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ARTICLE A - General Policy

Section 4.1 Appointment, suspension, and dismissal

(a)(1) Vacancies to be filled in the municipal seevshall be publicized in order that
qualified persons shall be encouraged to applygaadify for municipal employment.

(2) A vacancy in position listed in R.S. 33:404¢8gll be filled as provided by law.

(3) A vacancy in any other position shall be filledm among qualified applicants for the
position.

(4) The appropriate department head, other thantied of police, shall review the
applicants, and if there are more than two qualiéipplicants, shall submit two names for
consideration to the mayor. In such instancesirthgor may request the personnel committee to
review the applicants and make recommendationsetonayor. (Ordinance No. 9 of 1994)

(b) Employees shall be appointed pursuant toF404(A)(3). Appointments to positions
shall be made on the basis of merit and fitneadilling vacancies, an effort should be made to
promote qualified employees before seeking an deit®placement. (Ordinance No. 4 of 1986)

(c)(1) All appointments to positions in the seeviof the municipality shall be for a
probationary period of three months. During thabationary period, a salary increase shall not be
granted. Further, completion of the probationgekshall not require any increase in salary. This
Ordinance shall become effective on August 1st7180rdinance No. 2 of 1998]

(2) The municipality shall provide and each newptayee shall undergo an orientation
period consisting of reviewing the municipalityasrgonnel policies, safety rules and regulations,
employee benefits, job duties, and pertinent ruksgp lations, ordinances, and laws.

(3) Each prospective employee to fill a positionakhwill require twenty or more hours of
work per week shall take and pass a drug test fwiemployment. (Ordinance No. 9 of 1994)

(d)(1) During the investigation, hearing, or trdlan employee on any criminal charge, or

during the course of any civil action involving @amployee, when suspension would be in the best
interest of the municipality, the mayor may suspiredemployee without pay for the duration of the
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proceedings as a nondisciplinary measure. Backlpalynot ordinarily be recoverable; but where
the suspension is terminated by full reinstatenoétihe employee, the mayor may authorize full
recovery of pay and benefits for the entire ooy lesser period of the suspension. (Ordinance No
4 of 1986; Ordinance No. 5 of 2002)

(e)(1) An employee whose performance is unsatisfgshall be notified how his work is
deficient and what he must do if his work is tashéisfactory. If the employee's work continuesdo b
below standard, the mayor shall demote or disrhisemployee pursuant to R.S. 44:404(A)(3).

(2) The performance of each employee, incluthied?olice Department, shall be evaluated
between April first and May first annually. Depagnm heads, other than chief of police, shall be
evaluated by the mayor. Every other employee bealaluated by his/her department head. Police
Department employee shall be evaluated by the @@liaef. Ordinance No. 5 of 2002)

(3) The evaluation of all employees shall be am®approved by the mayor and the board.
(Ordinance No. 13 of 1994)

(4) Each employee shall receive a copy of hisuatain.

(5) Evaluations shall be kept and maintainedtcee years in the employee's personnel file
in the Town Hall. (Ordinance No. 4 of 1986; Ordina No. 9 of 1994)

(H The evaluation of an employee may be inspkbtethe mayor and members of the board
of aldermen whenever the employee is the subjeatpwbposed personnel action such as
a salary increase, promotion, transfer, reprimangpension, or termination. (Ordinance No. 9 of
1994)

(9) The board may refer any personnel action reggiboard approval to the personnel
committee for hearing and recommendation. (Ordiadwa. 9 of 1994)

4.2 Employment Classifications

(a) Full Time EmployeeEmployees hired on a permanent basis working 40arve
hours per week. They shall be recommended forldyithe mayor, except police personnel who
shall be recommended by the chief of police, suligeapproval by the Town Council. After
satisfactorily completing the probationary perithgir continued employment shall be based on
performance only. Includes Mayor and Chief of Roaleit does not include any other elected
official. (Ordinance No. 14 of 2007; Ordinance NO.of 2010)

(b) Permanent Part Time- Employees that worktless 28 hours per week on a
permanent basis. They shall be recommended fobkiitke mayor, except police personnel who
shall be recommended by the chief of police, sultgeapproval by the Town Council. After
satisfactorily completing the probationary perithiteir employment shall be based on need only.
They are subject to termination at any time andhouit cause. Does not include any elected
official. (Ordinance No. 14 of 2007)

(c) Seasonal- Employees that work 40 hours oerper week not on a permanent
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basis. They shall be recommended for hire by thgomaxcept police personnel who shall be
recommended by the chief of police, subject to apgrby the Town Council. After

satisfactorily completing the probationary perithtgir employment shall be based on
need only. They are subject to termination attang and without cause. Does not include any
elected official. ( Ordinance No. 14 of 2007)

(d) Appointed-The Town Clerk and Town Attorney lsba appointed by the mayor

at the first meeting after the beginning of eacmtsubject to approval by the Council.
(Ordinance No. 14 of 2007)

Section 4.3 Hours of work

(@)(1) Municipal employees, other than police persd, will normally perform their work
during hours established by the mayor.

(2) Police personnel will normally perform theiokk during hours established by the chief
of police.

(b)(1) Ifit shall prove necessary for employedbeothan police personnel, to work beyond
the hours established for the standard work daynhyor or authorized department head may
authorize or require overtime work. (Ordinance Bof 1986)

(2) Ifit shall prove necessary for police persalrto work beyond the hours established for
the standard work day, the chief of police may auge or require overtime work.

(c) An"overtime hour" is an hour worked by an éogpe, other than police personnel, at the
direction of the mayor or authorized departmentteeal is an hour worked by a police personnel
at the direction of the chief of police:

(2) On the employee's official holiday.

(2) In excess of the regular duty hours in a retyucheduled workday.

3) In excess of the regular duty hours in a retyukcheduled workweek.

(4) On a day which the employee's department iseddy direction of the mayor
because of a natural emergency.

(d)(1) Compensation for overtime and for work regdion an observed holiday shall be as
follows:

Compensatory leave earned at time and one-halbratash payment at time and one-half
rate, at the employee’s option. However, any susployee who accrues 36 hours of compensatory
leave shall, for any additional overtime hours ofky be paid overtime compensation at time and
one-half rate. The maximum amount of compensatane shall not exceed 36 hours. All accrued
compensatory leave must be used by the end ofoadeidar year, unless approved by the Mayor (or
Police Chief for Police personnel). (Ordinance Blof 2002; Ordinance No. 14 of 2008)

(e)(1) Holidays observed by the Council shatlb®counted as annual leave. No more than
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twelve eight (8) hour days shall be so designagetthé® Council within a calendar year. When an
employee’s normal day off is other than Saturdag &unday, and the holiday falls on the
employee’s day off, if the holiday falls on the doyge’s first day off, it shall be observed on the
work day immediately preceding. If the holidayidadn the employee’s second day off, it shall be
observed on the work day immediately following. &dkver an employee is required to remain on
duty on a holiday, the employee shall be grantedjpamsatory leave at the rate of time and one-half
for the first eight hours actually worked; or the@oyee shall be paid on an hourly basis at thee rat
of time and one-half for the first eight hours attyt worked. No other type of leave or
compensation shall be allowed for the employeeiredquo work on a holiday. For a shift to be
considered as working a holiday, that shift mugfitoeuring the holiday. (Ordinance No. 2 of 1981;
Ordinance No. 4 of 1986; Ordinance No. 9 of 199di@ance No. 6 of 1998; Ordinance No. 5 of
2002; Ordinance No. 2 of 2010)

(2) No employee is eligible for compensation amy observed holiday when the
employee is on leave without pay immediately pretgednd following the holiday period.

(N  Notwithstanding any other provision of thie&pter, no overtime shall be considered,
nor compensatory leave or overtime pay given, farkperformed by any elected municipal official
or full-time appointed department head. (Ordinadoe 13 of 1994; Ordinance No. 5 of 2002)

Section 4.4 Annual leave

(a) As used in this section:

(1) "Annual leave" is leave with pay granted teeamployee for the purpose of rehabilitation,
restoration, and maintenance of work efficiencytransaction of personal affairs.

(2) "Employee" does not include any elected officia

(b) Oneach January 1, each full-time, permaeemmtoyee with at least six months service,
but less than six full years of service with themmaipality as a full-time employee, shall be credit
with eighty hours of annual leave. If hired asilitfime permanent employee between July 1 and
December 31, the employee shall be credited witly Fapurs of annual leave on the first anniversary
of the hire date for the first year only. EacH-fuhe, permanent employee with between six and
nine full years of service with the municipalityagull-time permanent employee shall be credited
with ninety-six hours of annual leave annually anuary 1. Each full-time, permanent employee
with between ten and fourteen years of service thghmunicipality as a full-time employee shall be
credited with one hundred twenty hours of annuavéeannually on January 1. Each full-time,
permanent employee with between fifteen and nimegears of service with the municipality as a
full-time employee shall be credited with one hwetlsixty hours of annual leave annually on
January 1. Each full-time permanent employee witbnty or more years of service with the
municipality as a full-time employee shall be ctediwith two hundred hours of annual leave
annually on January 1. (Ordinance No. 6 of 1@8@inance No. 9 of 1994; Ordinance 5 of 2002;
Ordinance No.2 of 2010)

(c) Employees may carry over or accumulate a mamirof forty hours annual leave from
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one calendar year to another. (Ordinance No. 38510rdinance No. 5 of 2002)

(d) Annual leave may be taken as earned by anageplvith the approval of the employee's
department head. However, annual leave is peweissad may be denied by the employee's
department head or the mayor when conditions ane that the ordinary work of the municipality
could not be performed adequately if annual leageewgranted. Annual leave may not be taken in
less than four hour increments. (Ordinance Naf. #1986; Ordinance No. 6 of 1989)

(e)(1) The mayor or authorized department head meqyire an employee, other than a
police officer, to take annual leave whenever sxddministrative judgment such action would be in
the best interest of the municipality.

(2) The chief of police may require police perselno take annual leave whenever in his
administrative judgment such action would be inlikst interest of the municipality. (Ordinance
No. 13 of 1994)

Section 4.5 Sick leave

(a) As used in this section:
(1) "Employee" does not include any elected ddfici

(2) "Sick leave" is leave with pay granted an eygpé who is suffering with a disability
which prevents him from performing his usual dutied responsibilities or who requires medical,
dental, or optical consultation or treatment.

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

(© Leave from work with pay may be charged as #elve if the absence is due to
sickness, bodily injury, quarantine, required pbgbior dental examinations or treatment, or
exposure to a contagious disease when continuek wigiht jeopardize the health of others. All
such absences except those resulting from intempe@ immorality shall be charged against the
sick leave credit of the employee.

(d) Sick leave credits accumulated by each emplageof April 1, 1994, shall be retained.

(e) Each employee shall earn sick leave at tleeafagight hours for each month worked;
provided, however, no employee may accumulate tinaretwo hundred forty hours of sick leave
overall. (Ordinance No. 6 of 1989; Ordinance Blof 2002)

(H The mayor shall determine when a doctor'sifteate is required and under what
conditions certificates are required. Departmesaids shall be responsible for the applicationisf th
provision so that there will be no abuse of sidvkeprivileges. (Ordinance No. 4 of 1986)

(g) Employees who resign or retire or who are @sed from employment shall not be paid
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for any accrued sick leave. (Ordinance No. 7 &6)9

(h)(1) The mayor or authorized department head anayay not place an employee, other
than a police officer, on sick leave when the erypdoasserts the need to be absent from the work
place because of the employee's illness or infdrdifance No. 5 of 2002)

(2) The chief of police may or may not place pglpersonnel on sick leave when the
employee asserts the need to be absent from tHeplamwe because of the employee's illness or
injury. (Ordinance No. 13 of 1994; Ordinance Naf2002)

Section 4.6 Civil leave

(@) An employee shall be given time off withowtdmf pay, annual leave, or sick leave when

(2) Performing jury duty.

(2) Summoned to appear as a withess before § goand jury, or other public body or
commission, provided that for purposes of this gaaph a plaintiff or defendant
shall not be considered a witness.

3) Performing emergency civilian duty in relatimnnational defense.

4) The mayor determines that he is preventedhtycaof God from performing duty.

(5) The mayor determines that because of local itond or celebrations it is
impracticable for employees to work.

(6) The employee is ordered to report for pre-ataun physical examination incident to
possible entry into the military forces of the WaitStates.

(7) The employee is a member of the National Gward is ordered to active duty
incident to local emergency, act of God, civil smunal insurrection, civil or
criminal disobedience, or similar occurrences okeatraordinary and emergency
nature which threatens or affects the peace oregptppf the people.

(b) Municipal employees may keep all fees receivenh jury duty in addition to regular
compensation.

(c) Police officers may not receive or keep anyvess fees for appearing in mayor's court in
connection with their official duties while on dutfOrdinance No. 13 of 1994)

Section 4.6.1 Funeral leave

An employee may be granted time off without lospa&f, annual leave, or sick leave when
attending the funeral or burial rites of a parstép-parent, child, step-child, brother, step-brgth
sister, step-sister, spouse, mother-in-law, steflxaran-law, father-in-law, step-father-in-law,
grand-parent, or grand-child; provided such tinfesbéll not exceed two days on any one occasion.
(Ordinance No. 13 of 1994, Ordinance 5, 2002)

Section 4.6.2 Military leave

(@) An employee who is a member of a reserve commoof the Armed Forces of the
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United States is entitled to military leave wittypehen placed on "military active duty for training
by order of an authority of the Armed Forces ofltimted States and when given constructive credit
for such training.

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

(c) An employee may apply for but shall be reqiiteetake annual leave or compensatory
leave for military purposes. However, the emplogball be entitled to leave without pay for a
period of up to 90 consecutive calendar days:

(1) When ordered to "military active duty."”

(2) When placed on "military active duty for trag."

3) When placed on "military training duty" anetimaximum authorized military leave
with pay has been exhausted or is not authorized.

(d)(1) "Military active duty" means full-time dutg the active military service, other than
military active duty for training.

(2) "Military active duty for training" means fulime paid duty in the active military service
for training purposes.

(3) "Military training duty" includes active andactive duty for training such as annual two-
week summer encampments and cruises, weekly arkeénedrills or training meetings, attendance
at service schools for refresher training or thgraging of military skills, field exercises, ancth
like. (Ordinance No. 13 of 1994)

Section 4.6.3 Leave of absence without pay

(a) "Leave of absence without pay" means timdrofh work without pay granted by the
mayor, or authorized department head, or imposeldognayor, or authorized department head, for
an unapproved absence.

(b) The mayor, or authorized department head,ertgnd leave of absence without pay to
any employee for a period not to exceed six momtits;ided that such leave shall not prolong the
period of his appointment. (Ordinance No. 13 d34)9

Section 4.6.4 Worker's compensation payments

When an employee is absent from work due to digigsifor which he is entitled to worker's
compensation he

(1) shall, to the extent of the amount accruedisocredit, be granted sick leave not to
exceed the amount necessary to receive total pagruerieave and worker's compensation equal to
his regular salary.

(2) may, to the extent of the amount accrued sochedit, be granted annual leave or a
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combination of annual and sick leave not to excdeedimount necessary to receive total payments
for leave and worker's compensation equal to lysleg salary.

(3) may be granted leave without pay. (Ordinadoel3 of 1994)

Section 4.7 Outside employment

The work of the municipality shall have precedeoer the other occupational interests of
employees. All outside employment for salary, véage commission and all self-employment must
be reported to and approved by the mayor and tinectlo Conflicting outside employment shall be
grounds for dismissal.(Ordinance No. 5 2002)

Section 4.8 Gifts and favors

No official or employee shall accept any valuabfe ghether in the form of service, loan,
thing, or promise, from any person, firm, or cogd@mn which to his knowledge is interested directly
or indirectly in any manner whatsoever in busindsalings with the municipality; nor shall any
official or employee accept any gift, favor, orrtyiof value that may tend to influence him in the
discharge of his duties or grant in the dischafdesoduties any improper favor, service, or thafig
value.

Section 4.9 Statutory subsistence allowance

(Repealed by Ordinance No. 9 of 1994)

Section 4.10 Salary supplements

(@) By a majority vote of the membership, the baaay authorize the payment of funds
to the chief of police and other eligible policdicdrs to substitute for any reduction in or
termination of state supplemental pay for a penbdime of not more than the period of the
reduction or termination and in an amount not ntlba@ the amount of the reduction or termination.

(b) The authorization herein and any payments Inelenshall not be deemed to be a part
of the salary of any officer not to be a part & tompensation of the chief of police as that tierm
used in the constitution and laws of this stateceomng elected officials.

(© The chief of police and any officer who re@s\funds pursuant to this section shall
refund any amount received from the municipalitychhis also paid by the state supplemental pay
program.

Section 4.11 Group insurance for retirees

(@) As used in this section:

(1) “Employee” does not include any eldabéficial.
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(b) Any full time employee retiring from municipal enggiment who has attained the
full age of 60 years old or more with twenty or aeonsecutive years of full time
employment with the municipality and his/her departd may continue to be
covered by group insurance in which the municipapkyees participate. The
retired employee’s share of the premium shall leestime as that of full time
employees and may vary with changes in the pldre r&tired employee shall be
eligible for the plan only if the coverage is conbus and unbroken at any time
after retirement. Such coverage shall be suppleahersurance coverage at and
after age sixty-five. (Ordinance No. 3 of 1992; fdeshce No. 15 of 2007)

Section 4.12 Group insurance for full-time employes

Except as provided in section 4.11, on an aftendanl, 1997, only full-time municipal
employees may participate in the municipality'sugransurance program. (Ordinance No. 12 of
1993; Ordinance 10 of 2010)
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ARTICLE B - Social Security

Section 4.21 Declaration of policy to come undeogerage

It is hereby declared to be the policy and purpiigbe municipality to extend the
provisions of Section 1 of Act 204, Regular Sessabrihe Louisiana Legislature of 1952, as
amended, providing social security to eligible adfis and employees of the municipality. In
pursuance of this policy, and for such purposeotheers of the municipality shall take such antio
as may be required by applicable state or fedaves land regulations. The coverage of eligible
officers and employees shall be effective as obet 1, 1971.

Section 4.22 Execution of agreement with state augy

The mayor is authorized to execute an agreemett tivé Public Employees Board in
Louisiana to secure coverage of eligible officexd amployees as provided in section 4.21.

Section 4.23 Withholdings

Withholdings from salaries or wages of officers antployees for the purposes provided in
section 4.21 are hereby authorized to be madesiartiounts and at the times as may be required by
applicable state and federal laws and regulatioisshall be paid over to the Public Employees
Board, a state agency, in the amounts and attiestas are designated by state laws and regulations
of the agency.

Section 4.24 Contributions

Employer contributions and assessments for admaiige expenses shall be paid from
amounts appropriated for such purposes to theagatecy in accordance with applicable state laws
and regulations of the agency.

Section 4.25 Records and reports

The clerk shall maintain records and submit repastenay be required by applicable state
and federal laws or regulations.
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ARTICLE C - Retirement System

Section 4.41 Membership of eligible employees ifné¢ Municipal Employees' Retirement
System of Louisiana

The Town of Brusly, Louisiana desires to extendgtarisions of Act No. 788 of 1978 to
provide membership in Plan B of the municipal Engpks' Retirement System of Louisiana for its
eligible employees effective July 1, 1987. (OrdicaNo. 13 of 1987)

Section 4.42 Withholdings

Withholding from salaries or wages of eligible eny@es may be made in the amount and at
such times as may be required by the Board of &essbf the Municipal Employees'
Retirement System of Louisiana in accordance withiNo. 788 of 1978, or any amendment thereof,
and such withholdings shall be transferred to tharB of Trustees of the Municipal Employee's
Retirement System of Louisiana in such amountsaaadch times as are designated by state law and
regulation. (Ordinance No. 13 of 1987)

Section 4.43 Authorized agent; qualifications; dués

An "authorized agent" shall be appointed to adhascoordinator between the Town of
Brusly, Louisiana and the Board of trustees of Nhenicipal Employees' Retirement System of
Louisiana. The agent shall be an employee worimg permanent, regularly scheduled basis of at
least thirty-five hours per week or an electedodfi. The authorized agent shall maintain necgssar
records and submit such reports as may be redoyradplicable state law or regulation of the board
of trustees. (Ordinance No. 13 of 1987)
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ARTICLE D - Drug and Alcohol Testing

Section 4.51 Purpose

The municipality desires to maintain a safe, héaltproductive, and efficient environment
and workplace for its employees and volunteers thedpublic they serve. The municipality
acknowledges that substance abuse increases trgipbtor accidents, absenteeism, substandard
performance, poor employee morale, and damagestmtmicipality's reputation. Therefore, the
municipality adopts a policy against substance @pasd places in effect a testing program for
applicants, employees, and volunteers, as outlméus article. (Ordinance No. 7 of 1995)

Section 4.52 Definitions

As used in this article, the following terms hake following meaning:

(1) "Applicant” means a person (i) seeking futhéi employment with the municipality or
(ii) seeking to perform volunteer service to themmeipality which involves operating a municipal
motor vehicle or equipment or carrying a weapon.

(2) "Appointing authority" means the municipalioéir or the municipal body which has the
authority to appoint or employ the employee or noder.

(3) "Controlled substance"” means a controlled tsuoe as defined in 21 U.S.C. 812 in
Schedules | through V.

(4) "Controlled dangerous substance" means a drugther substance or immediate
precursor listed in R.S. 40:964 in Schedules IughoV.

(5) "Drug" means and includes controlled substanoentrolled dangerous substances, and
alcohol.

(6) "Employee" means a person employed on aifuk-tasis by the municipality.

(7) "Physician" means a physician licensed totpraenedicine in this state.

(8) "Volunteer" means a person who provides vaantservice to the municipality by
operating a municipal motor vehicle or equipmenbyicarrying a firearm. (Ordinance No. 7 of

1995)

Section 4.53 Application

This article applies to all employees, voluntears] applicants. (Ordinance No. 7 of 1995)

Section 4.54 Policy

(a)(1) The unlawful manufacture, distribution,mBasing, possession, or use of a controlled
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substance by an employee or volunteer on muni@painises or in the immediate premises
wherever municipal work is being conducted is pbabd. Violation of this policy by an employee
may result in personnel action including terminatiéds a condition of employment, each employee
will comply with the policy and notify the municifiigy of any criminal drug statute conviction for a
violation occurring in the municipal workplace raidr than five days after such conviction. The
mayor shall prepare and publish a statement nogifgimployees of this policy.

(2) The mayor shall establish a drug-free awarepesgram to inform employees and
volunteers about:

) The dangers of drug abuse in the workplace.

(i) The municipal policy of maintaining a drug-&evorkplace.

(i)  Any available drug counseling, rehabilitaticand employee assistance programs.

(iv)  The penalties that may be imposed upon engasyfor drug abuse violations
occurring in the workplace.

(3) The mayor shall provide each employee witbgyof the statement described in (a) (1).

(4) If the municipality is subject to the fedeltalig-Free Workplace Act of 1988, the mayor
shall notify the appropriate federal agency of emyinal drug statute conviction of an employee for
a violation occurring in the municipal workplace laber than ten days after receiving notice as
described in (a) (1) from the employee or otherwesmiving actual notice of the conviction.

(5) Within thirty days after receiving notice ofcanviction described in (a) (1), the
appropriate supervisor shall take one of the falhgpactions of the employee so convicted:

0] Take appropriate personnel action against timpleyee, up to and including
termination.

(i) Require the employee to participate satisfagtan a drug abuse assistance or
rehabilitation program approved for such purposesfederal, state, or local health,
law enforcement, or other appropriate agency.

(6) The mayor shall implement and maintain thegydet forth herein.

(b) Except for law enforcement purposes, no engaay volunteer shall possess, use, or
ingest any controlled substance or controlled dangesubstance.

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

(d) No employee shall report for work, and no viker shall report to serve, in an
intoxicated or impaired condition caused by offyduse of a drug which detrimentally affects his
ability to perform work or serve.

(e)(1) Except forlaw enforcement purposes, heg@iption medicine shall be brought upon
municipal premises by any person other than thegoeior whom the medicine is prescribed by a
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physician, and such medicine shall be used orthamanner, combination, and quantity prescribed.

(2) Any employee or volunteer required to taker@spription medicine shall notify his
immediate supervisor of the type of medication gribged and the purpose for the prescription and
may be required to provide written verificationrfraghe prescribing physician.

(3) No employee or volunteer shall operate a mpalenotor vehicle or equipment or carry
a firearm while taking prescription medicine, usld®e prescribing physician advises the employee's
or volunteer's supervisor in writing that the medien will not impair his abilities.

(H No employee or volunteer shall possess, thste, dispense, sell, use, or ingest any
alcoholic beverage during working hours or on migak property except when authorized at
municipal functions. (Ordinance No. 10 of 1995)

(g) All municipal property is subject to inspectiat any time and without prior warning.
"Municipal property" includes, but is not limited,tvehicles, desks, files, containers, and foot
lockers. There shall be no expectation of priviagyany employee or volunteer concerning any
municipal property. However, any inspection of amployee's or volunteer's locker shall be in the
presence of the employee or volunteer.

(h) Any employee or volunteer who has reasonabbpision to believe that another
employee or volunteer is either (1) involved in th@nufacture, possession, distribution, dispensing,
sale, or use of a controlled substance or conttalgerous substance or (2) abusing the legal use
of prescription or nonprescription medicine shallity his supervisor and the mayor.

(i) Any employee or volunteer required to takesgretion medicine that may impair his
ability to operate a motor vehicle or equipmentryca firearm, or to make split-second decisions
shall report this to his supervisor who shall alker employee's or volunteer's assignment without
retribution to the employee or volunteer.

() The policy and procedures set forth in andaurrdis article shall conform with applicable
law, particularly R.S. 23:1081 et seq. (Louisianariiér's Compensation Law) and R.S. 23:1601 et
seq. (Louisiana Employment Security Law).

(k) Drug testing/urinalysis

(@) Onand after January 1, 1995, each apptishall submit to a drug-screening urinalysis
as a part of his pre-employment or prequalificatimedical exam.

(i) In addition, each applicant shall complet@@dical questionnaire providing a complete
list of all prescription and nonprescription medes being taken at the time. The questionnaite sha
be kept in the mayor's office and shall remain hamftial.

(i) Any applicant found to test positively forparticular controlled substance or controlled

dangerous substance, unless caused by a medicimdifch a valid prescription was given by a
physician and which was made known to the munittipatior to testing, shall be rejected and may
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not re-apply for employment or volunteer service &period of one year from the date of
notification of the results.

(iv) Any applicant refusing to submit to drug tegt during pre-employment or
prequalification shall be rejected.

(2) Prior to or on January 1, 1995, each empleyekvolunteer shall complete a medical
guestionnaire providing a complete list of all jgrggtion and nonprescription medicines being taken
at the time. As medicines change, the employe®lonteer shall update his questionnaire. The
guestionnaire shall be kept in the mayor's office shall remain confidential.

(3) On and after January 1, 1995, each employg@a@unnteer shall submit to tests for any
drug as announced by the mayor for the followingppses:

(1) Investigation of possible individual employee volunteer impairment of each
employee or volunteer returning from drug/alcohodibabilitation or medical care
and at any time there is reasonable suspiciorathamployee or volunteer is under
the influence of a drug during work or service I®uUtReasonable suspicion” means
an articulable belief based upon specific factsraadonable inferences drawn from
those facts that any employee or volunteer is underinfluence of a drug.
Circumstances which constitute a basis for detangifreasonable suspicion” may
include, but are not limited to direct observatafrdrug use; a pattern of erratic or
abnormal behavior and mood changes; informatiorvigeal by a reliable and
credible source; an accident; presence of physiygaptoms of drug use, such as
slurred speech, glassy eyes, and poor coordinatiorreflexes; decreased
productivity; unusual absenteeism or tardinesdraxjuent or prolonged absence
from the work area. The supervisor shall subntihéomayor a written report stating
the facts and circumstances upon which the recordetetesting is based, and the
mayor or his designated representative shall ntekéral decision as to whether the
test will be conducted. (Ordinance No. 10 of 1995)

(i) Investigation of accidents or incidents imwiog an employee, volunteer, or
municipal property or incidents of workplace theft.

(i)  Maintenance of safety for employees, voksnts, or the general public.

(iv)  Maintenance of productivity, quality of prochs or services, or security of property
or information.

(v) Monitoring to assure compliance with the temhs rehabilitation program.

(vi)  Random testing of employees who occupy sadetysitive or security-sensitive
positions.

(4) Tests may be conducted without prior notice.

(5) Any employee or volunteer who refuses to suibore required drug test shall be relieved
from duty or service and possibly dismissed. (@adce No. 7 of 1995)
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Section 4.55 Laboratory testing:; requirements:; precedures

(@) All drug testing, except as otherwise speailjcprovided in this article, shall be
conducted at medical facilities or laboratoriegstdd by the municipality. To be eligible as a,sat
medical facility or laboratory must submit in wnigj a description of the procedures that will beluse
to collect, maintain, and test samples and be expegd and capable of quality control,
documentation, and chain of custody techniques.

(b) All sample collection and testing shall befpaned as follows:

(1) The employee, volunteer, or applicant maydzpiired to go to the facility where the
laboratory is located to submit to testing.

(2) Each employee, volunteer, and applicant sballpositively identified by picture
identification prior to obtaining a sample.

(3) Aform shall be completed prior to the testttwill serve to establish current medicines
being taken, whether prescription or nonprescnptamd any other information which the employee
or volunteer considers relevant to the test.

(4) The area where a sample is collected sha#dsonably free from any foreign substance.

(5) Specimen collection shall be witnessed withaatiating the employee's, volunteer's, or
applicant's right to privacy in a setting that widit demean, embarrass, or cause physical discomfor
to the employee, volunteer, or applicant.

(6) The specimen taken shall be sealed, labelatichecked against the identity of the
employee, volunteer, or applicant. Such sampliélstaroperly collected, secured, stored, handled,
and transported following appropriate rules of emick and chain of custody and so as to reasonably
preclude the probability of sample contaminatiomadulteration.

(7) Any employee testing will be done on the mypatty's time and the employee required
to test while off duty shall be compensated forttire.

(c) Processing urine samples

(1) The testing methods used shall be capabledenftifying marijuana, cocaine,
amphetamines, opiates, and PCP. Personnel utiimadsting shall be qualified and trained to
conduct urinalyses. (Ordinance No. 10 of 1995)

(2) The test shall consist of a two-step procedure

0] initial screening; and

(i) confirmation by gas chromatography/mass s@scopy.

(3) Aninitial screening that proves to be pogtshall be reported, not as a positive test, but
as a confirmation pending.
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(4) The time frame between a confirmation pendingd a positive confirmation shall not
exceed forty-eight hours.

(5) Notification of the confirmation positive shaé reported to the mayor. (Ordinance No.
10 of 1995)

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

(7) An employee or volunteer who is found to begdiree shall be notified in writing and
may, if he chooses, have a copy of the notificailmted in his personnel file.

(d) Alcohol testing. If the municipality has reasble suspicion to believe that any
employee or volunteer is under the influence abladt during work or service hours, the employee
or volunteer shall be taken to the West Baton Rdeg@sh Sheriff's Department where he shall
submit to a breath test using the procedures esttall by the state Department of Public Safety and
Corrections. Test results shall be made knownh® rhunicipality's designated agent upon
completion of the test. If the results are positfive. 0.04% or more), the employee or volunteer
shall not operate a municipal motor vehicle or pqent or carry a firearm. If the results are .10%
or more, the employee or volunteer shall be sulidisciplinary action. Each employee and
volunteer found to be alcohol free shall be nadifiewriting and may, if he so chooses, have a copy
of the notification placed in his personnel fil@rdinance No. 7 of 1995; Ordinance No. 10 of 1995)

Section 4.56 Notice of testing policy

The municipality shall provide a copy of this adido each employee, volunteer, and
applicant. (Ordinance No. 7 of 1995)

Section 4.57 Consent to testing

Prior to a drug test being administered, the engdopwolunteer, or applicant shall be
requested to sign a consent form authorizing tsieated permitting the release of the result to the
municipality or its authorized agents, and contagnan acknowledgment of notification of the
testing policy. (Ordinance No. 7 of 1995)

Section 4.58 Tampering with test procedure

If an individual being tested tampers with the itegtprocedure or attempts to falsify a
specimen or invalidate the chain-of-custody, hdl flemimmediately disallowed from continuing
testing and treated as if a positive test resutlieen obtained. (Ordinance No. 7 of 1995)

Section 4.59 Sanctions

(a) Violation of this article shall result in digseal or other disciplinary action.
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(b) An unexplained positive test result shall weugds for action by the appointing
authority. This action may require the employegaunteer to submit to a mandatory substance
abuse program, psychological counseling, or metlieatment, all at the employee's or volunteer's
expense.

(c) Repealed. (Ordinance No. 10 of 1995)

(d) Job action may result from cases of illegal ofsa nonprescribed controlled substance or
controlled dangerous substance or abuse of préscrimedicine. A job action may be transfer,
demotion, or dismissal.

(e) Any employee with a positive alcohol test tefar the first time shall be subject to
suspension without pay for a period of five dagssecond positive test shall result in dismissal.
(Ordinance No. 7 of 1995)

Section 4.60 Confidentiality of information; excegons

Except for claims for worker's compensation und&.R3:1091, claims for unemployment
compensation under R.S. 23:1601(10), or other pdiogs wherein the results are relevant, all
information, interviews, reports, statements, memnda, and test results received by the
municipality in its drug testing program are to eemconfidential to the municipality, authorized
agents or representatives of the municipalitytéiseed employee, volunteer, or applicant, or those
authorized by the employee, volunteer, or applitargceive such information. (Ordinance No. 7 of
1995)
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ARTICLE. E - Contracts and Other Business with Municipality

Section 4.71 Short title

This article shall be known and may be cited as'@mnflict of Interest Ordinance."”
(Ordinance No. 11 of 1996)

Section 4.72 Definitions

For the purposes of this article, the followingrnershall have the following meanings:

(1) "Agency" means a department, office, divisegency, commission, council, committee,
or other organizational unit of the municipalifOrdinance 5of 2002)

(2) "Elected official" means the mayor, chief @lipe, and the council members. It shall
also include any person appointed to fill a vacanauch offices. (Ordinance 50f 2002)

(3) "Immediate family", as the term relates taublc servant, means his/her children, step-
children, the spouses of his/her children, stepdom, step-brothers, brothers, step-sisters rsiste
step-parents, parents, spouse, and the pareniwloéispouse.(Ordinance 5of 2002)

(4) "Public employee" means anyone, whether cosgtted or not, who is:

(&) An official of the municipality who is not atected official.

(b) Appointed by any elected official when actin@n official capacity, and the appointment
is to a post or position wherein the appointee getve the municipality or an agency thereofgeith

as a member of an agency, or as an employee thereof

(c) Under the supervision or authority of an eddcofficial or another employee of the
municipality.

(5) "Public servant” means a public employee oelaonted official of the municipality.
(Ordinance No. 11 of 1996)

Section 4.73 Prohibited contractual arrangements

No public servant, nor member of his immediate fgmior any corporation, partnership, or
other legal entity in which the public servant amber of his immediate family owns any interest
in, except publicly traded corporations, shall kimayly enter into any contract or subcontract with
the municipality or any agency thereof, unlesscthr@ract or subcontract is awarded by competitive
bidding after being advertised and awarded in ataore with Part || of Chapter 10 of Title 38 of the
Louisiana Revised Statutes of 1950 or is competitimegotiated through a request for proposal
process. (Ordinance No. 11 of 1996)
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Section 4.74 Assistance to certain persons aftermeination of public service

a.(1) No former agency head shall, for a periaavofyears following the termination of his
public service as the head of such agency, asggher person, for compensation, in a transaction,
or in an appearance in connection with a transactiwvolving that agency.

(2) No former elected official shall, for a perioftwo years following the termination as an
elected official, assist another person, for consp&an, in a transaction, or in an appearance in
connection with a transaction, involving the mupadity.

b. No former public employee shall, for a periddveo years following the termination of
his public employment, assist another person,dorgensation, in a transaction, or in an appearance
in connection with a transaction in which such ferrpublic employee participated at any time
during his public employment and involving the naipality, or for a period of two years following
termination of his public employment, render, moatractual basis to or for the agency with which
he was formerly employed, any service which suchmé&r public employee had rendered to the
agency during the term of his public employment.

c.(1) No legal entity in which a former public elmyee is an officer, director, trustee,
partner, or employee shall, for a period of tworgdallowing the termination of his public service,
assist another person, for compensation, in adcdios, or in an appearance in connection with a
transaction in which such public employee at ametparticipated during his public service and
involving the agency by which he was formerly enypld.

(2) No legal entity in which a former elected ofél is an officer, director, trustee, partner,
or employee shall, for a period of two years follogvthe termination of his public service, assist
another person, for compensation, in a transactonn an appearance in connection with a
transaction in which such elected official at amyet participated during his public service and
involving the municipality.

d. No former public servant shall share in any cengation received by another person for
assistance which such former public servant isipr&u from rendering by this section.

e. For the purposes of subsections b and c oddgigon, termination of public employment
or service means the termination of employment hth agency which employed the public
employee, or the termination of public service with agency in which an elected official served,
when he participated in the transaction.

(Ordinance No. 11 of 1996)

Section 4.75 Exceptions

a. The article shall not prohibit the following:

(1) Completion of any contract or subcontract othee prohibited by this article which was
entered into prior to initial election to, or emyeent with, the municipality.
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(2) Completion of any contract or subcontract othge prohibited by this article
which was entered into prior to April 1, 1996.

(3) Contracts of sale pursuant to the expropriattdnimmovable property by the
municipality.

b. Pension and benefit plans. A public servany g@ntinue in a bona fide pension,
insurance, or other benefit plan maintained by ran& employer, provided that such former
employer makes no contributions in his behalf webpect to the period of his public service.
However, a former employer may make contributiana pension plan that is qualified under the
Internal Revenue Code or to any pension, insurancgher benefit plan, if such contributions are
made on behalf of all former employees who continuge plan.

c. Profit sharing or stock bonus plans. The sgtaquired by a public servant under a bona
fide profit sharing or stock bonus plan qualifiedlar the Internal Revenue Code and maintained by
a former employer may be retained by such pubticas#, provided the former employer makes no
contributions on his behalf based upon profits\watiduring the period of his public service.

d. This article shall not preclude:

(1) Participation in the affairs of charitable jgebus, nonprofit educational, public service,
or civic organizations, including bona fide orgadzpublic volunteer fire departments when no
compensation is received, or the activities oftpral parties not proscribed by law.

(2) Awards for meritorious public contributions givby public service organizations.

(3) Sharing in any compensation received from theioipality by a person of which such
public servant owns or controls less than ten pgrpeovided such public servant did not partiepat
or assist in the procurement of such compensatixeept as otherwise specifically prohibited by
section 4.73.

(4) Sharing in any compensation received from thaimpality by a person of which such
public servant owns or controls any portion therpodvided such compensation was received by
such person as a result of having made the lowakt@ competitive bid on a contract or subcontract
and having had such bid accepted by the governirettey or the general contractor, and provided
such public servant did not participate or asaiiié procurement of the acceptance of such low bid
except as otherwise specifically prohibited by isectt.73.

(5) Campaign contributions for use in meeting cagipaxpenses by any public servant who
is or becomes a candidate for election to the sama@other public office.

(6) The use by a duly commissioned law enforcenodinter of a publicly owned law
enforcement vehicle in connection with the privatgployment of such law enforcement officer in
providing traffic control or security services fprivate employer when such use is approved by
and in accordance with the policy of the municiyalivhich policy shall be published in the official
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journal of the municipality prior to becoming eftee and shall provide for appropriate charges for
the use of public vehicles for private employment.

(7) A building inspector employed by the municipgla member of such building inspector's
immediate family, or a legal entity in which suallding inspector has a controlling interest from
performing construction services that are undersiingervision or jurisdiction of the building
inspector's agency or the municipality, providechsservices are not performed during the building
inspector's assigned working hours, do not intenféth the performance of his assigned duties, and
do not include construction services performed tloe building inspector's agency or the
municipality. Under no circumstances shall thediing inspector inspect his own work, the work of
his immediate family, or the work of a legal entitywhich the building inspector has a controlling
interest. "Building inspector" means any persoipleyed by the municipality who tests, examines,
or issues a permit for compliance with a buildinge as defined in R.S. 33:4771. (Ordinance No.
11 of 1996)

Section 4.76 Enforcement

Violation of this article shall be punished by adinot exceeding five hundred dollars.
(Ordinance No. 11 of 1996)
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