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IOT DUSINESS as a CONAIlion OI emplOYMENT are requirea to @Ke ana pass an on-
line defensive driving course offered through the National Safety Council.
This benefit is no cost to the emnlovee. Successful completion of the course is

b. Employees may not drive vehicles for Town business without the
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demonstrated a continuing need for them. Assignments will be made by the
Town Manager. Additional vehicles are maintained in a motor pool for use as
needed.

1. Employees whose jobs require regular driving for business as a
condition of employment are required to drive a Town vehicle if available.
When no Town vehicles are available, employees may use their own vehicles
for business purposes, but only with the prior written approval of their
Supervisor and the employee must sign a waiver. Employees will be
compensated at a rate per mile as determined by the Director of Finance but in

R ol

vehicle.
& The operator is responsible for assuring the vehicle is operationally
safe.
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phones.
NOTE: Town of Bluffton Police will follow Department’s Standard Operating Procedures.
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a. Full-time employees or employees who work 30 hours or more a week,
are eligible to receive their regular rate of pay for each observed holiday, unless
notified in advance. Part-time employees are eligible to receive holiday pay only for
holidays on which they normally would be scheduled to work and only for their
regularly scheduled number of hours, only if they are notified in advance. Temporary
non-exempt and exempt employees and employees on leaves of absence or on layoff
are not eligible to receive holiday pay.

b. To receive holiday pay, an eligible employee must be at work or taking

and if the employee’s Supervisor approves. Employees may use paid time off
balances or unpaid leave for these occasions.
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Juneteenth Day Christmas Eve
Independence Day (July 4+) Christmas Day

1.1  Equal Employment Opportunity (EEO) Policy.
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gender identity, geﬁder transition, or intimate body paris; and other physical, verbal or
visual conduct of a sexual nature.

Harassment
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under

Harassing conduct includes, but is not limited to, epithets, slurs or negative stereotyping;
displaying offensive material or other hate symbols; threatening, intimidating or hostile acts;
deniaratina inkes" and written or aranhic material that deniarates or shows hostilitv or aversion

characteristic or is in the same protected category.

Individnale and Conduct Covererd
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disciplinary action.



satisfactorily with the issue, and has been informed of the employee’s intent to carry the
issue to a higher level ormanagement. if a member of the chain-of-command, or his/her
behavior, is the issue, and an employee cannot discuss the issue with that person, the
employee is expected to carry the issue to the next higher level in the chain-of-command,

untilexhausted at the Town Manager.
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Serious Injury, Injury that involves a substantial risk of death, unconsciousness, extreme
physical pain, protracted and obvious disfigurement, or protracted loss or impairment of the

regular full-time employee or their immediate family member. It is not intended to cover an
employee, spouse, child/stepchild or parent of an employee who is experiencing a normal iliness
(one that aenerallv lasts less than 30 davs). an illness or iniurv that is covered bv Worker's



e The Town will ask the employee to provide substantiating documentation of the medical
emergency.
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Employees who would like to make a request to receive donated PTO time from their co-workers
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approved request.

Nonated leave will be naid to the recinient durina the reaular pavroll schedule. Normal pavroll

Donation Request Form;
« Employee does not request termination from the programj; or
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emergency of serious injury for Wthh the donated tlme was provuded
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annual basis and will have no term limits.

Fraudulent Use
Fraudulent use of PTO Donation leave hours will result in immediate discontinuation of Donated
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any tme.
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e Have been employed by the town for at least 12 months (the 12 months do not need to be

rancac tval

In addition, employees must meet one of the following criteria:



®  Birth:
o Eligible employees who give birth to a child on or after July 1, 2024, are entitled to six

weeks of PPL.
o Eligible employees whose co-parent gives birth to a child are entitled to receive two

weeks of PPL.

e Foster Care:
o Eligible employees who foster a child under the age of 18 in state custody are entitled to

for PPL.
PPL may not be used before the qualifying event.

Legal holidays are not counted against PPL.
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e Adoption and Birth:



event.

However, an eligble town employee shall be eligible for PPL even if the employee has exhausted their

Eligible town employees shall accrue PTO leave at the normal rate and receive holiday pay while on PPL,

if annlirahla
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other paid leave available and, if sufficient leave is not available, will be placed on Leave Without Pay for
the period they were absent from work. Please the documentation required related to FMLA leave is



PROPOSED BEREAVEMENT LEAVE POLICY 2024

Bereavement Leave for Inmediate Family and Others

Objective

The Bereavement Leave Policy establishes uniform guidelines for providing paid time off to
employees for absences related to the death of immediate family members and fellow
employees or retirees of Town of Bluffton.

Eligibility
All full-time, active employees are eligible for benefits under this policy.
Procedures

An employee who wishes to take time off due to the death of an immediate family member
should notify his or her supervisor as soon as possible. If an employee leaves work early on the
day he or she is notified of the death, that day will not count as bereavement leave.

In addition to bereavement leave, an employee may, with his or her supervisor’'s approval, use
any available vacation for additional approved time off as necessary. Employees may be
required to provide documentation with regard to their bereavement leave.

Bereavement pay is calculated based on the base pay rate at the time of absence, and it will not
include any special forms of compensation, such as incentives, commissions, bonuses,
overtime or shift differentials.

Paid bereavement leave will be granted according to the following schedule:

e Employees are allowed up to four consecutive days off from regularly scheduled duty
with regular pay in the event of the death of the employee’s spouse, domestic partner,
child, stepchild, parent, stepparent, father, father-in-law, mother, mother-in-law, son-in-
law, daughter-in-law, brother, sister, stepbrother, stepsister, or an adult who stood in
loco parentis to the employee during childhood.

o Employees are allowed one day off from regular scheduled duty with regular pay in the
event of death of the employee’s brother-in-law, sister-in-law, aunt, uncle, grandparent,
grandchild or spouse’s grandparent.

o Employees are allowed up to four hours of bereavement leave to attend the funeral of a
fellow regular employee or retiree of the Town, provided such absence from duty will not
interfere with normal operations of the Town.



