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City Attorney Draft No. 1, August 24,2021

COMMON COUNCIL OF THE CITY OF HOBART, INDIANA
Ordinance No. 2021- 31

AN ORDINANCE AMENDING THE CITY EMPLOYEE HANDBOOK, SECTION 2-
EXPECTATIONS & POLICIES

WHEREAS, the City of Hobart Common Council adopted an Employee Handbook as
Ordinance 2013-44 on December 18, 2013 and adopted Amendments to the Handbook under
Ordinance 2015-06 on April 1, 2015, Ordinance 2015-21 on August 5, 2015, Ordinance 2017-26
on November 15, 2017, Ordinance 2017-33 on December 20, 2017, Ordinance 2019-32 on
November 6, 2019, and Ordinance 2020-28 and Ordinance 2020-39 on December 16,2020; and

WHEREAS, the Employee Handbook establishes the policies and conditions of
employment for City of Hobart employees; and

WHEREAS, the City of Hobart Commeon Council desires to amend said Employee
Handbook in the following section as recommended by the Common Council Employee
Handbook sub-committee;

THEREFORE, BE IT ORDAINED by the Common Council of the City of Hobart as
follows:

SECTION ONE: The City of Hobart Employee Handbook be
amended by adding an initial sub-section at the beginning of SECTION 2-
EXPECTATIONS & POLICIES entitled Employvee Conduct and Work Rules
Policy as follows:

Employee Conduct and Work Rules Policy

The City of Hobart expects all employees to follow procedures and observe certain standards of
behavior while at work. These standards are not intended to restrict employees but to ensure a
consistent application of the policies and procedures for all employees.

The following list of standards is not all inclusive:

e Completing all documents and records accurately.

» Maintaining satisfactory aftendance and punctuality.

o Performing duties and operating equipment with care to protect the safety of the
employee, co-workers, and the public.

e Maintaining a courteous, professional demeanor when dealing with the public and co-
workers and while wearing City of Hobart logo clothing.

s Complying with the City of Hobart social media policy.

e Maintaining assigned vehicle or equipment in good working order and immediately
reporting any damage.
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» Not posting any literature, handbills, petitions, posters, or other materials on City of
Hobart property without authorization.

¢ Refraining from soliciting funds or selling any item, commodity, or service, without
Department Head permission.

e Not possessing weapons while working except for law enforcement personnel.

e Refraining from any manner or form of discrimination and/or harassment.

e Using City of Hobart property or that of another employee in an appropriate manner.

e Refraining from misuse, theft, or destruction of City of Hobart property and/or another
employee’s property.

e Remaining in your work area, on the job, and awake during working hours.

e Reporting for work on time, fit for duty and not under the influence of alcohol and/or
drugs.

e Passing a mandatory drug and/or alcohol test or not refusing to take a drug and/or alcohol
test.

o Following all safety and health rules, including wearing all safety equipment.

¢ Refraining from using position as a City of Hobart employee to coerce other employees
or the public for preferential treatment.

e Refraining from fighting, threatening, intimidating, or coercing fellow employees during
working hours or at city sponsored functions.

e Refraining from the use of offensive language.

e Disclosing or using confidential or proprietary information only with proper
authorization.

Failure to observe the above standards could lead to corrective action up to , and including,
termination. When it becomes necessary to address an employee’s actions in the workplace,
general guidelines of acceptable business conduct will govern.

Sworn members of the Police and Fire Departments are expected to follow the conduct and work
rules above and are also subject to the policies and procedures of their respective departments.

Civilian Work Conduct and Rule Violations- will be addressed during a rolling calendar year
by a Supervisor/ Department Head through:

1. Documented verbal counseling on a first offense.
2. A written warning on a second offense.

3. Suspension on a third offense; and,

4. Discharge on a fourth offense.

Depending upon the nature and seriousness of the employee’s actions, corrective action may
begin at any step of the process. The purpose of the process is to ensure that employees are
informed of exactly what behavior needs to be corrected, the measures the employee must take to
correct unacceptable behavior and give the employee adequate opportunity to correct the
situation.

Some examples of Work Rule Violations include but are not limited to:
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Littering or contributing to unsanitary conditions of City buildings/grounds,

Excessive visiting with personal friends, relatives, and/or co-workers during work hours.
Improper use of the City’s communications services and equipment.

Demonstrating a “pattern” of unscheduled unexcused absences.

Failing to attend mandatory meetings, in-services, workshops, etc.

Circumventing the chain of command to address issues and/or complaints.

Disclosing unauthorized confidential information.

Posting, altering, or removing any authorized material from bulletin boards without
appropriate permission.

Violating a city and/or departmental safety rule or practice, or neglecting job duties, or
performing of job duties inefficiently or carelessly.

Talklng and/or behaving in an insolent or rude manner toward another employee,
supervisor, or public.

Using City materials and/or equipment for personal purposes.

Engaging in horseplay or other dangerous or unprofessional behavior.

Insubordination (intentionally refusing to follow a specific directive),

Unauthorized control of City property.

SECTION TWO: This Ordinance shall be in full force and effect after its
passage by the Common Council and approval by the Mayor.

SECTION THREE: All other provisions of Ordinance 2013-44 (as amended)

shall remain in full force and effect.

ALL OF WHICH is PASSED and ADOPTED by the Common Council of the City of

Hobart, Indiana on this b day of 5;@)}-' , 2021,

nede I Pres1d1ng Officer

ATTEST: %&/ %

Déborah A. Longer, ‘crerk- Tre,ésurer

RESENTED by me to the Mayor of the City of Hobart on the / 5“% day of
, 2021 at the hour of 7.0D ﬁ'ﬂ

U WA

DebeEhA Longer, Clépl(Treasy{fer
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D, EE(ECUTED and RETURNED by me to the Common Council of the City
of Hobart on this |5 V2day of é;;/ﬁ)ab , 2021,

or

&. nede(:;;, éayor y

A, Longer (S‘l/ k Tre surer”




