
COUNCIL OF THE TOWN OF RIVERDALE PARK

ORDINANCE 2020-OR-12

Introduced By: C M  Aaron Faulx

Date Introduced: June 30, 2020

Date Adopted: J u l y  6, 2020

Date Effective: J u l y  26, 2020 (Conditioned upon Section 2 of Ordinance)

AN ORDINANCE concerning

Town Personnel Manual

FOR the purpose of amending Sections Definitions, A-3, E-2(a), H-I, H-2, Article I, Section I-
1(e). K-1, K-7, L-I and L-4, of the Town of Riverdale Park Personnel Manual to define
certain terms, prohibit certain contracts of employment, alter the authority and procedures
for certain performance assessments and discipline, alter certain provisions relating to
voluntary departures from Town employment, and generally relate to the Town Personnel
Manual.

*  *  *  *  *  *  *  *  *  *  *  *  *  *  *

SECTION 1: B E  IT ENACTED BY THE COUNCIL OF THE TOWN OF
RIVERDALE PARK, that the Personnel Policy Manual for the Town of Riverdale Park, adopted
July I ,  2013, is amended by modifying Sections Definitions, A-3, E-2(a), H-I, H-2, Article I,
Section I-1(e), K-1, K-7, L-I and L-4, to read as follows:

Definitions

The following definitions apply in this Personnel Manual:

* *  *

Department Head — includes the Town Administrator, Chief of Police, Director of Public Weflis
PROJECTS AND SERVICES, DEVELOPMENT SERVICES DIRECTOR, FINANCE AND
EMPLOYEE SERVICES DIRECTOR, DIRECTOR OF ADMINISTRATIVE SERVICES
DIRECTOR, TOWN CLERK and any other position expressly designated by the-Tewn-C-eunei4
ORDINANCE as a Department Head.
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*  *

ARTICLE A. GENERAL

A-3. Contracts of Employment. The Town may NOT enter into written contracts of employment
with unelessified employees OTHER THAN THE TOWN ADMINISTRATOR. These-eentfaets
ef-enipleyntent A CONTRACT WITH THE TOWN ADMINISTRATOR may contain provisions
that are different than provisions of this Personnel Manual. This Personnel Manual shall continue
to apply to unelassifted-empleyees THE TOWN ADMINISTRATOR with A written employment
eefttfaets CONTRACT except to the extent of any inconsistency between the contract and this
Personnel Manual, in which case the employment contract shall prevail.

ARTICLE E. PERFORMANCE

E-2. Counselings and Periodic Performance Assessments.

(a) In addition to performing annual performance evaluations, a supervisor, Department Head,
THE TOWN ADMINISTRATOR IN THE CASE OF DEPARTMENT HEADS or the
Mayer TOWN COUNCIL in the case of Depaftmen-t-Heads-and the Town Administrator,
may counsel or conduct a periodic assessment o f  an employee's job performance or
conduct. A counseling or periodic performance assessment is not discipline but a means by
which job performance or conduct deficiencies may be documented and brought to the
attention of an employee in an informal manner.

ARTICLE H. DISCIPLINE

H-1. Authority to Discipline. Town Department Heads and the Town Administrator, and the
Mayer TOWN COUNCIL in the case of the Denaftfnent-Heads-and Town Administrator, are
responsible for the conduct and effective performance of all employees under their jurisdiction and
shall have the authority and the responsibility to discipline employees for violations of the Town's
personnel policies and any departmental guidelines, subject to provisions of the Town Charter
regarding discipline of Department Heads and the Town Administrator.

H-2. General Policy. The purpose of discipline is to ensure high standards of performance and
efficiency, to maintain good working relationships among employees, and to provide the citizens
of the Town with the highest possible level of courteous and professional public service. It is the
duty of employees to make conscientious efforts to work and behave in accordance with the values,
service standards, policies and guidelines of the Town and the department in which they work.
Each employee is expected to be self-disciplined and to work hard at being the best at what he or
she does and to help the Town provide a high level of public service. When an employee does not
exercise adequate self-discipline, does not meet the general performance policies set forth in this
Section, engages in conduct that reflects discredit upon the Town on or off-duty or is a direct
hindrance to the effective performance of the Town's functions, engages in other misconduct, or
is not successful in meeting the requirements of the employee's job, it may
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be necessary for his or her Department Head, supervisor or the Town Administrator IN THE CASE
OF DEPARTMENT HEADS, or the Mayer TOWN COUNCIL in the case o f  the Department
Heads-and Town Administrator, to consider disciplinary actions to correct the problem.

ARTICLE I. PROCEDURE FOR DISCIPLINE

Depending upon the severity o f  the employee action or  inaction, and the employee's past
disciplinary record and work performance, discipline may be in one or more of the forms provided
in Section H-3, except for specific discipline prescribed for patterns of excessive absenteeism in
Section 14-5. Before any action is taken, the Town Administrator or Department Head wi l l
investigate the incident, discuss the results of his investigation with the employee, and advise the
employee of the proposed action. Investigation and disciplinary action should be taken reasonably
promptly under the circumstances. This Article I does not apply to discipline of the Department
Heads and Town Administrator EXCEPT AS SPECIFICALLY PROVIDED.

I-I. Nature of Disciplinary Actions and Procedures:

(e) Termination o r  Suspension o f  Town Administrator and Department Heads. A n y
termination of the Town Administrator ef-a-Department-Head is subject to a p p s -a

with SECTION 702(B) OF the Town Charter.

ARTICLE K. VOLUNTARY SEPARATION

K-I .  Resignation. An employee who terminates his or her employment voluntarily shall be
separated from employment in good standing, providing the employee gives a minimum of  two
weeks written notice to his or her immediate supervisor or Department Head, THE TOWN
ADMINISTRATOR IN THE CASE OF DEPARTMENT HEADS, or the d y e r  TOWN
COUNCIL in the case o f  the Town Administrator ef-DepaFtment-Heads. Under appropriate
circumstances, a shorter period of notice may be approved by the Town Administrator et-Meyer,
or a longer period of notice may be required where specified in an employment contract.

K-7. Exit Interview. Prior to separation from service, all employees may be requested to provide
an e x i t  interview i n  a  manner prescribed b y  the  To w n  Administrator, T H E  TO W N
ADMINISTRATOR IN THE CASE OF DEPARTMENT HEADS, or the Mayes TOWN
COUNCIL in the case o f  the Town Administrator er-Depaftmewt-Heads. Information from the
interview may be shared with the Town Council.

ARTICLE L. PROHIBITIONS AGAINST UNLAWFUL DISCRIMINATION AND
HARASSMENT

L-1. Coverage and Distribution of Policy.
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(a) Notwithstanding anything else in this Personnel Manual, this Article I  L applies to all
officers and employees of the Town including, but not limited to, full and part-time
employees, elected officials, employees covered or exempted from personnel rules or
regulations, and employees working under contract for the Town.

(b)The provisions of this Article I L shall be distributed to all persons who are subject to its
coverage. Each such person employee shall be required to acknowledge receipt of this
Article 1 L in writing. A copy of that acknowledgement shall be kept on permanent file in
the Town. Department Heads and supervisors shall also be responsible for ensuring that all
employees under their direction are familiar with this policy.

L-4. Complaint Procedure. Any employee who feels he/she is being subjected to unlawful
discrimination or harassment, or has knowledge of conduct of other employees or other persons
that may constitute unlawful discrimination or harassment, should immediately contact one of the
persons listed below with whom the employee feels the most comfortable. Complaints may be
made orally or in writing to:

(a) The employee's immediate supervisor or Department Head;

(b) Other supervisory personnel;

(c) The Town Administrator;

(cI) The Mayor where an employee alleges that a—DepaFtmeat--Head THE TOWN
ADMINISTRATOR has engaged in unlawful discrimination or harassment; or

(e) The VICE Chair of the Finanee-and-Gefter-al-Geyerriffielit-Gemmittee TOWN COUNCIL
where the Town Administrator alleges that the Mayor has engaged in  unlawful
discrimination or harassment towards the Administrator.

*  *  *

SECTION 2: AND BE IT FURTHER ENACTED that this Ordinance shall become
effective the later to occur of twenty (20) calendar days after its passage by the Council or the
date on which Ordinance 2020-0R-11 becomes effective, but if Ordinance 2020-0R-11 does not
become effective by August 31, 2020, this Ordinance shall stand repealed on that date with no
further action of the Town Council.

ATTEST: COUNCIL OF THE TOWN OF
RIVERDALE PARK

sstca E. Barnes, Town Clerk A l a n  K. Thompson, Mayor
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EXPLANATION:

CAPITALS INDICATE MATTER ADDED TO EXISTING LAW.
Strike-Out indicates matter deleted from the law.
*** indicate omission of existing text not modified by this Ordinance
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