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ORDINANCE

AN ORDINANCE TO PROVIDE RELATIVE TO MUNICIPAL ngHOM\gHZﬁ AND TO

PROVIDE FO

R RELATED MATTERS,

Be it ordained by the Board of Aldermen of the Town of Killian that this ordinance is fere by enacted
to read as follows:

Section 1. Employment General

handicap, veterap status, or any other nonmerit factor, be discriminated

against in any employment Practice.

Section 2. Job

Positions

A. The number and kind of positions shall be determined by the mayor and the
Board.

(2) Work week
(a) The regular work week for full-time employees shall be forty hours

From Monday through Friday, €xcept as otherwise determined and
Approved by the mayor and the board

(b) The work week is Saturday throy gh Friday for payroll, accounting

Leave, and overtime purposes.



Section 4. Compensation and Benefits

A. (1) Full-time employees shall be compensated according to the municipal pay
plan.
(2) Classification and pay changes affecting an employee shall become
effective at the beginning of each municipal fiscal year.

B. The municipality may make the following deductions from an employee’s pay
when specifically authorized in writing by the employees:
(1) Insurance premiums
(2) Hospital medical plan premiums
(3) Charitable contributions

C. Worker’s Compensation
(1) Employees shall be covered by worker’s compensation.
(2) When an employee is absent from work due to disabilities for which he is entitled to
worker’s compensation benefits, He:

(a) shall, to the extent of the amount accrued to his credit, be granted sick
leave not to exceed the amount necessary to receive total payments for
leave and worker’s compensation equal to his regular salary.

(b) May, to the extent of the amount accrued to his credit, be granted
annual leave or a combination of annual and sick leave not to exceed
the amount necessary to receive total payments for leave and _
worker’s compensation equal to his regular salary.

(c) May be granted leave without pay.

D. Insurance

(1) Through programs selected by the board, the municipality may offer
group hospitalization, accident, and major medical insurance coverage and life
insurance coverage for full-time employees. The employee and the municipality
shall each pay on-half of the premiums for such insurance.

(3) The municipality may make supplemental insurance programs available
to full-time employees. However, the employee shall pay all of the
premiums for such supplemental insurance.

E. Social Security

(DIt is the policy and purpose of the municipality to extend the provisions
of Sectionl Act 204, Regular Session of the Louisiana Legislature of 1952,
as amended, providing social security to eligible officers and employees
of the municipality. In Pursuance of this policy, and for such purpose, the officers
of the municipality shall be effective as of the effective date of this ordinance.

(2) The mayor may execute any necessary agreement to secure coverage of
eligible officers and employees as provided in (1).

(3) Withholdings form salaries or wages of officers and employees for the



purposes provided in (1) may be made in the amounts and at the time as

may be required by applicable state and federal laws and regulations and shall be
paid in the amounts and at the times as are designated by law and

regulations.

(4) Employer contributions and assessments for administrative expenses shall

be paid from amounts appropriated for such purposes to the sate agency
in accordance with applicable state and federal law or regulations.

F. Retirement
(1) The municipality may extend the provisions of Act No.788 of 1978

to provide membership in Plan B of the Municipal Employee’s
Retirement System of Louisiana for its eligible employees on the effective
date of this ordinance.

(2) Withholding from salaries or wages of eligible employees may be made in

the amount and at such times as may be required by the Board of Trustees
of the Municipal Employees’ Retirement System of Louisiana in
accordance with Act No. 788 of 1978, or any amendment thereof, and
such withholdings shall be transferred to the Board of Trustees of the
Municipal Employee’s Retirement System of Louisianan in such amounts
and at such times as are designated by state law and regulations.

(3) An “authorized agent” shall be appointed to act as the coordinator

Section 5. Leave

between the municipality and the Board of Trustees of the Municipal
Employees’ Retirement System of Louisiana. The agent shall be an employee
working on a permanent, regularly scheduled basis of at least

thirty-five hours per week or an elected official. The authorized agent shall
maintain necessary records and submit such reports as may be required by
applicable state law or regulations of the board of trustees.

A. Full-time employees shall be eligible for annual leave, sick leave, family and
medical leave, civil leave, funeral leave, military leave, education leave, maternity

leave,

and leave of absence without pay, as provided in this section.

B. Annual Leave. _
(1) “Annual leave” is leave with pay granted to a full-time employee for the -

purpose of rehabilitation, restoration, and maintenance of work efficiency, or
transaction of personal affairs.

(2) For the first five years of full-time employment, each employment shall be

credited with eighty hours of annual leave on his employment anniversary date.-
Each employee with between six and nine years of service as a full-time employee -
shall be credited with ninety-six hours of annual leave annually on his employment
anniversary date. Each employee with between ten or more years of service as a
full-time employee shall be credited with one hundred twenty hours of annual leave
annually on his employment date.



(3) Work day

(a) The regular work day for full-time employees, other than police

Personnel, is 7:30 a.m_ to 4:00p.m. with a one half hour lunch
period, and a one half hour to make daily deposits and pick up the
mail between 12:00p.m. and 1:00 p.m.
(b) Except as specifically required by the mayor, no employees shall begin
work prior to 7:30 a.m., work during the designated lunch period, or work after 4-00
p.m.

(c) Ifitis necessary for employees, other than police personnel, to work
beyond the regular work day, the mayor or authorized department
head may authorize or require overtime work.

(d) Ifitis necessary for police personnel to work beyond regular work
day, the chief of police may authorize or require overtime work.

(4) Overtime. An “overtime hour” is an hour worked by an employee,

department head and is an hour worked by a police department
employee at the direction of the chief of police:

(a) On the employee’s official holiday.

(b) In excess of the hours in a regular work day.

(c) In excess of the hours in a regular work week

(d) On a day which the employee’s department is closed by
direction of the mayor because of a natura] emergency.

S OoEwgmﬂoQ leave.

(2) Compensatory leave shall be earned at time and one-half rate for.
overtime work and for work required on an observed holiday.

(b) Consistent with the needs of the municipality, the appropriate
department head shall assure that each employee is allowed
compensatory leave for overtime worked.

(¢) To the extent practicable, an employee may take leave equal to all
Or any portion of accumulated compensatory leave, without
interruption of norma] pay, for the pay period within which taken
without charge against accumulated annug] or sick leave.
compensatory leave may be taken only with the advance approval
of the appropriate department head.

(d) Upon separation, each employee shall be paid the value of his

B. Holidays.
(1) Municipal holidays shall include the following days and any other day
determined by the mayor and the board of aldermen:
New years Day
Mardi Gras Day
Good Friday
Independence Day
Labor Day
Veteran’s Day



Thanksgiving Day
Christmas Day
ImsematienRey Mtmona) Dav,
General Election Day every two years :
(2) Working on a holiday at the direction or with the approval of the mayor or the
appropriate department head is a condition of employment.
(3) (a) Any holiday observed by the municipality which occurs
during an employee’s regular work hours shall be considered
as a work day during that week for purposes of calculating
the work week.

(b) If a holiday falls on a Saturday, the holiday will be taken on
Friday. If a holiday falls on a Sunday, the holiday will be taken on
Monday.

(c) If a holiday otherwise occurs on an employee’s regular day off, the

employee may take the day before or the day after, the holiday or accept a
later date in the calendar year.

(4) Holiday shall not be counted as annual leave. Employees will
receive full pay for such days.
(5) No employee is eligible for compensation on any holiday

when the employee is on leave without pay immediately
preceding and following the holiday.

Employees are not required to come to work or to remain at work during any
time when they are released from work by the mayor due to an emergency or
bad weather conditions. Employees will be compensated as if they were

working, except that any employee who elects to work during extra hours shall not receive extra
compensation.

Pay period. Employees shall be compensated on a bi-weekly basis. Checks - h? — )

shall be distributed after 4:00 p.m. on Friday following the Friday concluding OO
the bi-weekly period. >

Time accounting. (1) Time clocks or time sheets shall be provided for the
recording of employee time.

(2) Each employee must personally account for his own
time. Any employee who asks anyone else to sign or
log the employee in or out or who attempts to sign or
log in or out anyone other than himself may be
dismissed or other wise disciplined.

(3) Any employee who falsifies a time card or sheet may
be dismissed or otherwise disciplined.

¥



(3) An employee may not carry over or accumulate annual leave from one

employment date to another.

(4) Annual leave may be taken as earned by an employee with the approval
of the employee’s department head. However, annual leave is permissive
and may be denied by the employee’s department head or the mayor when
conditions are such that the ordinary work of the municipality could not be
performed adequately if annual leave were granted. Annual leave may not be taken
in less than four hour increments.

(5) (8)The mayor or authorized department head may require an employee,
other than a police officer, to take annual leave whenever in his
administrative judgment such action would be in the best interest of
the municipality. , ,

(b) The Chief of police may require police personnel to take annual leave
whenever in his administrative judgment such action would be in the
best interest of the municipality.

(6) No employee shall be granted any annual leave not credited to the
employee’s account at the time the absence occurs.

(7) Upon termination, all annual leave accrued by an employee for which he.

is not paid upon termination shall be canceled.

C. Sick Leave.

(1) “Sick leave” is leave with pay granted a full-time who is suffering with a disability
which prevents him from performing his usual duties and responsibilities or who
requires medical, dental, or optical consultation or treatment.

(2) After an employee’s first full-time employment anniversary date, sick leave may
also be used for immediate family. For the purpose, “immediate family” includes spouse,
child, grandchild, mother, father, grandparent, mother-in-law, father-in-law, brother and
sister.

(3) Sick leave with pay is not a right which an employee may demand but a privilege
granted by the municipality.

(4) Leave from work with pay may be charged as sick leave if the absence is due
to sickness, bodily injury, quarantine, required physical or dental examinations or
treatment, or exposure to a contagious disease when continued work might jeopardize the
health of others. All such absences except those resulting from intemperance or
immorality shall be charged against the sick leave credit of the employee.

(5) Sick leave credits accumulated by each employee as of effective date of this
ordinance shall be retained.

(6) Each full-time employee shall earn sick leave at the rate of eight hours for each
month worked. However, no employee may accumulate more than eighty hours of sick
leave per year nor accumulate more than two hundred forty hours of sick leave overall.

(7) The mayor shall determine when a doctor’s certificate is required and under what
conditions certificates are required. Department heads shall be responsible for the
application of this provision so that there will be no abuse of sick leave privileges.

(8) Employees who resign or retire or who are dismissed from employment shall not be paid
for any accrued sick leave and all such leave shall be canceled.



(9) (a) The-nayor or authorized department head may place an employee, other than
a police officer, on sick leave when the employee asserts the need to be absent
from the work place because of the employee’s illness or injury.

(b) The Chief of Police may place police personnel on sick leave when the
employee asserts the need to be absent from the work place because of
the employee’s illness or injury.

(10) No employee shall be granted any sick leave not credited to the employee’s

account at the time the absence occurs.

D. Family and Medical leave.
(1) Each eligible employee under the Federal Family and Medical Leave Act
of 1993 must substitute accumulated annual leave and sick leave for any part
or all of the weeks of leave to which the employee is entitled under that Act.
(2) An employee on family and medical leave shall report periodically during
the leave period on his leave status and intention to return to work.
(3) (a) An employee who has taken family and medical leave shall provide a
certificate signed by a doctor to support his claim for leave for his own serious
health condition or to care for a seriously ill child, spouse, or parent. Ifthe
leave is due to the employee’s own medical condition, the certificate must also
include a statement that the employee is unable to perform the functions of
his position. If the leave is to care for a seriously ill child, spouse, or parent, the
certificates must include an estimate of the amount of time the employee is needed to
care for the child, spouse, or parent.
(b) The municipality may require a second medical opinion and periodic
recertification at its own expense.
(4) If an employee takes such leave on an intermittent or on a reduced leave schedule
that reduces the employee’s usual number of hours worked per week or per work day, the
municipality may require the employee to transfer temporarily to an alternative position
which better accommodates the leave than the employee’s regular position, provided that
the position has equivalent pay and benefits.
(5) An employee who takes such leave to care for a newborn child or a child which has
been placed with the employee for adoption or foster care may not take leave
intermittently or on a reduced leave schedule unless the municipality and the
employee agree to such an arrangement.

E. Civil leave.
(1) An employee shall be given time off without loss of pay, annual leave, or sick
leave when:
(a) Performing jury duty.
(b) Summoned to appear as a witness before a court, grand jury or other public body or
commission, provided that for purposes of this provision a plaintiff or defendant
shall not be considered a witness. Nor does this provision apply to an employee
summoned witness as a result of employment other than municipal employment.
(¢) Performing emergency civilian duty in relation to National Defense.
(d) The mayor determines that he is prevented by an act of God from performing duty.
(e) The mayor determines that because of local conditions or celebrations it 18
impracticable for employees to work.
() The employee is ordered to report for pre-induction physical examination
incident to possible entry into the Military Forces of the United States.
(8) The employee is a member of the National Guard and is ordered to active



auty incident to local emergency, act of God, civil or criminal insurrection, civil or
criminal disobedience, or similar occurrences of an extraordinary and emergency
nature which threatens or affects the peace or property of the people.

F. Funeral leave.
An employee may be granted time off without loss of pay, annual leave, or sick
leave when the funeral or burial rites of a parent, step-parent, child, step-child, brother,
step-brother, sister, step-sister, spouse, mother-in-law, father-in-law, grandparent, or
grandchild; provided such time off shall not exceed tow days on any one occasion.

G. Military leave.

(1) An employee who is a member of a reserve component of the Armed Forces of the
United States is entitled to military leave with pay when placed on military active duty for
training bay order of an authority of the Armed Forces of the United State and when given
constructive credit for such training.

(2) The maximum military leave with pay for military active duty for training is ten
working days per calendar year.

(3) An employee may apply for but shall be required to take annual leave or
compensatory leave for military purposes. However, the employee shall be entitled to
leave without pay for a period of up to ninety consecutive calendar days:

(a) When ordered to military active duty.

(b) When placed on military active duty for training,

(c) When placed on military training duty and the maximum authorized military leave
with pay has been exhausted or is not authorized.

(4) (a) “Military active duty for training” means full-time paid duty in the active

military service, other than military active duty for training.
- (b) “Military active duty for training” means full-time paid duty in the active
military service for training purposes.

(c) “Military training duty” includes active and inactive duty for training such as
annual two-week summer encampments and cruises, weekly and weekend drill
or training meetings, attendance at service school for refresher training or the
upgrading of military skills, field exercises, and the like

H. Education leave.

A leave of absence at full or part pay may be granted by the mayor and board to permit a
full-time employee to take courses of study which will better equip the employee to
perform his duties for the municipality.

I. Maternity leave.

(1) Absence from work caused by pregnancy, childbirth or related medical conditions is
considered to be a temporary disability which prevents an employee from performing
the usual duties associated with employment. An employee may take up to six weeks
of sick leave for maternity reasons, unless a doctor certifies, in writing, that an
extended amount of time is needed due to medical causes.

(2) If accrued sick leave is exhausted, and additional leave is needed due to illness or
disability, compensatory leave or annual leave, or both, may be used, subject to the
approval of the appropriate department head.



J. Leave of absence without pay.

(1) “Leave of absence without pay” means time off from work without pay granted by
the mayor, or authorized department head, or imposed by the mayor or authorized
department head, for an unapproved absence.

(2) The mayor, or authorized department head, may extend leave of absence without

pay to any employee for a period not to exceed six months, provided that such leave
shall not prolong the period of his appointment.

Section 6. Filling Vacancies

A. (1) “Vacancy” as used in this section includes a new position and the filling of a
vacancy in an existing position.

(2) Vacancies shall be publicized in order that qualified person shall be encouraged
to apply and qualify.

(3) (a) A vacancy in a position listed in R>S> 337404 (3) shall be filled as
provided by law.

(b) A vacancy in any other position shall be filled from among qualified T
applicants. W,
(4) The appropriate department head, other than the chief of police, shall review .
the applicants, and if there are more than two qualified applicants, shall submit
two names for consideration to the mayor. In such instances, the mayor may

request the personnel committee to review the applicants and make
recommendations to the mayor,

B. (1) A personnel committee is established which shall consist of two members of the
Board appointed by the mayor who shall serve as chairman.
(2) The committee shall assure all employees that every effort will be made to see
that they are treated fairly, given the opportunity to advance when possible
and have the right to discuss work problems, salary, or any job related subject
with the mayor and board by going through proper channels.

C. (1) Applicants shall complete the application form provided by the municipality.

(2) The application form shall require the applicant to disclosed the conviction of
any crime.

(3) Any applicant falsifying any information on the application may be dropped

for consideration employment. Any employee who provided false information
on the application form may be dismissed or otherwise disciplined.

D. (1) In order to provide a shorter emergency response time, foster loyalty to the

Municipality, and to support the municipal tax base, full-time employees must
reside within the municipality.

(2) Appointment shall be based on merit and fitness. However, in filling a

position, an effort shall be made to promote qualified employees before
seeking other applicants.



E. Physical £xamination. N

Each applicant who has been offered employment shall, as a precondition to such
employment, take a physical examination.

F. Drug Test.

Each applicant who has been offered employment shall as a precondition to such
employment, take a drug test if requested by the mayor.

“Section 8. Probation

' A. Each appointment shall commence with a probationary period of six months. This
period allows the municipality to determine whether the employee’s performance
meets accepted municipal standards and the employee with an opportunity to
determine whether he is satisfied with the position.

B. During this probationary period, no classification or pay change shall occur
and employment can be terminated, by the municipality or by the employee,
without notice.

C. Successful completion of the probationary period does not require any

classification or pay change nor is it to be interpreted as a contract with
the employee for employment for any definite or specified term.

Section 9. Employee Development

A. Training needs and opportunities shall be identified to help employees achieve
performance goals. Based on needs indicated in the evaluation of employees, the
municipality shall provide in-service training to improve the job-related skills
of the employees. .

B. Attendance at workshops, conventions, seminars, short courses, or professional
meetings which will enhance the development of employees is encouraged.
The attendees may be asked to provide a written summary of their activities or to
conduct short courses or workshops for other employees when they return.

Applications must be made with the appropriate department head before attendance
is approved and leave can be granted for this purpose.

Section 10. Employee Standards of Conduct.

A. Accidents. Employees are to report the occurrence of any accident while at
work, however, minor, to the appropriate department head. Ifthe accident

happens after 5 p.m. or on weekends or holidays, the report must be made
on the next working day.
B. Alcohol.
(1) No employee or volunteer shall possess, distribute, dispense, sell, use
or ingest any alcoholic beverage during work hours or on municipal
premises or in the immediate premises or in the immediate premises wherever
municipal work is being conducted. “Possess: includes having an alcoholic
beverage in the employee’s immediate work area.
(2) No employee shall report to work under the influence of alcohol.



C. Appearance. Employees are to dress appropriately and be neat, clean, and
well groomed at all times while working. The work being performed by the employee will
be considered.

D. Attendance.

(1) Attendance is expected of all employees. However, when it is
necessary to be absent from work, an employee must inform his department head as
soon as possible of the absence, the reason for the absence, where he can be reached
during his absence, and when he will return to work.

(2) Employees are to report to work on time.

(3) Any employee absent from work for three consecutive days without notifying his
department head will be considered to having abandoned and voluntarily resigned
his position.

D. Drugs.

(1) Except for law enforcement purposes, no employee or volunteer shall
possess, use, or ingest any controlled substance or controlled dangerous
substance.

(2) No employee or volunteer, whether on-duty or off-duty, shall violate the
Uniformed Controlled Dangerous Substances Law.

(3) No employee shall report to work, and no volunteer shall report to serve, under the
influence of any controlled substance or any controlled dangerous substance.

(4) (a) An employee shall notify his department head, who shall then notify the mayor,
of any criminal drug statute convictions for a violation occurring in the municipal
workplace no later than five days after such conviction.

(b) If the municipality is subject of the federal Drug-Free Workplace Act of 1988
the mayor shall notify the appropriate federal agency of the conviction no later than
ten days after receiving notice as described in (3) (a) from the employee or
otherwise receiving actual notice of the conviction.

(c) Within thirty days after receiving notice of a conviction described in (3)(a) and
subject to R.S. 33:404 (A) (3), the mayor shall take on of the following actions of
the employee so convicted:

@ Take appropriate personnel action against the employee, up to and
including termination.

(IT)  Require the employee to participate satisfactorily in a drug abuse
assistance or rehabilitation program approved for such purpose by a
federal, state, or local health, law enforcement, or other mﬁ?ow:m:@
agency.

(5) As used in this section, “controlled substance” is any controlled substance in
Schedules I through V of section 202 of the Controlled Substances Act [21
U.S.C. 812]

(6) As used in this section, “controlled substance” is any controlled dangerous
substance in Schedules I through V of the Uniform Controlled Dangerous
Law [R.S. 40:964].

F. Misrepresentation. No employee shall purport to represent the municipality while
engaged in private business.

G. Municipal Property.

(1) (a) An employee shall exercise due care in his use of municipal property and
utilize such property only for authorized purposes.



«) Inventory accountability is conducted-cach J anuary and at other times
at the discretion of the mayor. To assure accurate and timely results,
employees shall assist the personnel responsible for the inventory check.
Forms containing the office furniture and equipment assigned to, used by,
or otherwise in the control or possession of each employee will be
distributed. Each employee is to review and revise the form as necessary
and then sign the form verifying the inventory on the form is assigned to,
used by, or otherwise in his control or possession. At each annual
inventory accountability, employees shall submit a copy of their updated
inventory listing. If any discrepancies occur and the furniture or
equipment is not located, the last employee verifying the item shall be
responsible for the missing item.
(¢) Unauthorized removal of municipal property from the premises or its
conversion to personal use prohibited.

(2) Municipal property is subject to inspection at any time and without prior
warning. “Municipal property” includes, but is not limited to, vehicles,
desks files, containers, and foot lockers. There shall be no expectation of
privacy by any employee or volunteer concerning any municipal property.
However, any inspection of any employee’s or volunteer’s locker shall be in

the presence of the employee or volunteer.

(3) Municipal property issued to an employee must be returned to the

municipality at the time he terminates employment or when it is requested

by his department head. The value of any property issued to an employee
and not returned may be deducted from an employee’s pay check.

/

H. Outside employment. The work of the municipality shall have precedence over
the other occupational interests of employees. All outside employment for
salary, wages or commission and all self-employment must be reported to the
mayor. Conflicting outside employment is prohibited.

I. Political activity. :

(1) Partisan political activity by an employee while at work, including publicly
or privately advocating or lobbing passage or defeat of any matter before the
municipality, is prohibited.

(2) No employee shall participate in any activity which would substantially
compromise the ability of the employee to discharge with neutrality, efficiency, and
integrity his duties and obligation to municipality. Such prohibited activities shall
include, but not be limited to, the following:

(a) Service as an officer of a political party: a member of a national, state, or
local committee of a political party: an officer or member of a committee of
a partisan political club: or being a candidate for any of these positions.

(b) Organizing or reorganizing a political party organization or political club.

(c) Becoming a candidate for elective public office.



J. Prescription meaicine. -

(1) Except for law enforcement purposes, no prescription medicine shall be brought
upon municipal premises by any person other than the person for who the medicine is
prescribed by a physician, and such medicine shall be used only in the manner.
combination and quantity prescribed.

(2) Any employee or volunteer required to take a prescriotion medicine shall notify his
department head of the type of medication prescribed and the purpose for the prescription
and may be required to provide written verification from the prescribing physician.

(3) No employee or volunteer shall operate a municipal motor vehicle or equipment
or carry a firearm while taking prescription medicine, unless the prescribing physician
advises the employee’s or volunteer’s department head in writing that the medication will
not impair his abilities.

(4) Any employee or volunteer required to take prescription medicine that may impair
his ability to operate a motor vehicle or equipment, carry a firearm, or to make
split-second decisions shall report this to his department head who shall alter the
employee’s or volunteer’s assignment without retribution to the employee or
volunteer.

K. Purchasing. An employee may initiate a request for goods or services through his
department head using the form provided by the municipality.

L. Sexual harassment.

(1) Sexual harassment of or by any employee is prohibited.

(2) Per Federal Equal Employment opportunity Commission guidelines, sexual harassment
means any unwelcome sexual advances, requests for sexual favors, and other verbal or
physical contact of a sexual nature when:

(a) Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment: or

(b) Submission to or rejection of such conduct by an individual is used as a basis for
employment decisions affecting such individual; or

(¢) Such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile or offensive
working environment.

(3) (a) Complaints of sexual harassment may be directed to the appropriate department
head, or in writing, to the mayor. A complainant is strongly encouraged to
consult initially with his department head to attempt informal resolution, but
failure to do so will in no way limit the right to utilize fully this grievance
procedure if resolution cannot be accomplished through the department head.
Complaints must be made within on year after occurrence of the alleged
prohibited conduct.

(b) All complaints of sexual harassment, and information and proceedings

relating thereto, shall be kept in strict confidence except as otherwise specified
herein.

(4) (a) The department head shall, in a timely manner, conduct an investigation of
the complaint, interviewing appropriate persons, examining relevant records and

consulting with and utilizing any appropriate employee.

(b) If the department head deems it appropriate, the complainant and the person
against whom the complaint is made may be brought together to attempt an
informal resolution. A

(¢) Both the complainant and the person against whom the complaint is made may



()

have counsel present at any interview or otherproceeding.
(a) Upon conclusion of the investigation, and within 180 days after the complaint
was brought, the department head shall make a written recommendation to the
mayor which shall be one of the following:
D A recommendation of a finding that no prohibited conduct had
occurred.
()  Arecommendation that material facts in dispute be resolved
conduction a formal hearing: or
(II) A recommendation of a finding that no facts are in conduct has
occurred.
(b) Copies of the department head’s written recommendation shall be provided to
the complainant and the party against whom the complaint was made.

(6) The mayor may, but need not, adopt the department head’s recommendation. The

mayor may adopt the department head’s recommendation of a finding that
prohibited conduct has occurred, and proceed under paragraph 9 of this
subsection. The mayor may adopt the department head’s recommendation of
finding of no cause, and issue a written determination dismissing the complaint.

(7) Upon adoption of the department head’s recommendation to conduct a formal

®)

hearing, or upon written request of a party accompanied by a showing of material
facts in dispute, the mayor shall conduct or cause to be conducted a formal hearing.
The hearing shall provide a fair opportunity for parties and witnesses to be heard,
shall be conducted so as to do substantial justice between the parties, and shall not
be bound by statutory provisions or rules of practice, procedure, pleadings, or
evidence. At the conclusion of the hearing, the mayor shall issue a written state-
ment of finding of facts and conclusions of law, including a determination as to
whether or not prohibited conduct has occurred.

The record maintained with respect to each compliant of sexual harassment shall
contain: The written complaint, if any; any written statement produced during the
investigation; the recommendation of the department head; if a formal hearing is
conducted, a record thereof in a form determined by the mayor; the mayor’s statement of
findings of fact and conclusions of law; and the mayor’s written determination. Such
record shall be available to either party or the designee thereof.

(9) Remedies. If the mayor determines that prohibited conduct has occurred, the mayor

(10)
(11)

shall order one or more of the following remedies:
(a) An apology by the offender.
(b) Direct the offender to stop the offensive behavior.
(c) Require the offender undergo counseling or training.
(d) Oral censure of the offender.
(e) Written censure of the offender, to be included in the offender’s personnel file.
() Transfer, suspension, with or without pay, or discharge of the offender, or any other
action which may be appropriate under the circumstances.
If any party is not satisfied with the outcome of the grievance procedure,
appeal may be taken directly to the mayor.
State and federal law provide administrative and judicial remedies which may
be pursed by filing a complaint with the Louisiana Commission on Human
Rights and the Federal Equal Employment Opportunity Commission. A civil
action may be filed in district court. However, it is recommended, but not
legally required, that the complaint first use the grievance procedure established
herein.



(12)  No employee shall be subject to retaliation in any form as a result of bringing
a complaint or testifying or assisting in a grievance brought pursuant to this
procedure. A complaint of such retaliation should be directed to the appropriate
department head or in writing to the mayor.

(13)  No employee or volunteer shall make an intentionally false complaint.

M. Solicitation. Solicitation by and of employees on municipal premises is prohibited.
However, solicitation for gifts for municipal employees (resignation, retirements,
weddings, birth, etc.) are permitted,

N. Except as otherwise specifically provided, a violation of this section shall be
grounds for disciplinary action, including dismissal.

Section 11. Drug and Alcohol Testing.

A. The municipality desires to maintain a safe, healthy, productive, and efficient
environment and workplace for its employees and volunteers and the public
they serve. The municipality acknowledges that substance abuse increases the
potential for accidents, absenteeism, substandard performance, poor employee
morale, and damage to the municipality’s reputation. Therefore, the
municipality adopts a policy against substance abuse a, and may place in effect
a testing program for applicants, employees, and volunteers, as outlined in this
section.

B. Asused in this section, the following terms have the following meaning;

(1) “Applicant” means a person (a) seeking full-time employment with the
municipality or s(b) seeking to perform volunteer service to the municipality
which involves operating a municipal motor vehicle or equipment or
carrying a weapon.

(2) “Applicant authority” means the municipal officer or the municipal body
which as the authority to appoint or employ the employee or volunteer,

(3) “Controlled substance” means 2 controlled substance as defined in 21
U.S.C. 812 in Schedules I and V.

(4) “Controlled dangerous substance” means a drug or other substance or
immediate precursor liste in R.SS. 40:964 in Schedules I through V.

(5) “Drug means and includes controlled substances, controlled dangerous
substance and alcohol.

(6) “Employee means a person employed on a full-time basis by the
municipality.

(7) “Physician” means a physician licensed to practice medicine in this state.

(8) “Volunteer” means a person who provides volunteer service to the
municipality by operating a municipal motor vehicle or equipment or by
carrying a firearm.,

This section applies to all employees, volunteers, and applicants.

(1) (2) The mayor shall establish a drug-free awareness program to inform

employees and volunteers about:

(1) The dangers of drug abuse in the workplace,

(2) The municipal policy of maintaining a drug free workplace.

(3) Any available drug counseling, rehabilitation, and employee
assistance programs,

S¥e



(4) The penalties that may be imposed upon employees for drug abuse
violations occurring in the workplace.
(b) The mayor shall implement and maintain the policy set forth in this
section.
(2) Any employee or volunteer who has reasonable suspicion to believe

that another employee or volunteer is either:

(a) involved in the manufacture, possession, distribution,

dispensing , sale, or use of a controlled substance or
controlled dangerous substance or

(b) abusing the legal use of prescription or nonprescription

medicine shall notify his department head who shall advise
the mayor. .
(3) The policy and procedures set forth in and under this section shall
conform with applicable law.
(4) (2) (D) On and after ninety days after this Ordinance becomes

effective, each applicant shall submit to a drug-screening

urinalysis as a part of this pre-employment or pre-qualification

medical exam.

(II) In addition, each applicant shall complete a medical questionnaire

providing a complete list of all prescription and

nonprescription medicines being taken at the time. The

questionnaire shall be kept in the mayor’s office and shall

remain confidential,

(IIT) Any applicant found to test positively for a particular controlled

substance or controlled dangerous substance, unless caused bya

medicine for which a valid prescription was given by a physician and
which was made known to the municipality prior to testing, shall be

rejected and may not re-apply for employment or volunteer service for 2

period of one year from the date of notification of the results.

(IV) Any applicant refusing to submit to drug testing during pre-

: employment or pre-qualification shall be rejected. -

(b) Prior to thirty days after this Ordinance becomes effective, each
employee and volunteers shall complete a medical questionnaire
providing a complete list of all prescription and nonprescription
medicines being taken at the time. As medicines change, the employee
or volunteer shall update his questionnaire. The questionnaire shall be
kept in the mayor’s office and shall remain confidential.

(c) On and after ninety days after this Ordinance becomes effective,

each employee and volunteer shall submit to tests for any drug as

announced by the mayor for any drug as announced by the

mayor for the following purpose:

(D Investigation of possible individual employee or volunteer
impairment of each employee or volunteer returning from
drug/alcoholic rehabilitation or medical care and at any tine there is
reasonable suspicion that an employee or volunteer is under the
influence of a drug during work or service hours. “Reasonable
suspicion” means an articulable belief based u pon specific facts and
reasonable inferences drawn from those facts that any employee or
volunteer is under the influence of a drug. Circumstances which
constitute for determining “reasonable suspicion” may include, but



are not limited to direct obsérvation of drug use; a pattern of erratic or
abnormal behavior and mood changes; information provided by a
reliable and credible source; an accident; presence of physical
symptoms of drug use, such as slurred speech, glassy eyes, and poor
coordination or reflexes; decreased productivity; unusual absenteeism
or tardiness; or frequent or prolonged absence from the work area.
The department head shall submit to the mayor a written report stating
the facts and circumstances upon which the recommended testing is
based, and the mayor or his designated representative shall make the
final decision as to whether the test will be conducted.

(ID) Investigation of accidents or incidents involving an employee, a

volunteer, or municipal property or incidents of workplace theft.

(III) Maintenance of safety for employees, volunteers, or the general

public.

(IV) Maintenance of productivity, quality of products or services, or

security of property or information.

(V) Monitoring to assure compliance with the terms of a rehabilitation

program.

(VI) Random testing of employees who occupy safety-sensitive or

security-sensitive positions,

(d) Tests may be conducted without prior notice.

(e) Any employee or volunteer who refuses to submit to a required drug test
shall be relieved from duty or service and be subject to discipline, including
dismissal.

E. (1) All drug testing, except as otherwise specifically provided in this section, shall
be conducted at medical facilities or laboratories selected by the municipality.
To be eligible as a site, a medical facility or laboratory must submit in writing a
description of the procedures that will be used to collect, maintain, and test
samples and be experienced and capable of quality control, documentation, and  chain
of custody techniques.
(2) All sample collection and testing shall be performed as follows:

(a) The employee, volunteer, or applicant may be required to go to the
facility where the laboratory is located to submit to testing.

(b) Each employee, volunteer, and applicant shall be positively
identified by picture identification prior to obtaining a samiple.

(c) A form shall be completed prior to the test that will serve to establish
current medicines being taken, whether prescription or
nonprescription, and any other information which the employee or
volunteer considers relevant to the test.

(d) The area where a sample is collected shall be reasonability free from
any foreign substance.

(e) Specimen collection shall be witnessed without violating the
employee’s, volunteer, or applicant.

(®) The specimen taken shall be sealed, labeled, and checked against the
identity of the employee, volunteer, or applicant. Such sample shall
be properly collected, secured, stored, handled, and transported
following appropriate rules of evidence and chain of custody and so
as to reasonable prelude the probability of sample contamination or
adulteration.



(8) Any employee testing will ve done on the municipality’s time and
the employee required to test while off duty shall be compensated for
the time.

(3) (a)The testing methods used shall be capable of identifying marijuana,
cocaine, barbiturates, amphetamines, benzediazepines, opiates,
methadone, propoxyphenes, and PCP. Personnel utilized for testing shall
be qualified and trained to conduct urinalyses.

(b) The test shall consist of a tow-step procedure:

ey initial screening; and
(II)  confirmation by gas chromatography/mass
spectroscopy.

(c) An initial screening that proves to be posttive shall be reported, not as a
positive test, but as a confirmation pending.

(d) The time frame between a confirmation pending or confirmation
positive confirmation shall not exceed forty-eight hours.

(e) Notification of the confirmation pending or confirmation positive shall
be reported initially to the mayor.

(©) Any sample, which proves to be positive upon confirmation, shall be
retained for a period of at least twelve months to allow the employee,
volunteer, or applicant adequate time for further testing in case of
dispute.

(8) An employee or volunteer who is found to be drug-free shall be

notified in writing and may, if he chooses, have a copy of the

notification placed in his personnel file.

F. Ifthe municipality has reasonable suspicion to believe that any employee or
volunteer is under the influence of alcohol doing work or service hours, the employee
or volunteer shall submit to a breath test using the procedure established by the State
Department of Public Safety and Corrections. Test results shall be made known to
the municipality’s designated agent upon completion of the test. If the results are
positive (i.e. 0.01% or more), the employee or volunteer shall be subject to
disciplinary action. Each employee and volunteer found to be alcohol-free shall
be notified in writing and may, if he so chooses, have a copy of the notification
placed in his personnel file.

G. The mayor shall provide a copy of this section to each applicant.

H. Priorto a drug test being administered, the employee, volunteer, or applicant
shall be requested to sign a consent form authorizing the test and permitting
the release of the result to the municipality or its authorized agents, and
containing an acknowledgment of notification of the testing policy.

I. If an individual being tested tampers with the testing procedure or attempts to
falsify a specimen or invalidate the chain-of custody, he shall be immediately
disallowed from continuing testing and treated as if positive test result had been
obtained.



J. () SoEﬁm: of this section shall be grounds for discipline, including dismissal.

(2) An unexplained positive test result shall be grounds for action by the
mayor. This action may require the employee or volunteer to submit
to a mandatory substance abuse program, psychological counseling,
or medical treatment, all at the employee’s or volunteer’s expense.

(3) Each case shall be dealt with on an individual basis with all facts and
circumstances being taken into consideration.

(4) Discipline, including dismissal, may result from cases of illegal use of
non-prescribed controlled substance or controlled dangerous substance
or abuse of prescription medicine,

(5) Any employee with a positive alcohol test result for the first time shall be
subject to suspension without pay for a period of five days. A second
positive test shall result in dismissal.

K. Confidentiality of information; exceptions. Except for proceedings wherein
the results are relevant or ordered produced by a court, all information,
interviews, reports, statements, memoranda, and test results received by the municipality in
-its drug testing program shall remain confidential to the municipality, authorized agents
or representatives of the municipality, the tested employee, volunteer, or applicant, or
those authorized by the employee, volunteer, or applicant to receive such information

Section 12. Employee Discipline

A. (1) Subject to R.S. 33:404 (a) (3), the mayor may reprimand, verbally or in
writing; suspend with or without pay; demote; dismiss; or deny a salary

increase to an employee for any of the following:

(a) Behavior that interferes with the efficient performance of duties by
other employees or that is detrimental to the municipality.

(b) Performance which falls below the municipality’s standard.

(¢) Failure to abide by any requirement of this Ordinance or any rule or
policy of the municipality.

(d) Other good cause.

(2) For any cause set forth in (1), an employee’s department head may reprimand
him, verbally or in writing. In addition, for any cause set forth in (1), an
employee’s department head may recommend to the mayor that the employee
be suspended with or without pay, demoted, dismissed, or denied a salary
Increase.

(3) Before any disciplinary action referred to in Paragraph (1) is taken, each r
reason for the action must be compiled in a written statement. The mayor or
the employee’s department head shall present a copy of the statement to the
employee or mail a copy of it to the employee at his last known address. At
the request of the employee, the mayor may conduct an informal meeting
concerning each reason for the disciplinary action. The informal meeting may
may be attended by the mayor, the employee’s department head, the employee,
and any other person who has direct knowledge of any reason and whom the
mayor has asked to attend.

(4) When a disciplinary action referred to in (1) is taken, the written statement concerning
each reason for the action, any written statement the employee submits in connection



witk._.y reason for the action and a notation auscribing the action taken shall be
be made a part of the employee’s personnel file.

(5) Subject to R.S. 33:404 (A)(3), the mayor may dismiss an employee and
terminate his employment immediately. If the employee is not available,
written notice shall be sent to the employee’s last known address.

B. During the investigation, hearing, or trial of an employee on any criminal
charge, or during the course of any civil action involving an employee, when
suspension would be in the best interest of the municipality, the mayor may
suspend the employee without pay for the duration of the proceedings as a non-
disciplinary measure., Back pay shall not ordinarily be recoverable; but where the
suspension is terminated by full reinstatement of the employee, the mayor may

authorize full recovery of pay and benefits for the entire or for any lesser period
of the suspension.

C. An employee whose performance is unsatisfactory shall be notified how his
work is deficient and what he must do if this work is to be satisfactory. If the
employee’s work continues to be below standard, the mayor shall demote or
dismiss the employee subject to R.S. 33:404 (A)(3).

Section 14. Termination From Service

A. (1) An employee, other than a department head or employee of the police department, can
be dismissed only after approval of the mayor.
(2) A department head can be dismissed only upon recommendation by the mayor and
approval by the board of aldermen.
(3) An employee of the police department can be dismissed only upon recommendation of
the chief of police and approval by the mayor and the board of aldermen.

w.Hb%owsw::g Ecswo%m:kﬁwscﬂSmimmﬂo employees through no fault of the employees,
the following system will be used: :

(1)The employee having the least seniority in the respective department will be laid off
first, providing that in the opinion of the department head, that all employees not laid of
due to higher seniority are qualified to perform any job that is asked of them If such
employee cannot perform such job he will be laid off in lieu of 4 lower ranking
seniority employee who can perform any job duties that is asked of him.
(2) A two-week severance notice shall be sent to all prospective lay-off
employees.

(3) Each laid-off employee shall, upon reapplying to the municipality, be
considered for reemployment.

C. When an employee resigns, he shall submit 3 letter of resignation to his department head
two weeks prior to the date of resignation.

Section 15. Grievance Procedure

A. Any full time cmployee, other than a probationary employee, may make a
complaint about or appeal any decision relation to the circumstances of his
employment except:

(1) A salary recommendation unless an employee can demonstrate both that



the  .as been a significant departure from esiuolished office procedures and such
departure significantly affected the managerial decision.

(2) A promotional decision, except where an employee can demonstrate that
that established promotional polices or procedures were either not followed or
were unfairly applied.

(3) Work activity accepted by the employee as a condition of employment.

(4) Work activity which reasonably may be expected to be part of the
employee’s regular job position.

(5) The specific contents (rather than an interpretation of the contents) of any
municipal employee, personnel, ordinance, policy, guideline, or regulation.

(6) The methods, means, and personnel by which managerial and department
head employees choose to carry out the responsibilities properly assigned

to the division or office,

B. Any question concerning whether a specific complaint or appeal of a decision
may be made is within the sole discretion of the mayor.

C. (1) The employee shall first discuss the matter directly with his department
head. If, after such discussion, the employee desires to pursue the matter, he
shall state the complaint or appeal, in writing. The employee’s department
head shall meet with and provide a written response to the employee and a
copy to the mayor within a reasonable time.
(2) If the employee desires to appeal the decision of his department head, he may
do so in writing to the mayor within five work days after recetving the written
response of the department head at (or prior to) the meeting, the employee may
submit written documentation and testimony. Oral testimony shall be provided
only by the employee and his department head. The mayor shall provide the
employee with his written decision concerning the appeal within a reasonable time
after the meeting. The decision of the mayor shall be final.
D. If the employee’s department head fails to exercise the responsibilities assigned
in this procedure within a reasonable time, without demonstrating good reason to
the employee, the employee may appeal to the mayor as provided in (c)(2).

E. Tf, after having begun this procedure, the employee fails to exercise his
responsibilities under any step within the specified time frames and without
demonstrating reasonable cause for his failure to do so, the complaint or
appeal shall be permanently terminated.

F. At any stage of this procedure, the most recent decision that has been rendered
on the complaint or appeal shall remain in full force until such time as that
decision has been upheld, reversed, or modified.

Section 16. Travel: Expense Reimbursement

A. Reimbursable traveling expenses are limited to expenses necessarily incurred
in the performance of a municipal purpose subject to the restriction in this section.



B. No claim for reimbursement shall be made for any lodging and/or meals
furnished at no cost to the employee. No mileage or transportation expense will be allowed
an employee when gratuitously transported by another person.

C. All Employee travel must be approved in advance by the mayor on recommendation

of the appropriate department head.

D. (1) Employee travel requests are to be submitted on forms provided by the
municipality. The requesting employee must complete and sign the form and
forward the same to his department head.

(2) Employee requests for approved travel that have been recommended by
the appropriate department head must be submitted to the mayor at least

five days prior to the travel date.

(3) Approval of travel will be based on whether it relates to a specific subject
area that currently or is anticipated to be mayor issues in the municipality, is
consistent with employee’s development or training, or is useful for the
development of the municipality’s personnel.

E. Alllodging and commercial travel for approved travel must be arranged
through the mayor’s office.

F. Travel advances are prohibited except for overnight travel.

G. Reimbursement for expenses incurred during approved employee travel

shall be in accordance with the following:

(1) () Common carrier must be used for out-of-state travel unless it is
utilization of another method of travel is more cost-efficient or practical.
Commercial air travel will not be reimbursed in excess of coach/economy
class rates, unless, space is not available in less than first or business class air
accommodations in time to carry out the purpose of the travel in which case the
employee will secure a certification from the airline indication this fact
(b) Employees, while on travel on municipal business, shall be allowed ten dollars
per meal according to the following schedule:

Breakfast - when travel begins at/or before 6:00 a.m. on the first day of
travel, or extends beyond 9:00 a.m. on the last day of travel, and for any
intervening days.

Lunch - No reimbursement will be made for lunch for travel except
when travel extends over at least one night or if traveler is eligible for
both the breakfast and dinner meals. If travel extends overnight, lunch
may be reimbursed for those days when travel begins at/or before 10:00

a.m. on the first day of travel, or extends beyond 2:00 p.m. on the last day
of travel, and for any intervening days.

(2) Only the following expenses incidental to trave] shall be reimbursed:
(a) Communication expense relative to official municipal business.
[(Receipts required for over $3.00)]
(b) Extraordinary expenses with prior approval from the mayor.



(c) Registration fees at conferences.
" (d) Charges for storage and handling of equipment.
(e) Cost of public ground transportation such as buses and taxis
is reimbursable when the expenses are incurred as part of approved
travel. For each transaction over $15.00, a receipt 1s required.

(3) Request for reimbursement are to be submitted on forms provided by
the municipality. The requesting employee must sign the completed form
and forward the same, along with necessary support date, to his department
head who shall review and make a recommendation concerning the
request and forward the same to the mayor for approval.

Section 17. The mayor shall provide each employee and volunteer with a copy of this
Ordinance.

Section 2. This Ordinance shall become effective on N.t& . A N 66 3.

Said Ordinance having been introduced on _Ma. b . 20a3 by Alderman
Moo, By ) Eg\% ha , notice of public r%m.amm having been published on,
mmammvc_u:o hearing having been held, the title having been read and the Ordinance considered,
on motion by Alderman " Vg, .0 Mssndmax
seconded by Alderman VAN?\E 4 Ca » o
to adopt the Ordinance, a record vote was taken and the following result was had:

Yeas: 7
Nays: o
Absent: 3_

Whereupon, the presiding officer declared the above Ordinance duly adopted on

Fvao 24 2003




Amendment to Employee Policy Ordinance # 140 A

An ordinance for Part-Time Employment for the Town of Killian, Livingston Parish, State of Louisiana be it

ordained by the Board of Alderman of the Town of Killian that this ordinance is hereby acted on to read as follows:

Sec 1. Employment General for Part-Time

A. Employment is for a specified term and not intended to be an employment contract
B=Ne-person-shall, on the Basis of Race, Religion, Sex, Age, National Origin, Im:a_omu. Veteran Status

be discriminated against Part Time Employment

Sec 2. Qualification of Part-Time Employment and Regulations

A. The Part-Time employee must have experience, skills, and ability to perform the task hired
B. Part-Time employee is to be hired for specific job only
ln\m/,_.:mv\ are to be hired by the Municipal Clerk or D,m_umnama Head of the Town of Killian — They are to
g then be approved by the Mayor and Board of Alderman for the hiring purpose — this can be done
verbally or through email to gain approval.
D. Minimum wage will be paid based on the Federal/State minimum wage at the time
m/ No overtime is to be paid unless an emergency is declared by the Mayor and the Board of Alderman
_u Maximum of NQ Hrs. per week,with +00-Hrsmaximun-for-thesrewtTfor Part-Time job unless
' otherwise mnn8<ma c< the Mayor and Board of Alderman.
Jowss.
Council roll called and vote unanimous.
The foregoing amendment was read and approved on January 13, 2009.

Kathleen Abels, Mayor

ATTEST

Omz&: Maloney, Clerk




THE VILLAGE OF _.LLIAN HAS INTRODUCED THEF _OWING ORDINANCE FOR \
ITS ADOPTION:

AN ORDINANCE TO PROVIDE FAMILY HEALTH INSURANCE TO FULL TIME
EMPLOYEES.

“The following ordinance was introduced by Steve Yarborough.

Be it ordained by the Board of Alderman of the Village of Killian that all full time
employees shall receive family health benefits of 80% of the premiums.

The above and forgoing ordinance having been read in full, was thereupon submutted to a
vote and the vote thereon was as follows:

Genie Fallon: YES
John Henry: YES
Steve Yarborough:  YES

Whereupon, this ordinance was declared adopted on the 4™ day of April, 2001.

A A —

Gillis Windham, Mayor

\u\m\,,\,\/%&x\@&. K U!QQMV

(u/~ \Ue_.o\ - &ﬁann\m\cﬁm\ ..va.\iﬂin‘

AL oth—
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TOWN OF KILLIAN

AYOR Livingston Parish, Louisiana : ALDERMAN
Gillis Windham Post Office Box 546 Peter Bock
" Springfield, La. 70462 VincentDeliberto
Telephone: 225-695-6785 Jerry Barnum
Fax: 225-695-3365 Craig McGehee
killiantownhall@eatel.net Paul Canik -
June 4, 2013

The Town of Killian is writing in the response of the follow maters containing Management’s Corrective
Action Plan for Current Year Agreed Upon Procedure Findings for the Year Ended June 30, 2012:

Financial Management

FM -~ 1 Accrual Basis
We abide by:
The Towns Clerk will provide accurate financial statements to the board of alderman.

FM — 2 Plan for Town's Deficit Spending
We abide by:

Whenever revenue short-falls or expense overruns occur, we recognize that it can lead to a short term
or long term deficit.

We correct our financial position by performing an overview of the financial efficiency of all
operations and target those areas that are variable expenses or revenue sources.

Then necessary adjustments are made to increase revenue and decrease expenses.

If measures that are more drastic are required, we reduce services to the town by reducing work force
as well as liquidate movable assets.

FM — 3 Policies and Procedures for the Financial/Business Functions
We abide by:
Lawrason Act Ch. 2, subparts F, G, and H
Louisiana Municipal Association Handbook Ch. 7 which covers municipal government budgeting, in
debtless, audit requirements and fiscal agents and Ch 18 municipal accounting, fiscal accounting and
reporting.




Travel and expense that is outside of the normal daily operation must first be approved by the Mayor
and the Thresholds for the expense reimbursement will be dictated by the Mayor and kept in line with
norm for the area where the expense will occur.

sntracts

C -1 Policies and Procedures for Contracts /Contracting

We abide by:
Lawrason Act, section 404- the duties of a mayor.

Louisiana Municipal Association handbook page 21- Appropriations

All contracts/contracting is approved by the mayor in conjunction with a majority vote of the Board of
Aldermen.

Payroll and Personnel

PP- 1, 3, 4 Policies and Procedures for payroll
We abide by:
Ordinance #140

Louisiana Municipal Association Handbook
Ch. 15 on Personnel Policy
Ch. 16 Employment provisions in Federal and State Laws

All payroll records are reviewed by Appropriate Department Head for approval, Then by Town Clerk

- correctness and then reviewed by the Mayor who substantiates that proper reviews wire performed
oefore he approves the payment with evidence of his signature or initial on pay voucher.

Should there be any further request, please contact Rami Harkcom at (225) 695-6785 with the Town of
Killian.
Sincerely,
\ § ,
%1 \\%&(

Gillis Windham, Mayor




TOWN OF KILLIAN
CREDIT CARDS POLICY

Credit card accounts require Town of Killian Council approval and are only for the official business of the
municipality.

There are generally two types of credit card accounts: (1) general (e.g., VISA, MasterCard, etc.) and (2)
stores (e.g., Wal-Mart, etc.)

Credit cards must be placed under strict control and be available for use in limited cases as set forth by
the Town Council. Credit cards are not to be used for routine or recurring purchases or purchases that
are subject to the requirements of the Louisiana Public Bid Law.

Applying for a Credit Card

o The card must be issued in the municipality’s name using the municipality’s tax identification
number

~

o The credit card must not allow cash advances.
Security

. The municipal clerk is to maintain a listing of all credit cards, including the card numbers, and
the telephone numbers of the credit card companies.

o The clerk is responsible for securing credit cards under lock.

] Employees must immediately notify the clerkifa credit card is missing (lost or stolen). The clerk
is responsible for notifying the mayor and immediately canceling the card. Ifacardis stolen, the
mayor or clerk is to notify law enforcement.

Issuance

o The issuance of a credit card must be authorized by the Town Council or the mayor and be.
documented in writing using the Annual Credit Card Agreement form and the Credit Card
Issuance Log.

o The clerk is to maintain a written log for each credit card to account for the “check-out” and
return of credit cards. The log will contain the (1) business purpose for using the card ; (2) the
purchase order number; (3) the department head’s or the mayor’s signature approving the
issuance of the card; (4) dates and times of issue and return; and (5) signatures of both the clerk
and the employee upon issuance and return of the card. _



Usage

Any personal use or unauthorized use of a credit card may result reduction of pay to cover
unauthorized expenditure or immediate termination of employment.

All purchases must be approved in accordance with the municipality’s purchasing policies and
procedures prior to the transaction. The approved purchase order is to be submitted to the clerk

The following purchases are not allowed:

* Cash advances on credit cards

* Alcoholic beverages

* Tobacco products

* Prescriptions and drugs

* Capital equipment and upgrades over $1,000

Purchases made by credit card must not circumvent the municipality’s purchasing
policies/procedures or the Louisiana Public Bid Law (e.g., splitting purchases).

Employees are responsible for obtaining receipts/documentation as proof of purchase and for
documenting the business purpose on the receipts. Receipts for any meals and entertainment
expenditures also must contain documentation of the names of all persons participating and the
business discussed.

The card and the receipts/documentation are to be returned to the clerk upon completion of
the transaction.

An employee is responsible for all use of the credit card until it is returned to the clerk.

The mayor is responsible for notifying the district attorney and the Legislative Auditor of any
misappropriation of funds or assets of the municipality.

Recordkeeping

The clerk is responsible for reviewing the receipts and documentation for propriety

(authorization to purchase, documentation of business purpose, etc.) upon the return of the
card.

At the end of each month, the clerk is to compare the card issuance log, purchase
documentation, and purchase orders to the monthly card statement. During this review, the
clerk is to ensure that: (1) all card purchases were documented on the issuance log (checking for
card usage approval); (2) all purchases are supported by documentation (checking for
inappropriate purchases and completeness of purchase documentation); and (3) all purchases

were supported by an approved purchase order (checking for proper approval for the
purchases).



o Any purchase/charge without appropriate supporting documentation requires a detailed
explanation and description and the written approval of the mayor.

o The clerk is to attach the receipts and documentation to the monthly statement and submit to
the mayor for review and approval (in writing) before payment is made.

Yeas: O
Nays: —

Absent: |

CERTIFICATE

This is to certify that the above is a true and correct copy of a Credit Card Policy adopted on the
12t day of January 2016, by the board of Aldermen of the Town of Killian, Louisiana at a meeting held at
the Town Hall, Killian, Louisiana, on said date, at which meeting a quorum was present and voted
unanimous.

n_mzr Rami Harkcom



