






















































































































































































































































































Section 2.8

Any denial of public records requested, in part or in whole, should include an
explanation, including legal authority, as to why the request was denied. If the initial
request was provided in writing, the explanation for denial will be provided to the
requester in writing. (R.C. 149.43(B)(3)).

If portions of a record are public and portions are exempt, the exempt portions should be
redacted and the rest released. If there are redactions, the office will notify the requester
of any redaction or make the redaction plainly visible. Each redaction should be
accompanied by a supporting explanation, including legal authority, as to why the
redaction was made. (R.C. 149.43(B)(1) and (2)).

Section 2.9

This office has no duty to provide records acquired after a request for records is
complete.

Section 3. Costs for Public Records

Those seeking public records should be charged only the actual cost of making copies,
unless the cost is otherwise set by statute. (R.C. 149.43(B)(1)). Employee time should
not be calculated into the charge for copying a public record. However, in the event that
circumstances make it reasonable for this office to hire an outside contractor to make
copies of requested records, the requester will be charged the actual cost paid to the
outside contractor for the copying service. (R.C. 149.43(F)(2)(a)). These circumstances
may include but not be limited to a lack of in-house photocopying resources or labor.

This office has no duty to provide copies of public records free of charge to someone who
indicates an inability or unwillingness to pay for them.

Section 3.1 The charge for paper copies is [TEN] cents per page.

Section 3.2

This office may require a requester to pay in advance the cost involved in providing the
copy of the public record, as requested. (R.C. 149.43(B)(6)).

adopted by Danbury Twp. Board of Trustees
March 26, 2008



Section 3.3

Upon request, this office will provide copies of public records to a requester by United
States mail or by any other delivery means or transmission that this office deems
reasonable. This office may require such a requester to pay in advance the cost of
postage or costs incurred for other supplies used in the mailing, delivery, or transmission.
(R.C. 149.43(B)(7)).

Section 3.4

There may be instances when this office may be able to provide copies made in-house
without disrupting its normal functions, but only over an extended period of time. In that
instance, this office may offer the requester the options of (1) having the documents
produced through a faster method by employing temporary personnel and equipment, (2)
using an external private contractor, or (3) having the documents produced in-house by
this public office’s normal staff and equipment in a less efficient and more time-
consuming manner.

Section 4. Failure to respond to a public records request

This office recognizes the legal and non-legal consequences of failure to properly
respond to a public records request. In addition to the distrust in government that failure
to comply may cause, this office’s failure to comply with a request may result in the
requester commencing a mandamus action against this office in either the court of
common pleas, in the court of appeals, or in the Supreme Court of Ohio. The court may
order this office to comply with the Public Records Act, as well as order this office to pay
statutory damages of one hundred dollars for each business day (beginning with the day
the requester files the mandamus action) during which this public office failed to comply
(up to a maximum of one thousand dollars), as well as court costs and the requester’s
reasonable attorney fees.

adopted by Danbury Twp. Board of Trustees
March 26, 2008



DANBURY TOWNSHIP POLICY
REHIRING OF RETIRED FULL-TIME EMPLOYEES

Full-time employees of Danbury Township participate in one of three mandatory pension plans:
OPERS (General), OPERS (LE) or Ohio Police & Fire Pension Fund. Full-time employees are eligible to
retire after certain years of service in accordance with their respective plan.

At the time of retirement, the township will pay the employee their unused earned sick leave up to
thirty days and will pay the employee all of their earned, unused, pro-rated vacation leave.

Retired employees may be eligible, at the discretion of the Board of Township Trustees, to be rehired

by the township back into their previous position or another available position provided all of the

following criteria are met:

1. The employee submits, in writing to the trustees, their desire to retire and be rehired. This

request must be made within 60 days of their anticipated retirement date and must include:
a). Anticipated date of retirement.
b). Position to which they desire to be rehired.
c). Anticipated date of return. It is the responsibility of the employee to obtain information
from his/her pension plan any mandatory requirements for time away from work prior to
returning. If the retire/rehire is approved, the township requires the employee to return to
work at the earliest date allowed by law.

2. The employee must successfully pass a pre-employment drug test and a complete physical
examination, conducted by Firelands Corporate Health, specific to the position which they
anticipate returning. Both must be completed at least 30 but not more than 90 days prior to
the anticipated date of returning to work. The township’s Fiscal Officer or Assistant to the
Fiscal Officer will coordinate the test and exam scheduling. The township will pay for the cost
of these services.

If the employee fails either the drug test or the physical examination he/she will be ineligible to apply
for rehire. As an at-will employer in the State of Ohio, Danbury Township is under no obligation to
rehire a retired employee regardless of whether criteria 1) and 2) above have both been met.

If the Board of Trustees agrees, by majority vote, to rehire a retired employee the following will occur
effective upon the date of rehire:

1) Employment is begun as a new hire for all intents and purposes as outlined in the current
Danbury Township Personnel Policies and Procedure Manual including but not limited to a
probationary period, accumulation of sick and vacation leave and pension plan participation.

2) If the employee is rehired full-time he/she will be eligible for holiday pay and health insurance
immediately upon rehire.

3) The employee’s starting wage will be determined by the trustees.

4) If the employee is rehired full-time he/she will be eligible for .05 per hour longevity pay after
completing five full years of service and each year thereafter.

Adopted: 11/25/19
REVISED: 12/11/19



Standing Order by the Danbury Township Board of Trustees
September 9, 2015

DANBURY TOWNSHIP SOCIAL MEDIA POLICY

The purpose of a Social Media Policy is to establish guidelines for employees and volunteers
(hereinafter referred to as “staff”} of Danbury Township regarding the utilization of social
media, social networking sites, internet use and any other medium.

Staff shall adhere to all rules and regulations of Danbury Township as it relates to personal
conduct and communications that may diminish the esteem of the Township and or its
personnel in the eyes of the public. Staff is prohibited from engaging in any action (involving
social media or otherwise) that has the potential to negatively impact the proper operations of
the Township.

This policy applies regardless of the medium involved or whether the conduct or
communications occur on or off-duty. In an internet-based culture characterized by hyper-
connectivity and worldwide access to information, staff shall be particularly mindful of their
activities or information that they cause to enter the networks of the internet.

Definitions used in the policy include:

Medium: Any means of mass communication or information transfer including print, radio,
television or the internet.

Post: The act of electronically publishing content on an internet site. Blogging is the equivalent
of posting.

Social Media: Any variety of online sources that allow people to communicate and share
information, photographs, videos, audio, text and other multi-media files with others via some
form of online/internet or cellular network platform.

Social Networking: Any act using social media to communicate with others.

Procedures:

1. When not necessitated by a legitimate Township activity or function, staff who use
social media or other internet-based functions shall not post, transmit or otherwise
disseminate information that contains:

a. Any text, photograph, audio, video or any other multi-media file of any fire,
medical and/or emergency response (specifically including crime scenes and
motor vehicle accidents) unless those original recordings involve a person in the




staff member’s household and are made while off-duty and not related
whatsoever to a Township function;

b. Information related to any past or current civil or criminal investigation
conducted by or involving the Township including allegations of misconduct;

¢. Any Township documents or work products. Exceptions are permitted only in the
narrowest of circumstances (i.e. posted photographs or commentary of off-duty
social/family activity not primarily related to the Township such as family
functions, sporting/hobby activities, etc. Even in these instances the postings
shall still meet the minimum standard of not diminishing the esteem of the
Township or its personnel in the eyes of the public);

d. Impairs working relationships within the Township for which loyalty and
confidentiality are important or impairs discipline or harmony among co-
workers;

. Impedes the performance of any staff person of the Township’s duties;

f. Contains any confidential file or database or portion thereof maintained by the

Township of which the staff person has restricted access to as a result of their

employment with the Township;

Contains obscene or sexually explicit language, images or acts;

Contains language, images or acts of gratuitous and extreme violence;

i. Contains statements or other forms of speech that ridicule, malign, disparage or
otherwise express bias against any race, religion or protected class of individuals;

j.  Would reasonably tend to diminish the esteem of the Township or its personnel
in the eyes of the public.

= @

No staff person with access to an emergency incident site shall use a personal camera,
cell phone, audio or video recording device or any other personal communication device
to transmit pictures, video, audio, text, twitter or any other type of information of the
incident without express permission from the Township.

Staff shall be aware that when they utilize Township computers and services for
personal use they shall have no expectation of personal privacy in the use of the
internet and email provided by the Township. Staff’s use of township property for illicit
purposes shall result in disciplinary action and/or termination unless such use is done
for investigative purposes during the course of a township investigation.

Unless otherwise directed by the Township, all video/image and/or audio records that
are recorded on-duty may be disseminated only to criminal justice agencies or used in
official departmental or court proceedings. This shali also include all audio and video

image recording and/or transmitting devices that a staff person may have for personal

use.




5. Department supervisors shall ensure that incidental personal communications and
activities while on duty do not negatively impact the functions of the Township or a staff
person’s ability to perform their duty.

6. This policy shall not prohibit a staff person from posting or publishing truthful content
on the internet that already exists in the public realm,

7. This policy is not intended to prohibit a staff person’s exercise of their constitutional
rights as established and interpreted by case law.

8. Disciplinary action for violation of the policy will be in accordance with the Township’s
established disciplinary action policy as stated in the employee personnel manual.

Adopted 9/9/15 with approved changes by Prosecutor Mark Mulligan.




DANBURY TOWNSHIP TELEWORK POLICY
4/8/2020

I. Purpose

The purpose of this policy is to establish requirements and guidelines for Danbury
Township employees engaging in authorized teleworking or telecommuting during the
COVID-19 State of Emergency. “Teleworking” or “Telecommuting” is a work flexibility
arrangement under which an employee performs their work duties and responsibilities
from an approved worksite other than the location from which the employee would
otherwise work.

II. Scope

This policy applies to all Danbury Township employees specifically authorized by the
Board of Trustees to perform teleworking or telecommuting. This Policy is effective
immediately and until rescinded by the Employer.

III. Requirements

A. Location of Work. Danbury Township employees must provide the Board of
Trustees or their direct supervisor the physical address and telephone number of
the location at which they will be teleworking.

o The workspace must be safe and free from hazards.

e The workspace must be reasonably free from interruptions and distraction
that would affect work performance.

¢ The workspace must allow for the employee to preserve the confidentiality
of sensitive or non-public information. Any Township provided material or
equipment shall not be removed from the workspace while the employee is
teleworking.

e For employees who must verbally communicate with others as part of their
duties, the workspace must be quiet and allow for professional
communications during those times.

e Teleworking employees shall not meet with the public or clients in their
home office in any official capacity or connected with the Employer’s
business. The Township is not responsible for any injuries to family
members, visitors and others in the employee’s home.

e The Township is not responsible for any loss to the employee’s property
whether caused by physical damage, computer virus attacks or other
intrusions via the internet.



B.

G.

¢ Employees utilizing Danbury Township equipment while teleworking must
protect the equipment from damage.

Hours of Work. Non-Exempt Employees are authorized to engage in
teleworking during their normally scheduled workdays and hours, or on
days/times pre-approved by their supervisor. Non-Exempt Employees may not
work outside of those days and hours without prior supervisor approval. Non-
Exempt Employees are responsible for accurately reporting their time worked each
day.

Reporting for Work. Employees who do not work for all or a portion of a day
they are expected to telework are responsible for requesting to use appropriate
leave. Danbury Township is not responsible for paying employees while
teleworking if they are unable to perform work due to operational or technological
issues such as the availability of an adequate internet connection.

Communication. While teleworking, employees must be reachable by the
Danbury Township trustees during their normal working hours, and any other
times designated by the Board of Trustees or their direct supervisor. If the
employee becomes aware of or anticipates any disruption in technological
communication during their normal working hours, they are to immediately notify
their supervisor.

. Security and Confidentiality. While working remotely, employees must take

steps to preserve the security and confidentiality of Township information.
Employees must keep confidential documents and materials in secure locations.
Employees must maintain password protection to the same extent as required at
the workplace, and keep confidential documents and records securely stored. If
working on personal devices, employees must have valid up-to-date anti-virus
software and appropriate computer and internet security installed and activated.
Any suspected hacks or breaches of security must be reported to the Board of
Trustees or their direct supervisor immediately.

Policies. This teleworking arrangement does not change the basic terms and
conditions of employment, including rate of pay and benefits. Employees are
expected to apply with all Danbury Township policies, procedures and
performance standards.

Danbury Township retains the right to investigate alleged abuse of this teleworking
policy and may cease or modify an employee’s approval for telework at any time.



COVID-19 Guidelines

Updated by the Danbury Township Board of Trustees on 3/13/24

Updated COVID and respiratory illness guidance from the CDC, published 3/1/24,
recommends that people stay home from work and away from others. For people
with COVID-19 and influenza, treatment is available and can lessen symptoms and
lower the risk of severe illness. The recommendations suggest returning to normal
activities when, for at least 24 hours:

1. symptoms are improving overall, and
2. if afever was present, it has been gone without the use of a fever-reducing
medication.

Once people resume normal activities, they are encouraged, not required, to take
additional prevention strategies for the next 5 days to curb disease spread, such as:

taking more steps for cleaner air,

enhancing hygiene practices,

wearing a well-fitting mask,

keeping a distance from others and/or getting tested for respiratory viruses.
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Enhanced precautions are especially important to protect those most at risk for
severe illness, including those over 65 and people with weakened immune systems.

Sick Time:

1. ARPA funding no longer covers COVID-19 sick time
2. Full-time employees may use accrued sick time
3. Part-time employees do not qualify for sick time



Standing Order - Unlawful Discrimination, Harassment and Intimidation Policy

Danbury Township is committed to providing a work environment free from unlawful
discrimination, harassment and intimidation. Unlawful discrimination is defined as behavior
directed toward any employee who is a member of a protected class (i.e. race, color, religion,
sex, national origin, age, ancestry, disability, genetic information or military status). Unlawful
discrimination occurs when individuals are treated less favorably in their employment because
of their membership in a protected class as defined under “Policy” in this order. An employer
may not discriminate against an individual with respect to the terms and conditions of
employment such as promotions, raises and other job opportunities based upon that
individual’s membership in a protected class.

Unlawful harassment and intimidation are defined as inappropriate behavior and/or
unwelcome conduct directed toward any employee, regardless if they are a member of a
protected class as defined above. Unlawful harassment and intimidation will not be tolerated.
Harassment and intimation become unlawful when:

1. Enduring the offensive conduct becomes a condition of continued employment.

2. The conduct is severe or pervasive enough to create a work environment that a reasonable
person would consider intimidating, hostile or abusive.

This policy includes, but is not limited to, sexual harassment and conduct that occurs off-duty
and off-premises.

Zero Tolerance:

Danbury Township is committed to providing a work environment that is safe, secure and free
of discrimination, harassment, intimidation, threats and violence. Consistent with this, any
threats or acts that include discrimination, harassment, intimidation, threats or violence will
not be tolerated. Employees who are found to have committed these acts will receive discipline
up to and including termination and possible criminal prosecution dependent upon the nature
of the offense.

Reporting:

All employees have the right to file a complaint without fear of retaliation. No employee shall
be disciplined, harassed or treated unfairly in any manner as a result of filing a complaint. Any
employee who feels he/she has been subjected to any of the above-mentioned acts is
requested to immediately report the incident in writing for investigation.



Standing Order - Unlawful Discrimination, Harassment and Intimidation Policy
Page 2

Procedure:

1. An employee shall file a complaint in writing to his/her immediate supervisor. The supervisor
will review the complaint and attempt to resolve it within a reasonable time and will provide
the employee with a written response. This step may be bypassed if the immediate supervisor
is the subject of the complaint. The employee is then directed to file the complaint in writing to
the township trustees.

2. If the employee is not satisfied with the response of the immediate supervisor he/she may
submit the original complaint to the township trustees within 10 days of the supervisor’s
written response. All material and information will be investigated and the employee will be
provided with a written response by the trustees in a timely manner. The response from the
trustees shall be final.

Draft: 1/9/2016
Adopted: January 13, 2016



Danbury Township
Standing Order

WORKERS COMPENSATION
FIRST WEEK REIMBURSEMENT POLICY

Employees covered under Workers Compensation who are injured on the job will
receive their regular pay for regular hours missed during the first week in which the
accident or injury occurred. BWC will then be responsible for pay reimbursement

beginning the second week and forward should the employee remain off work due to the
accident or injury.

Adopted the 11th, day of May, 2016




