV & AIDS: The human Immunodeficiency virus (HIV), which causes the acquired
Immunodeficiency syndrome (AIDS). AIDS results from the progressive destruction of an
individual's Immune system, the body’s defense against disease. The virus that causes AIDS is
transmitted through sexual contact, exposure to infected blood (or blood components), and from
mother to child during pregnancy through amniotic (around the baby) fluid.

Hepatitis B and Hepatitis C: HBV and HCV are viruses that cause liver damage, which may
range in severity from mild and inapparent to severe or fatal. These viruses are transmitted
through blood (or blood components), semen, vaginal secretions, and saliva contaminated with
blood.

Contaminated: Means the presence or the reasonably anticipated presence of blood or other
potentially infectious materials on an item or surface.
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Contaminated Sharps: Means any contaminated object that can penetrate the skin, including
but not limited to, needles, knives, scalpels, broken glass, broken capillary tubes, and exposed
ends of dental wire.

Engineering Controls: Are controls that Isolate or remove the bloodborme pathogens hazard
from the workplace; i.e., sharps disposal containers, self-sheathing needles, etc.

Exposure Incident: Means a specific eye, mouth, other mucous membrane, non-intact skin, or
parental contact with blood or other potentially infectious materials that result from performance
of an employee’s duties. '

Occupational Exposure: Means reasonably anticipated skin, eye, mucous membrane, or
parenteral contact with blood or other potentially Infectious materials that may result from the
performance of an employee's duties.

‘Ci)PIM: Means other potentially infectious materials to include the following human body flulds or
ssues:

1. Semen or vaginal secretions;

2. Cerebrospinal fluid (around the brain), synovial fluid (around the joints), pleural fluid (around
the lung), pericardial fluid (around the heart), peritoneal or amniotic fluid (around the baby), or
saliva in dental procedures;

3. Any body fluid that is visibly contaminated by blood;

4. Any unfixed tissue or organ from a human (living or dead) and

5. All body fluids In situations where it is difficult or impossible to differentiate between body
fluids.

Parenteral: Means plercing mucous membranes or the skin barrier through such events as
needle sticks, human bites, cuts and abrasions.

Personal Protective Equipment: The specialized clothing or equipment wom or used by
employees for protection against the hazards of infection. This does not include standard issue
uniforms and work clothes without special protective qualities.

Universal Precautions: Procedures promulgated by the Center for Disease Control (CDC) that
emphasize precautions based on the assumption that all blood and body flulds are potentially
infectious of the AIDS (HIV) and hepatitis B (HBV) viruses.

Work Practice Controls: Are controls that reduce the likelihood of exposure by altering the
manner in which a task Is performed; i.e., prohibiting recapping of needles by a two handed

technique.

Procedures:

A. General Disease Prevention Guidelines:

1. The Clty's exposure control plan shall provide the overall strategy for limiting occupational
exposure to bloodborne pathogens and responding to potential exposure Incldents.

2. The City subscribes to the principles and practices for prevention of bloodbome pathogen

exposure as detalled in the “Universal Precautions” prescribed by the CDC and the federal
regulations of the Occupational Safety and Health Administration.

Risk and Safety Management  City Council Adopted 041508 2




B. Workplace Controls & Personal Protective Equipment:

1. In order to minimize potential exposure, employees should assume that all persons are

~ potential carriers of bloodborne pathogens and universal precautions should be Iimplemented for
all contacts.

2. When appropriate protective equipment is available, no employee shall refuse to physically

assist any person who may carry the HIV, HBV, or HCV.

3. Employees shall use protective gear under all appropriate circumstances unless the

employee can demonstrate that in a specific instance, its use would have prevented the

effective delivery of emergency health care or would have imposed an increased hazard to

his/her safety or the safety of -another person. Any such instances shall be reported by the

employee and shall be investigated and appropriately documented to determine if changes

could be instituted to prevent similar occurrences in the future.

4. Disposable gloves shall be worn when handling any persons, clothing or equipment with body

fluids on them.

5. Masks in combination with eye protection devices, such as glasses with solid side shields or

chin-length face shields, shall be worn whenever splashes, spray, spatter or droplets of

potentially infectious materials may be generated and eye, nose or mouth contamination can be

reasonably anticipated.

6. Plastic mouthpieces or other authorized barrier/resuscitation devices shall be used whenever

an employee performs CPR or mouth-to-mouth resuscitation.

7. All sharp Instruments such as knives, scalpels and needles shall be consldered contaminated

items which should be handled with extracrdinary care, and shall be placed In the appropriately

provided puncture-resistant container.

a. Neadles shall not be recapped, bent, broken, removed from a disposable syringe or
otherwise manipulated by hand.

b. Needles shall be placed in department provided, puncture resistant, and leak proof
containers marked as biohazard, when collected for evidence, disposal or
transportation purposes.

8. Employees shall not smoke, eat, drink or apply makeup around bady fluid spills or containers
with such contents.

C. Housekeeping:

1. Supervisors and their subordinates are responsible for the maintenance of a clean and
sanitary workplace during the absence of personnel normally assigned this responsibllity, and
shall conduct periodic Inspections, as necessary, to ensure that these conditions are
maintained.

2. Supervisory personnel shall make a determination when cleaning and conducting
decontamination within the facility or work environment as may be necessary after any such
occurrence and assign the appropriate personnel.

3. All equipment and work surfaces must be cleaned and decontaminated after contact with
blood and other potentially infectious materials as described in this policy.

4. Any protective covering used in providing emergency medical assistance operations for
covering surfaces or equipment shall be removed or replaced as soon as possible following
actual or possible contamination.

5. Bins, palls and similar receptacles used to hold actual or potentially contaminated items shall
be labeled as biohazard, lined with marked biohazard bags and decontaminated as soon as
feasible following contamination as well as inspected and decontaminated on a regularly
scheduled basis.
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6. Broken and potentially contaminated glassware, needles or other sharp instruments shall not
be retrieved by hand but by other mechanical means and shall not be stored In a manner that
requires that they be retrieved manually. '

7. Employees shall remove clothing that has been contaminated with bodily fluids as soon as
practical and with as little handling as possible. Any contacted skin area shall be cléansed in the
prescribed fashion.

8. Contaminated laundry and personal protective equipment shall be bagged or containerized at
the location where it is used in department approved leak proof containers but shall not be
sorted, rinsed or cleaned at that location. (I.E. contaminated disposable gloves and glasses at
scene of an incident shall be bagged and properly disposed of in an appropriate contalner at a
Department specified location.)

9. Only employees specifically designated by the supervisory personnel shall empty or discard
actual or potentially contaminated waste materials from a department provided container
located on site. All such disposal shall conform to established federal, state and local

regulations.
D. Disinfection:

1. Any unprotected skin surfaces that come into contact with body fluids shall be thoroughly
wagré?;.l’ as soon as possible with hot running water and soap at least 15 seconds before rinsing
an ng.

a. Alcohol or antiseptic toweletles may be used where soap and water are unavailable.

b. Disposable gloves should he rinsed before removal and hands and forearms should
then be washed.

c. Skin surfaces shall be washed as soon as feasible following the removal of any
protective equipment.

d. All open cuts and abrasions shall be covered with waterproof bandages before
reporting to duty.

2. Mucous membranes that come into contact with blood or body fluids shall be thoroughly
flushed with cool tap water as soon as possible after the exposure.

3. Disinfection procedures shall be initiated whenever body fluids are spilled or an individual
with body fluids or his person is transported in a department vehicle as follows:

a. A supervisor shall be notified and the vehicle taken to a City garage facility as soon
as possible.

b. Affected vehicles shall be immediately designated with the posting of an appropriate
biohazard waming sign upon arrival at a City garage while awaiting disinfection. The
warning sign should dentify the areas that are contaminated whenever such is not
personally communicated to the personnel responsible for cleaning and disinfecting
the vehicle.

c. Service garage personnel shall wear the appropriate protective equipment while
engaging in cleanup and disinfection of a vehicle which has been contaminated with
body fluid spills. They shall remove any excess body fluids from the vehicle with an
absorbent cloth, paying special attention to any cracks, crevices or seams that may
be holding fluids.

d. The affected areas should be disinfected using hot water and approved germicldal
detergent and allowed to air dry.

4. Non-disposable equipment and surfaces upon which body fluids have been spilled shall be
disinfected as follows:

a. Put on appropriate protective gloves and other equipment necessary for cleanup.

b. Wear eye and face protection If there is risk of splashing.

¢. Wear shoe covers if the amount of contaminated fluid is great.

Risk and Safety Management  City Council Adopted 041508 4




Wipe up any excess body flulds with disposable absorbent materials.
Department provided one step germicidal detergent shall be used to clean the area
or equipment. The area may then be sprayed with hospital disinfectant and
deodorant in accordance with their labeled directlons for use.
f. Upon completion of the cleanup procedure, remove contaminated items and place in
the City-approved containers.
g. Always remove protective gloves last, washing hands in the appropriate manner after
removal.
5. Uniforms or any other work related article of clothing upon which body fluids have been
spilled shall he removed without unnecessary delay in the approprlate manner, double bagged
in a City approved leak proof container and clearly marked as biohazard.
6. An incldent report detalling the circumstances of contamination shall be forwarded to the
Department Head and Office of Risk and Safety. The contaminated clothing will be sent out for
professional cleaning by the Department in question.

°a

E. Supplies:

1. Supervisors are responsible for continuously maintaining an adequate supply of disease
control supplies In a convenient location for all affected personnel in their department. This
includes, but is not limited to, ensuring that:

a. Personal protective equipment in appropriate sizes, quantities and locations are

avallable; and

b. First aid supplies and disinfecting materials are readily available at all times.
2. Those employees who have responsibility for the provision of emergency medical services
shall be Issued communicable disease personal protective equipment for use as needed in their
assignments. These supplies will Include disposable gloves, reusable utlity gloves, face/eye
protective devices, barrier resuscitation pocket mask and liquid health care personal hand rinse.

F. Vaccination:

1. An employee of the City who is determined to be at risk for occupational exposure to the
hepatitis B virus shall be provided with the opportunity to take the HBV vaccination series and
Hepatitis B Antibody testing. The vaccination and testing shall be at no cost per federal
regulatory guidelines.

2, An HBV vaccination shall be provided to any employee determined to be at risk, if they so
desire, only Iif the employee has not previously received the vaccination series. HBV vaccination
shall not be provided to an employee if such is deemed Inadvisable for medical reasons by
competent medical authority or the member declines, in writing, on the proscribed form.

G. Exposure, Evaluation & Treatment:

1. A bloodborne exposure Incident occurs when an employae is exposed to the blood or
"OPIM" (other potentially infectious material as defined in sub. ll.J of this policy) of another
person which effects any body orifice (mouth, eyes, ears, etc.) or skin openings (open cut, etc.)

of the employee.
2. Any employee who meets the exposure criteria as outlined above, shall report such exposure

without unnecessary delay to a supervisor and implement universal precautions outlined in the
exposure control plan such as disinfection of affected body areas and equipment, and removal
of clothing solled with body fluids.

3. The supervisor, upon ascertaining that the employee’s exposure does meet the bloodborme
exposure Incident criteria, shall:
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a. Provide the employee with the appropriate Incident forms and Instruct the employee
to proceed with the forms to a medical facllity providing emergency care;

b. Notify t.he Office of Risk and Safety in writing about the exposure incident, including
all pertinent data. If the supervisor recelves a completed medical evaluation form, he
shall immediately forward it to the Office of Risk and Safety;

c. Ensure that the appropriate personnel have disinfected all equipment and
department areas as scon as possible.

d. Ensure that the proper City Incident report and Workers Compensation Injury Report
are completed, detalling the occupational exposure. :

4. The City shall ensure continued testing of the exposed employee for evidence of infection
and provide psychological counseling as determined necessary by the health care official. it
shall be the responsibliity of the exposed employee to schedule all follow-up examinations,
testing and medical treatment as deemed necessary and assaciated with the exposure incident.
5. The employee will receive the health care providers written opinion on the evaluation and
information on any conditions resulting from the exposure that require further evaluation or
treatment. Unless disclosure to an appropriate department official is authorized by the employee
or by law, the employee’s medical evaluation, test results and any follow-up procedures shall
remain confidential.

6. Any person responsible for potentially exposing an employee of this City to a communicable
disease shall be encouraged to undergo testing to determine if the person has a communicable
disease. Upon conferring with the City Attomey, criminal charges may be sought against the
person if they intentionally exposed an employee of this City to a communicable disease.

7. Employees who test positive for HIV, HBV or HCV may continue working as long as they
malntain acceptable performance and do not pose a safety and health threat to themselves, the
public or other employees of their Depariment.

a. Each department will make all work decislons concemning the employes’s work status
solely on the medical opinions and advice of the City’s health care officials.

b. A department may require an employee to be examined by City health care officials
to determine If he/she is able to perform his/her duties without hazard to
himself/herself or others.

8. All employees of the City shall treat employees who have contracted a communicable

disease fairly, courteously and with dignity.

H. Record Keeping:

1. The Supervising Officer shall complete Bloadborne Pathogen Exposure Incldent Investigation
Form 12a for every occupational exposure incident.

2. The Human Resource Administrator shall maintain an accurate record for each employee
with occupational exposure that includes vaccination status, form 12a, and 12 series forms
contalning medical evaluation received from the medical facility. These records shall be filed by
the Human Resource Administrator in the employee's personnel flle and be retained for the
duration of the employee's employment plus thirty years in accordance with 29CFR 1910.20
and 29CFR1910.1030, and may not be disclosed or reported without the express written

consent of the employee.

1. Training:

1. The City shall ensure that all employees with risk of occupaticnal exposure are provided with
instruction on prevention of bloodbomne diseases prior to their initial assignment.
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2. Al affected employees shall recelve department specific annual refresher training and
additional training whenever job tasks or procedures are modified in a manner that may alter

thelr risk of exposure.
3. All trainees shall have access to applicable federal and state regulations pertaining to the

regulation of bloodborne pathogens.
4. The Office of Risk and Safety shall ensure that complete records are maintained on

employee training to include information on the dates and content of training sessions, names
and qualifications of persons conducting the training and the names and job fitles of all persons
attending the training sessions. These records shall be maintained as is required by law.

Reference: City of Saratoga Springs Police Department General Order Section 3.1 titled
“Bloodborne Disease Exposure Control,” Effective 03/29/2008.
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City of Saratoga Springs

Employee Pclicy and Procedures Manual

Title: Workplace Violence Prevention Program
Date of Origin: 020607 '
Responsible Party: Risk and Safety Management
Date of Review: Annual

Last Review: 020607

Title: Workplace Violence Prevention Program

A. Policy:

The City of Saratoga Springs Is dedicated to the security, safety and overall well being for all of cur
employees. The City’s goal is to invest, as best we can, in the safety and security of our workplace so
we can provide our employees with the envircnment they need to be productive for our constituents.

All Incidents pertaining to “employee to employee” issues regarding perceived or alleged workplace
harassment shall be reported to the Human Resource Administrator or Department Head In

accordance with the City's Employee Pollcy and Procedures Manual. Referrals to Director of Risk and
Safety shall be made as pertinent.

Conduct that constitutes violence will not be tolerated fram any City employee. Instances Involving
assault, criminal conduct or any other tortuous conduct by a City employee will be dealt with in
accordance with the law and previously established City policies.

B. Program Objective:

The National Institute for Occupational Safety & Health (NIOSH) defines “violent acts (including
physical assaults and threats of assaults) directed toward persons at work or on duty.” Workplace
violence Is any physical assault, threatening behavior or verbal abuse occurring in the work setting.

While workplace violence can occur In any workplace setting, typical examples of employment
situations that may pose higher risks include:

Duties that involve the exchange of money

Delivery of passengers, goods or services

Duties that involve maobile workplace assignments

Working with unstable or volatile persons in healthcare, social service or criminal justice settings
Working alone or in small numbers

Working late at night or during early moming hours

Working in high crime areas

Duties that involve guarding valuable property or possessions

Working in community based settings

Working in areas of previously identified security problems

C. Program Requirements:

The NYS DOL Law requires public employers to perform a risk evaluation of their workplace to:
o determine the presence of factors or situations that might place employees at risk from
occupational assaults and homicides;
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s prepare a workplace violence prevention program; and
o inform and traln employees on the requirements of the NYS DOL Law and the workplace risk
factors that were identified.

Public employers with a combined total of 20 or more full-time permanent employees shall develop
and implement a written workplace violence prevention program and provide employee training on
workplace prevention measures and other information contalned within the employers written
program. Such employers shall also inform employees of the location and availabllity of the written
workplace violence prevention program.

Employee workplace violence prevention tralning will be provided at the time of job assignment and
annually thereafter.

The written workplace violence program will be proactive, capable of assessing potential threats
before they occur, and capable of responding to actual incldents Immediately.

D. Risk Factors Identified:

The City of Saratoga Springs recognizes the dynamics of the provisions of public service to the
community at large. Aftachment A Is hereby attached as a dynamic to the City's Workplace Violence
Program. Additional issues Identified will be addressed on an ongoing basis at Safety Committee with
recommendations made to departments and City Council on a periodic basis. Opportunities for
Improvement and proposed solutions will be periodically reported to City Council as needed.
Preliminary issues identified include:

o Duties that involve the exchange of money:
o Mayor's Department:

¢ Building Department
o Civil Service
« Community Development
¢ Planning and Economic Development
¢ Urban Heritage
¢ Finance Department:
¢ Tax Collections
¢ Petty Cash
s Payroll
Accounts Department
e Public Safety Collections
o Public Works Collections
e Engineering
o Utility
¢ Compost
o Street Openings
o Carousel Collections
o Recreation Department Collections
« Delivery of passengers, goods or services:
Mayor’s Department
Finance Department
Accounts Department
Public Safety

Risk and Sefety Management: Workplace Viclence Prevention Program: Cily Council Adopted 020607 2



o Paolice
e Fire
¢ Public Works
o Utilities
s Recreation
¢ Duties that involve mobile workplace assignments:
¢ Accounts
¢ Public Safety
e Police
e Fire
o Parking Enforcement
e Public Works
o Engineering
o Utllities
s Recreation
¢ Waorking with unstable or volatile persons in healthcare, social service or criminal justice settings:
Mayor’'s Department
Finance Department
Assessment Department
Public Safety
Public Works
Recreation
o Working alone or in small numbers:
o Mayor's Department
¢ Urban Heritage
Finance Department
Accounts Depariment
Public Safety
Public Works
¢ Carousel/Canfield Casino
e Dispatch
e Engineering
e Recreation
¢ Working late at night or during early moming hours:
e Police
o Fire
e Canfield Casino
e Public Works

Working in high crime areas

Duties that involve guarding valuable property or possessions:
« Mayor’s Department

e Urban Heritage

Finance Department
Accounts Department

Public Safety Administration
Public Works Administration
o Congress Park

o Canfield Casino/Carouse!
¢ Recreation
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E.

Working in community based settings

Mayor's Department
Finance Department
Accounts Department

- Public Safety

Public Works
Recreatlon

Working in areas of previously identified security problems:

C ® © o & o o

Mayor's Department
Finance Department
Accounts Depariment
Public Safety Administration
Public Works Administration
Recreation

nidentified persons in the Workplace

Methods of Workplace Vislence Program Prevention:

The City of Saratoga Springs has begun to begin to address issues involving workplace safety as they
pertain to the prevention of violence within the workplace. Preliminary remedies include, but are not

limited to the following:

1.

Access to City Owned and/or Maintained Property:

By controlling the points of entry for employees and visitors, the City may narrow the scope of
potential hazards. To secure a workplace properly, the City may limit access to certain vulnerable
areas:

Doors should never be propped open. Convenience should never be a factor.

A panic button or silent duress alarm may be installed in the reception area, which directly
communicates with local law enforcement in the event of a crisls situation. It may be
positioned in an area behind the reception desk that can be activated without alerting
perpetrator.

Clear visibility to either the common hallway in a building or the outside landscape will provide
better lighting, create more of a deterrent against viclent incldents, improve law enforcement's
picture in the event of a hostage situation or other similar critica! incident and enhance the
overall safety of that entry point.

Concealed weapons are deemed a threatening condition and are prohibited.

Use of Identification Badges with the Workplace:

Employees shall display an Identification Badge with a current color picture visible on the front
slde of the badge itself with the City seal and employee name.

It is recommended that whenever an employee's appearance changes substantially; l.e.,
shaved head, growth of beard, sex change or gender modification, change in halr color, or
appearance altering plastic surgery, the plcture should be updated.

The pertinent information that may be Included on the City identification badge Is full name,
badge number/employer identification number, supervisor's name (for authentication
purposes), and area access avallability.
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o Cily badges shpuld be laminated. Any card, which shows the slightest sign of tampering
should be confiscated and the employee restricted from further access until clarification can be

validated.

» All badges may be issued upon employment and rescinded at termination, without exception.

3. Bomb Threat Protocol:

PLACE THIS CARD
UNDER YOUR
TELEPHONE

QUESTIONS TO ASK:

1. Whea v bomdy going to explode?
2. Where isit right now?

3. What docs it fouk like?

4. What kind of bomb is it?

5. What will vause it to explode?
6. Did you plavce the bomby?

7. Why?

S. What i your addness?

Y. What is your naine?

EXACT WORDING OF THE THREAT:

Nuanber at which
call was reccived:

Time: Date:

CALLER'S VOICE:

e Loud — Soit
e High — Daep
—— intoxicaled . — Disguised
— Calm — ADngry
— Fad — Slow
— Stulter — Nasal
— Ditind o, Slurred
)]

Oilier Characteristics:
1f voive is Bimiliar, who dikl it scund like?

BACKGROUND SOUNDS:

Ve —  Airplanes

— Quint — Tnins

— Aninuls e Musie

— Streel Tratfie — Factery

— Oflice Machinery Machivery

—~— Other

THREAT LANGUAGE:

o Well spekeneducated . Incobieront

— Foul — Taped

— lmational —— Message read by
threat maker

REMARKS:

Sex of caller: Race:

AR e Length ol calle

Additinnal Information on Reverse

4, Panic Buttons:

Report call imasediately we

Phaite Nundser:

Position:
Phone Number

A preliminary need has been Iidentified for panic buttons In various locations throughout the workplace
with the City Hall structure. Risk assessments will begin to occur to quantitatively measure the need
for panic button installation within departmental environments. Department Heads will be consulted to
determine how best the Workplace Violence Prevention Program may best meet the needs of the
employees working within his/her department on an initial and ongoing basis. If there is a quantitative
determination made that panic buttons are needed within a particular departmental location, the
Departments of Public Works and Public Safety shall make the determination as to how best to

Risk and Saloly Management: Workplace Violence Prevention Program: City Councll Adopted 020607 5




accommodate the need. Risk and Safety will assist as a lialson to the placement with feedback to
Safety Committee on Its progress.

F.
1.

24

© ® N

Risk and Safety Response and Investigation of Reported Incidents of Workplace Violence:

All Incidents pertaining to a reported Incident of workplace violence within any City departments
shall be reported to the Director of Risk and Safety for the investigation and identification of risk
and safety issues.

The City of Saratoga Springs Police Department shall be immediately contacted if any such
incident Involves an immediate threat to the safety and welfare of the employee population in
accordance with criminal justice statutes. The Police Department will then take control of the
incident and any ensuing investigation. Opportunities for improvement identified by the Police
Department shall be provided to the Director of Risk and Safety for further action in accordance
with this program.

All incidents pertaining to employee Issues regarding perceived or alleged workplace harassment
shall be reported to the Human Resource Administrator or Department Head in accordance with
the City's Employae Policy and Procedures Manual. Referrals to Director of Risk and Safety shall
be made as pertinent.

Workplace Violence Safety Incidents as reported will be tracked, trended and reported to the City
Safety Committee on a monthly basis to develop loss prevention and control strategies.

The Diractor of Risk and Safety shall provide each Department Head with the identified workplace
violence safety issue and recommend viable solutions for remediation of the issue. )
The Director of Risk and Safety will present the Department Head's proposed solution to Safety
Committee for support and assistance in the coordination of proposed activities.

Safety Committee will assist the Department Head with Workplace Violence Prevention Program
Initiatives as relevant to the issues identifled.

Safety Initiatives will be examined and undertaken on a departmental level before any measure is
brought to Safety Committee and City Councll for additional funding and/or recommendations.

In the event the City Safety Committee identifies trends pertaining to these incidents that pose a
liability or financlal risk to the City of Saratoga Springs, the Director of Risk and Safety will be
responsible for bringing the trend analysis forward to the City Councll for review and
conslderation, '

10. Workplace Violence Program training will occur for any substantial change to the City's

programming. Updates to the City's Workplace Violence Program will be made available to
employees on a quarterly basis If any such changes have occurred through a variety of
communication mechanisms available to the City of Saratoga Springs.
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City of Saratoga Springs, NY
Workplace Incident Report
{Nole: Submit completed form to Office of Risk & Safely, Cily of Saraloga Springs, 474 Broadway, Saraloga Springs, NY. Please note that

warkplace Incldents pertaining to employee-employee issues should be reported on a separale form to Human Resources in accordance
with Clty policles.)

Affected Party(s):
Supervisor: Depart/Phone Ext.

Incident Information:
Date of Incldent: Time of Incident:
Location of Incident (be specific):

Description of Iincldent: (Narmrative)

Has this or a similar incident ever happened to you before? If so, please explain.

If you incurred any injury whatsoever, (physical-emotional) please describe the injury, in detail, and
the location of any treatment received.

List all witnesses of the incident:
Name: Department:

Contact Number: Cell No.:

Was a weapon involved? If so, specify type and to what extent:

Aggressor Information:

Name: Department. (if an employee)
Supervisor/Phone Number: (if an employes)
Relationship to aggressor: (if stranger, indicated relationship, if any)
Had anything occurred In the past to make you feel that this would happen? If so, please explain.

Home address/vehicle information: (if not an employee)

As you see it, does something need to be done to avold such an incldent from happening again? If
so, explain.

Repont Completed by/Date Reviewed/Approved by/Dale

Title Title
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Risk Control

Workplace Violence Prevention

I ntroduction

The potential for workplace violence crosses the mind of any astute business decislon-maker. In addition to its
abvious toll on families and community resources, there is an undeniable bottom line business impact from reduced
preductivity, higher absenteeism and Increased turnover. The following Information will help you to Identify a range
of workplace violence prevention measures.

Workplace Violence
In terms of big picture statistics: According to the U.S. Department of Labor National Census, in 2003 there were

631 workplace homicldes. Death by homicide has become the second leading cause of fatal cccupational injury in
the U.S. In addition, approximately 1.5 milllon people are assaulted In the workplace annually. Clearly, workplace

£ viclence has evolved Into an Important risk management lssue for today's businesses.

As an example of the attention given to this toplc globally, in December 1998, over 7000 City of Montreal schoo!
board employees (leachers, schoof principals, secretaries and janitors) gathered to discuss ways to prevent
warkplace violence in thelr school system. The daylong program Included guest speakers discussing causes end
over 60 workshops to propose ways to prevent viotence.

While, unfortunately, there Is no single activity which would prevent all incldents of workplace violence, there are a
wide number of prevalling measures which when incorporated Into the overall risk management program serve as a
reliable foundation for deating with this risk.

Prevention measures include, but are not limited to:
Aggression Management

Alternative Dispute Resclution

Assertiveness Training

Basle Facllity Security

Business Travel Practices

Change Management

Community Violence Assessment .
Conflict Resolution :
Crisis/Emergency Management
Customer Service ’°
Customer Complaints Handling

Diversity Management

Domastic Violence Prevention

Employes Assistance & Wellness Resources
Hiring/ Discharge practices

Internet/Email Usage Fractices °
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Risk Control

Night-time Worker Special Training

Organizational Cuiture Assessments m;;)
Policies and Procedures for Warkplace Violence

Receptionist/Front-desk Tralning

8ecurity for Volunteer Workers

Stress Menagement

Warkforca Sensitivity Training

Workplace Harassment Praveation

® & ¢ o ©o 8 o o

Conclusion
Workpiaca violence prevention requires a wide range of measures and well-rounded Input from all arganizational
areas,
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Inturance, Inagneh”

G imbe et e
Heat Exhaustion and Heat Stroke
Supervisor Talk

When working cutdoors in hot waather, workers who do not take precautions can suffer from heat exhaustion or
heat stroke. Heat exhaustlon Is caused by prolonged exposure to high temperatures and inadequate fluld
replacement. Heat stroke Is the most severe of heat-related problems, It Is potentially life threatening because the
bedy's normal mechanisms for dealing with heat stress, such as sweating and temperature control are lost. The
following are the symptoms of these diseases and the steps needed to help the vietim.

Heat Exhaustion

Symptoms:
The first signs of heat exhaustion are dizziness, weakness, headache, blurred vislon, nausea, and staggering. The

face becomes pale, there is profuse sweating, weak pulse, and respiration Is low. The vicim can become
unconscious.

Treatment:
When someone shows symptoms of heat exhaustion, Immediately transfer that person out of the sun to a darker

location or alr conditioning. Have the person lle down and keep calm. If victim Is consdous, have him drink cool
drinks of water or a sports drink (which will replace lost salts) and have the victim drink frequent, small sips. Do not
glve any beverages contalning alcohol or caffelne. Monitor the victim closely. Heat exhaustion can quickly become
heatstroke. If symptoms persist and heat exhaustion occurs, call the doctor.

How to Avold:
Keep fit and take frequent breaks. Stop to rest when you start feeling weak. Increase dletary salt and fiulds when
worlking in extremely hot weather. Avold beverages contalning alcohol or caffeine. Use hats and wear light colored

dothing.

Heat Stroke

Symptoms:
The victim develops a severe headache, face is red, the skin is hot and dry, no sweating, and the pulse (s strong and

very fast. The person has a high fever (105 © -106 ° F) and may become unconsclous. Following the fever, there
may be confuslon, convulslons, coma and even death.

Treatment:
Call 911 immedlately, getting the victim professlonal medical treatment as scon as possible. Meanwhile, place the

" Individual in @ room with air conditioning or move to shade. Loosen clothing and cool the victim with the best means

avallable, Follow emergency services directions.

D,
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Risk Control

Workplace Bullying and Harassment Programimes

Introduction

Bullylng and harassment In the workplace are a slgnlficant problem. Apart from causing disruptions Lo service
dellvery and productivity, they also can cause emotlonal and wellness Issues for victims and a serlous legal
exposure for business. This guldance is Intended to provide managers with some Insight into goad practices In

addressing this risk issue.

What is Bullying and Harassment?

In a legal conlext, harassment occurs where a person Is subjected to unwanted conduct, which has the effect
of (1) violating their dignity or (2) creating an Intimidating, hostile, degrading, humillating or offensive
environment for them,

Harassment Is a form of discrimination, Where It relates to race, sex, disabllity, religlon or bellef, sexual
orlentation, or age (Octaber 2006), 1t {s cavered by anti-discrimination leglstation.

Bullying overlaps with harassment to some extent. It is usually Identified as Intimldating, hestile or humlliating

treatment by ene or more Indlviduals. In terms of bullylng and harassment In the workplace, the followlng list,

which Is not exhaustive, provides a range of unacceptable behaviours:

« Unnecessary and unwanted physical contact ranglng from touching to serlous assault;

« Intruslon by pestering, spying, following, stalking, staring and leering; unwelcome advances, sexual
innuendo;

» Constant unfounded criticism of the performance of work tasks;

« Unwelcome or lewd references to a person’s physical features, figure or dress;

« Suggestive and unwelcome comments ar attitudes, Insulting behaviour or abscene or offensive gestures;

« Persistently ignaring or patronlsing a person, isolatlon ar non-co-operation at work, excluslon from soclal
actlvities.

What Should Employers Do?

Employers should Institute a formal policy on bullylng and harassment. The following ltems should be Included

In the policy:

» A clear statemant, supported by senior management, that bullying and harassment will not be tolerated;

« Examples of the type of behaviour that might be seen as bullylng/harassing;

» A statement that bullylng and harassment may be treated as disciplinary offences;

»  Areference Lo the organlsation’s grievance procedure, In order that the victim of any bullying er
harassment Is made aware of how and to whom any complaint could/should be made.

Many organisalions already have well-written bullylng and harassment policies. However, Employment
Tribunals frequently cornment that organisations fail to take the steps that ensure these policies are translated
Into practice. Key among these [s the need for policles and procedures to be regularly promoted. Additionally,
organlsations should strive to achleve 'real’ Involvement of staff, as this allows for shared ownership of the
prablem and Its resolution, and develops trust and confidence belween stalf and managers,
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Risk Controﬂ

Risk Assessment and Monitoring Mechanisms

Health and safety legisiation requires that a risk assessment be carried out on all significant warkplace
hazards. Theses Include both physical and psycholaglcal hazards, such as, those emanating from bullylng or
harassment. In carrying out the risk assessment, access to Information Is an Impartant part of the process. In
this regard, existing management Information can provide some useful Indications of stress-related problems
r&;ultlng from bullying or harassment. Signs that might alert management to Instigate further investigation
Includas

" s sglckness absence;

erratic or poor imekeeping;

Increases In customer complaints;

Increase in grievances;

poor warkplace morale; and

conflict between colleagues,
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Asking individual staff directly Is the best way to assess the risks of bullying and harassment in the weriplace.
This could be achleved by:

questionnalre;

Interviews;

fotus groups; and

8 combination approach.

® @& & o

It Is Impostant to respect the confidentiality of staff and Inform them how the Inforrnation will be used and
Invelva them In subsequent decislons. Surveys can provide numerical data on Inctdents of bullylng and
harassment, but this Is only a snapshat of the {evel of Incidents at the time of the survey. Other reporting
systems should be established to provide ongoing monitaring. These indude:

« the use of existing accident forms;

« Intraducing a special form for bullying or harassment incidents; and

e setting up a confidential telephone reporting system.

Counselling Is Increasingly recognised as a valuable service In dealing with bullying and harassment as [t can
give everyane invalved In a complaint much needed support and help people to [dentify the best course of
action for them. Sometimes, peopla are not aware that thelr behaviour may be unwelcome or cause offence to *
another, You should have a clearly written and well communicated policy that bullying and harassment are not
tolerated, may be lilegal and could lead to termination.

Conclusion
Minor tenslons can eccur (n any work team. In healthy organisational cultures, those tenslons can be a force

for Initiating change. But, If unhealthy tenslons are not resolved swiftly, bullylng and harassing behaviotr may
take hotd, Over rellance on the existence of policy and procedures does not always lead to an early resolution
of the prablem, particularly If peaple are reluctant to complain or decide to feave or take long-term sickness
absence. The longer the unacceptable behaviour continues, the more detrimental effect on the working
environment. It can take many months for the workplace to recover from the negative effects of bullying and
harassment. Managers play an important role in Implementing an organisation’s anti-harassment and bullylng
strategy. They need to take a proactive approach to resalving conflict.

References
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eanly 2000. The study was based on findings from a national sample of 5,300 respondents from 70
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Tackilng bullying and harassment at work - a trade unlonist’s gulde published by the Labour Research
Department, 78 Blackfriars Road, London SE1 8HF.



o~ How to Act Toward a Child Who
Discloses

Sexual abuse can be a very difficult thing to accept, especially when it happens to a
child. A common reaction to disclosure would be denial, shock, oranger. How the abused

child feels about thelr disclosure depends malnly on the reaction of the adult to whom they' |
had reported the abuse. Thus, care must be taken to remaln calm and to show support to the
child throughout the disclosure phase. :

¢ Belleve the child - Do not express disbelief about the child's story. Abusers usually tell
children that nobody will believe them when they teli. Thus, when a child is told that'g
trusted adult believes her, they would be encouraged to express their feelings more. The
adult’s role s not to Investigate but rather to listen and provide support.

¢+ Becalm - Anadult’s expression of strong emotion will make the child blame themselves
for causing such feelings. They may think that the adults could not handle knowing what
happened and may choose to protect them by keeping silent or taking back twhat they

(P\ ' said.
¢ Assure the child that the abuse is not thelr fault - Abusers often tell their victims that it:

was thelr fault that the abuse happened, like wearing short clothing or not saying no the
first time. Being reassured that it was not their fault would ease the child’s feelings of guilt

and shame.

+ Donotgive promises or false hopes - Avold telling the child that everything will be okay,

_or promise that you would not tell anyone. An abused ch!ld's trust has been broken al-

ready and she needs an adult who could help them regain thelr trust ‘again. It would help
to say that what they disclosed would have to be reported, but only to people who could
ensure thelr safety.

+ Reportto authorities - A child’s safety Is the utmost concern. If they disclose abuse within
the famlly, contact the NYS Child Abuse Hotline at 1-800-342-3720. If the suspected abus-
eris not a family member contact your local law enforcement.

——

& @ Keepmg Kids Safe: April is National Child Abuse Prevention Month
' Saratoga Centar for the Family 359 Ballston Avenue Saratoga Springs, NY 12666  518.587.8008
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Recognizing Abuse
Signs & Symptoms

neglect,

What is Child Abuse?
. Child abuse Is the mistreatment of a child under the age of.18 by a parent,

caretaker, someone living in thelr home, or someone who works with or around
children. It can be physical, sexual, or emotional. Child abuse also include

Sexual abuse ean include both physical
contact and non-contact behaviors. Consider
he possibility of sexual abuse when the child:

¢ Has difficulty walking or sitting

¢ Suddenly refuses to change for gym or to
participate In physical activities

¢ Reports nightmares or bed wetting
¢ Experlences a sudden change in appetite

¢ Demonstrates sophisticated or unusual
Sexual knowledge or behavior

¢ Runsaway

) 'Becomes pregnant or contracts a Sexually
Transmitted Disease (STD)/Sexually Transmitted
Infection (ST1) - particularly if under age 14

A «eports sexual abuse by parent or another
caregiver

Signs of Child Sexual Abuse

-Behavioral Indicators
¢ Shows sudden changes in behavlors or school

performance

, T
¢ [mritability, sadness, angry outbursts, depressive

symptoms, anxlety, fearfulness
¢ Is overly compliant, passive, or withdrawn

¢ Comes to school or other activities early, stays
late, and does not want to go home

* The presence of these signs does not automatically

Indicate abuse.

Remember, there Is no one sign that a childIs (or
has been) abused.

If you think or suspect your child ora child you know
.may have been abused, please call:

¢ NVS Child Abuse Hotline 1-800-342-3720or 911

to make a report. Any concerned person can report '4 .

suspicions of child abuse and neglect.




City of Saratoga Springs’ Risk and Safety Manual

Title: Workplace Violence Prevention Panic Button Protocol
Date of Origin: 011708 Safety Committee; Revised 011713
Responsible Party: Risk and Safety and Police Department
Date of Review: As Needed

Title: Workplace Violence Prevention Panic Button Protocol

Policy:

The City has invested Capital Budget monies in panic button technology in several key locations
within City owned/maintained buildings in support of the City’s Workplace Violence Prevention
Program. Protocols assoclated with the use of Installed panic buttons will vary with location
depending if the location Is within the confines of City Hall which are cellular or in off site remote
locations requiring dial up. The protocol as presented identifies the steps needed to regularly
maintain the technology in use. The City's Police Department shall control and monitor the
City's Panic Button Security System as part of its ongoing law enforcement protection
programming.

Protocol:

1.

Any department or individual requesting the installation of a panic button shall make a
formal written inquiry to the Office of Risk and Safety. Risk and Safety shall forward the
request for panic button technology to Police Depariment personnel assigned to the task
of reviewing the request and conducting a security assessment of the location
requesting the technology.

The Police Department and Director of Risk and Safety will discuss the security
assessment with the requestor and collectively decide the best use of technology
available. All final determinations for requests for panic button technology will be brought
to the Safety Committee as part of the City's Workplace Violence Prevention
Programming. »

Each panic button installed shall be tested on the first Wednesday of each month
between the hours of 9AM and 12PM under the express direction and in coordination
with Police Department personnel. It will be the responsibility of each individual assigned
a panic button to Initiate the activation when asked to do so. Each Commissioner and
the Mayor shall be responsible for ensuring employees within their control regularly
manage the technology governed by this policy.

The Police Department shall maintain a written record of such tests and any other
activation as part of its normal business records and shall also maintain an up-to-date
list of all panic button locations in the Dispatch Area of the Police Station. The written list
will be kept in the Police Department Dispatch Area in close proximity to the designated
Panic Alarm Station.

Panic button tests shall be presented to Safety Commiittee on a monthly basis.
Compliance of the Workplace Viclence Prevention Panic Button Protocol shall be the
responsibility of the City Safety Committee, each Commissioner and the Mayor.

There shall be an annual review of the panic button technology as to its effectiveness,
costs of expansion, and costs of maintenance.

011713 Revision Safety Committee 1




o RECREATION CENTER
Panic Button Testing Protocol

15 Wednesday of Each Month
1. Between 11:00AM and 11:15AM on the
1% Wednesday of each month contact
Mahoney Alarms at (518) 793-7788

2. Give your office location.

3. Tell Mahoney Alarms you are testing
your panic button.

4. Press your panic button.

5. Mahoney Alarms will confirm its correct
operation. |

6. Mahoney Alarms will reset the alarm.

Safety Committee Protocol 2013



City of Saratoga Springs' Employee Handbook
Title: Workplace Harassment

Date of Origin: June 21, 2005

Responsibie Party: Human Resource Administrator,
Director of Risk and Safety, and City Attorney

Date of Review: Annual

Sexual Harassment Is illegal and a violation of the Civil Rights Act of 1964. The City of Saratoga
Springs is committed to its’ policy that harassment is not prohibited In any place in which city
employees work or conduct business. Conduct that constitutes harassment wiil not be tolerated
from any city employee, appointed official, elected officlal, voluntesr or anyone eise who is:
present in a city work place.

Employees shall report suspected instances of harassment, fraud, illegal betting, falsification of
records, or any misconduct to the Human Resource Administrator.

If an employee Is a viclim of harassment, the City of Saraloga Springs affords the employee with the
rights of redress and complaint resolution channels for incidents of harassment. Employees belonging to

a bargaining unit of the City of Saratoga Springs shall be entilled to Unlon Representation for this
process. :

Guidelines:
1. The City of Saratoga Springs will formulate and maintain a Harassment Policy and Report Procedure.

2. The Clty of Saratoga Springs Human Resources Department shall fumish a copy of the policy to all
employees upon hire,

3. Each new employee will be advised at employee orlentation that no one person employed by the City
of Saratoga Springs possess the authority to harass another employee.

4. In addition, each Department will display and maintain a copy of the Sexual Harassment Policy and
Procedures in the work place.

5. Each employee shall be required to attend a harassment training session at least once in every five
years,

6. Supervisory personnel, including Department Heads, shall attend a sexual harassment training
sesslon at least once every two years.

Procedure:;

1. Any employee of the City of Saratoga Springs shall have the ability to make a formal written
complaint to the following persons within 180 days from the date of the incident:

a) the employee's Appointing Authority (Commissioner or Deputy Commissioner)
b) the Human Resource Administrator

2. The Human Resocurce Administrator shall contact the departmental Commissioner upon receipt of a

~complaint. If the Appointing Authority takes a complaint, he/she shall immediately inform the Human
Resource Administrator in writing, providing a copy of the complaint received.

Workplace Harassment ' : 1
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The Human Resource Administrator shall handle the comptaint and will inferm the employee that an
Internal investigation will commence immediately. The City's policy against harassment will be
relterated. The employee shall be made aware that the appainting authority will be notified.

All Instances of harassment shall be reported to the Human Resource Administrator.

The Human Resource Administrator will provide a copy of the written complaint to the Director of Risk
and Safety upon recelpt and will continue to advise the Director of Risk and Safety of the status of the
investigation underway.

The employee shall be assured that retaliation for the reporting of complaints of harassment will not
be tolerated, and that such retaliatory conduct should be reported immediately. Any report of
retaliatory conduct shall be treated in the same manner as the report of harassment. The Human
Resource Administrator will promptly investigate all claims of retallation. The Director of Risk and
Safety shall be consulted in these instances and appropriate action will be taken upon the
recommendations provided by both.

In recognition of the personal nature of discrimination complaints and the emotional impact of
perceived discrimination, the City of Saratoga Springs wiil attempt to maintain the confidentiality of all
complaints and Investigations. The employee shall be notified that:

confidentiality cannot be promised

the alleged offender will be questioned

witnesses and other employees of the Depariment may be questioned
appropriate action against the accused will occur if he or she Is found to be guilty

For the protection of employees who make a complaint or are accused of prohibited harassment, all
witnesses interviewed during an investigation will be advised of the confidentiality requirement of the
persons involved. In the event a complaint made under this Policy implicates criminal conduct, the
City of Saratoga Springs may be required by law to contact and cooperate with the appropriate law
enforcement authorities, or other governmental agencies.

The Investigation procedure shall be fully documented, noting the date, time, place and remarks
made about the Incident by each individual interviewed.

The Human Resource Administrator shall interview witnesses and other personnel who may have
knowledge of the complaint or other instances of harassment.

Any employee or city officlal found to have engaged in harassment against another Individual
employed by the City of Saratega Springs shall be Immediately notified.

The Human Resource Administrator will prepare a written report of the Investigation. The Director of
Risk and Safety and City Attomey shall review the written report of the investigation for possible
further action. The Human Resource Administrator shall advise of potential actions to be taken.

If the Human Resource Administrator concludes, whether by the admission by the accused employee
or by the facts disclosed by the Investigation, that conduct constituting harassment has occurred,
appropriate action shall be taken in accordance to the New York State Civil Service Law and City of
Saratoga Springs Disclplinary Policy.

If the Human Resource Administrator is unable to determine whether the actions alleged in the
complaint occurred, the accused employee will be informed that the investigation was inconclusive.
The accused employee will also be advised that it Is against the City of Saratoga Springs policy for
any acls of retallation against the complaining employee to accur,

Workplace Harassment 2



14. Once the appropriale action to be taken has been determined, both the complainant and the
employese In question shall be advised of the action in writing.

15. A reoccurrence of a verified harassment complaint will result in immediate termination proceedings.

Sexual Harassmant Policy and Reporting Pracedure:

Sexual Harassment is illegal and a violation of the Civil Rights Act of 1964. The City of Saratoga
Springs is committed to the policy that sexual harassment is prohibited in each and every work
place In which Clty empioyees work or conduct business. Conduct that constitutes sexual

harassment will not be tolerated by any City employes, appointed or elected officlal, volunteer or
anyone who is prasent In a City work place. The following are examples of behaviar, which

constitute sexual harassment:

Stalking a person
o Making sexual comments about a person's Giving perscnal gifts

clothing, anatomy or looks Making facial expressions such as licking lips, winking
» Repeatedly asking out a person who s not or throwing kisses

Interested Making sexual gestures through body movements
¢ Making kissing sounds, howling, smacking |, pgssessing sexually explicit material in the workplace

VISUAL WRITTEN POWER THREATS
Ogling Love Poems Using positions to Loss of job selection
Elevalor Eyes Love Letters request dates, sexual | process
Staring Obscene poems favors, etc.
Graphic Posters Obscens lstters
VERBAL NON-VERBAL
¢ Referring to an adult as a girl, boy, hunk, « Inappropriate touching
doli, babe or honey e Violaling Space
o Whistling at someone, cat calls » Inappropriate Patting
Making sexual comments or Innuendoes s Grabbing
about a person’s body * Pinching
Tuming work discussions to sexual topics |« Caressing
Telling sexual jokes ar stories » Kissing
Asking about sexual fantasies, preferences | «  Giving a massage around the neck or shoulders
or history » Touching a person’s clothing, halr or body
¢ Asking personal questions about soclalor |« Blocking a person's path
sexual life .
[ ]
L]

lips including but not limited to computers, posters,
o Telling lles, discussing, or spreading calendars, messaging systems, desk paraphemalia
rumoars about a person's sex life. and clothing

Employees may also report complaints of sexual harassment to either the New York State Human Rights
Division or the United States Equal Employment Opportunity Cemmission. The City of Saratoga Springs
recagnizes the Importance of having a work environment free from sexual harassment, and encourages
the use of its complaint resolution procedure by its employees to make the City a comforiable and
enjoyable place for all to wark.

Appeals:

1. Any complainant or accused party who wishes to appeal the procedure used by the City of Saratoga
Springs, may do so within ten (10) days of receipt of the investigation outcome.
2. Each appeal must be made in writing to the City of Saratoga Springs City Attomey.
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3. The appeal shall present evidence as to why the investigation pracedures were flawed, improper, or
otherwise not In compliance with this Policy.

4. The City Attomey, Human Resource Administrator and the Director of Risk and Safety shall review
the appeal confidentially.

5. Following a review of that evidence, as well as the Information obtained in the investigation process
and conclusions derived there from, the City Attomey and the Director of Risk and Safety shall render
a decislon. The decision shall be final. The appellant shall be notified of the decision in writing.

Nothing set forth in the Appeal Process above shall be construed to In any way confer upon either the
complainant(s) or the person(s) accused of violating this Policy any right to appeal the City of Saratoga
Springs determination as to appropriate disciplinary and/or corrective action to be taken on meritorious
complaints. In this regard, the Cily of Saratoga Springs at all times retains sole discretion to determine
the appropriate disciplinary and/or corrective action to be taken with regard to a meritorious complaint.

Recordkeseping:

The City of Saratoga Springs shall maintain a wrilten record of all complaints of discrimination and/or
harassment for a pericd of three years In the Human Resource Office. The City of Saratoga Springs shall
also document the steps taken with regard to investigations, as well as conclusions reached and remedial
action taken, If any. The City of Saratoga Springs shall also maintain these documents for a perlod of
three years after final date of resolution. The City of Saraloga Springs records regarding alleged
discrimination shall be maintained separate and apart from personnel records.

Workplace Harassment



[ Complaint of Allaged Discrimination/Harassment |

“This form is to be filed as part of the City of Saratoga Springs procedure to initiate a complaint of
alleged discrimination or harassment prohibited by the City of Saratoga Springs Workplace
Harassment Policy.

Please Print or Type
1. Your Name:
Address:
City: State; Zip Code:
Home Phone Number: ( ) Cell Phone ( )

Department of employment with City of Saratoga Springs:

2. Alleged Date of Incident (s) :

3. Name, office address and job fille of the individual who allegedly discriminated against you or
harassed you. (If more than one, list all).

Name:

Office/Title:

4. Describe the Incident that occurred and your reason for concluding that each was an incident of
discrimination/harassment (use extra sheet if necessary). Please include: dates, time, frequency and
location,

5. l|dentify all persons who witnessed the incidents describe in “3” above.

6. Have you also filed this charge with a federal, State or Local Government?
No Yes

7. Have you filed this charge with any other official in the City of Saratoga Springs? No

8. |swear or affirm that | have read the above complaint and that it is true to the best of my knowledge,
Information and belief.

Signature Date

Workplace Harassment 5



