1.01

INTRODUCTIONABHSCEAHMER

The Galion City Health Department Board of Health is the appointing authority for the Galion
City Health Department. The Board appoints the Health Commissioner and all other
employees, through delegation to the Health Commissioner, as are necessary to carry out

the statutory duties of the Health Department. The Health Commissioner oversees the day-

to-day operations of the Health Department and manages the programs, staff and services.

The Board of Health has adopted this Manual to assist employees in knowing their rights,

responsibilities, and benefits as employees of the Health Department. It describes many of

the Health Department’s policies, procedures and practices. Employees should familiarize

themselves with the content of this Manual as it will answer many common questions about
employment with the Health Department.

This Manual does not constitute a contract of employment between the Board of Health and

employees. The Board of Health retains the right to modify these policies, procedures and
benefits and reserves the right to adopt new policies, procedures and benefits. This Manual may
also be amended as a result of changes to state and/or federal laws, rules and regulations.
Nothing in this Manual is intended to expand or diminish legal rights or responsibilities otherwise
provided by law.

All employees shall be given a copy of this Manual. An electronic copy will be provided to all
employees who have access to a health department computer. A paper copy shall be provided
to employees who do not have access to a health department computer. This Manual may also
be made available on the Health Department’s website. Additionally, employees shall be notified
of and/or provided copies of any revisions, updates or alterations to this Manual.

A. POLICY

1. Policies are the basic rules which guide administrative action for accomplishing an
organization's objectives. Comprehensive and clearly written policies, consistently and
fairly administered, are essential to the success of any organization.

2. Written procedures provide members of the organization with administrative
interpretation of the application of the organization's policies and explain the specific
manner in which such policies are implemented.

3. This manual contains the policies and procedures of the City of Galion Health Department
(hereinafter referred to as "Employer").

4. These policies are intended to establish and guide employees’ expectations for job - ‘{Formatted: Indent: Left: 0.25"

performance and procedures for exercising their rights, responsibilities, and benefits of
employment with the Galion City Health Department.

3-5.This policy manual is not a contract of employment or a guarantee of any continued <+
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employment rights or benefits. - ‘{Formatted: Font: (Default) +Body (Calibri)

The policies in this manual supersede all previous written and unwritten perSOnne|‘—"‘{Formatted: Indent: Left: 0.25"

policies or operational guidelines that directly conflict with this Manual. This Manual is
also intended to be construed in such a manner as to comply with all applicable state

of law, the remainder of these policies shall remain in effect
Except where specifically noted otherwise, these policies apply, in their entirety, to ALL

employees of the Galion City Health Department.




1.02

OBJECTIVES

A. POLICY

1. The Employer recognizes that a personnel system which recruits and retains competent,
dependable personnel is indispensable to effective government. The policies and
procedures set forth in this manual are designed to:

a. promote high morale and foster good working relationships among employees
by providing uniform personnel policies, equal opportunities for advancement
and consideration of employee needs;

b. maintain recruitment and internal promotional practices which will enhance
the attractiveness of public employment and encourage employees to give
their best efforts to the organization and the public;

c. encourage courteous and dependable service to the public;

d. provide equal opportunity for qualified persons to enter and progress in their
employment based on merit and fitness;

e. ensure that operations are conducted in an ethical and legal manner to
promote the Employer's reputation as an efficient, progressive body in the
community and the state; and

f. establish acceptable minimum standards of performance.

2—The primary obligation of the Employer is to provide the residents of the City of Galion

with superior services. Fhis-is-a-continuing-obligation-teo-which-all-other-oebligationsare
secondary:

“ { Formatted: List Paragraph
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_ - - | Commented [TF1]: Delete Section and Add in as an
Appendix with new definitions once other sections are complete.
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_ - | Commented [TF1]: Delete this section, unnecessary as all

this information is already covered in other portions of Section
1. Redundant
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MANAGEMENT AUTHORITY|

] {Commented [TF1]: No changes

A.

POLICY

1. The Employer retains the full right and responsibility to direct the operations,
promulgate policies, rules and regulations and otherwise exercise the prerogatives of
management, which more particularly include but are not limited to the following:

a.

m.

To manage and direct employees including the right to select, hire, promote,
transfer, assign, evaluate, lay off, or to reprimand, suspend, discharge or
otherwise discipline according to law or agreement.

promulgate and enforce work rules and regulations;

To manage and determine the location, type and number of physical facilities,
equipment, programs and the work to be performed;

To determine goals, objectives, programs, services and budget and to utilize
personnel and technology in a manner designed to effectively meet these
purposes;

To determine work methods, the size, composition and duties of the work
force, and the organizational structure;

To determine the hours of work, the number of shifts required and work
schedules;

To relieve employees from duty due to lack of work, lack of funds,
reorganization or job abolishment;

To determine when a job vacancy exists, the duties to be included in all
classifications, and the standards of quality and performance to be
maintained;

To determine staffing patterns, including but not limited to assignment of
employees, qualifications required and areas worked;

To determine the necessity to schedule overtime and the amount required
thereof;

To maintain the security of personnel and financial records and other
important data or information;

To maintain and improve the efficiency and effectiveness of the operations;
and

To determine and implement necessary actions in emergency situations.

2. The exercise of any such right, power, authority, duty or responsibility by the Employer
and the adoption of such rules, regulations or policies as may be deemed necessary, shall
be limited only by the specific express terms of applicable law.
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IMPLEMENTATION AND DISSEMINATION

A.

POLICY

1. The Employer has the exclusive right and authority to create and issue policies and
procedures.

12, All employees shall be given a copy of this manual.

23. All employees shall be required to read this manual, or have it read and
explained to them.

34. All supervisory personnel responsible for administering policy shall receive and

be thoroughly familiar with this manual, administer each policy contained herein and
ensure that subordinate personnel do likewise.

1. This manual shall be adopted as the Employer's official policies and procedures-by

signature-ofthe Employer. Upon adoption, the Employer shall provide sufficient
copies of this manual to each superviseremployee. Fhereafter-on-the-effectivedate

o it BHOY = g £ a o

2. Each employee shall be provided with_electronic access to a copy of the manual to
read. A paper copy shall be provided to employees who do not have access to a

health department computer. After reading or having it read to them, the employee
shall sign an Acknowledgment FormJecated-in-Sectien-9; which shall be placed in
the employee's personnel file. Employees shall not read this manual during work
time unless authorized to do so by their supervisor.

3. Employees shall be notified of and/or provided copies of any revisions, updates or
alterations to this Manual.

3.4.A copy of this Manual shall be provided to the City of Galion Auditors Office in order
to ensure that proper compensation, benefits, and/or reimbursements are made to

employees, - {Formatted: Font: (Default) +Body (Calibri)
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AMENDMENTS

A. POLICY
1. Changes within the organization will necessitate changes in this manual. Policies and
procedures may only be amended, revised, updated or deleted by the Employer.
2. The Board of Health retains the right to modify these policies, procedures and benefits

and reserves the right to adopt new policies, procedures and benefits, - w Formatted: Font: (Default) +Body (Calibri), Font color:
3. This Manual may also be amended as a result of changes to state and/or federal laws, <~ _ [Auto

rules and regulations. Nothing in this Manual is intended to expand or diminish legal - ‘[ Formatted: Indent: Left: 0.25"

rights or responsibilities otherwise provided by law., - w Formatted: Font: (Default) +Body (Calibri), Font color:
14. The Health Commissioner and/or Board of Health has the right to add, delete, or Auto

revise these policies as conditions of business requires.

B. PROCEDURE

1. The Employer will endeavor to give employees advance notice of any Manual revisions, « - - ‘{Formatted: Indent: Left: 0.25"

updates or alterations. However, the Employer may revise these policies with or
without advanced notice.
2. Notice of revisions shall be provided to all employees.

a. _An electronic copy of revisions will be provided to all employees who have - ‘[Formatted: Indent: Left: 0.75"

access to a health department computer. A paper copy shall be provided to
employees who do not have access to a health department computer.
b. This Manual may also be made available on the Health Department’s website.

3. Employees are encouraged to make suggestions for improvements in personnel policies « -~ ‘{Formatted: Indent: Left: 0.25"

and procedures to the Health Commissioner.When-an-erdinance-amends,addsor

: the Emp! L ot )

14. If any article or section of this Manual is held to be invalid by operation of law,
the remainder of this Manual and amendments thereto shall remain in force and effect.
Should a conflict arise between the Ohio Revised Code (ORC), Ohio Administrative Code
(OAC), or applicable federal laws and this Manual, law shall prevail.
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1.07

compensation, benefits, and/or reimbursements are made to employees, - {Formatted: Font: (Default) +Body (Calibri)
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PERSONNEL ADMINISTRATION

A. POLICY

1. The Employer is charged by-the City-Charter-with the responsibility to administer the
Employer's personnel system. The Employer, in the exercise of this function, shall:
a. recruit qualified personnel;
N ' hed L hold o I I il .
inations:
b. establish classification specifications;
verify credentials and/or licensure of designated staff;
conduct background investigations of prospective employees (per City of
Galion procedures); and
e. perform other related personnel duties.

o

o
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SEVERABILITY j_- { Commented [TF1]: No changes necessary

POLICY

If any section or part of this manual or any amendment is invalidated by operation of
law or by order of a court of competent jurisdiction, or compliance with or enforcement
of any article or section of this manual is restrained by a court, the remainder of this
manual and any amendments shall not be affected and shall remain in full force and
effect, unless the context of the manual as a whole indicates that another section

should be invalidated as well to conform with the Employer's intent.

PROCEDURE

Whenever any section of this manual is amended by operation of law or by court order,
the section shall be amended by the Employer pursuant to the Amendment Section of
this manual.
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