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Rev 12/11/2018 

Colerain Township 

Policy and Procedure Acknowledgment 

 

I acknowledge that I have received the Colerain Township Policy Book and understand that I should 

consult the Human Resources Department if I have questions. I will read and abide by all of the policies 

and rules contained in these documents.  

I further agree that I will notify my direct supervisor or, in their absence, any Colerain Department Head 

of any observed or believed violations of the policies, procedures, and rules of Colerain Township. 

After reviewing these documents, I will bring any issues needing clarification to the attention of my direct 

supervisor, or in their absence, the attention of any Colerain Department Head. 

Subsequently the information, policies, and benefits described herein are subject to change at any time, 

therefore I acknowledge that revisions to the handbook may occur. All such changes will generally be 

communicated through official notices, and I understand that revised information may supersede, modify, 

or eliminate existing policies. Only the Township Board of Trustees has the ability to adopt any revisions 

to the policies in this Policy Book. I am responsible for maintaining a copy of these documents and, when 

updated, make the necessary additions or corrections to keep them current. 

I understand that these policies, procedures and rules are binding and I am responsible for following them. 

I further understand that my failure to do so may result in disciplinary action, up to and including 

termination. 

 

 

________________________________                       ___________________ 

Employee Signature                Date 

 

   

________________________________ 

 Employee Name (printed) 
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1.1 COLERAIN TOWNSHIP  

HUMAN RESOURCES GENERAL POLICY  

INTRODUCTION 
This Personnel Policies and Procedures Manual applies to all employees of Colerain Township, except 

where specifically delineated.  (The Township’s EEO, harassment, ethics, workplace violence policies 

apply to all Township volunteers and officers.) 

This Manual is intended to summarize the Township's policies, procedures, benefits, and programs.  It 

also presents the essential requirements for performance which will be expected from employees.  

Anything not clear should be discussed with an employee’s immediate supervisor, Department Head, or 

Township Administrator.   

This Manual is intended to provide general guidelines in ordinary language.    It is not a contract of 

employment.  The Township hopes that employment with us will be long and satisfactory.  Nevertheless, 

all non-contract employees remain free to resign from their employment at any time, with or without 

cause, with or without notice.  Similarly, the Township retains the right to terminate the employment of 

any non-contract employee at any time, with or without cause, with or without notice.   No one but the 

Board of Township Trustees has the authority to change this, and the Board of Township Trustees may 

do so only by formal motion at a Board of Trustee’s meeting.  Any statements to the contrary by anyone 

else are unauthorized, expressly disavowed, and should not be relied upon by anyone. 

This Manual is intended to cover most personnel issues that may arise.  Any issues not covered will be 

resolved by the Board of Township Trustees, consistent with this Manual. 

To the extent that the Manual conflicts with the collective bargaining agreements in effect for 

employees, the terms of the collective bargaining agreements shall prevail.  To the extent that collective 

bargaining agreements are silent about matters addressed in this Manual, the Manual shall control to 

the extent permitted by law.   

Nothing in this Manual shall prohibit the promulgation of specific department work rules, standing 

orders, general orders, SOPs, or other oral or written instructions.  If there is a conflict between this 

Manual and a department rule or order, the more specific or more restrictive shall control.  

The contents of this Manual are subject to change at the discretion of the Board of Township Trustees.  

Any change, to be effective, must be in writing and state that it is intended to change this Manual.  

Information about additions or changes will be distributed to employees as soon as practical.  It is the 

employee’s responsibility to insert these changes in their copy of the Manual.   



POLICY STATEMENT 
The Colerain Township Personnel Policies and Procedures are based on the following: 

- The Township recognizes that each employee is entitled to be treated with respect, dignity, and 

courtesy. 

- Each employee is entitled to fair wages in return for good job skills and adequate performance. 

Promotion and job opportunity will be based on employee performance, qualifications, 

experience, and objective evaluations. 

- The Township is committed to providing safe and healthful working conditions for each 

employee. Each employee in return has the responsibility to work safely and help maintain the 

facilities in a safe and healthful condition. 

- The Township recognizes the rights of its employees to join Collective Bargaining Units and is 

willing to cooperate with these Units to the mutual benefit of the Bargaining Unit, the 

employees, and the Township. 

SEVERABILITY 
If any part of these policies and procedures are determined to be invalid or unenforceable, all other 

parts shall not be affected and shall remain in full force and effect. 

DISCLAIMER  
These policies supersede all previous personnel policies of the Board of Trustees. The Board of Trustees 

specifically reserves the right to repeal, modify or amend these policies at any time, with or without 

notice. None of these provisions shall be deemed to create a vested contractual right in any employee; 

employment of all unclassified employees may be terminated at will. The policies are not to be 

interpreted as promises of specific treatment. Questions regarding interpretation of these policies shall 

be directed to the employee’s supervisor who may seek clarification from the Department Head or the 

Human Resources Department. 

CONFLICT OF INTEREST 
Employees of Colerain Township are expected to adhere to the highest standards of personal and 

professional integrity and shall protect the interests of all residents. Personal gain shall not conflict with 

the employee’s duty to serve the public. 



 

 

 

1.2 COLERAIN TOWNSHIP  

EQUAL OPPORTUNITY EMPLOYER POLICY  

POLICY 
The Township will abide by all applicable laws prohibiting discrimination on the basis of race, color, 

religion, national origin, ancestry, sex, age, disability, veteran status, or any other unlawful factor. 

Consistent with applicable laws requiring accommodation of disabilities, the Township will make 

reasonable accommodations for qualified individuals with known disabilities unless doing so would 

result in an undue hardship.  All requests for reasonable accommodation should be made to the 

Department Head. 

The Township Equal Opportunity Employer policy also applies to the selection and treatment of 

independent contractors, personnel employed by temporary agencies, and other persons or agencies 

doing business with the Township. 

 



 

 

 

1.3 COLERAIN TOWNSHIP EMPLOYMENT PROCESS POLICY  

PURPOSE 
This policy is intended to provide consistent guidelines for all departments to consider when posting for 

and hiring a new employee. The Township intends to provide all applicants a fair and equal opportunity 

for employment and employment will be based on merit.  

POSTING OF JOBS AND INITIAL REVIEWS 
1. Notice of Vacancy or Availability of Position 

a. Notices of all open positions (with examination information if required) may be published by 

posting in  Department Offices (for current employees and public viewing) and in such other 

places and through such other media as the Township Administrator deems advisable for 

such period of time as appropriate. All notices must carry the phrase "An Equal Opportunity 

Employer." 

 

2. Application for Employment 

a. In order to be considered for employment with Colerain Township, an applicant must 

submit a signed, formal application, using a form provided by the Township.  The Township 

Administrator or his or her designee may require applicants to submit additional 

information.  The application forms may require information about education, training, 

experience, references, work history, and other pertinent information.  The Township may 

require examination or certification by one or more of the following: physical examination, 

psychological examination, fingerprinting and criminal background check.  

 

3. Disqualification by Application 

a. The Township Administrator or his or her designee may reject any application which 

indicates on its face that the applicant does not possess the minimum qualifications 

required for the position applied for. The Township Administrator or his or her designee 

may also reject an application for other causes sufficient to affect the performance 

requirements of the position or compromise the integrity of the Township, including, but 

not limited to, unsatisfactory driving record, false statements or omissions on the 

application or accompanying materials, or deception or fraud during the application process. 

 

4. Competitive Examination 

a. The Township may use a competitive examination as a method to ascertain the merit and 

fitness of applicants to perform the position’s tasks. The examination may be written, oral, 

physical, or performance testing, or any combination thereof.  All examinations shall be 



 

geared to evaluate the skills necessary to perform the requirements of the job classification 

applied for. 

b. All written competitive examinations shall be open to all applicants who meet the minimum 

standards of the job classifications being tested. 

c. There shall be no questions or inferences in any testing procedure related to race; political 

or religious opinions, affiliations or service; national origin; ancestry; age; disability; sex, or 

other protected class. 

d. For those job requirements that require specialized testing, the Department Head may 

conduct specific testing to ascertain applicants’ merit and fitness for the position, provided 

that the specialized testing has been approved in advance by the Township Administrator, 

the Township Law Director, or both. 

e. A minimum rating system of all examinations shall be formulated that will provide eligibility 

lists of candidates meeting previously established criteria. Sound measurement techniques 

and scoring procedures shall be used in rating the results of examinations and determining 

the ranking of successful candidates. Successful candidates are those obtaining the 

minimum predetermined scores on all individual parts of the examination or the 

examination as a whole. 

f. The Township Administrator or his or her designee will notify in writing all candidates 

participating in an examination as to whether they passed or failed the examination.  Upon 

written request, candidates who took an examination shall be entitled to inspect during 

normal business hours their examination results and the evaluation process used for rating. 

It should be noted that not all examination results are kept by the Township and may be 

held with a third party. Under those circumstances, the Township will not have the test 

results available for inspection.  

 

5. Retention of Application Material 

a. Upon hiring an applicant, the application shall become a part of the individual's personnel 

file. 

b. The Township will retain applications for individuals not hired in accordance with open 

records law. 

 

6. Eligibility List / Rating of Applicant 

a. All applicants may be rated according to their fitness to perform the requirements of the job 

classification for which the list is established.  In cases where rating of experience, prior 

training, and other requirements form part of the examination process, the Township 

Administrator or his or her designee shall establish such procedures for the evaluation of all 

factors that serve to assist in the selection of the best qualified candidate. 

REVIEWING OF APPLICANTS 
Any applicant that meets the minimum criteria for a position will be reviewed by the Administrator or 

his or her designee.  

1. Hiring from eligibility lists / rating of applicants shall be made from the list established except in the 

following cases: 



 

a. Filling of vacancies by promotion within the department. 

b. Filling of vacancies by intra-department transfers. 

c. Filling of vacancies by part-time or seasonal employees provided all application and hiring 

procedures have been followed. 

 

2. Hiring of Relatives 

a. Colerain Township may hire relatives of certain employees if the applicant related to a 

Township employee meets all selection and hiring standards set forth in this Book and 

elsewhere, and the applicant fulfills all job qualifications of the position applied for. Colerain 

Township will not hire a relative in a supervisor-subordinate relationship under any 

circumstance. 

 

3. Reviewing of Applicants / Interviews 

a. Department Heads or their designees may interview the top three candidates from the 

eligibility list, when there is an eligibility list. In cases where the list is fewer than three, 

those on the list shall be interviewed. Under no circumstances shall the hiring be made 

without the review of the Department Head. 

b. Department Heads or their designees shall, at a minimum, obtain and discuss the following 

information with each applicant interviewed: 

i. Current position, actual responsibilities, and length of service. 

ii. Previous positions including duties and responsibilities (job classification will 

determine employment history required). 

iii. Justification for any gaps in employment history. 

iv. The reason(s) for leaving most recent position. 

v. Reason applicant wants to work for Colerain Township, including knowledge of 

Colerain Township's operation. 

vi. Applicant's strengths and weaknesses as they relate to working for Colerain 

Township. 

vii. Applicant's career and personal goals. 

viii. Other pertinent information the Department Head may require in determining the 

best candidate for the position. 

c. An interviewer may not, under any circumstance, question an applicant directly or indirectly 

about his or her race, color, sex, age, religion, national origin, ancestry, or disability status.   

POST-INTERVIEW 
1. Before making an offer of employment, the Department Head or his or her designee shall verify, 

where applicable, the following information about the applicant:   

a. Complete reference checks by telephone or in writing. 

b. Driving record as provided by the Ohio Department of Highway Safety, Bureau of Motor 

Vehicles. 

c. Confirmation of college or post-secondary degrees or specialized certification with a 

transcript or review of copies of certifications. 



 

d. Use of polygraph or voice stress analyzer test shall only be implemented in those job 

classifications where clear security risks are involved. These tests shall be administered by 

licensed polygraph professionals only. If an applicant refuses a polygraph test, the 

Department Manager must consider such a refusal in light of all other information gathered 

about the applicant when making the hiring decision. 

 

2. Post-Offer Physical, Psychological Examination and Controlled Substance Testing 

a. All applicants who are offered employment, except applicants for temporary, part-  time, or 

seasonal positions, are required to have a post-offer physical examination by a qualified 

physician chosen by the Township.  The Township may condition employment on the results 

of any required post-offer medical examination or test. The purpose of this examination is 

to confirm that the employee is physically able to perform the essential functions of the 

position for which he or she is applying.  The Township shall bear the cost of said physical 

examination. 

b. The post-offer physical examination will include a test for controlled substances, as set forth 

in the Township’s Drug and Alcohol Free Workplace policy.  See below.   If the applicant 

tests positive for controlled substances, a second confirmatory test will be performed. 

c. In those job classifications where a psychological evaluation is required to ascertain the 

fitness of a candidate, such examinations will be arranged and paid for by the Township. 

 

3. Selection of Employees 

a. The Township Administrator is authorized to hire and fill all vacant positions, except for 

Department Head positions or the Assistant Administrator, as determined by the Table of 

Organization set forth by the Board of Township Trustees.  

i. Annually, the Board of Trustees will approve an Organizational Chart for the 

Township that outlines all job classifications in the Township. The Board of Trustees 

can modify the Organizational Chart at any time by adopted Board motion.  

1. The Organizational chart will be accompanied by a complete listing of all job 

descriptions and pay ranges.  

ii. The Township Administrator will make the Board of Trustees aware of any pending 

hire to fill a vacant, yet approved position prior to issuance of a formal offer letter.  

b. The Board of Township Trustees will formally approve via motion the hiring and selection of 

all Department Head positions, the Assistant Township Administrator, and the 

Administrator.  

NEW EMPLOYEES 
1. Rate of Pay 

a. Generally, the Township will pay a new employee the minimum rate of pay the Township 

has established for his or her classification or job description. This will also apply to internal 

promotions. The Township Administrator may grant written exceptions, based upon the 

criteria set forth in this section.  

b. The minimum rate of pay for each classification is based upon the assumption that the new 

employee meets the minimum requirements stated in the job description standards or 



 

classification specifications.  If in the rare circumstance the Township hires a new employee 

who does not fully meet each minimum requirement for a classification or job description, 

the Township will pay the employee at a rate below the minimum rate of pay for the job 

classification or job description.   

i. If a new employee’s education, work experience, or other qualifications exceeds the 

minimum requirements for the classification to which the employee is assigned, the 

Township Administrator may hire the employee at a rate of pay above the minimum 

rate of pay for the classification or job description, provided the employee’s skills 

and work experiences will benefit the Township.  

2. Probationary Period 

a. Each new employee or promoted employee shall be required to serve a probationary period 

of twelve months.  

i. All employees hired with a probationary period of employment will be evaluated 

every 90 days during the required period.  

ii. Immediate supervisors for probationary employees will prepare the “90-day” 

evaluation utilizing the departmental or Township “Annual” or “Quarterly” 

personnel evaluation form.  

b. Upon satisfactory completion of the probationary period, an employee shall automatically 

attain regular “full-time” status.  

c. Should the “90-day” evaluation process determine that the probationary employee is 

performing at an “unsatisfactory” level, the respective Department Head/Administrator will 

decide whether the probationary period provided an appropriate amount of time to 

thoroughly evaluate the employee’s performance.  

i. The Department Head/Administrator may extend an employee’s probationary 

period for up to an additional 12 months by notifying the employee in writing.  

1. Any employee who has their probationary period extended for any length of 

time will receive a “Performance Improvement Plan.” 

ii. The Department Head/Administrator may recommend that the employee be 

separated from employment. 

iii. Any probationary employee may be separated form employment on or before the 

completion of their probationary period.  

3. Orientation 

a. Colerain Township is responsible for the orientation of new employees, which includes 

reviewing in detail during the first week of employment the following information with 

employees:   

i. General and department-specific Personnel Policies and SOPs; 

ii. General and department-specific Safety Policies, including the requirement to 

complete the specific and applicable FEMA courses: such as ICS 100, ICS 200, ICS 

700, and ICS 800; 

iii. Employee Benefits; 

iv. Disciplinary Actions; 

v. The Township’s version of “IT 101” that will cover basic cybersecurity issues; 



 

vi. Special duties requiring additional explanation. Following the explanation, the 

employee shall sign a statement of understanding, which shall be placed in the 

employee's personnel file. 



 

 

 

1.4 COLERAIN TOWNSHIP JOB DESCRIPTION POLICY  

POLICY 
The Township uses job descriptions to aid in staffing, wage and salary administration, and training.  

These descriptions also help employees and supervisors in discussions about job responsibilities.  

Department Heads shall prepare job descriptions for new or revised jobs within their Department.   

The job description should include a position’s regular and occasional duties and responsibilities, 

essential functions, and minimum qualifications.  A job description shall exist for any position found on 

the Township’s Table of Organization and for all position titles held by employees of the Township.  

However, job descriptions are not fixed, and may change over time.  From time to time, employees may 

be expected to perform duties and handle responsibilities that are not part of their normal job.   

Job titles are solely for identification and do not limit the assignment of duties.  The goal is to have all 

employees work together for the best results, without artificial limitations. Employees agree to perform 

all of the duties associated with their job descriptions.  

 



 

 

 

1.5 COLERAIN TOWNSHIP  

WORK HOURS & PAY SCHEDULE POLICY  

PURPOSE 
Employees are expected to maintain appropriate work hours in order to be available to the general 

public. Consistent attendance and work schedules will allow employees to adequately meet the needs of 

the public and to perform their duties in a manner that promotes teamwork and safety. 

Work Hours 
1. The Township Trustees, working though the Township Administrator, have the authority to establish 

work schedules and standard work days.  The Township Administrator may, at his discretion, 

delegate this authority to Department Heads as he sees fit. 

 

2. Township offices shall be open to the public from 8:00 A.M. to 4:30 P.M. daily except on Saturdays, 

Sundays, and on holidays as identified by this policy. The normal work week for full-time employees 

consists of forty hours of regular time per week, although some schedules may be different for 

employees under contract or those whose schedule includes rotating shifts or weekend duty.  This is 

not a guarantee of a minimum or maximum number of hours per week.  

a. Non-exempt employees are not permitted to work outside of scheduled hours. Any 

unscheduled work hours that result in the employee exceeding the Fair Labor Standards Act 

(FLSA) forty hour work week will be subjected to progressive discipline. Responding to 

emails outside of regular hours may be considered work subject to this section.  

 

3. The work hours of employees covered by a collective bargaining agreement shall be governed by the 

collective bargaining agreement and the department Standard Operating Procedures.  Department 

Heads shall have the discretion of scheduling their personnel acting within the guidelines of the 

appropriate Bargaining Agreement. 

 

4. The Township Administrator or his or her designee may deny leave requests of any kind (except 

FMLA leave) during special situations such as emergencies. The Township Administrator may, at his 

or her discretion, delegate this authority to Department Heads as he or she sees fit. 

Meal Periods 
Each full-time employee is required to take an unpaid meal period of one-half hour for every eight 

consecutive hours worked to be taken at the time approved by the employee's immediate supervisor. 

This meal period shall not count toward hours worked. 



 

Pay 
1. Some employees are paid on an hourly basis and some are paid on a salary basis.  An employee’s 

salary is intended as the employee’s compensation for the work week regardless of the number of 

hours the employee works in the week, whether fewer than 40 or more than 40.   

 

2. The Board of Trustees determines the hourly and salary wage ranges for employees.  Employees are 

paid bi-weekly. In range pay adjustments, including annual raises not dictated by a Collective 

Bargaining Agreement, should be approved by the Board of Trustees. Salary ranges for each will also 

be approved by the Board of Trustees.  

 

3. The Township shall deduct court-ordered garnishments for child support or other reasons from an 

employee’s pay. 

Notice to Salaried Employees 
The following notice is provided to exempt employees in accordance with the Fair Labor Standards Act. 

Exempt employees are paid on a salary basis, are not members of a collective bargaining unit, and are 

not eligible for compensatory time or overtime.   The Township pays exempt employees on a salary 

basis.  That means that exempt employees regularly receive a pre-determined amount of compensation 

each pay period on a weekly basis, subject to the exceptions listed below. 

The law allows certain reduction in the pay of a salaried employee.  The Township may choose not to 

reduce a salary, but the following reductions are the ones permitted by law:  when the employee is 

absent from work for one or more full days for personal reasons other than sickness or disability; for 

absences of one or more full days due to sickness or disability if the deduction is made in accordance 

with a bona fide plan, policy or practice providing compensation for salary lost due to illness; to offset 

amounts employees received as jury or witness fees, or for military pay; or for unpaid disciplinary 

suspensions of one or more full days imposed in good faith for workplace conduct rule infractions.  Also, 

an employer is not required to pay the full salary for the first or last week of employment if the 

employee does not work the full week, or for weeks when an employee’s salary is reduced as the result 

of penalties imposed in good faith for infraction of safety rules of major significance.  In these 

circumstances, either partial day or full day deductions may be made.  Exempt employees do not need 

to be paid a salary in any work week in which they perform no work.  Also, an employer may require 

employees to use accrued paid time off to cover absences, as long as it does not result in a prohibited 

reduction. 

The Township’s policy is to comply with the salary basis requirements of the FLSA.  Therefore, we 

prohibit any improper deductions from the salaries of exempt employees.  If you believe that an 

improper deduction has been made to your salary, you should immediately report this information in 

writing to your direct supervisor, or to the Fiscal Office.  The Township will promptly investigate any 

report of an improper deduction.  If the Township determines that an improper deduction has occurred, 

you will be promptly reimbursed. 



 

OVERTIME / COMPENSATORY TIME 
1. Overtime   

a. The Township will pay non-exempt employees time and one-half their regular hourly rate 

for hours worked (for purpose of this policy hours worked does not include sick or vacation 

time) over 40 in a work week. The Township’s work week will be from Sunday through 

Saturday.  The following conditions shall apply to overtime worked by Colerain Township 

employees: 

i. Overtime work is to be held to an absolute minimum. 

ii. All overtime, except in circumstances of an emergency or unavoidable holdovers, 

must be pre-authorized by the Department Head. 

iii. Signed authorization must be submitted with the payroll material to the payroll 

department to be verified and filed for audit. 

b. Department Heads shall have the authority to grant overtime compensation for full-time 

non-exempt employees, provided that the overtime compensation is permitted only for: 

i. Work in excess of 40 hours per week, or other applicable work period for police and 

fire employees. 

ii. Work on an employee's scheduled day off when the employee is asked to report to 

work. 

c. Overtime compensation may be limited to the restrictions and guidelines of the appropriate 

Collective Bargaining Agreement or to work in excess of the employees’ work period for 

employees to whom FLSA section 7K provisions are applied. 

d. Department Heads and other exempt employees are not eligible for overtime pay. 

 

2. Compensatory Time 

a. At the discretion of the Township Administrator or his or her designee, compensatory time 

off work may be granted at a rate of one and one-half hours times the number of hours 

worked on a scheduled off duty-day or in excess of the standard work period. Any 

accumulation of compensatory time must be approved by the Department Head prior to 

accumulation of time.  

b. An employee must schedule in advance the use of accumulated compensatory time, which 

must be approved by the Department Head. Accumulated compensatory time must be used 

within the year it is accrued unless the Township Administrator permits an employee to use 

it in the following year.   

c. The Township Administrator or his or her designee may: 

i. Establish an absolute maximum limit for the number of compensatory hours an 

employee may accumulate. 

ii. Require an employee with a high accumulation of compensatory hours to reduce 

the accumulation through the use of any portion of his or her accumulated hours 

within a specific time period.   

iii. Require overtime compensation be monetary compensation in lieu of compensatory 

time off whenever the Township Administrator believes that allowing an employee 

to earn and be credited with compensatory time off is likely to generate a further 

overtime requirement to provide scheduled coverage or to accomplish necessary 

work duties when the employee uses the earned compensatory time off.  



 

d. Exempt employees are not eligible for compensatory time. 

ATTENDANCE 
1. Good Attendance Is Critical and Expected 

a. Good attendance is a critical part of every job at Colerain Township.  Absenteeism and 

tardiness cause scheduling problems, threaten the high standards and service that the 

Township must maintain, and place significant hardship on fellow employees.   

 

b. Every employee is required to work the hours assigned.  Every employee is responsible for 

being present at the location designated by the Department Head or his or her designee and 

ready to work at the correct time each assigned day.  Every employee is responsible for 

working his or her entire work day, and not leaving work early unless authorized or directed 

by the Department Head or his or her designee.   

 

c. The Township recognizes that there are circumstances beyond an employee’s control and 

that employees are occasionally unavoidably absent or tardy.  The Township takes this into 

account when enforcing its work rule on excessive absenteeism or tardiness.  However, any 

time an employee is late, absent, or leaves early, for any reason, even a good reason, that 

absence directly affects the Township’s ability to serve its residents and also adversely 

affects the employee’s co-workers.   

 

2. Definitions   

The following terms and definitions shall be used in the attendance policy: 

a. Absence - Failure of an employee to report to the assigned workstation during the hours he 

or she is scheduled to work. 

b. Tardiness - Occurs when an employee is not at the assigned workstation at the beginning of 

the scheduled work day or returning from specified meal periods.   

c. Leaving Work Early - Occurs when an employee leaves his or her assigned workstation 

before the end of the scheduled work day. 

d. Excused Absences - Occurs when an employee has notified and been approved by his or her 

Department Head for an upcoming absence, tardy, or the need to leave work early for an 

acceptable reason, such as FMLA leave and the approved use of sick leave, vacation leave, 

or other use of approved leave. Only under extraordinary circumstances and with final 

permission of the Department Head would an absence be considered excused without prior 

notification to and approval by the employee’s Department Head.  Department Heads shall 

not absent themselves from duty without the permission of their supervisor, (the Township 

Administrator or Assistant Administrator). 

e. Unexcused Absences - Occurs when an employee fails to notify the Department Head of his 

or her absence prior to the normally scheduled work time or is absent, tardy, or leaves work 

early without approval, even though approval may have been granted with proper 

notification.  

 

3. Reporting Absences or Tardiness 



 

a. Employees who are going to be absent or tardy must provide their supervisor with as much 

notice as possible.  Employees should personally report their absence or tardiness to their 

supervisor at least 60 minutes before the scheduled starting time.  It is important that you 

speak personally with your supervisor if possible.  If an employee needs to leave work early 

for any reason, the employee must notify his or her supervisor before leaving.   

b. An employee reporting an absence or tardiness, or requesting to leave early, must provide a 

valid reason. 

c. The Township may investigate any absences or suspected attendance abuses (such as 

frequent Monday/Friday absences).     

d. The Township will require an employee to use any available paid leave, including vacation or 

sick leave, while absent.    

 

4. Discipline   

a. Excessive unexcused absences, regardless of the reason, will ultimately result in disciplinary 

action, up to and including discharge.   

b. Other attendance abuses, such as walking off the job, failure to give advance notice of 

tardiness when possible to do so, or excessive Monday/Friday absences, will be handled on 

a case-by-case basis, and may result in additional discipline up to and including discharge. 

c. An employee who is absent three consecutive scheduled work days without proper 

notification shall be subject to immediate termination. 

 

5. Attendance Enhancements 

a. When in their sole judgment it is necessary and in the best interest of the community, the 

Township Trustees may implement programs to encourage employee attendance by using 

incentive and initiative programs. 

TELECOMMUTING AND FLEX TIME 
In order to balance the need to extend work hours to better serve our residents, to minimize the use of 

overtime, and to provide an incentive to employees to accommodate personal responsibilities, the 

Township will occasionally grant flex time or allow for telecommuting. It is understood that it is the 

discretion of the Department Head to grant flex time or telecommuting privileges and that these 

privileges may be revoked at any time, with or without cause.  

In general, flex-time or telecommuting schedules should be approved by the Department Head. These 

work arrangements should not interfere with the regular operations of the department and should be 

used to accommodate special circumstances or to avoid the need for overtime. Non-exempt employees 

who are permitted to telecommute shall keep an accurate record of their hours worked and report that 

to their Department Head.  

An employee wishing to request an alternative work schedule shall make a request to his or her 

Department Head for review and approval or disapproval. An alternative work schedule must be 

mutually agreed upon by the employee and Department Head. Any changes to the schedule must be 

approved by the Department Head. Employees may, at the discretion of the Department Head, be called 

to work despite an arrangement for an alternative schedule.  



 

 

 

1.6 COLERAIN TOWNSHIP EMPLOYEE EVALUATION POLICY  

POLICY 
Each employee's performance shall be reviewed and appraised on at least an annual basis. It is the 

intent of the Administration to review each employee every quarter, including all part-time and 

temporary employees. Seasonal employees should be evaluated at the end of their season, not 

necessarily on a quarterly basis. The employee's immediate supervisor shall be responsible for 

conducting the review. The review shall consist of the following: 

1. A written evaluation using standard forms that have been approved by the Township 

Administrator. 

2. A discussion of the evaluation with Department Manager and then the employee. 

Supervisors must evaluate each employee’s performance in an objective, accurate manner.  The 

evaluation shall be based upon job performance and employee qualifications, which shall, in turn, be 

based upon each position's job description and acceptable work standards. Other factors such as 

personal habits, outside activities etc., shall not be considered unless the activities reflect on the 

employee as a representative of the Township. 

Employees shall review the written evaluation, discuss any questions or concerns about the evaluation 

with their supervisor, and make written comments about the evaluation. 

The performance evaluation shall have a direct influence on salary and wage increases and shall in all 

circumstances be included in the evaluation process for advancement within each department and in 

the Township as a whole. 

Personnel Files 
All employees may have access to all documentation included in their personnel file that pertains to job 

performance. Upon request, employees may be supplied with copies of any document that is placed in 

their personnel file or any document in which the employee is required to sign. If the employee does not 

agree with the evaluation, they may appeal the evaluation in the same manner that an employee may 

appeal a disciplinary action.   Access to personnel files shall be in accordance with the Ohio Law 

regarding public records.  Internally, access to personnel files will be limited to only those specifically 

authorized by the Board of Trustees. 



 

 

 

1.7 COLERAIN TOWNSHIP INSURANCE POLICY  

PURPOSE 
Colerain Township offers full-time employees medical benefits in order to comply with Federal law and 

to remain competitive with outside employers.  

MEDICAL INSURANCE 
The Township will provide medical insurance through a high deductible health plan to full-time 

employees with the township paying a percentage of the premium costs depending on whether 

employees choose Platinum or Gold Plan.  Employees who choose Platinum Plan coverage will pay 20% 

of the coverage cost, while the Township will pay 80% of the premium costs. Employees who choose the 

Gold Plan are provided options that range from 0% to 30% employee contribution. Eligible employees 

may choose any of the Township offered Health Care plans. Spousal coverage isn’t provided for part-

time employees that are eligible for healthcare. Part time employees are not eligible to receive the 

MERP if spouse has other insurance or the waiver stipend if insurance is not elected. 

Part-time Fire Department employees working more than 1500 hours and less than 2076 hours per year 

may participate in the Gold Plan coverage for the employee and/or the employee/children level of 

coverage.  Spousal coverage isn’t provided for part-time employees that are eligible for healthcare. 

Health Savings Account  
1. On the first business day of the plan year, the Township will make a biannual contribution to the 

Health Savings Account of all eligible full-time employees participating in the Medical Insurance 

program depending on the Health Care plan selected. The HSA rates will be set annually and 

provided to employees in advance of their benefits selections. These rates are subject to change.  

 

2. Employees hired after the first business day of the plan year, the Township will make a prorated HSA 

contribution on behalf of the employee. 

Dental Insurance 
The Township will provide dental insurance to full-time employees with the township paying 80% of the 

premium costs.   

Vision Insurance 
The Township will provide vision insurance full-time employees with the township paying 80% of the 

premium costs.   



 

Life Insurance  
The Township will provide a group life insurance policy to all full-time employees with a face value of 

$50,000. 

CASH PAYMENT IN LIEU OF BENEFITS 
Colerain Township currently offers a cash payment to employees in lieu of benefit elections in order to 

mitigate the overall costs to provide Health Insurance for Township employees. Employees who elect to 

not enroll in healthcare coverage will receive an annual stipend of $2,600 paid semi-monthly. In order to 

be eligible to receive this stipend, employees must certify that they have existing alternative insurance 

available to themselves through a spouse or other source. This section is intended to comply with all 

federal and state rules and regulations, specifically the Affordable Care Act and ORC 505.603.  

COBRA / LEAVE OF ABSENCE 
When an eligible employee receives approval for a leave of absence without pay, the employee is 

required to pay his or her portion of the monthly benefit premium in order to retain coverage, in 

accordance with applicable laws for COBRA benefits. Failure to pay the required portion of the 

premiums will result in cancellation of benefits. This section also applies to employees who are on a 

leave of absence related to a worker’s compensation injury.  

COBRA affords employees and their currently covered families an opportunity to extend their employer 

health care coverage upon termination of employment, loss of coverage due to a reduction in work 

hours, or failure to return from FMLA. Federal COBRA rules determine how long an individual is entitled 

to this benefit. The individual enrolled in COBRA benefits will be required to cover both the employee 

and employer share of the health care costs. Failure to make these payments will result in a cancellation 

of coverage.  

 



 

 

 

1.8 COLERAIN TOWNSHIP MERP POLICY  

POLICY 
Costs to provide health care to Township employees have risen drastically over several years. In order to 

try to reduce and/or control these costs, the Township offers a Medical Expense Reimbursement 

Program as an offset to no longer offering coverage to spouses who are able to obtain coverage through 

their own employer. This policy outlines the current Township MERP program and defines the criteria by 

�Á�Z�]���Z�����v�����u�‰�o�}�Ç�����[�•���•�‰�}�µ�•�����]�•�����o�]�P�]���o�����š�}�����v�Œ�}�o�o���]�v���d�}�Á�v�•�Z�]�‰���‰�Œ�}�À�]���������Z�����o�š�Z�������Œ���X�� 

MERP 
Colerain Township medical plans do not cover employee�[s spouses who are eligible for credible medical 

coverage through their employers, or that would be eligible for coverage in the absence of coverage 

under Township medical plans. The spouse must enroll in that coverage as they are not eligible to 

participate in any Colerain Township medical plans. This policy does not apply to vision, dental, or life 

insurance coverage. ���u�‰�o�}�Ç�����[�•���Á�Z�}�•�����•�‰�}�µ�•�������}���•���v�}�š���Z���À�������o�]�P�]���o�����Z�����o�š�Z�������Œ�������}�À���Œ���P�����(�Œ�}�u�����v��
outside source will be eli�P�]���o�����š�}�����v�Œ�}�o�o���]�v���š�Z�����d�}�Á�v�•�Z�]�‰�[�•���Z�����o�š�Z�������Œ�����‰�o���v�X�� 

To be considered credible medical coverage, �š�Z�����•�‰�}�µ�•���[�•�����u�‰�o�}�Ç���Œ��must pay at least 50% of the cost of 

t�Z�����•�‰�}�µ�•���[�•�����À���]�o�����o�� medical plan. The plan must also have a deductible at or lower than $5,950 for 

individuals or $11,900 for families and meets all other Health Care Reform requirements, other than 

Limited Medical (mini-meds) plans, and where the employer pays at least 50% of the cost of coverage.   

This policy is in place to reduce the overall health care burden of the Township. Savings will be realized 

���µ�����š�}���š�Z�����(�����š���š�Z���š�����u�‰�o�}�Ç�������•�‰�}�µ�•���•���Á�]�o�o���µ�š�]�o�]�Ì�����š�Z���]�Œ�����u�‰�o�}�Ç���Œ�[�•���Z�����o�š�Z�������Œ�������}�À���Œ���P�����(�}�Œ���‰�Œ�]�u���Œ�Ç��
�����Œ���X���d�Z�]�•���•�Z�}�µ�o�����Œ�����µ�������š�Z�����š�}�š���o���v�µ�u�����Œ���}�(�����o���]�u�•���š�Z���š�����(�(�����š�����}�o���Œ���]�v���d�}�Á�v�•�Z�]�‰�[�•�����v�v�µ���o���Z�����o�š�Z����are 

renewal rates.  

As an offset to the costs associated with this policy, the Township will offer a Medical Expense 

Reimbursement Plan (MERP).   
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