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NON-DISCRIMINATION POLICY

The employment policies of the Town of Bethlehem fall within the standards set by the Equal
Employment Opportunity Act of 1972, Human Rights Laws, the Rehabilitation Act of 1973, the
Americans with Disabilities Act (ADA) of 1992, and is updated periodically as laws are changed.
The Town affirms its commitment to grant equal employment opportunity to all qualified persons
without regard to age, race, color, religion, national origin, citizenship, marital status, sex/gender,
sexual orientation, the presence of a medical condition or disability, predisposing genetic
characteristics, military status, domestic violence victim status, prior record of arrest or conviction
(except as permitted by law), or any other legally protected status. All decisions for employment,
advancement, upgrading of positions, transfer, layoff, termination, promotion, and training, are
made on the basis of merit, aptitude, prior working experience, educational achievement and the

general skills which are required to do the job.

In accordance with your rights under the ADA, the Town evaluates the capabilities of each person
individually, rather than making assumptions about what a person with a disability can and cannot
do based upon some general understanding. The Town will make a good faith effort to prepare
and/or evaluate reasonable accommodation options. The Town will not be liable for failing to provide

an accommodation which is not requested in writing.

In the event a job applicant or employee feels they have been discriminated against, a written
complaint may be filed with the Town Supervisor. An investigation will be conducted, and the

findings of the investigators will be disclosed in a timely manner (normally within ten business days).



NON-HARASSMENT POLICY

The Town is committed to a workplace free from harassment. Harassment is a violation of Title VII
of the Civil Rights Act of 1964 as well as state discrimination laws. It creates uncomfortable working
conditions for all employees, whether they be directly or indirectly involved. The Town will not
tolerate such misconduct, and any employee or official violating this policy will be subject to
appropriate disciplinary action, including discharge. Any employee or official who receives a
complaint and does not act on it under the procedures of this policy will also be subject to discipline,

including dismissal.

DEFINITIONS
Sexual harassment is unwelcome sexual advances, requests for sexual favors or verbal/physical
contact of a sexual nature when:
1) Submission to such conduct is either implied or stated to be a term or condition of employment
or a factor in the evaluation of the employee's performance, ability to be promoted, or any other
component of employment.
2) Such conduct interferes, either directly or indirectly, with an employee's work performance by
creating a hostile, offensive or intimidating environment.
Verbal harassment is sexually vulgar language, remarks about an individual's physical anatomy,
derogatory comments about gender, distribution of written or graphic sexual material, sexually
oriented magazines/posters, display of nude pictures, or other words or depictions of a sexual
nature.
Physical harassment is touching in a sexual manner or invading personal privacy, especially the
intentional touching of private body parts, or threats to take such actions.
PROCEDURES
Any employee who feels harassed by a supervisor, coworker, subordinate, or other person should
take the following course of action:
1) Tell the offending individual(s) to stop the harassment. State your objection to the action and the
specific behavior to which you object. Have a witness present if possible. Also note the time and
date of the discussion and write a summary of what you said and how the offender responded. If
uncomfortable with a discussion with the harassing individual(s), state your objections in writing and
keep a copy. In any harassment case, documentation will help support contentions of harassment.
Keep a log of the specifics of the actions to which you object. Record dates, times and witnesses.

Keep copies of any notes or materials.

2) An individual who does not feel comfortable confronting the offending party in person, or in



writing, may proceed directly to this step but should still keep a log of occurrences. If step 1 does
not resolve the problem, or if you fear reprisals will result from a complaint, immediately complain
to your supervisor, Human Resources, or any other supervisor. Employees can be assured that no
one will be retaliated against for either filing a complaint or participating in an investigation of

harassment.

You have a right to discuss your complaint with a supervisor with whom you feel comfortable. All
complaints are handled in a timely fashion. Your complaint and all the details of the investigation
will be treated as confidential information. Only those involved in the investigation, witnesses to the
harassment and the alleged harasser will be contacted. Your identity, as far as possible, will be
withheld from all involved parties. The Town will attempt to do the utmost to protect the privacy of
the complainant, as well as the integrity of any individual who may have been wrongfully accused
of harassment.

3) An individual who receives a complaint will contact Human Resources (or the person who will
conduct the investigation). The alleged harasser will be contacted, along with witnesses, coworkers,
possible other victims, and the Town's legal counsel. Upon completion of their fact finding, the
investigators will recommend any disciplinary action to the Supervisor. Both the victim and the
alleged harasser will be informed of the investigators' findings. While the investigation should be
thorough and complete, in only the most unusual circumstances will it take longer than 10 days.
4) Throughout the investigation and after the determination of penalty, if any, the complainant will
be assured there will be no reprisals from any Town employee or official. A complainant's career
will not be adversely affected by the outcome of the investigation.

5) Appeals of the investigators' findings may be made to the Town Board. Any Board Member
involved in the harassment is excluded from the appeal decision-making process.

6) Details of the investigation will be released only in the event of a court or agency proceeding, or

pursuant to a valid subpoena or court order.



DRUG FREE WORKPLACE

It is the intent and obligation of the Town to provide all employees with a drug-free workplace,
in order to create a safe and secure work environment. Drugs are defined as any substance whose
use or possession is illegal or which impairs your ability to perform. Employees are expected and
required to report to work on time and in appropriate mental and physical condition for work. This
requirement prohibits the use of alcohol or any other drugs during your work time, including breaks
and meal periods. The unlawful manufacture, distribution, dispensation, possession, or use of
prohibited or unlawful substances on Town premises or while conducting Town business off Town
premises is absolutely prohibited. Violations of the policy will result in disciplinary action, up to and
including termination, and may have legal consequences.

As required by the Omnibus Transportation Employee Testing Act of 1991, all commercially
licensed drivers (CDL) who operate a commercial motor vehicle for the Town are subject to the
Town's Substance Free Workplace Policy and Substance Testing Policy. You will receive a copy of
this additional policy manual if your position requires a CDL.

The Town recognizes substance abuse or drug dependency as an illness and a major health
problem. The Town also recognizes substance abuse as a potential health, safety, and security
problem. The Town will make an effort to work with an employee and to support their efforts to
return to full employment by taking the following actions:

We will inform the employee of available counseling services. The Town of
Bethlehem subscribes to an employee assistance program. Contact Human
Resources for more information.
We will provide the employee with a firm choice between treatment and
discipline.
We will afford an opportunity for outpatient treatment, or inpatient treatment if
the outpatient treatment is not successful. Failure to participate in treatment, or
continued drug use, will result in proper disciplinary action.
These actions will be deemed a reasonable accommodation for an employee's substance
dependency, accordingly, if the employee is not responsive to our efforts to assist them, s/he will

be discharged for any further misconduct.

Employees whose job duties include driving a vehicle must report any license revocations,

suspensions or restrictions to their supervisors within 24 hours.



WORKPLACE VIOLENCE PROGRAM & PROCEDURES

The Town of Bethlehem has a long-standing commitment to promoting a safe and secure work
environment that promotes service to the public. All members of the Town of Bethlehem workforce
are expected to maintain a working environment free from violence, threats of harassment,

intimidation or coercion.

The purpose of this program is to address the issue of potential workplace violence, prevent
workplace violence from occurring to the fullest extent possible, and set forth procedures to be

followed when such violence has occurred.

History

On June 7, 2006 New York State enacted legislation creating a new Section 27-b of State Labor
Law that requires public employers (other than schools covered under the workplace violence
requirements of the education law) to perform a workplace evaluation or risk assessment at each
worksite and to develop and implement programs to prevent and minimize workplace violence
caused by assaults and homicides. The Law is designed to ensure that the risk of workplace
assaults and homicides are regularly evaluated by public employers and that workplace violence
protection programs are implemented to prevent and minimize the hazard to public employees. The
Law was signed on June 7, 2006. The effective date of the Law is March 4, 2007.

The law requires every public employer to perform a risk evaluation of their workplace, with the
participation of representatives of each union, to determine the presence of factors or situations
that might place employees at risk from occupational assaults and homicides, prepare a workplace
violence prevention program and inform and train employees on the requirements of the Law and

the workplace risk factors that were identified.

The Town of Bethlehem will give the authorized representatives from each union, the opportunity
to evaluate the physical and environmental threats which they face in their individual department,
the ability to assist in the development and revision of the Workplace Violence Prevention
Program, and the annual review of the Workplace Violence Program in their specific bargaining
unit, to identify trends in the types of incidents in the workplace and review the effectiveness of

the mitigating actions taken.



Policy

The Town of Bethlehem prohibits workplace violence. Violence, threats of violence, intimidation,
harassment, coercion, or other threatening behavior towards people or property will not be
tolerated. Complaints involving workplace violence will not be ignored and will be given the serious
attention they deserve. Individuals who violate this policy may be removed from Town of Bethlehem
property and are subject to disciplinary and/or personnel action up to and including termination,
consistent with Town of Bethlehem policies, rules and collective bargaining agreements, and/or
referral to law enforcement authorities for criminal prosecution. Complaints of Sexual Harassment

are covered under the Town of Bethlehem’s Policy Against Sexual Harassment.

The Town of Bethlehem, at the request of an employee, or at its own discretion, may prohibit
members of the public, including family members, from seeing an employee on Town of Bethlehem
property unless necessary to transact Town of Bethlehem-related business. This policy particularly
applies in cases where the employee suspects that an act of violence will result from an encounter

with said individual(s).

Scope

All staff, vendors, contractors, consultants, and others, who do business with the Town of
Bethlehem, whether in a Town of Bethlehem facility or off-site location where Town of Bethlehem
business is conducted, are covered by this policy. This policy also applies to other persons not

affiliated with the Town of Bethlehem, such as former employees, and visitors.

Definition

Workplace violence is any behavior that is violent, threatens violence, coerces, harasses or
intimidates others, interferes with an individual's legal rights of movement or expression, or
disrupts the workplace, or the Town of Bethlehem’s ability to provide services to the public.
Examples of workplace violence include, but are not limited to:

e Disruptive behavior intended to disturb, interfere with or prevent normal work activities
(such as yelling, using profanity, verbally abusing others, or waving arms and fists).

e Intentional physical contact for the purpose of causing harm (such as slapping, stabbing,
punching, striking, shoving, or other physical attack).

e Menacing or threatening behavior (such as throwing objects, pounding on a desk or door,
damaging property, stalking, or otherwise acting aggressively; or making oral or written
statements specifically intended to frighten, coerce, or threaten) where a reasonable
person would interrupt such behavior as constituting evidence of intent to cause harm to
individuals or property.

o Possessing firearms, imitation firearms, knives or other dangerous weapons, instruments
or materials. No Town of Bethlehem non-law enforcement personnel, shall have in their
possession a firearm or other dangerous weapon, instrument or material that can be used
to inflict bodily harm on an individual or damage to Town of Bethlehem property.
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Reporting of Incidents

General Reporting Responsibilities

Incidents of workplace violence, threats of workplace violence, or observations of workplace
violence are not to be ignored by any member of the Town of Bethlehem workforce. Workplace
violence should promptly be reported to the appropriate Town of Bethlehem official (see below).
Additionally, employees are encouraged to report behavior that they reasonably believe poses
a potential for workplace violence as defined above. It is important that all Town of Bethlehem
employees take this responsibility seriously to effectively maintain a safe working and learning
environment.

Imminent or Actual Violence

Any person experiencing or witnessing imminent danger or actual violence involving weapons
or personal injury should call the Town of Bethlehem Police Department, or call 911.

Acts of Violence Not Involving Weapons or Injuries to Persons

Any person who is the subject of a suspected violation of this policy involving violence without
weapons or personal injury, or is a witness to such suspected violation, should report the
incident to his or her supervisor, or in lieu thereof, to Human Resources.

Commission of a Crime

All individuals who believe a crime has been committed against them have the right, and are
encouraged, to report the incident to the Town of Bethlehem Police Department.

False Reports
Town of Bethlehem employees who make false and malicious complaints of workplace

violence, as opposed to complaints which, even if erroneous, are made in good faith, will be
subject to disciplinary action and/or referral to civil authorities as appropriate.

Responsibilities

2.

Department Heads

Town of Bethlehem Department Heads shall be responsible for the implementation of this policy
to his or her department. The responsibility includes dissemination of this policy to all members
of the department, ensuring appropriate investigation and follow-up of all alleged incidents of
workplace violence, and ensuring that managers, and supervisors are aware of their
responsibilities under this policy through internal communications and training.

Bethlehem Police Department

The Bethlehem Police Department is responsible for responding to, intervening, and
documenting all incidents of violence in the workplace. The Bethlehem Police Department will
immediately log all incidents of workplace violence and will notify the respective supervisor of

9



4.

5.

an incident with his/her employee. All officers should be knowledgeable of when law
enforcement action may be appropriate. The Police Department will maintain an internal
tracking system of all threats and incidents of violence. Annual reports will be submitted to the
Supervisor and Town Board, detailing the number and description of workplace violence
incidents, the disposition of the incidents, and recommend policy, training issues, or security
procedures that were or should be implemented to maintain a safe working environment.
Officers will be trained in workplace violence awareness and prevention, non-violent crises
intervention, conflict management, and dispute resolution.

Officers will work closely with Human Resources when the possibility of workplace violence is
heightened, as well as on the appropriate response to workplace violence incidents consistent
with Town policies, rules, procedures and applicable labor agreements, including appropriate
disciplinary action up to and including termination.

Supervisors

Each Supervisor is responsible within his/her area of jurisdiction for the implementation of this
policy. Supervisors must report to their Department Head any complaint of workplace violence
made to him/her and any other incidents of workplace violence of which he/she becomes aware
or reasonably believes to exist. Supervisors are expected to inform their Department Head
promptly about any complaints, acts, or threats of violence even if the situation has been
addressed and resolved. After having reported such complaint or incident to the Department
Head, the supervisor should keep it confidential and not disclose it further, except as necessary
during the investigation process and/or subsequent proceedings.

Staff

Staff must report workplace violence, as defined above, to their supervisor. Recurring or
persistent workplace violence that an employee reasonably believes is not being addressed
satisfactorily, or violence that is, or has been, engaged in by the employee’s supervisor should
be brought to the Department Head, Human Resources or BPD.

Employees who have obtained Orders of Protection are expected to notify their supervisors,
Human Resources and the Police Department of any orders that list locations as protected
areas.

Victims of domestic violence who believe the violence may extend into the workplace, or
employees who believe that domestic or other personal matters may result in their being subject
to violence extending into the workplace, are encouraged to notify their supervisor, or Human
Resources. Confidentiality will be maintained to the extent possible.

Human Resources

Human Resources is responsible for assisting the Police Department, department heads, and
supervisors in responding to workplace violence; facilitating appropriate responses to reported
incidents of workplace violence; notifying the Police Department of workplace violence incidents
reported to that office; and consulting with, as necessary, counseling services to secure
professional intervention.

Human Resources is responsible for providing new employees with a copy of the Workplace
Violence Policy and Procedures and insuring that staff receives appropriate training.
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6. Town of Bethlehem Communications

All communications to the Town of Bethlehem community and outside entities regarding
incidents of workplace violence will be made through the Town Supervisor or his/her designee.

Confidentiality

The Town of Bethlehem shall maintain the confidentiality of investigations of workplace violence to
the extent possible. The Town of Bethlehem will act on the basis of anonymous complaints where
it has a reasonable basis to believe that there has been a violation of this policy and that the safety
and wellbeing of Town of Bethlehem employees would be served by such action.

Retaliation

Retaliation against anyone acting in good faith who has made a complaint of workplace violence,
who has reported witnessing workplace violence, or who has been involved in reporting,
investigating, or responding to workplace violence is a violation of this policy. Those found
responsible for retaliatory action will be subject to discipline up to and including termination.

Contact Information
1. Human Resources

Mary Tremblay-Glassman
Director of Human Resources
445 Delaware Avenue
Delmar, NY 12054

(518) 439-4955 x1127

2. Bethlehem Police
Louis G. Corsi

Chief of Police

447 Delaware Avenue

Delmar, NY 12054
(518) 439-9973

Revised 5/14/2014
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GENERAL EMPLOYMENT INFORMATION

*EMPLOYEE DESIGNATIONS
Because of the diversity of services provided by the Town of Bethlehem, employees are defined
and appointed to positions in various ways. The most common types of employee designations are
as follows:
1. Full-time employees are those who work for the Town on a regular basis for 35
or more hours per week. Employee benefits are generally only available to full-time
employees.
2.  Part-time employees who work on a regular, assigned schedule basis (for
partial days or on set days of the week only), are eligible for certain benefits. These
individuals can accrue vacation and sick time on a pro-rata basis if they regularly work
more than 17.5 hours per week, for a minimum of 910 hours per year.
Part-time employees who work for the Town on a seasonal basis or less than 17.5

hours per week are generally not entitled to any benefits.

*PRE-EMPLOYMENT PHYSICALS

All applicants accepted for full-time employment must first pass a physical, including a drug test,
after a tentative offer of employment has been made. The pre-employment physical examination
will be conducted by a Town-appointed physician. The purpose of the examination is to make sure
that the employee is physically capable of performing the job for which they are being hired. The

Town pays for the cost of the physical.

*PRE-EMPLOYMENT BACKGROUND INVESTIGATION (Updated effective January 23, 2020)
All applicants, over the age of 18, accepted for full-time and/or part-time employment must first pass
a background investigation, after a tentative offer of employment has been made.

Effective January 23, 2020, all regularly scheduled volunteers over the age of 18, will also be
required to pass a background investigation prior to starting their volunteer position. All current
volunteers will be grandfathered into this policy and not be required to have a background
investigation.

The pre-employment background investigation will be conducted by a Town-appointed background
screening company. The purpose of the background check is to make sure that the employee does
not have a criminal background and/or a driving record that would prevent them from performing

the job for which they are being hired. The Town pays for the cost of the background investigation.
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*PROBATIONARY TERMS

All new full-time employees of the Town of Bethlehem are hired on a probationary basis for a period
up to twenty-six weeks. During your probationary period, you will be trained to perform your job
responsibilities, and will receive regular feedback from your supervisor on your performance. If
there does not appear to be a good match between the Town's employment needs and your

abilities, appropriate action will be taken, which may include termination.

*TIME KEEPING AND PAYMENT OF WAGES

All employees of the Town are paid biweekly on Fridays. For most departments, the work week
begins on Saturday at 12:01 a.m. and ends on Friday at Midnight. The Police Department work
week begins on Sunday at 12:01 a.m. and ends on Saturday at Midnight. There are usually 26 pay
periods during the fiscal year. Generally, Town employees are paid for a two week period, for
services rendered during the pay period, on a one week lag. All employees must use the Kronos

System, or the Police Officer Scheduling software program, to document hours worked.

Town of Bethlehem
Time and Attendance Policies and Procedures
(Effective February 25, 2015)

TIME CLOCK USERS (nonexempt employees):

The Town of Bethlehem is changing its time and attendance system to Kronos effective February
7,2015. In order to ensure consistency and compliance with labor laws, we have memorialized the
time and attendance procedure for all managers and employees.

The Human Resource Department will enroll and train each employee and all new employees on
time clock procedure. Each employee will be assigned an enrollment number and will have an
algorithm of their finger taken. Employees will be enrolled to a specific clock, where they should
punch in and out every day.

Exceptions:

Some employees may have to work in multiple locations. In this case, they will be enrolled
in multiple clocks. However, they will have to punch in and out of the same clock each day.
You cannot punch in at one location and out at another location.

Rounding:

There is a seven minute rounding rule. If employees punch in seven minutes before or
seven minutes after the start or end of a shift there will be no change in pay. Any punches
outside the seven minute rounding rule will cause a fifteen minute or more deduction from
specified accruals or generate fifteen minutes or more of overtime. No employee should
be punching in early or staying late without prior approval of their department head or
supervisor. Employees are considered tardy if they are more than three minutes late.
Managers are immediately notified of all tardiness.
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Lunches:

New York State Labor law mandates a half hour lunch for all employee with in the first six
hours of a shift. All nonexempt employees must take at least a half hour lunch every day.
All lunches will be auto deducted at 30 minutes or 60 minutes (By Department). Employees
should only punch out for lunch if they are taking more than their allotted lunch time (per
department head approval). Managers will handle canceling automatic lunch deduction if it
happens. (Please note this is monitored by auditors for Labor Law compliance).

Overtime:

It is the policy of the Town of Bethlehem to adhere to the overtime and compensatory
provisions of the Fair Labor Standards Act. In doing so, the Town shall pay overtime, or in
lieu of overtime, shall grant compensatory time (at 1.5 hours earned to 1.0 hour worked),
to any non-exempt employee who is required and authorized by his or her department
head to work in excess of forty

(40) hours per week.

Exceptions:

0 40 hour a week employees will earn overtime at time and a half for any
time exceeding a forty hour work week. An employee wishing to earn comp
for these additional hours will have to notify their manager. Managers can
change overtime to comp time earned up the forty hour maximum accrued
balance.

ON-CALL AND CALL IN:

On-Call:

All employees assigned to be on call to handle emergencies will be paid one half hour of
overtime per day to be on call on week days. Employees will continue to get two hours per
day of on-call pay for weekends and holidays. In addition, they will get paid for the amount
of time they work when they get called in.

Weekday On Call: Hours 3:30pm - 7:00 am each day, Mon, Tues, Wed, Thurs, Fri. 1/2hr
OT for each day.

Weekend/Holiday on Call: Hours 7am Sat - 7am Mon. 2hrs OT for Sat and 2hrs OT for
Sun.

A person On Call for one week would receive 2.5hrs for the weekdays and 4hrs for the
weekend for a total of 6.5hrs OT.

Call In:

If an employee gets called in for an emergency, they will get paid a two hour minimum to
handle the emergency. Employees MUST press the CALLIN BUTTON on the time clock
to get paid the two hour minimum (this also applies to on call people called in for an
emergency). If employees work beyond the two hours, they will get paid the amount of
time worked. At the end of your work day you log off regularly. DO NOT PRESS CALLIN
TO LOG OUT.

Not Regular Scheduled Time:

If an employee is scheduled to work outside of their normal scheduled time, they MUST
press the NOT REG SCHEDULE button to get paid. At the end of your work day you log
off regularly. DO NOT PRESS NOT REG SCHEDULE.

Set Up Time:
The Highway Garage will be open, on normal workdays, from 6:15-3:45.

14



Work hours will be as follows: Foremen Il 6:15-3:45. Foremen | 6:30-3:45 and Sub-
Foremen, Drivers, and Mechanics 6:45-3:30, unless otherwise approved by the Highway
Superintendent.

Time off Requests:

All Time off requests should be made at the time clock. Either forty five minutes before your
normal clock in or clock out time. Please note Highway employee’s requests need to be
made 48 hours in advanced. Requests made with in that 48 hours, need to be brought to
their managers attention immediately.

SHIFT DIFFERENTIAL.:

Shift Differential is an extra compensation paid for working hours that are outside of the normal
workday (8:00 a.m.-4:00 p.m.) This is provided to encourage employees to work the sometimes
less desirable later shifts which are required in our 24-Hour operations (Water Plants).

WEB USERS (nonexempt employees with PC’s):

All non-exempt employees will now log in and log out on their personal computer. They will have
the same rounding rules as time clock user and will be trained by their department heads or
supervisors to punch in and out and request time off. All time off requests should be made through
KRONOS.

Rounding:

There is a seven minute rounding rule. If employees punch in seven minutes before or
seven minutes after the start or end of a shift, there will be no change in pay. Any punches
outside the seven minute rounding rule will cause a fifteen minute deduction from specified
accruals or generate fifteen minutes of overtime. No employee should be punching in early
or staying late without prior approval of their Department Head. Employees are considered
tardy if they are more than three minutes late. Managers are immediately notified of all
tardiness.

Lunches:

New York State Labor Law mandates a half hour lunch for all employees within the first six
hours of a shift. All nonexempt employees must take at least a half hour lunch every day.
All lunches will be auto deducted at 30 minutes or 60 minute (by Department). Employees
should only punch out for lunch if they are taking more than their allotted lunch time (with
Department Head approval). Managers will handle canceling automatic lunch deduction if
this happens. (Please note, this is monitored by auditors for Labor Law compliance).

Overtime:

It is the policy of the Town of Bethlehem to adhere to the overtime and compensatory
provisions of the Fair Labor Standards Act. In doing so, the Town shall pay overtime, or in
lieu of overtime, shall grant compensatory time (at 1.5 hours earned to 1.0 hour worked),
to any non-exempt employee who is required and authorized by his or her department
head to work in excess of forty

(40) hours per week.

Exceptions:

o0 All 35 hour a week employees will earn comp for every hour worked from 35 — 40,
at straight time. After 40 hours of work an employee will earn comp time at time
and a half. An employee wishing to be paid instead of earning comp for these
additional hours will have request this change to their manager. Managers will
have to override for payment. Please note if an employee has earned the
maximum amount of comp time (40) they will be paid for additional hours.
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0 All 37.5 hour a week employees will earn comp for every hour worked from 37.5 —
40, at straight time. After 40 hours of work an employee will earning comp time at
time and a half. An employee wishing to be paid instead of earning comp for these
additional hours will have to request this change to their manager. Managers will
have to override for payment. Please note if an employee has earned the maximum
amount of comp time (40) they will be paid for additional hours.

EXEMPT EMPLOYEES:
The Town Board of the Town of Bethlehem recognizes that exempt employees, by
nature of their positions and in accordance with the Fair Labor Standards Act, are not
entitled to receive overtime pay or compensatory time for time worked in excess of the
regularly scheduled workweek, which may be a regular occurrence due to the position’s
responsibilities. Those employees who are required by their job to work beyond the
normal workday or workweek, shall be eligible to receive flex-time calculated at a rate
equal to one hour earned for every one hour spent attending to such requirements. The
Town Supervisor, in his or her discretion, shall have the final say in determining whether
or not a situation qualifies for the earning of flex-time under this policy. Flex-time earned
and used should be reported on the bi-weekly KRONOS time cards, using the
designated hours-type codes. Flex-time balances cannot exceed 40 hours. Flex-time will
not be paid out in cash at the time of the employee's separation from employment.

Lunches:
Exempt employees are not required to take a lunch per New York State Labor Law.
All time cards are auto populated with an automatic lunch deduct.

Overtime:
Exempt employees are not entitled to overtime or comp time. The earning and
using of flex-time should be recorded for attendance purposes. All time cards will
be approved by the Town Supervisor or his/her designee.

All Exempt employees will manage their time off in their time cards using their
accruals (Vacation, Personal and Sick).

*BUSINESS HOURS

The Town Board establishes official business hours at the annual organizational meeting.
Personnel assigned to various departments may have substantially different working hours and
meal periods, contingent upon the needs of the department.

Working schedules are established by Department Heads taking into account normal business
hours, departmental needs, and seniority considerations. Lunch policies vary by department.
Sometimes service to the public requires a nonstandard work week, which may require some
degree of flex-time. Check with your supervisor for specifics.

Breaks are regula