








































































































































































































e. Tire disablement without additional damage.
f. Minor head or tail light damage or damage to turn signals, horns, or
windshield wipers which makes them inoperative.

Reasonable Suspicion

A referral for reasonable suspicion testing will be based on specific,
contemporaneous observations concerning the appearance, behavior,
speech, or body odors of the employee.

Reasonable Suspicion Testing Process:

PRELIMINARY EVALUATION

Supervisors must take action if they have reason to believe that one or
more of the Reasonable Suspicion indicators are present and may be
affecting an employee’s performance or behavior. Supervisors failing to
take appropriate action will be subject to disciplinary action up to and
including termination. An employee who has reason to believe that the
performance of another employee is impaired by alcohol, illegal drugs, or
medication must immediately notify their supervisor.

Reasonable Suspicion Indicators (including but not limited to):

a. Observable behavior such as direct observation of drug or alcohol use,

symptoms of being under the influence of drugs or alcohol;

b. Possession of drug paraphernalia;

c. Noticeable change in behavior or a pattern of abnormal or erratic
behavior;

d. Smell of alcohol or marijuana on person or breath;

e. Appearing to be intoxicated, confused, disoriented, or difficulty in

concentrating;

Exhibiting marked personality changes;

illegal drug possession, use, or trafficking;
Abnormally dilated or constricted pupils, glazed stare;
Bloodshot or watery eyes;
Flushed face;
Change in normal speech pattern, i.e. faster or slower;
Constant sniffing or redness under the nose

. Sudden weight loss;
Needle marks;
Change in personality, i.e. paranoia, anger, etc.;
Forgetfulness;
Change in performance level,
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Identification of an employee as the focus of criminal investigation into






























reported. The investigation may include individual interviews with the parties
involved and, where necessary, with individuals who may have observed the
alleged conduct or may have other relevant knowledge. Confidentiality will be
maintained throughout the investigatory process to the extent consistent with
adequate investigation and appropriate corrective action. Employees are
required to assist fully in any investigation.

An employee’s intentions are not a factor in considering alleged harassment
behavior. If the effect on the employee’s behavior upon another employee has a
hostile, offensive, or intimidating effect upon that employee, there is a possibility
that harassment or discrimination may be present.

3. Disciplinary Action Procedure
a. Disciplinary Action Decisions: Within ten work days of a determination
of sexual harassment, a disciplinary decision will be made by the City
Administrator. Disciplinary actions and applicable appeals must be in
accordance with established City disciplinary procedures.

b. Written Notifications: The complainant and the respondent will be
provided written notification of the City Administrator’s decision.

c. City Administrator Respondent. If the City Administrator is the
respondent, these actions will be taken by the City Council.

Misconduct constituting harassment, discrimination, or retaliation will be dealt
with promptly and appropriately. Responsive action may include, for example,
training, referral to counseling, monitoring of the offender, and/or disciplinary
action such as warning, reprimand, withholding of a promotion or a pay increase,
reduction of wages, demotion, reassignment, temporary suspension without pay,
or termination, as the City deems appropriate under the circumstances.

Individuals who have questions or concerns about these policies shall talk to their
supervisor, or to the City Administrator.

Finally, these policies shall not, and may not, be used as a basis of excluding or
separating individuals of a particular gender, or any other protected
characteristic, from participating in business or work-related social activity or
discussion in order to avoid allegations of harassment. The policies of the City
prohibit disparate treatment on the basis of gender or any other protected
characteristic, with regard to terms, conditions, privileges, and prerequisites of
employment. The prohibitions against harassment, discrimination, and retaliation
are intended to compliment and further these policies, not form the basis of an
exception to them.

4. Records












7.09 Dress Code and Personal Appearance

PURPOSE:
The purpose of this policy is to establish a dress code that projects a positive and
professional image of the City of Clarendon and its employees.

POLICY:

Our employees are in the public’s eye on a daily basis and impressions, both
positive and negative, are formed partly by appearance. Appearance plays an
important role in portraying the professionalism of our City government. All
employees are required to have a neat and professional appearance, including
grooming and hygiene standards appropriate for the type of work as well as the
location.

Grooming, appearance, and personal cleanliness standards contribute to the
morale of employees. Employees who do not meet dress code or personal
appearance standards will be sent home with no compensation until they are
properly groomed or in the proper attire. Violation of this policy is cause for
disciplinary action, up to and including termination.

7.10 Political Activity

PURPOSE:
To establish guidelines for employees regarding involvement in political activities.

POLICY:

It is the policy of the City of Clarendon to encourage its employees to fully
exercise their constitutional rights as citizens to vote and participate in political
activities; however, employees are subject to the restrictions contained herein on
political activity, except as may be otherwise provided by law.

No employee while in uniform or during work hours, or while on City property
shall take an active part in a political campaign for an elective position of the City
of other publicly elected office. For purposes of this policy, an employee takes an
active part in a political campaign if the employee:

1. Makes a political speech;

2. Distributes a card or other political literature;

3. Writes a letter;

4. Signs a petition;










