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Dear Employee:

This Employee Handbook has been designed to serve as a reference for many
issues relating to your employment with the City of Waynesboro. It is not a

contract, nor is it an invitation to contract.

It is important for you to be familiar with the information in this Handbook. Please
review it carefully. If you need to refer to the Handbook in the future, remember
that the most recent version will be available on the City of Waynesboro website.

www.waynesboro.va.us In addition, your Human Resources office can provide

assistance with questions relating to your employment.

Please sign below to indicate that you have seen, read, understand, and
will comply with the policies and procedures outlines within this
Handbook. Please give the signed page to your Human Resource office.

This page will be kept in your Personnel file.

We hope you will enjoy a rewarding career with the City of Waynesboro

Signature:

Printed name:

Department: Date:

Revised 7/2008
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Employment of Family Members...........cccocoveiiiniinne.
Gifts, Gratuities or DISCOUNTS ........cccccverveiiereeresieseenieas
Severe Weather/Emergency Situations.............ccoceveeennene
Y0 ] [ Tod | = U1 o] o PSRRI
WOTK HOUPS ..o s
3.10 Working a Second Job

3.1
3.2

3.3
3.4
3.5
3.6
3.7
3.8
3.9

POLICIES

8.2
8.3

ACKNOWLEDGEMENT

[20) 411V (o I

Drug POICY ..ot
Environmental PoliCy ........ccccovvveiiiiiiiee e
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Sexual Harassment PoliCy .........ccccevveieiieincic e,
Sick Leave Bank POIICY .......ccoocvvieiiiiiiiincce e

SLB Membership- Withdrawal .............ccocoviii i,

SLB Request for HOUIS.........cccooeiiieiecieeecee e
Travel POIICY ..o
BaCKground .........cooviiiiiiii e
AULNOFIZALION ...
Travel AQVANCES .......cooeiiiiieiiee e
Local Mileage Reimbursement...........cccccvvvvevveveieesnennnn,
Meal ReimbUrsemMent ..........cocvviiieiienieee e
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Travel Policy (CONL.). ... e e e e e e el D
CItY VENICIE .
Personal VENICIE ..........ooiiiie e e s
REQISIIALION FEES......iiviiiieeieciece et reeaenneenns
CanCellation POLICY ......coiuiiiiiie e
NON-reimbursable EXPENSES ......ccviiiieieiierieeie et nns
ReIMBUISEMENT FOIM......iiiiiie i e

Workplace ViolenCe POlICY ... ..o e e e e 10
DETINITIONS. ...ttt ettt bbbt
ProhibIted ACHIONS ......eiiieiecie e e
PIOCRAUIES ...ttt bbbttt b ettt enes
Firearms and other Dangerous WeapONS ..........cccoovererienieneeie e see e
Workplace Violence Prevention Program .........ccccecvveeieenesieesesseseese e seennens
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Health INSUIANCE. .. ..o e e e e e e e e e

FIeX SPending ACCOUNT. .. ... ..t et et e e e e e e a e ens
Long Term Disability ... ......uouuieiie it it e e e e e e e
Group Life INSUrANCE. .. ...t e e e e e e e e e e e e e e
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HOIAAYS ..ottt re e
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11.3 Health Insurance for Retired City Employees..........ccovviiiiiiiiiiis e

ACCIUAL ..ottt b et

Requesting ANNUAL LEAVE ..........ccveiieie e
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12.2  Assigned Time Off WithOUL Pay..........ccceeeiiiiieiesie e
12.3 Bereavement Leave (Family).......ccooioiiiiiiiiie s
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Workman's Compensation ........ccccocevvenenieseenesienneens

14.1 Worker's Comp Policy
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Probationary Status.........ccceeveeninieneene e
COrrective ACLION ......ceviiiiieee e
Disciplinary ACLION .......cccooiiiiiiieeeee e,

Grievance ProCedures. ...

Terminating Employment ...,
VOIUNTAIY oo
REUIFEMENT......cviiieiei e
RESIGNALION ...
INVOIUNTAIY ..o
DISMISSAIS ...

Resignation and Retirement Benefits Administration
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14.4 What Employees Need to KNnow.........cccccoevvenenne

14.6 Required FOrmMS........ccovveiiiiiiienese e
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