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Leaving work area or premises during working hours without

authorization.

¥ Behavior that disrupts the work environment to inchude indecent,
inappropriate or immoral conduct.

Violation of City's Sexual-Harassment Policy.

Insubordination — Refusal to obey a lawful assignment or instructions.

Foul or abusive language directed at co-workers, visitors, clients or

taxpayers.
Neglect or mishandling of equipment or supplies,

Unexcused excessive absences or paitern of absences which are not
supported by acceptable medical documentation; Habitual tardiness.

Dishonesty, including falsification of employment application, or other
records, and omission of pertinent information, or giviag false
testimony.

TheR ' S
Failure to maintain apptopriate confidentiality.

Malicious gossip that can be disrupt%ve to the efficient operation of the
City-of West Haven, or harmful to a fellow employee.

Failure to wear assigned safety equipment, or to abide by safety rules and
policies.

Faiture to report to proper City authorities any unethical or illegal conduct
by fellow employees. :

Excessive personal phone calls. Keep all personel phone callstoa minimum.
The City recognizes that some personal phone calls may be necessary, but they
should be made with discretion. All petsonal calls should be kept short and the
main number for your department should never be nsed for any personal calis.



City of West Haven

Subject: Approval: Effective:

W é&@c | e
Dress Code Policy - /g Reaffirmed: 3/2/18

Mancy R. f{ossi, iviayor

PURPOSE

To establish consistent and appropriate guidelines related to personal appsarance and attire for
City employees. This policy shall apply to all City employees.

POLICY

Tt shall be the responsibility of all employecs to represent the City to the public in 2 manner suitable to a quality public
service environment. Employees should always be well groomed and appropriately attired.

Dress attire should be conducive to a professional cavironment, maintain office decorum and enable the employes fo
interact with citizens, visitors and fellow employees,in a professional manner, Dress atfire should not be distracting or
disrespectful of other employees, and shonld be consistent with the duties and assignments of each employee.

The following items are examples of the types of dress that do not meet our objective of presenting a professional image
to the public:

" Shorts of any kind, T-shirts (without collars), tights, sweat pants, jogghg or warm up suitsand  other clothing
more suitable for a gym, unless the type of dress is directly related tothe employee's job assignment or a special
event.

* Torn, frayed, cut-off or ripped clothing or any description.
* Denim jeans of any color (unless approved by the Department Head for a special event or assignment).

* Boat shoes without socks, sneakers (unless medically required).

* Articles with any writing which is derogatory, insulting, or otherwise disrespectful to members of our diverse
work force.

* Tank tops, tight, immodest or otherwise revealing clothing.

The employee's supervisor will discuss the subject of personal appearance with the employee if it is felt that correction is
required. Anyone wearing the above clothing may be asked to return home aad change. Repeated offenses will be subject

to disciplinary actions.









u involves carrying or displaying weapons, destroying property, or throwing
objects considered.to be threatening; or
a consists of a communicated threat to destroy property.

Specific examples of conduct that may be considered threats or acts of violence under
this policy include, but are not limited to, the following:

w Hitting or shoving an individual.

u Threatening to harm an individual or his/her family, fiiends, associates, or
their property. .

u The intentional destruction or threat of destruction of property owned,
operated, or conirolled by the City of West Haven.

w Making harassing or threatening telephone calls, letters or other forms of
written or electronic communications. '

w Intimidating or attempting to. coerce an employee fo do wrongful acts that
would affect the business inferests of the C11y.

» Harassing surveillance, also known as “stalking”, the willful, malicious and
repeated following of another person and making a credible threat with intent to
place the other person in reasonable fear of his/her safety.

n Making a suggestion of harm or intimidation or stating that an act to infure.
persons or property Is “appropriate”.

a Prohibited possession or inappropriale use of firearms, weapons or any other
dangerous devices on City property, or in the course of City business.

Weapons are defined as: * any weapon such as firearms, whether loaded or
unloaded i.e.; pistol, revolver, shotgun, rifle or BB gun. Any knife i.e.,
switchblade, gravity, any knife with a blade longer than 3 inches, or billy,
blackjack, bludgeon, metal knuckles, bow and arrow. Any electronic stunning
device, any questionable device will be removed from the employee in accordance
with policy. The employee will also be removed from the workplace.

While employees of the City may be required as a condition of their work assignment to
possess firearms, weapons or other dangerous devices, or permiited to carry them as
authorized by law, it is the City’s policy that employees are to use them only in
accordance with departmental operating procedures and all applicable State and Federal

laws.

Citizen, Client and Vendor Tnteraction

Employees in many departments interact with citizens, clients and/or vendors who are
distressed and who may make threats or commit acts of violence. The City will provide
support and guidance as deemed appropriate, to craployees so that threats of violence or
potential harm can be recognized and addressed and potentially prevented.

Citizen violence may be difficult to control and some employee exposure may be aresult
of working with citizen populations in specific setfings. The handling of some citizen
violence situations may be the function of local law enforcement agencies. As a matter



of policy, the City of West Haven will not tolerate violent acts or threats of violence
by clients, vendors, media or other members of the public towards or against ifs
employees.

Family Members or Acguaintances

If the workplace is affected by a violent act or threat of violence by an employee’s family
member or acquaintance, the City will provide access to support and guidance for the
victim and any other affected co-workers. As a matter of policy, the City will not
tolefate violent acts by family members or acquaintances of City emiployees toward
employees. )

Employees

The City of West Haven will not tolerate violent acts or threats of vielence, verbal or
implied, by employees. In such cases the City will impose immediate and definitive
use of the disciplinary process, up to and including termination of employment. If
appropriate, criminal prosecution will also be pursued in addition to the disciplinary
process.

Employee Assistance Program (EAP)

The City has established an Employee Assistance Program (BEAP). Any troubled
employee may request and will be entitled to receive guidance and, if necessary,
professional help from the City’s Employee Assistance Program (EAP). By working
with employees with personal problems, the EAP may as sist in addressing potential
violence before it occurs. Employees are encouraged to access the AP in accordance
with the conditions under which it operates.

Reporting Violations

Any employee who experiences or witnesses an act or threat of violence is directed
to immediately report such policy vielation to his/her Depariment Head or
Personnel Director.

Department Heads and Supervisors are responsible for ensuring that this Policy is
implemented in their respective Department. TEmployee safety and the safety of the
public must be every department head or supervisor’s highest concern. Wheén made
aware of a real or perceived threat of violence, management, regardless of their
level, must contact the Personnel Department immediately at 937-3560. Personnel
will initiate an immediate and through investigation, provide support for employees
and supervisors and take specific actions to prevent acts of violence from occurring.

1f necessary, in cirenmstances that so reguire, employees and/or supervisors should
1ot hesitate to contact the West Haven Police Department Dial9 than 911






The following specific conduct are examples of sexual harassment that violates this

policy: :

1. Sexual flirtation or touching;

2. Jokes, pranks, vandalism or banter that tend to denigrate or show hostility toward
an individual or group on the basis of gendet, sexual attributes or sexual
orientation;

Advances or propositions after an indication that such are unwelcome;

4. Graphic or sexually suggestive comment about an individual’s dress, body, sexual
attributes, sexual activities, gender identity or sexual orientation; ' _

5, Display in the workplace of sexually suggestive objects, pictures or photographs;

Verbal conduct of a sexual nature; :

7. Making a decision concerning an employee’s terms or conditions of employment
on the basis of an employee’s refusal to submit to sexual advances or any kind of
sexcual harassment as defined herein or threatening or insinuating that such refusal
will adversely affect an employee’s terms and conditions of employment in any
way; '

8. Unnecessary touching or physical interference with the movements of another
person.

E..l.)
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This policy prohibits sexual harassment by employees against other employees and non-
employees. This policy does not prohibit normal, courteous, respectful, pleasant and
non-coercive interactions. The identification of conduct, verbal or physical, as sexual
harassment does not depend on the intention or motivation of the actor but on whether
such conduct meets the definition of sexual harassment and/or could reasonably be
perceived as sexual harassment by the person expetiencing it. Conduct need not be
repeated, severe or pervasive to constitute a violation of this poliey.

‘No employes will be retaliated against who makes a good faith effort to report alleged
unlawful harassment, or for participating in any investigation, proceeding or hearing
conducted by the City of West Haven, EEOQC or any state agency. Any conduct that

constitutes retaliation as defined below is prohibited.

Retaliation is defined as any intimidation, threaf, coercion, discrimination or other
restraint against an employee, volunteer, vendor, confractor or anyone conducting
business with the City of West Haven because the individual:

1. Made a written or verbal complaint of sexual harassment, retaliation or

related misconduct;
2. Resisted or opposed any conduct that violates this policy;
3. Refused to participate in or condone any conduct that violates this policy; or
4. Testified at, assisted in or otherwise patticipated in any investigation or
proceeding concerning sexual harassment.

The following specific conduct are examples of retaliation that violate this policy:



—t

Shunring or ostracizing the employee; :

Labeling the employee a “snitch” or a “rat” or calling the employee lewd,

disgusting or derogatory names;

Stalking or harassing the employee;

Selectively disciplining the employee;

Holding the employee to a higher standard of performance than other workers;

Telling other employees, with the exception of other managers or SUpervisors

that have a need to know that an employee has made a complaint or

jdentifying an employee as the person who made a complaint;

7. Jnvoluntarily transferring the employee to different and less desirable position,
site or job assignment;

8. Subjecting a complainant to discipline for failing to make an immediate report

of conduct that violates this policy.

b
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PROCEDURE FOR REPORTING HARASSMENT

1. Any employee who believes that he/she has been subjected to sexual harassment,
retaliation or related misconduct is strongly urged to report such conduct as soon as
feasible after it occurs. Any employee who witnesses sexual harassment, refaliation or
related misconduct or who becomes aware that an employee has been subjected to sexual
harassment, retaliation or related misconduct is urged to report the same to a supervisor,
manager, department head or the Director of Personnel. Department Heads, managers -

and supervisors must inform the Director of Personnel of any alleged violation of this
policy. .

2. All reports of sexual harassment will be promptly investigated by the Director of
Personnel, the department head and/or his/her designee. The identity of a complainant
and the facts and circumstances of a complaint and pending investigations shall, to the
extent possible, be kept confidential and shared only on a necd-to-know basis. An
investigation will be initiated within A8 hours of receipt of a complaint. Written
statements will be obtained from the alleged victirh and all other persons with knowledge
of the alleged behavior. Following an investigation, the Director of Personnel (or his/her
designee) shall make a written determination as to the merit of each allegation. A copy
of any determination finding a violation of this policy shall be (1) given to the
complainant; (2) given to the employee who committed the alleged violation; and (3)
placed in the offending employee’s personnel file, along with any supporting
documentation and statements. If no violation is found the complainant and the alleged
offender shall be informed in writing of the City’s determination.

3, If you ate found to have engaged in, ratified or condoned harassment, you will be
subject to disciplinary action, up to and including tetmination of employment. Any
employee who knowingly provides a false report of harassment will be subject fo
disciplinary action, up to and including termination of employment. The City of West
Haven will also take any action necessary 1o appropriately address employee concerns
about harassment in the workplace.



5. Failure of a manager, supervisor or department head to take action upon witnessing or
receiving a report of sexual harassment or sexual misconduct committed against or by an
employee constitutes a violation of this policy and will result in disciplinary action
against the supervisor.

6. The filing of an internal complaint, pursuant to this policy, dees not preclude an
employee from filing a complaint with the agencies listed at the end of this policy. Title
VII of the Civil Rights Act of 1964, as amended (42 U.S.C. Section 2000e, €t seq.) and
C.G.S. § 46a-58 et seq. prohibits discrimination in employment on the basis of race,
color, national origin, religion and sex. Federal law designates the Equal Employment
Opportunity Commission (BEOC) as the federal agency primarily responsible for
investigating individual charges of discrimination and sexual harassment against
employers. In Connecticu, the Connecticut Commission on Human Rights and
Opporfunities (CCHRO) is the designated state agency with shared responsibility for
investigating individual charges of discrimination. If an employee believes he or she has
been discriminated against on the basis of race, color, national origin, religion and sex,
the employee may file charges with one of the agencies listed at the end of this policy.

7. The Sexual Harassment Prevention Policy shall be provided to all employees during
new employee orientation. Department Heads will review this policy with their
supervisors and managers on an annual basis and shall distribute amually a copy of this
policy to employees under their supervision.

Contact Person/Agencies:

For more information, to file or pursue a complaint, contact the Director of Personnel or
one of the following agencies:

1. Equal Employment Opportunity Commission
John F.Kennedy Federal Building

475 Government Center

Boston, Massachusetts 02203 (800) 669-4000

5 Connecticut Commission on Human Rights and Opportunities (CCHRO)
21 Grand Street
Hartford, CT 06106 (860) 541-3400

3. *Connecticut Commission on Human Rights and Opportunities (CCHRO)
Waterbury Regional Office '

55 West Main Strect :

Waterbury, CT 06702 (203) 805-6530

%The Waterbury Regional Office is responsible for investigating charges coaceming employers in the City
of West Haven.






Employee Eligibility: An employee shall be entitled to family leave when he/she meets the
following criteria:

1) The employee has worked for at least 12 months for the City. Theiwelve months need not
have been consecutive. (If the employee was on the payroll for part of a week, the City will
not count the entire week, The City considers 52 weeks to be equal to twelve months.)

2) The employee has to have worked for the City for at least 1,250 hours over the 12 months
before the leave would begin.

3) When both spouses are employed by the City, they are jointly entifled to a combined total of
12 work weeks of family leave for the birth or placement of a child for adoption or foster
care, and to care for a parent who hasa serious health condition.

Calculation of Leave: Eligible employees can use up to 12 weeks of leave during any 12 month
period. The City will use a rolling 12 month period measured backward from the date an
employee uses any FMLA leave. Each time an employee uses leave, the City computes the
amount of leave the employee has taken under this policy, subtracts it from the 12 weeks, and the
balance remaining is the amount the employee is entitled to take at that fime, For example, if an
employee has taken 5 weeks of leave in the past 12 months, he or she could take an additional 7
weeks under this policy.

Maintenance of Benefits; An employee shail be entitled to maintain group health insurance
coverage on the same basis as if he/she had continued to work at the City. To maintain
uninterrupted coverage, the employee will have to continue to pay the required contribution as
specified in the employee’s union contract, ifany. If the employee is on an unpaid leave, this
payment shall be made either in person or by mail to the Personnel Department by the first (1™
day of each month as payrent for that month. If the employee’s payment is more than 30 days
overdue then the coverage will be discontinued by the City.

If an employee informs the City that he/she does not intend o return to work at the end of the
leave period, the City’s obligation to provide health benefits ends,

Job Restoration: An employee who utilizes family oz medical leave under this policy will be
restored to the same job or a job with equivalent status, pay, benefits and other employment
terms. An employee returning from a leave, occasioned by the employee’s own serious health
condition, will be required to submit a cerfification from his/her health care provider that the
employee is able to resume work.

The City may choose to exempt certain highly compensated, “key” employees from this job
restoration requirement and not return them to the same or similar position at the completion of
FMLA leave. Employees who may be exempted will be informed of this status when they
request leave, If the City deems it nocessary to deny job restoration for a key emplayee on
FMLA leave, the City will inform the employee of its intention and will offer the employes the
opportunity to return to the position immediately.



Use of Paid and Unpaid Leave: If an employee uses leave because of his/her own serious
medical condition or the serious health condition of an immediate family member, the employee
will have a choice of using accrued vacation, personal, comp time (if provided for in the
employee’s collective bargaining agreement), sick leave (subject to any limitations imposed by
the employee’s collective bargaining agreement) or unpaid leave.

Subject to any applicable collective bargaining agresment, a female employee using leave for the
birth of her child will use paid sick leave for physical recovery after childbirth, The amount of
sick leave utilized after this point will be decided on a case by case basis or will be determined
by the applicable collective barpaining agreement. An employce then may use all paid vacation
or personal leave, and then will be eligible for unpaid leave for the remaindsr of the 12 weeks.
An employee using leave for the adoption or foster care of a child will use all paid vacation or
personal leave first, and then will be eligible for unpaid leave for the remainder of the 12 weeks.

Intermittent Leave and Reduced Work Schedules: In certain cases, intermittent use of the
iwelve weeks of family or medical leave or a part of a reduced work week may be allowed for
adoption purposes but the employce will need to discuss and gain approval for such use from the
employee’s department head and Personnel Department.

Tmployess may also use family or medical leave intermittently or as part of a reduced work
week whenever it is medically necessary.

In some cases, the City may temporarily transfer an employee using intermittent or a reduced
work week to a different job with equivalent pay and benefits if another position woutd better
accommodate the intermittent or reduced schedule.

Procedure for Requesting Leave: All employees requesting leave under this policy must
complete the Request for Family/Medical Leave form available from the Personnel
Department.

When an employee plans to take leave under this policy, the employee must give the City 30
days notice. If it is not possible to give 30 days notice, the employes must give as much notice
as is possible. An employee undergoing planned medical treatment is required to make a
reasonable effort to schedule the treatment to minimize disruptionsto the City’s operations.

While on leave, employees are requested to report periodically to their supervisor regarding the
status of the medical condition, and their intent to return to work.

Procedure for Notice and Certification of Serious Health Condition: The City requires the
employee to provide notice of the need to utilize leave (where it is possible to know beforehand)
and to provide certification of an employee’s or immediate family member’s setious health
condition by a qualified health care provider. The employee should request that the health care
provider respond to such a request within fifteen (15) days or provide a reasonable explanation
for the delay.



When secking certification of a serious medical condition, an employee should ensure that the
health care provider’s certification contains the following:

1) Date when the condition began, expected duration, medical facts, and a brief statement of
treatment,

2) If the employee is seeking medical leave for his/her own medical condition, certification
<hould also include a staternent that the employee is unable to perform the essential
functions of the employee’s position.

3) For a seriously ill family member, the certification should include a statement that the
patient requires assistance and that the employee’s presence would be beneficial or

desirable.

4y If taking intermittent leave or working a reduced schedule, certification should include
dates and duration of treatment and a statement of medical necessity for taking
intermittent leave or working a reduced schedule.

The completed certification should be delivered in a sealed envelops and marked “Confidential”
to the Personnel Department. This information will be maintained in a confidential file and the
Personnel Department will provide the emplo yee’s department head with appropriate
{nformation from the certification.

If deerned necessary, the City may ask fora second opinion. The City will pay for the employee
to get a certification from a second doctor, which the City will select. If there is a conflict
between the original certification and the second opinion, the City may require the opinion of a
third doctor. The City and the employee will jointly select the third doctar, and the City will pay
for the opinion. The third opinion will be considered final. :






times while in a City owned vehicle, whether the employee is the driver or passenger. Eifective
Octoberd, 2005, the use of hand-held cell phones while driving will be prohibited. The use of handset or

other hands-free device is permitted.

The City has in place a drug and alcoho! testing program for all safety sensitive employees which
provides for random and reasonable suspicion testing. All employees are prohibited from working
and/or driving a City owned vehicle under the influence of alcohol, drugs, or other substances or

medication which may, in any way, jimpair them.

Employees must'promptly report any accidents to local law enforcement, as well as, to his/her
Supervisor and Department Head. Employees are also expected to report any moving of parking
violations received while driving on City business and/or in a City owned vehicle.

Failure to adhere to safety policy and procedures may result in disciplinary action, up to and including

termination.






All employees are required to provide the Personne] Department with a copy of a valid
driver’s license, Any City Vehicle, when not used for business purposes, may be driven
¥or Personal Use only at the discretion of the Mayor. However, personal use is limited to
the assigned “Driver”. The City of West Haven may implement other personal use
restrictions, such as radius of operation. However, any such additional restrictions must
be in writing and communicated to all affected Drivers.

The privilege of driving a City vehicle for personal use is subject to change by the Mayor
at any time,

If a Driver allows an unauthorized individual to drive a City vehicle, disciplinary action
may be taken. If the unauthorized use results in an accident, the responsible employee
may be required to make restitution for the physical damages to the City Vehicle.

Employees who drive their own vehicles while conducting business for the City of West
Haven are subject to all the provisions and standards of this program. They are required
to:

1. Maintain automobile liability insurance limits of at least $100,000 per person,
$300,000 per accident, and $25,000 properfy damage, but inno case less than the
minimum required by law for the state of CT. ;

2. Maintain their vehicle in safe operating condition.

Violation of this insurance requirement vwill result in termination of a non city
vehicle operating for City business.

Prohibited Practices

While operating a City of West Haven vehicle the following practices listed below are
prohibited. Violation of these practices is subject to disciplinary action.

1. Allowing anyone to operate a City of West Haven vehicle other than the
approved drivers.

2. Use of hand held cell phone.

3. Use of legal drugs and/or alcohol, which may impair driving, or use or possession
of illegal drugs.

4. Refusal to submit to any test conducted by a law enforcement agency or by a
laboratory designated to determine blood alcohol or drug impairment.

5. Transportation of firearms, hazardous material or illegal materials.

6. Convictions for moving violation which results in the suspension or revocation of
the employees’ license.

7. Transporting hitchhikers.

8. Pushing or towing another vehicle or trailer.

0. Possessing or using a radar detector in the car.

10. Use of the car for any illegal purpose.

11. Use of Smoking materials.

12. Eating or Drinking while driving.



Identification of High Risk Drivers

A “Driver” will be classified as a “High Risk Driver” if the MVR ¢check so indicates, or if
it is otherwise determined that the driver has one or more of the following violations:

1. Conviction for an alcohol and/or drug related driving offense;

2. Refusal to submit to a Blood Alcohol Content (BAC) test.

3. Conviction for reckless driving.

4. Any cornbination of three or more moving violations, “At Fault Accidents”, or
“Preventable Accidents” within the most recent three years. An accident is
preventsble if the driver could of done something to avoid it. Drivers are
expected to drive defensively. If there was something our driver could of
done to avoid the collision, then the accident vwas preventable.

5. Suspension, revocation or administrative restriction within the last three years;

6. Leaving the scene of an accident as defined by state laws.

7. At fault in a fatal accident.

8, Telony committed involving a vehicle.

9. Three or mote “City of West Haven Vehicle” physical damage claims in any

twelve month period.
10.Following too close.

1f an employee is identified as a “High Risk Driver”, the City of West Haven may refer
the driver to the Employee Assistance Program, and/or Transfer of the “Driver” to a
non driving position; or Additional driver training, or suspend all employee driving
privileges. The “High Risk Driver” will NOT be authorized to drive a motor vehicle at
any time on City business. Reinstatement of driving privileges will be at the discretion
of the Personnel Director and the Mayor.

These standatds can be used to judge an individual’s driving record for acceptability.
Drivers not meeting these standards could be excluded (not covered) from coverage
under the City of West Haven automobile policy.

Accident Reporting

Suparvisor Notification-the “Driver” is required to notify his/her immediate supervisor of
any “Accident” as soon as is possible, but no later than 24 hours after the accident oceurs.
In addition, Department Managers arc responsible for reporting all accidents

involving City Vehicles to the Risk Manager. Any personal vehicle being used for City
business the “Driver” should call his/her personal automobile insurance carrier. The
automobile insurance of an individual who uses his pers onal vehicle to iransport other
individuals is considered the primary insurance.

Other Reporting Responsibilities of the Drivers

Supervisor Notification: “Drivers” are required to noftify their immediate sapervisor
immediately of:



1. Any illness, injury, physical condition or use of medication that may impair
or affect their ability to safely drive a motor vehicle; ar

2. The suspension, revocation or administrative restriction of histher operator’s
license. If this occurs, the “Driver” must also immediately discontinue use
of the “Motor Vehicle”.

Safety Regulations

The “Driver” and ALL OCCUPANTS are required to wear safety belts when operating or
riding in a “Motor Vehicle”. The “Driver” is responsible to ensure all passengers are
wearing their safety belts.

Impaired Driving

A Driver” may not operate 2 motor vehicle at any time when his/her ability is impaired,
affected, or influenced by alcohol, illegal drugs, medication, illness, fatigue or injury.

Traffic Laws

All “Drivers” are required to abide by all federal, state, and local mofor
vehicle regulations, laws and ordinances.

Vehicle Condition

The upkeep and maintenance of City vehicles is the responsibility of the Garage.
However, any individual who drives a City vehicle is responsible for reporting problems
to the Garage. Any malfunctioning items should ba reported when first noticed and
brought immediately for servicing. The driver of a vehicle is responsible for completing
a visual inspection of the vehicle prior to driving it (i.e., check tites, lights, inspection
sticker, gas, etc. Bach “Driver” is responsible for ensuring that the motor vehicle is
maintained in safe driving condition. At least daily, a walk-around safety inspection
by the “Driver” is required. All vehicles will be cleaned by the driver when returned.
Cleaning means removing all personal items and tragh from the vehicle cab and bed.
Also any djri, mud or other material that has accumulated on windows ot mirrors

should be removed.

Additional Safety Rules “Drivers” may not:

Pick-up hitchhikers.

Accept payment for carrying passengers or materials.
Use any radar detector, laser detector, or similar devices.

Push or pull another vehicle, or tow a trailer without authorization.
Transport flammable liquids and gases unless 2 DOT or UL approved
container is utilized and only then in limited quantities and only when

necessary.
6. Use ignition or burning flares. The preferred method is the use of reflective

friangles.
7. Assist disabled motorists or accident victims beyond the level of their medical

N



training, EMT, CPR, Basic First-Aid, etc, If a driver is not qualified fo provide
the above services he/she must restrict his/her assistance to calling the proper
authorities.

8. Advertising decals, accessories, and/or other equipment are not to be added to
or installed on “City of West Haven Vehicles™ without prior consent.

Never leave the vehicle running or the keys in the ignition when away from the vehicle.
Always roll up the windows and lock the doors when away from the vehicle.

Never leave valuables in plain view, even if the vehicle is locked. Place them in an

area out of sight, i.c., glove box, under the seat, behind the seat, or inthe trunk.

Do not leave personal identification documents or credit cards in the vehicle. Report theft
to the police immediately! Immediately following the call to the police, report the theft to

your Supervisor.

This policy is for the safety of the drivers, their pass engeré and the general public.



























DEFINITIONS:

Certain terms in this policy should be understood expansively to include related concepts.

City of West Haven — includes all City departments, related agencies and all stefF (full, part tims, vendors,
terp, etc.) working for them.

Computer — includes the Central Processing Unit (CPU) & motherboard; hard drive(s), memory,
expansion cards, and peripheral devices attached.

Display — includes monitors, flat-panel active or passive matrix displays, monochrome LCDs, projectors,
televisions and virtual-related tools.

Document - covers any kind of file that can be read on a computer screen as if it were a printed page,
including the HTML files read in an Internet browser, any file Toeant to be accessed by a word processing
or desk-top publishing ptogram or its viewer, or the files prepared for the Adobe Acrobat reader and other
electronic publishing tools. ‘

E-Mail — refers to any and all electronic mail sent or received utilizing the City of West Haven Personal
Computer network or it’s Internet connection.

Graphics — includes photographs, pictures, animeations, movies or drawings.

Internet — rafers to any world wide computer network connecting thousands of computers and millions of
individual world wide subscribers.

Obscene materials — material is obscens if taken as a whole, it is offensive, dspicts or describes in a
patently offensive way any sexnal act, and if taken as a whols, it lacks serious literary, artistic, educational,
political or scientific value.

Sexually explicit —material that graphically depicts or describes sexual conduct, including but not limited
to, sexual intercourse, and which lacks educational or scientific value.

City’s facillties — Anything pertaining to Computers, Internet, and B-Mail,

USAGE REGULATIONS AND PROCEDURES

I. Files, E-Mail, documents and other electronically stored material on the City’s network and computers
are not private. The City has software and systems in place that can monitor and record all Internet
-and B-Mafl usage. The ernployee must be aware that the City’s security systems are capabls of
recording (for cach and every user) each World Wide Web site visit, each chat, news group, or E-Mail
messags, and each file transfer into and out of our internal networks, and the City reserves the right to
do so at any time. No employee should have any expectation of privacy inhis or her Internet or E-
Mail usage. The IT Department will review Intornet and e-mail activity and analyze usage patterns to
control bandwidth needs and compliance with this policy.

2, The City reserves the right to inspect any and all equipment, file(s), and E-Mail stored in private areas
of otr network, or on any Computer, in order to assure compliance with City policy or in the normal
course of business. Reasons for inspection or review $nclude, hut are not limited to: system, hardware
or software problem, suspicion of crime or the need to perform work or provide service when an
employee is not available.

3, The City reserves the right to remove any files or seftware which is not approved by the IT
Department, and/or inform Department’s Managers of the situation.

4, The City's network uses independently supplied software and data to identify inappropriate, obscene or
sexually explicit Intemet sites, The City may block access from within our networks to all such sites



8.

7.

that we know of. If you find yourself connected inadvertently to a site that contains sexually explicit
or obscene material, you must disconnect from that site immediately, regazdless of whether that site
has been deemed acceptable by any screening or rating program. An employee, who is denied access
to any such site, should contact their respective Dep artment’s Manager if the information and data
contained therein are required for work related reasons.

Any files or software downloaded via the Internet into the City network becomes the property of the
City, and must be pre-approved by the IT Department, and used oaly in ways that are consistent
with their licensss or copyrights.

The City retains the cepyright to any material posted to any form, news group, and chat or World
Wide Web page by any employee in the course of his or her duties.

The City will comply with reasonable requests from law enforcement regutatory agencies for logs,
diaries and archives on individual’s Internet and e-mail activities.

EMPLOYEE’S RESPONSIBILITIES

adri L e e e e e

The City’s Internet facilities, computing resources, and software installed by I'T, shall not be used in an
unacceptable mammer. It is the employee’s responsibilities to familiarize himseHfherself with this policy, so
as to ensure compliance.

1.

10.

11.

12,

The City’s Internet facilities and computing resources, including all E-Mail, must not be knowingly
1sed to violate the laws and regulations of the United States or any other nation, or the laws and
regulations of any state, ity province or other local jurisdiction in any material way. Use of Cily
resources for Hlegal activity is grounds for immediate dismissal, and we will cooperate with any
legitimate law enforcement activity.
The display of any kind of obscene or sexually explicit image or document, as defined above, ona City
systern is a violation of our policy on sexual harassment, In addition, obscene or sexually explicit
material may not be archived, stored, distributed, edited or recorded using our network o computing
resources.
No employee may use City facilities knowingly to download or distribute pirated software or data.
No employee shall use City facilities to knowingly create, send, forward, download, print or store
messages or graptic images which are harassing, threatening, intimidating, libelous, slanderous, or
discriminatory or defamatory in nature.
No employee may use the City’s Internet facilities to deliberately propagate any virus, worm, Trojan
horse, or trap-door program code.
No employee may use the City’s Internet facilities to disable or overload any computer system or
network, or to circumvent any system intended to protect the privacy of security of another uscr.
Each employee using toe Intemet facilities shall identify himself or herself honestly, accurately and
completely (including one’s city affiliation and function where requested). An employee who releases
their personal information, including personal identifying information, does so at their own risk.
Employees are reminded that chats and news groups are public forums where it fs inappropriate fo
reveal confidential City information, customer data, trade secrets, and any other material covered by
existing City secrecy policies and procedures. Bmployees releasing protected information via a news
group or chat, whether or not, the release is inadvertent will be subject fo all penalies under existing
segurity policies and procedures.
Use of City Internet access facilities to commit infractions such as misuse of City assets or resources,
sexual harassment, discrimination, unauthorized public speaking, or misappropriation or theft of
intellectual property are also prohibited by general City policy, and will b sanctioned under the
relevant provisions of that policy and any applicable state and federal laws. .
Since B wide variety of materials may be deemed offensive by colleagues, customers of suppliers, it is
a violation of City policy to store, view, print, or redistribute any document or graphic file that is not
directly related to the user’s job or the City’s business activities.
Employees with Injernst access may not use City Intemnet facilities to download enfertainment
software or games, or to play games against opponents over the Internet. Employees should also avoid
using their personal software to play games, create inappropriate screen savers, eic.
Employees with Internet access may not upload any software licensed to the City or licensed by the
City without explicit authorization from the IT Department.



13. Employess may not intentionally intercept, record, alter or receive another emplayee’s E-Mail. In
addition, employees shall not send E-Mail messages psing another emplayes’s 1.D, or access the
Internet at anothsr employee’s computer.

14. No employee shall use the City of West Haven Personal Computer network or Internet E-Mail
facilities for advertisement or conduoting of business for profit, to distribute or advertise materials not
related to City business or use the facilities for frivolous messages.

15. The City’s employees shall not subscribe to non-business related E-Mail such ag jokes/pictures/
horoscope/prayer of the day, etc. The distribution of chain letters is forbidden.

16. No software may be installed or downloaded umless pre-approved and performed by IT Department.

17. The City’s Personal Computer Network and/or the Internet and/or E-Mail facilities shall not be used
for political activities or in connection with any election, including advertising or soliciting votes or
sapport in any public, union, Civil Service or other election.

TECHNICAL PROCEDURES

{. User IDs and passwords help maintain individual accountability for Computer, Internat and E-Mail
resource usage. Any employee who obtains a password or ID for an Internet résource must keep that
password confidential. City policy prohibits the sharing of nser IDs or passwords.

2. Any file that is downloaded raust be scanned for viruses before it is run or accessed.

SECURITY

{. TheIT Department has installed a variety of firewalls, proxies, Internel address screening programs
and other secusity systems to assure the safety and security of the City's networks. Any employee who
atterapts to disable, defeat or circumvent any City network security facility will be subject to
discipline, up to and including, immediate dismissal.

2. Files containing semsitive company data as defined by existing federal, state and city data security
policies that are transferred in any way across the Internet must be encrypted.

3. City computers that use fheir own modems to create independest data connections sidestep our security
mechanisms. An individual City computer’s private commection to any outside computer that is
authorized by IT for use for independent dial-up or leased-line connectionsto any outside computer or
petwork must be physically isolated from the City’s internal network.

4, Ounly those Internet services and functions with documented business purposes for the City will be

enabled to the Internet firewall.

VIOLATIONS

Violations of this policy will be reviewed on a case by case basis, and can result in disciplinary action, up
to and including, suspension and terrination. Any known or suspected violation of this policy shall be
reported to the employee’s immediate supervisor and/or department head. The department head should
contact the IT Department immediately to docurnent and resolve any computing related issue.



City of West Haven
Ciock-In/Clock-Out Policy

Introduction: The City of West Haven has implemented a time collection and atfendance system
(Novatime) for both hotnly (non-exempt) and salaried (exempt) employess. As @ result, the process by
which employees record houts and attendance will now be electronic, This policy sets forth the rules
employees are required to follow. Employees are reminded that they are responsible for thelr time.
Furthermors, employees a6 expected to comply with the provisions of their respective collective
bargaining agresment pertaining to their hours of work or other specific writien agreements authorized by

fheir unton and the City.

1. HOURLY EMPLOYEES - All hourly (non-exempt) employees are required to clock in just prior
1o the beginning of their regular shift. The method for clocking in and out will vary by location
(i.e. biometric, swipe card, computer, efc.). Employees may not clock in earlier than seven (7)
minutes before the beginning of their shift, unless specially authorized by their supervisor. All
employees are expected to clock-in and be at their work site ready to begin work at the beginning

of their shift.

a. Under applicable wage and hour Jaws, employees will notbe docked for clocking in up io
seven (7) minutes after the beginning of their shift. Hourly employees who are tardy
during this seven (7) minute period will receive pay, but may be subject to discipline.
Employses who clock-in afier this seven (7) minute period will be docked pay in fifteen
(15) minute intervals, and may be subject to discipline.

b. All hourly employees must clock out at the end of their shift Employses are not
permitted to ctock out mora than seven (7) minutes past the end of their shift without the
prior approval of their supervisor. Overtime must be authorized by the employee’s

immediate supervisor in advance.

c. Employees are reminded excessively clocking in up to seved (7) minutes after their
regular workday begins and/or clocking out up to seven (7) minutes before the end of
their regular shift or meal break will result in disciplinary action. While the emmplayee
will be compensated for this time under applicable wage and hour laws, they are not in
compliance with their contractually scheduled work houss.

d. Howly employees who take time off during the workday, gbove and beyond their
contraciual breaks, to-attend to personal or other non-City business, must clock out when
they leave and clock in when they return. Hourly employees are generally required to
clock in and out for their meal break. Some employees, dug to the nature of their work,
do not have a time clock readily available to them for clocking in and out for lunch break
and are therefore not required to do so at the present time. Hovwever, in the event there
are concems about the length of meal breaks, the City reserves the right to reaffirm the
requirement- that all non-exempt individuals’ clock in and out for meal breaks.
Arrangements to be compensated for missed time can be mads by utilizing sick, vacation
and/or personal leave time, as is approptiate. Use of all accrued leave time should be
consistent with the union contract and/ or departmental policy.

e. Howly employees in positions that have shift replacements (¢.g., E-911, Wastewater
Treatment) or where operational neads dictate are not permitied to work beyond the end
of their regular shift or make up time during lunch. Under no circumstances are
employees permitted to skip or work through contractual breaks in order to make

np tardiness. \

Policy 9/14/2012












City of West Haven

Subject: Approval EFFECTIVE:

Employee Attendance LM f {(% :
And Call-In Policy / KL September 8, 2018

Naﬁcy R. Rossi

EMPLOYEE ATTENDANCE AND CALL-POLICY

The City of West Haven employees are responsible for maintaining good attendance record,
working the required hours as approved by the City, reporting to work on time and observing
break and lunch guidelines established by the various contracts and the Policies and Procedures
Manual for the City of West Haven.

Scheduled Absences: Requested leave from the department head with the approval of the
Commissioner or Director of that department with at least a 48 hour notice.

Unscheduled Absence: Less than 48 hours notice to department head and Commissioner or
Director of the department

Procedures for requesting leave (vacation, sick, personal or compensatory):

1. Vacation/Compensatory Time (Scheduled Absences): All vacation leave and the use of earned
compensatory time shall be requested as far in advance as possible and is subject to department
operating needs. All scheduled absences must be requested at least 48 hours in advance.
Commissioners or their designees, at their discretion, may approve requests within 24 hour of 2
scheduled absence if it does not cause operational deficiency in the department.

2. Personal Leave: Employees are granted personal days per the various contracts. This leave may
be taken at any time and should be requested in advance when possible.

3. Sick Leave: Sick leave may be used for illness, medical procedures and appointments and should
be scheduled whenever possible. Medical certificates are required for scheduled or unscheduled
sick or medical leave leaves that are 5 consecutive days or may be requested by the Department
Head, Commissioner or Director or designee.



City of West Haven, CT
Municipal Frand Policies and Procedures

PURPQSE AND SCOPE:

This Frand Policy was created:

To establish policy and procedures for clarifying acts that are considered to be fraudulent,
describing the steps to be taken when frand or other related dishonest activities are
suspected, and providing procedures to follow in accounting for missing funds, restitution

and recoveries; ‘

To strengthen the public's confidence in the integrity of municipal government employees
by establishing a formal process for reporting investigating, and resolving cases of fraud

and ahuse;

To raise the awareness of municipal officials’employees to integrity-related issues by
initiating integrity-related programs and policies throughout City Departments; and

To provide guidance and assistance to City Department heads concerning

recommendations for specific integrity related issues that emphasize preventien,
detection and correction of fraud, corruption, and abuse within their organizations.

Definition of Terms:

Fraud is understood to mean a dishonest and deliberate course of action which results in
the obtaining of mongy, property or an advantage to which the recipient would not
normalty be entitled. This would include:

Theft, misuse, or diversion of money, equipmentand/or materials;
. Worker's compensatiou fraud;
Intentional failure to report damage;
Intentional failure to provide product or services that are a part of
your job;
. Intentional misrepresentafion of City's or governmental policies;

. Payroll falsification (theft of time)



Abuse entails the exploitation of "loopholes” to the limits of the law, primarily for
personal advantage. For example, an employee abuses a system of travel allowances by
intentionally and unnecessarily scheduling meetings in anather City on a Friday
afternoon and on the following Monday morning in order to claim per diem over a

weekend.

I. GENERAL

A.  The City of West Haven is committed to protecting its asscls against the risk of
loss or misuse. Accordingly, it is the policy of the City of West Haven to identify and
promptly investigate any possibility of fraudnlent or related dishonest activities against
the City and, when appropriate, to pursue legal remedies available under the law.

B. DEFINITIONS
{.  Fraud - Fraud includes, but is not limited to:
a. Claim for reimbursement of expenses that are not job-refated or
authorized by the current bargaining agresment.

b. Forgery or unauthorized alteration of documents (checks, promissory
notes, time sheets, independent contractor agreements, purchase orders,
budgets, etc.)-

¢. Misappropriation of City assets (funds, securities, suppfies; furniture,
equipment, efc.).

d. Improprieties in the handling or reporting of moncy transactions.

e. Authorizing or receiving payment for goods not received or services not
performed.

f. Computer—rclated activity involving unaunthorized atteration, destruction,
forgery, or manjpulation of data or misappropristion of City-owned
sofiware.

g Mistepresentation of information on documents.

h. Any apparent violation of Federal, State, or Local laws related to
dishonest activities or fraud.

2 Employee - In this context, employee refers to any individual or group of
individuals who receive compensation, either full- or part-time, from the City of West
Haven. The term also includes any volunteet who provides services 10 the City through
an arrangement with the City or a City organization.

3. Management - In this contexs, management refers 10 any administrator, manager,
director, supervisor, oOf other individual who manages of supervises funds or other
resources, including human resources.

4. Police Chicf and Personnel Depariment- I this context, Potice Chief and
Personnel Depariment refers to the persons who shall investigate credible clalins of fraud.

5.  External Auditor - In this context, External Auditor refers to independent audit
professionals who perform annual audits of the City’s financial statements.



C. [t is the City’s intent to fully investigate any suspected acts of fraud,
misappropriation, or other similar irregularity. An objective and impartial investigation
will be conducted regardiess of the position, titfe, and length of service or relationship
with the City of any party who might be or become involved in or becomes the subject of

such investigation.

D. Each department of the City is responsible for instituting and maintaining a
system of internal control to provide reasonable assurance for the prevention and
detection of fraud, misappropriations, and other irregularities. Management should be
famitiar with the types of improprieties that might occur within their area of
responsibility and be alesl for any indications of such conduct.

E. The Personnel Department, in conjunction with the Corporation Counsel, the
Mayor, the Chief of Police and, if needed, the Finance Director, have the primary
responsibility for the investigation of all activity as defined in this policy.

F. Throughont the investigation, the Personnel Department will inform the City
Finance Director of pertinent investigative findings.

G.  Employees will be granted whistle-blower protection when acting in accordarnce
with this policy. When informed of a suspected impropriety, neither the Cify nor any
person acting on behalf of the City shall:

. Dismiss or threaten to dismiss the employee,
5, Discipling, suspend, or threaten to discipline o7 suspend the employee,
3

Impose any penalty upon the employee, or

4. Intimidate or coerce the employee.
Violations of the whistle-blower protection will result in discipline up to and including
dismissal.
H.  Upon conclusion of the investigation, the results will be reported to the Mayor
and the City Council.

L The City Personne! Director, folowing review of investigation results, shall take
appropriate action regarding employee misconduct. Disciplinary action can include
termination, and referral of the case 10 the State’s Attormney for possible prosecution.

J. The City will pursue every reasonable effort, including court ordered restitution,
{0 obtain recovery of City losses from the offender, or other appropriate SOUrces.



it PROCEDURES
A, Mayor Responsibilities

. If the Mayor has reason fo suspect that a fraud has oceurred, he or she shall
immediately contact the Corporation Counsel, Chief of Police, Personnel Director or the

City Finance Director.
2. The alleged fraud or audit investigation shall not be discussed with the media by

any person other than the Mayor, Police Chief or his designee, Corporation Counset and
the Personnel Department,

B. Management Responsibilifies

1. Management is responsible for being alert to, and reporting fraudulent or related
dishonest activities in their areas of responsibility.

9. Bach manager should be familiar with the types of improprieties fhat might oceur in
his or her area and be alert for any indication that improper activity, misappropriation, or
dishonest activity is or was in existence in his or her area,

3. When an improper activity is detected or suspected, management should determine
whether an error or mistake has occurred or If there may be dishonest or fraudulent
activity.

4. §f management determines a suspected activity may involve frand or related
dishonest activity, they should contact their immediate supervisor {or contact the
Corporation Counsel, Mayor or Personne! Director if the supervisor isinvolved).

5, Department Heads should inform the Mayor immediately upon leaming of a credible
allegation of fraud (or contact the Corporation Counsel, Chief of Pelice or Personnel

Director if the Mayor is implicated),

6, Management should not attempt to conduct individual investigations, interviews, or
intcrrogations, However, management is responsible for taking appropriate corrective
actions to ensure adequate controls exist to prevent reocourrence of improper actions.

7. Management should support the City’s responsibilities and cooperate fully with the
Personnel Departrnent, other involved departments, and law enforcement agencies in the
detection, reporting, and investigation of criminal acts, including the prosecution of
offenders.

8, Management must give full and unrestricted access to all necessary records and
personnel. All City furniturc and contents, including desks and computers, are open o
inspection at any time. There is no assumption of privacy.

0. In dealing with suspected dishonest or fraudulent activities, great care must be taken.
Therefore, mnanagement should not:

a. pake unfounded accusations.
b. Alert suspected individuals that an investigation isunderway.
c. Treat employees unfairly.



d. Make statements that could fead to claims of false accusations or other
offenses.
10.  In handling dishonest or fraudulent activities, management has the responsibility
1o
a. Make no contaci (unless requested) with the suspected individual to
determine facts or demand restitution, Under no circumstances should
there be any reference to “what you did”, “the crime”, *the fraud”, “the
misappropriation”, etc.

b. Avoid discussing the case, facts, suspicions, or allegations with anyone
outside the City, unless specifically directed to do so by Corparation
Counsel. )

c. Avoid discussing the case with anyone inside the City other than

employees who have a need to know such as the Mayor, City Finance
Director, Personnel Director, Corporation Counsel or law enforcement
personnel,

d. Direct all inquiries from the suspected individual, or his or her
representative, to Corporation Counsel. All inquiries by an attomey of the
suspected individual should be directed to Corporation Counsel. The
alleged fraud or audit investigation shall not be discussed with the media
by any person other than the Mayor, Police Chief or his designee,
Corporation Counse! and the Personne! Director.

€. Take appropriate comective and disciplinary action, up to and including
dismissal, after consulting with the Personnel Directorand the Corporation
Counsel, in conformance with the City’s Personine!  Policies and
Procedures or the appropriate bargaining document.

C. Enployee Responsibilities

1. A suspected fraudulent incident or practice observed by, or made known to, atl
employee must be reported fo the employee’s supervisor for reporting to the proper
management official.

9. When the employee believes the supervisor may be involved in the inappropriate

activity, the employee shall make the report directly to the next higher level of
management or contact the Corporation Counsel, the City Finance Director or Personnel

Director.

3, The reporting employees shall refrain from further investigation of the incident,
confrontation with the atleged violator, or further discussion of the incident with anyone,
unless requested by the Personnel Director or Jaw enforcement personnel.

D. Personnet Department Responsibilities

1.  Upon request of any City employee, the Personnel Depariment wiil promptly
investigate allegations of fraud and notify cither the Corporalion Counset or Police
Chief, and in the case of financlal fraud, the Finance Director.



5 In all circumstances where there appears o be reasonable geounds for suspecting
that a fraud has taken place, the Personnel Departrment, in consuftation with the
Corporation Counsel, <hall contact the City of West Haven Police Department.

3. The Personnel Department shall be available and receptive 10 receiving relevant,
confidential information to the extent allowed by law.

4 If evidence is uncovered showing possible dishonest of fraudulent activities, the
Personnel Department will proceed as follows:

a. Discuss the findings with the appropriate managemeat/suparvisor and the
Department Head.
b. Advise management, if the case involves staff members, to meet with the

Personne! Director (or histher designated representative) to determing if
disciplinary actions should be taken. Any disciplinary action taken will be
in accordance with the City Personnel Rules and any applicable
Memorandums of Understanding.

c. Report to the External Auditor such activities in order o assess the effect
of the illegal activity on the City’s financial statements.

d. Coordinate with the City’s Risk Management insurer regarding
notification to insurers and filing of insurance claims.

e. Take immediate action, in consultation with the Carporation Counsel and -
Finance Director, to prevent the theft, alteration, or destruction of
evidentiary records. Such action shall include, but is not lirnited to:

1) Removing the records and placing them in @ secure location, or
limiting access to the location where the records currently exist.

2) Proventing the individual suspected of committing the fraud from
having access to the records.

5. In consultation with the Corporation Counsej and the City of West Haven Police
Depariment, the Personnel Department may disclose particulars of the investigation with
potential witnesses if such disclosure would furthcr the investigation.

6.  If the Personnel Department is contacted by the media regatding an alleged fraud
or audit investigation, the Personnel Department will consult with the Mayor and the
Corporation Counsel, as appropriate, before responding to 2 media request for
information or interview.

7. Atthe conclusion of the investigation, the Personne! Department will document
the results in a confidential memorandum report to the Mayor, the Corporation Counsel,
and in cases of financial fraud to the Finance Director. If the report concludes that the
allegations are founded, the report will be forwarded to the City of West Haven Police
Department.

8, Unless exceptional circumstances exist, a person under investigation for fraud
shall be given notice in writing of essential particulars of the allegations following the
conclusion of the audit. Where notice is given, the person against whom allegations are









Individual offices, departreents, or programs may have additional types or kinds of information that are
considersd “Confidential Information” and are covered by this policy. “Confidential Information™
includes information in any form, such as written documents or records, or electronic data.

Eack employee shall have the following responsibilities under this policy:

L.

t

During employment and after the termination of employment, an employee will hold all Confidential
Information in trust and confidence, and will only use, access, storg, or disclase Confidential
Information, directly or indirectly, as appropriate in the perfonmance of the employee’s duties for the
City.

An employee must comply with all applicable state and federal lavs and City policies relating to
access, use, and disclosure of Confidential Information, including but not limited to the Family and
Medical Leave Act (FMLA); Health Insurance Portability and Accountability Act (HIPAA);
Americans with Disabilities Act (ADA);

An employee shall not remove materials or property containing Confidential Information from the
employee’s department or program area unless il is necessary in the performance of the person’s job
dultes.

An employee shall not seek to obtain any Confidential Information involving any matter which does
not involve or relate to the person’s job duties. Confidential Information or City records, documents,
or other information may not be maliciously tampered with, altered, or destroyed.

An employee shall not discuss or disclose any Confidential Infomiation to any other employee or
member of the City Council. Confidential Information may osly be provided to the City Council
after a proper request under the Freedom of Information Act has been reviewed and approved by
Corporation Council.

Each employee must promptly report any known violation of this policy.



CITY OF WEST HAVEN

Subject: Approval: Effective:
Annual Employee ' July 20,2022
Disclosure Form

Nancy R. Rossi, Mayor

PURPOSE

A YEARLY REVIEW OF ALL CITY OF WEST HAVEN EMPLOYEES AND OFFICIALS.
DISCLOSURE OF CITY OF WEST HAVEN EMPLOYEE’S AND OFFICIALS {NTEREST IN
MATTERS AFFECTING THE CITY OF WEST HAVEN {(PURSUANT TO THE CITY OF
WEST HAVEN CHARTER XVII, CODE OF ETHICS SECTION ONE[1] AND TWO [2].)

SCOPE

This policy applies to all employees, temporary positions, and summer help. The
City reserves the right to amend this policy, and suspend or revoke the privileges
bestowed.

POLICY

All personnel are required to sigh an Official Disclosure Form and to reaffirm said
formevery year. The document must be returned to the Personnel Office to
retain in the employee's personal file, in a timely manner.



