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ABOUT THIS MANUAL/DISCLAIMER

This manual has been prepared to help employees find the answers to many questions
that they may have regarding employment with Lafourche Parish Government. Please
take the necessary time to read it.

This manual is not expected to answer all questions. Supervisors and Human Resources
also serve as a major source of information.

Neither this manual nor any other verbal or written communication by a management
representative is, nor should it be considered to be, an agreement, contract of
employment, guaranteeing employment for a specific period, or limiting LPG’s authority
to manage, discipline, or terminated employees as permitted by applicable law and Civil
Service rules.

No LPG representative other than Parish President or designee may provide any special
arrangement concerning terms or conditions of employment in an individual case or
generally and any such modification must be in a signed writing.

Many matters covered by this manual, such as benefit plan descriptions, are also
described in separate LPG documents. These LPG documents are always controlling
over any statement made in this manual or by any member of management.

This manual states only general Lafourche Parish Government guidelines. This manual
supersedes all prior manuals.
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SECTION 1 - INTRODUCTION

1-1. Introduction

For employees who are commencing employment with Lafourche Parish Government ("Lafourche
Parish Government" or " LPG"), on behalf of Lafourche Parish Government, let me extend a warm
and sincere welcome.

For employees who have been with us, thanks for your past and continued service.

| extend my personal best wishes for success and happiness here at Lafourche Parish
Government. We understand that it is our employees who provide the services that our
residents rely upon, and who will enable us to move Lafourche forward together in the years to
come.

Lafourche Parish President



SECTION 2 - PERSONNEL RECORDS

It is important that Lafourche Parish Government always have correct and current information
about employees. Each employee is responsible for notifying the human resources department
immediately of change of name, address, phone number, or marital status, withholding taxes, etc.
Employees may be required to provide original documentation authorizing certain changes.
Employees are also to provide their department with an emergency telephone number, as well.

The Human Resources Director shall maintain personnel files on all employees of LPG. The
personnel file does not include reference checks, medical records, or investigation files. ltis the
responsibility of supervisors to ensure that all necessary documentation is forwarded to the HR Department for
inclusion in the employees' file. Unless otherwise provided by law, personnel files and information shall
be confidential and may not be divulged for purposes not connected with LPG personnel
management systems except with the written consent of the employee affected.

Nothing herein shall prevent the dissemination of impersonal statistical information or information not
protected by the Privacy Act.

An employee shall have the right to reasonable inspection of his or her official personnel file,
provided that the employee submits his/her request in advance and provides that the request does
interfere with normal business operations. The Human Resources Director, immediate supervisor,
or other designated personnel must be present during the employees’ review of the file.
Additionally, employees may submit a written request to the HR Department to obtain copies of
documents within official personnel file, in accordance with applicable laws. All requests must be
made in advance and not interfere with the department’s normal operations.

Any employee records maintained by department head or supervisory personnel are to be held in
strict confidence and secured under lock and key. The only information which should be maintained
in such afile is information concerning an employee's work performance for use in compiling the
employee's annual performance evaluation. Confidential information, such as the employee's social
security number, is not to be kept in this file.

No employee is allowed to remove or in any way alter the contents of an employee personnel file.
The Director of Human Resources is responsible for ensuring documents of an evaluative or
negative nature clearly indicate the employee is aware of the document prior to placement in the
employee’s personnel file. If an employee disagrees with any information contained in his or her file,
he or she must correct, ask for a deletion of, or write a statement of disagreement with any items in
the file.

No employee shall have the right to remove written reprimands from his or her file once all
grievance procedures have been followed. This will not prevent the employee from disagreeing with
the reprimand and placing said written disagreement in his or her file.

The Human Resources Director shall have the authority to verify employment of employees on
telephone inquiries with written authorization only.



Under Louisiana Revised Statutes 44:11, an employee's home address, home & personal telephone
numbers, as well as personal email address are confidential and not subject to public records
disclosure. Prior versions of the law allowed employees to elect confidentiality; current law makes
these items confidential by default. However, the following employee-related information may be
released in response to a public records request:

e Employee name.

e Job title and classification Salary or rate of pay Dates of employment.

e Department or work location.

Confidential and Exempt Information

The following information is confidential or exempt from public disclosure and will not be released,
except as required bylaw:

e Social Security numbers.
e Medicalinformation and medical certifications Family and Medical Leave documentation
Drug and alcohol test results.

e Personal contactinformation (home address, personal phone numbers, personal email
addresses).

Banking and direct deposit information.

Insurance beneficiary information

Background checks, exempt by statute.

Information protected by federal or state law (HIPAA, ADA, etc.).

Lafourche Parish Government acknowledges its responsibility to preserve information relating to
litigation, audits, and investigations. LPG shall retain records in accordance with approved
retention schedule issued by the Louisiana Secretary of State for local governments and any
applicable federal requirements. Records shall not be destroyed until the applicable retention
period has expired and all legal holds have been lifted.

Records shall be classified according to function and retained for the minimum periods set forth in
the applicable records retention schedule. Departments must consult the most current schedules
when determining retention requirements. Employees must ensure that official records created or
received electronically are filed in approved recordkeeping systems. Personal devices used for
Parish business may be subject to public records laws.

Upon notice of a litigation hold, audit, investigation, or public records request, all destruction of
relevant records shall immediately cease. Records subject to a hold must be preserved until
written authorization is provided to resume normal disposition.

Records shall be stored in a manner that protects against loss, damage, or unauthorized access.

Records may be destroyed only after the applicable retention period has expired and approval is
obtained in accordance with Parish Procedures.
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SECTION 3 - EMPLOYMENT & HR POLICIES

LPG is an Equal Opportunity Employer that does not discriminate on the basis of actual or
perceived race, color, creed, religion, national origin, ancestry, citizenship status, age, sex or gender
(including pregnancy, childbirth, pregnancy-related conditions, and lactation), gender identity or
expression (including transgender status), sexual orientation, marital, military and veteran status,
physical or mental disability, genetic information, or any other characteristic protected by applicable
federal, state, or local laws and ordinances. Lafourche Parish Government's management team is
dedicated to this policy with respect to recruitment, hiring, placement, promotion, transfer, training,
compensation, benefits, employee activities, access to facilities and programs, and general
treatment during employment.

Any employee with questions or concerns about equal employment opportunities in the workplace
are encouraged to bring these issues to the attention of Human Resources. LPG will not allow any
form of retaliation against employees who raise issues of equal employment opportunity. If
employees feel they have been subjected to any such retaliation, they should contact the Human
Resources Department. To ensure the workplace is free of artificial barriers, violation of this policy
including any improper retaliatory conduct will lead to discipline, up to and including discharge. All
employees must cooperate with all investigations conducted pursuant to this policy.

LPG is committed to creating and maintaining a workplace in which all employees have an
opportunity to participate and contribute to the success of the organization and are valued for their
skills, experience, and unique perspectives. This commitment is embodied in LPG’s policy and the
way we do business at LPG and is an important principle of sound business practices.

A familial relationship among employees can create an actual or at least a potential conflict of
interest in the employment setting, especially where one relative supervises another relative. To
avoid this problem, LPG may refuse to hire or place a relative in a position where the potential for
favoritism or conflict exists.

In other cases, such as personal relationships where a conflict or the potential for conflict arises,
even if there is no supervisory relationship involved, the parties may be separated by reassignment
or discharged from employment, at the discretion of Lafourche Parish Government. Accordingly, all
parties to any type of intimate personal relationship mustinform management.

If two employees marry, become related, or enter into an intimate relationship, they may not
remain in a reporting relationship or in positions where one individual may affect the compensation
or other terms or conditions of employment of the other individual. LPG will attempt to identify
other vacant positions, but if no alternate position is available, LPG retains the right to decide which
employee will remain with Lafourche Parish Government.

For the purposes of this policy, a relative is any person who is related by blood or marriage, or
whose relationship with the employee is similar to that of persons who are related by blood or
marriage.
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It is Lafourche Parish Government's policy that all employees avoid any conflict between their
personal interests and those of Lafourche Parish Government. The purpose of this policy is to
ensure that Lafourche Parish Government's honesty and integrity, and therefore its reputation, are
not compromised. The fundamental principle guiding this policy is that no employee should have, or
appear to have, personal interests or relationships that actually or potentially conflict with the best
interests of Lafourche Parish Government.

It is not possible to give an exhaustive list of situations that might involve violations of this policy.
However, the situations that would constitute a conflict in most cases include but are not limited to:

1. Soliciting or accepting gifts, favors, or gratuities that could reasonably be perceived as
influencing, or intended to influence, official actions, excepted as allowed by applicable
law and/or LA Ethics;

Holding any interest in an organization that contracts with Lafourche Parish Government;
Being employed by (including as a consultant) or serving on the board of any organization
which does, or is seeking to do, business with LPG or which competes with Lafourche

Parish Government;

4. Profiting personally, e.g., through commissions, loans, expense reimbursements, or other
payments, from any organization seeking to do business with Lafourche Parish
Government; and

5. Disclosing non-public information obtained through official duties for personal or private
advantage.

w N

LPG is committed to fair, open and competitive procurement practices. All employees shall not
show favoritism, or engage in discriminatory or retaliatory conduct with contractors, vendors, or the
public.

A conflict of interest would also exist when a member of the employee's immediate family is involved
in situations such as those above.

This policy is not intended to prohibit the acceptance of modest courtesies, openly given and
accepted as part of the usual business amenities, for example, occasional business-related meals
or promotional items of nominal or minor value.

Itis the employee's responsibility to report any actual or potential conflict that may exist between the
employee (and the employee's immediate family) and Lafourche Parish Government.

LPG recognizes that the use of Al tools can potentially assist employees with their performance of
job duties. However, there are many risks. To ensure the protection of confidential information and
the integrity of our operations, as set forth below, all employees who wish to use Al tools must
receive management approval and, if granted, comply with the best practices below.

Evaluation of Al Tools. Employees must evaluate the utility and security of any Al tool before using
it. This includes reviewing the tool's security features, terms of service, and privacy policy.
Employees should also review the reputation of the tool developer and any third-party services used
by the tool. But most importantly, employees must receive management approval prior to using any
Al tool after explaining the manner in which it will be used and the benefits to the business.

Protection of Confidential Data. In using any Al tool, employees must not upload or share any
confidential or protected data without prior written approval from Administration. This includes data

related to residents, employees, or stakeholders.
12



Access Control. Employees must not give access to any Al tools approved for business use to
anyone outside LPG without prior approval from Administration and implementation of processes
as required to meet security compliance requirements. This includes sharing login credentials or
other sensitive information with third parties.

Compliance with Security Policies. Employees must apply the same security best practices we
use for all LPG and confidential data. This includes using strong passwords, keeping software up-
to-date, and following Lafourche Parish Government's policies.
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SECTION 4 - COMPENSATION AND PAY POLICIES

In order to determine eligibility for benefits and overtime status and to ensure compliance with
federal and state laws and regulations, LPG classifies its employees as shown below. LPG may
review or change employee classifications at any time.

Exempt. Exempt employees are typically paid on a salary basis and are not eligible to receive
overtime pay.

Nonexempt. Nonexempt employees are paid on an hourly basis and are eligible to receive
overtime pay for overtime hours worked.

Regular, full time. Employees who are not on a temporary status and work a minimum of 35 hours
weekly and maintain continuous employment status. These employees are eligible for the full-time
benefits package and are subject to the terms, conditions, and limitations of each benefits program.

Regular, part time. Employees who are not in temporary status and who are regularly scheduled to
work less than 35 hours weekly but at least 20 hours weekly and who maintain continuous
employment status.

Temporary, part time. Employees who are hired to temporarily supplement the workforce or to
assist in the completion of a specific project and who are temporarily scheduled to work for a
limited duration. Employment beyond any initially stated period does not in any way imply a
change in employment status.

Employees classified as exempt from overtime under FLSA are paid on a salary basis and are
expected to work the hours necessary to fulfill the responsibilities of their positions. Exempt
employees will still be required to record their work attendance, including start and end times,
meal periods, and leave usage. This requirement is for administrative and audit purposes and
does not alter the exempt status.

Exempt employees who work at least three — fourths (3/4) of their scheduled workday will be
compensated for their full scheduled shift. If an exempt employee works less than three-fourths
(3/4) of their scheduled workday, the remaining time not worked will be charged against the
employee’s accrued leave balances, in accordance with applicable leave policies. Exempt
employees must accurately report absences and leave usage in the timekeeping system and
obtain prior supervisory approval for planned absences. Failure to properly record attendance or
excessive absenteeism may result in corrective action.

The Fair Labor Standards Act (FLSA) requires that exempt (salaried) employees must be
compensated on a "salary basis." The salary of an exempt employee cannot be reduced because
of variations in the quality or quantity of work performed. The exempt employee must be paid a full
salary for any week in which the employee performs any work. No salary is to be paid, or paid leave
reported, in any work week when no work is performed.

Valid reasons to reduce pay include:
¢ Voluntary Job Change/Demotion: An employee moves to a role with fewer responsibilities;
¢ Disciplinary Suspension: Full-day, unpaid, and for violating written workplace conduct or
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safety rules;

e Exhausted Leave: An employee has exhausted their paid sick leave, and are out for a full
day, or are in the first or last week of employment.

e FLSA Compliance: A voluntary change from exempt to non-exempt status due to a
change in duties.

e Salary may be reduced as part of a furlough, reorganization, or workforce reduction. The
duration and amount of reduction shall be documented and communicated in advance.

None of the above exceptions affect the requirement that employees use Vacation, Sick Leave,
and/or Holiday and Compensatory Time in half or full-day increments.

Employees must record their actual time worked for payroll purposes. Non-exempt employees are
required to accurately record time in which work begins and ends, as well as the start and end
times of any absence from work for non-work-related reasons, using LPG’s electronic timekeeping
system.

Per the Fair Labor Standards Act (FLSA), LPG does not count the following provisions as time
worked:

e Paid Leave: Approve paid absences, including sick, office closure, vacation, holiday,
compensatory time or jury leave.
e Lunch Period: Uninterrupted time off for lunch is not counted as time worked.

Altering, falsifying, or tampering with time records is prohibited and subjects the employee to
discipline, up to and including discharge.

Employees are strictly prohibited from using another employee's assigned employee ID number to
clock in/out for another employee. Any Employee found clocking in/out for another employee will be
subject to disciplinary action, up to and including termination.

Exempt employees are required to record their daily work attendance and report absences from
work for reasons such as leaves of absence, sick leave, or personal business.

Non-exempt employees may not start work until their scheduled starting time. Non-exempt
employees may not clock in more than seven (7) minutes before the start of their shift and may not
clock out more than seven (7) minutes after the end of their scheduled shift.

Approval from immediate supervisor/Appointing Authority is required to deviate away from above
policy/procedures.

It is the employee's responsibility to electronically approve time sheets on designated deadlines to
certify the accuracy of all time recorded. Any errors in the time record should be reported
immediately to a supervisor, who will attempt to correct legitimate errors.

Employees exempt from this policy are elected officials which include Parish President,
Councilmembers, Constables, and Justice of Peace. Therefore, all other employees are to abide by
this policy, no exceptions.

Itis the policy of LPG to comply with state and federal laws regarding meals and breaks.

Break Periods
Full-time employees are permitted two (2) 15-minute paid break periods per workday. Breaks are not
permitted
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at either the beginning or end of the workday to offset arrival and departure times. Employees who
voluntarily work through their rest breaks will not be paid additional compensation.

Meal Periods
All employees who work eight or more hours a day are required to take an unpaid meal break of at
least thirty (30) minutes. Meal breaks are not counted toward hours worked.

Employees are to be completely relieved from duty during their meal break. If a nonexempt
employee is required to perform any work duties while on his or her meal break period, the
employee must be compensated for the time spent performing work duties. The time spent working
during the meal break will be counted toward the total hours worked.

Time spent traveling to and from any off-site location chosen by the employee during their meal
period is included in the allotted meal period. Meal periods shall not be extended to accommodate
travel distance to/from on-site destinations.

Certain positions or work schedules may require paid meal periods. In such cases, employees will
be required to remain available for duty or on premises, as defined by department specific
procedures.

Enforcement
Employees who fail to return on time from breaks or lunch will be subject to disciplinary action and
docking of pay for time missed.

Lactating mothers may use time during the standard workday for milk expression. This may include
various combinations of standard paid break periods, lunch periods, and other times, as necessary.
Lactating mothers will be afforded flexibility in their work schedules, such that the use of accrued
leave or leave without pay is not required to cover time used for milk expression. Scheduling will be
arranged on a case-by-case basis and be based on the specific needs of the employee. Affected
employees are required to inform their supervisors when they need accommodation for milk
expression.

Eligible employees can earn compensatory leave in lieu of cash overtime compensation for time
worked beyond their normal work schedule in a workweek. Compensatory leave is earned at straight
time or time and one-half, as applicable, in accordance with this policy.

Non-Exempt Employees

Employees designated as non-exempt may earn compensatory leave on an hour-for-hour basis for
hours worked over 35 hours and up to 40 hours in a workweek. Hours worked in excess of 40 hours in
a workweek will earn compensatory leave at a rate of one and one-half (1.5) hours for each overtime
hour worked.

Exempt Employees
Employees designated as exempt may earn compensatory leave at a straight, hour-for-hour rate for
hours worked beyond their normal work schedule in a workweek.

Approval and Timekeeping

No compensatory leave or overtime may be worked without prior approval from the employee’s
supervisor. All overtime and compensatory hours must be accurately recorded in LPG’s electronic
timekeeping system for the pay period in which the hours are earned and approved by the immediate
supervisor. Employees are required to document and provide an explanation for any overtime hours
worked.
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Hours Not Considered Worked
Annual leave and sick leave, whether paid or unpaid, do not count as hours worked for purposes of
determining overtime eligibility for non-exempt employees.

Accumulation Limits
Employees and supervisors are expected to minimize the accumulation of compensatory leave.
Employees may accumulate no more than 40 hours of compensatory leave at any time.

Exceptions and Special Provisions

e Hours worked during a declared emergency shall be compensated in pay in accordance with the
LPG Emergency Pay Policy.

o Exempt and non-exempt employees will automatically participate in the compensatory leave
program in lieu of overtime pay unless the Appointing Authority approves a prior written
exception.

e Supervisors shall consider operational needs, budget constraints, and the employee’s ability to
use compensatory time when approving overtime or compensatory leave.

e Public Works field office employees are excluded from participating in the compensatory leave
program unless they opt in with prior written supervisory approval.

e Supervisors may deny requests to use compensatory leave if approval would unduly disrupt LPG
operations. Compensatory leave may not be used to modify an employee’s daily work schedule.

Separation from Employment

e Upon separation or termination, unused compensatory leave earned by non-exempt employees
shall be paid at the employee’s regular rate of pay.

e Upon separation or termination, unused compensatory leave earned by exempt employees shall
be forfeited unless payout is specifically approved by the Parish President.

Use-or-Lose Provisions

e Compensatory leave earned by exempt employees in excess of 40 hours must be used within
the pay period in which it is earned or will be forfeited.

e Compensatory leave earned by non-exempt employees in excess of 40 hours shall be
compensated in wages.

When LPG experiences periods of extremely high activity, additional work may be required.
Supervisors are responsible for monitoring business activity and requesting overtime work if it is
necessary. Efforts will be made to provide employees with adequate advance notice in such
situations. Employees may work overtime only with prior management authorization. Employees
working overtime must document the work performed and the operational need for such overtime. Working
unauthorized overtime will result corrective action; however, all hours actually worked must be
compensated in accordance with applicable law.

Any non-exempt employee who works overtime will be compensated at the rate of one and one-half
times (1.5) their regular hourly wage for all time worked in excess of 40 hours each workweek,
unless otherwise required by applicable law.

Overtime pay is calculated based on actual hours worked. Paid time off, including vacation, sick,
and/or comp leave, holiday pay, office closure, and/or jury duty, or any leave of absence will not
be considered hours worked for purposes of performing overtime calculations.

If approved by Appointing Authority and/or Parish Administrator, exempt employees may be
compensated at straight time for hours worked over forty (40) in a single workweek, under
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exceptional circumstances.

For purposes of calculating overtime for non-exempt employees, the workweek begins at 12 a.m. on
Saturday and ends 168 hours later at 11:59PM on the following Friday.

Call Outs

Employees who are called out to work outside their regular scheduled hours shall receive a
minimum of three (3) hours of pay for each separate call-out at their applicable rate of pay.

Multiple call-outs within the same day shall be considered separate events and compensated at a
minimum of three (3) hours each, provided that the employee has returned home or been released
from duty prior to the subsequent call-out. If the employee remains on duty or is continuously
engaged without being released, the employee will be compensated for total time worked at
respective rate of pay.

If accrued leave is used during the same workweek and the employee has not physically worked
forty (40) hours, call-out hours will be compensated at straight -pay for the three (3) hour minimum
or total time worked.

Lafourche Parish President shall invoke/revoke the provisions of the Emergency Pay Policy when
deemed necessary.

All LPG employees are considered essential.

Key Essential (Tier I): Management-level staff or those specified within Emergency Preparedness
Plan that are required before, during, and after emergencies.

Essential (Tier Il): All other LPG employees.
The Parish President coordinates with the Council Chair prior to calling Legislative employees to work.

Emergency Work

e Employees may be reassigned to tasks within their abilities. Supervision may come from
someone other than usual supervisor.

e Employees must follow all emergency instructions.

e Employees are required to return to work within 48 hours of a request unless specified by the
Parish President.

¢ |t is employee’s responsibility to monitor parish website and other media for reporting instructions.

o Failure to report may result in disciplinary action, up to termination.

Call-Back & Standby

Call-Back: Being asked to work outside normal schedule. Will require additional travel time to/from
work; early start or continuation of a regular shift does not.

Standby: Available for immediate duty (within 48 hours) and reachable by phone or other
communications.

Emergency Office Closure and Compensation Policy

In the event of an office closure due to a declared state of emergency, the following compensation
guidelines shall apply:
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Employees unable to report to work due to the office closure will be compensated at their
regular base rate of pay for their scheduled hours.

Employees who are required to work during a declared state of emergency and while
emergency pay policy is invoked will be compensated at their regular rate of pay in
addition to time and one-half for all hours worked.

Employees are required to work on a designated LPG holiday during a declared state of
emergency and while emergency pay policy is invoked will be compensated at double time
and one half in addition to normal base pay.

Employees must work the day before and after holidays in order to receive emergency
holiday pay.

Employees requested to remain on-site during mandatory evacuations while emergency
pay policy is invoked will receive double-time pay in addition to their normal base pay (up
to 18 hours). As soon as the threat has passed over Lafourche Parish, the double time
provision shall cease.

If there is no declared state of emergency and/or the emergency pay policy is not invoked,
employees who are required to work outside of normal operations or during an office
closure will be compensated at time and one-half for all hours worked.

Minimum of three (3) hours guaranteed pay when called in during emergency (on-call).

Reporting & Availability

Employees must provide current emergency contact numbers.

Employees not reporting within 48 hours without notice will not receive compensation.

LPG will communicate reopening dates; employees are responsible for communicating with
supervisors, checking LPG website and social media platforms.

Pre-approved leave must be used if not reporting on reopening day; otherwise, leave
without pay applies.

Work Limits & Safety

Maximum of 18 hours on duty per 24-hour period; minimum 4-hour break between shifts.
Scheduled vacations are canceled during emergencies unless approved.

OEP Director shall notify employees of their Tier level by May 1st of each year.

Tier | personnel report to the OEP Director; all others report to Tier .

Key Essential employees may be on 24-hour on-call during emergencies.

Exceptions & Safety

Employees with documented medical or life conditions preventing emergency duty must notify their
supervisor for approval by the Parish President prior to May 15t of each year or as soon as practically

possible.

Immediate evacuation orders take precedence over emergency duty assignments.

Remember: Essential employees are critical to keeping LPG services and infrastructure operational
during emergencies. Your cooperation and availability are required.

Employees shall be paid by check on a bi-weekly basis as designated. The payroll week for
purposes of calculating overtime and determining the beginning and end of the payroll period shall
begin on Saturday at 12AM and end the following Friday at 11:59PM.
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All employees are required to enroll in direct deposit. Payroll stubs will be provided bi-weekly and
distributed either electronically to the employee’s email address on record or as a printed copy
mailed no later than Thursday preceding the pay date.

Payroll stubs itemize deductions made from gross earnings. By law, LPG is required to make
deductions for Social Security, federal and state income tax, and any other appropriate taxes.
These required deductions also may include any court-ordered garnishments. Payroll stubs also
will differentiate between regular pay received and overtime pay received. When the scheduled
Friday payday falls on a federal holiday, payroll will be issued on the preceding regular business
day. Payroll dates and pay period cutoff dates will be made available to employees each year. All
employees will be paid over twenty - six (26) pay periods.

It is our practice to accurately compensate employees and do so in compliance with all applicable
state and federal laws. Occasionally, however, inadvertent mistakes can happen. When mistakes
happen and once identified, HR will promptly make any correction that is necessary. Please review
your payroll stub when you receive it to make sure it is correct.

If an error is found and verified, it will be corrected as soon as practicable, but normally by the next
payroll check. Accurate timekeeping directly affects the accuracy of paychecks. Failure to prepare
and submit an accurate time report may result in a delay in preparing the employee's paycheck.

As may be required by a court order, employees may be subject to a deduction from their wage or
salary to satisfy a judgment against the employee. Upon receipt of a wage gamishment order, Human
Resources will provide the employee with a copy or written notice of the gamishment. Once Human Resources is
notified of any court order setting forth garnishment of an employee's pay, HR shall make the
deduction in accordance with applicable state/federal law. The amount of said deduction shall be
forwarded to the creditor(s) as directed by the court order.

Employees, new hires, and job applicants are strictly prohibited from volunteering, working off-the-
clock or performing services without compensation for Lafourche Parish Government in positions or
duties that are the same as or similar to paid positions. A current employee may not volunteer to
perform work that is related to their job duties or any position for which LPG ordinarily compensates
employees.

Job applicants and new hires may not volunteer, train, shadow, observe, or perform work for LPG
until they have:

e Been officially hired;
e Completed all required pre-employment screenings and employment paperwork; and
e Been placed on the payroll with an established pay rate.

No supervisor or department is authorized to permit unpaid work as a condition of hire, trial period,
or evaluation.
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SECTION 5 - STANDARDS OF CONDUCT

Lafourche Parish Government offices are open for business as follows:

Day From: To:

Monday | 7:30 AM | 5:00PM
Tuesday | 7:30 AM | 5:00PM
Wednesday | 7:30 AMm | 5:00PM
Thursday | 7:30 Am | 5:00pPM

*Please note: Field Offices are open Monday — Thursday from 6:30 AM - 5PM*

All LPG offices will be closed in observance of designated holidays, except when otherwise
directed by the Parish President.

Employees will be assigned a work schedule and will be expected to begin and end work according
to the schedule. To accommodate the needs of the business, at some point LPG may need to
change individual work schedules on either a short-term or long-term basis.

All employees are expected to work his/her assigned work schedule unless prior arrangements have
been made with immediate supervisor.

Travel Time

Travel time will be compensated in accordance with the Fair Labor Standards Act (FLSA) and
applicable state and local laws. Normal commute time is an employee’s regular travel between their
residence and assigned worksite at the start and end of the workday.

The following travel period is considered hours worked and is compensable for non-exempt employees:

¢ Travel from one worksite to another during the workday.

¢ Required travel for meetings, trainings, conferences, or special assignments occurring away from
the employee’s primary worksite.

e Travel is part of the employees’ essential job duties.

The following are generally not considered hours worked:

e Normal commuting time between home and the regular worksite.
¢ Voluntary travel outside normal work hours when no work is performed, where permitted by law.

Regular attendance is an essential function of every position. Employees are expected to report to
work on time and remain on duty for their entire scheduled work period. Designated grace periods
is intended to accommodate occasional, minor delays and may not be used routinely or
excessively to arrive late or leave early. Patterns of tardiness, early departures, or misuse of the
grace period will result in progressive disciplinary action, up to and including termination.

We do recognize, however, there are times when absences and tardiness cannot be avoided. In
such cases, employees are expected to notify supervisors as early as possible, but no later than the
start of the workday. Employees are responsible for notifying their supervisor as soon as possible
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when they are unable to report to work as scheduled. Except in unforeseen or emergency
circumstances, such notification must be made directly by the employee. Only when the employe
is unable to do so due to an unexpected emergency situation may a friend or family member
contact the supervisor on the employee’s behalf to report the absence.

Unreported absences of three (3) consecutive workdays will be considered a voluntary resignation of
employment with Lafourche Parish Government.

During the course of work, employees may become aware of confidential information about
Lafourche Parish Government's business, including but not limited to information regarding LPG
finances and/or software and computer programs. Employees also may become aware of similar
confidential information belonging to Lafourche Parish Government's residents. It is extremely
important that all such information remain confidential, and particularly not be disclosed. Any
employee who improperly copies, removes (whether physically or electronically), uses or discloses
confidential information to anyone outside of LPG will be subject to disciplinary action up to and
including termination.

LPG is committed to protecting the confidentiality and security of personally identifiable information
(PII) collected, maintained, or accessed during parish operations.

Pll includes, but is not limited to, Social Security numbers, taxpayer identification numbers,
employer identification number, driver’s license numbers, state or driver’s license numbers, dates
of birth, financial account information, and other personal data that can identify an individual.

Employees shall only access, use, share, or disclose Pll when there is a legitimate business need.
PIll must be protected in both paper and electronic form and shall not be shared with unauthorized
individuals, departments, or vendors.

Employees who have access to Pll are responsible for maintaining its confidentiality, properly
securing records, following retention and destruction procedures, and immediately reporting any
suspected loss, misuse, unauthorized access, or data breach to Human Resources, IT, or
administration.

Data Breaches/Notification: Database or data sets that include PIll may be breached inadvertently
or through wrongful intrusion. Upon becoming aware of a data breach, LPG will notify all affected
individuals whose PIl data may have been compromised, and the notice will be accompanied by a
description of action being taken to reconcile any damage as a result of the data breach. Notices
will be provided expeditiously as possible and in no event be later than the commencement of the
payroll period after which the breach was discovered. Notices to affected individuals will be
communicated by HR after consultation with Legal, IT department within the time frame specified
under the appropriate law(s).

Access to systems or records containing Pl shall be limited to authorized employees and removed
when access is no longer needed due to job changes, separation, or other business reasons.

Infractions of this policy or its procedures will result in disciplinary actions under LPG’s discipline
policy and may include suspension or termination in the case of severe or repeated violations.
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Important notices and items of general interest are continually posted on respective bulletin boards.
Employees should make it a practice to review bulletin boards frequently. This will assist
employees in keeping up with what is current. To avoid confusion, unauthorized employees should
not post or remove any material from the bulletin board.

Lafourche Parish Government reserves the right, to the extent permitted by law, to conduct or
require inspections of employees’ personal belongings, personal property, personal vehicles
parked on LPG property, and work areas while on Parish and/or contractor or resident property.
This includes lockers, vehicles, desks, cabinets, workstations, packages, handbags, briefcases
and other personal possessions or places of concealment, as well as personal mail sent to
Lafourche Parish Government or to its residents and/or stakeholders. Employees are expected to
cooperate in the conduct of any search or inspection.

In Louisiana, RS 42:1170 requires annual ethics training for public employees. RS 42:343 requires
each public servant (full-time, part-time, and temporary) to receive a minimum of one hour of education
and training on preventing sexual harassment during each full calendar year. Additionally, Supervisors,
Designated Personnel and Elected Officials must complete one additional hour of sexual harassment
education and training on handling complaints, as the agency head. Completion of all required training
is a condition for continuation of employment.

LPG Human Resources Department shall establish and communicate an annual deadline for which all
required trainings must be completed. Employees are responsible for ensuring timely completion of all
assigned training by the prescribed deadline.

Penalties for Failure to Complete Required Training

Employees who fail to complete mandatory ethics and/or sexual harassment training by the established
deadline, including any approved extensions, shall be considered non-compliant and may be subject to
progressive disciplinary action, based on the nature of the violation.

Disciplinary action may include, but is not limited to, the following:

Written Notice of Non-Compliance
Issuance of a written notice advising the employee of the deficiency and providing a final deadline
for completion.

Administrative Restrictions
Continued non-compliance may result in restrictions, including but not limited to:

e Ineligibility for promotions, reclassifications, or merit increases;
e Removal from supervisory or acting supervisory duties; and/or
¢ Denial of participation in travel or special assignments.

Formal Disciplinary Action
Failure to complete required training after notice may result in disciplinary action up to and
including:

o \Written reprimand;

e Suspension without pay;

e Demotion;

e Termination of employment.
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Supervisor and Department Head Accountability

Supervisors and Department Heads who fail to complete required training, including the additional
Supervisor Sexual Harassment Training, will be subject to immediate disciplinary action due to
their heightened responsibility to ensure compliance and accountability within their departments.

Employees must possess and maintain a current, valid driver's license issued by the State of
Louisiana during the course of employment. Certain positions may require a Commercial Driver's
License (CDL) or additional endorsements, as specified in the job description. Licenses must not be
expired, suspended, revoked, restricted, or otherwise invalid.

Verification
¢ License status may be verified at the time of hire and periodically thereafter.
¢ Employees will be required to authorize motor vehicle record (MVR) checks as a condition of
employment.

Loss of License
e If an employee driver's license becomes suspended, revoked, or invalid, the employee
may be removed from driving duties and may be subject to unpaid administrative leave,
reassignment, or disciplinary action, up to and including termination.
o Continued employment will depend on whether driving is an essential job function and
the availability of reasonable alternatives.

Grooming, appearance, and personal cleanliness standards contribute to the morale of all
employees and affect the professional image LPG presents to residents and visitors. A
professional, business-like atmosphere must be reflected in both conduct and dress. During
business hours or when representing LPG (including times when wearing attire with the Parish
logo), employees are expected to present a clean, neat, and professional image.

With the exception of DPW Field Office Staff, employees are required to adhere to a Business
Casual Dress code. Formal business attire is required for situations such as but not limited to
council meetings, presentations, meetings with external stakeholders, conferences, etc. All
clothing must be neat, clean, in good condition, and appropriate for the position.

The following items are generally acceptable for the business casual dress code, as long as they
clean and in good condition:
e Slacks, khakis, dress pants, or non-denim jeans that are clean, not faded, and free of
distressing or embellishments;
e Skirts or dresses of appropriate length (generally at or near knee length);
Button-down shirts, blouses, polo shirts, and/or professional tops;
Sweaters, cardigans, or blazers.

The following items are not considered appropriate business casual attire:
e Tank tops, muscle shirts;
e Athletic weair;
¢ Clothing with offensive prints and/or political signs; Clothing made of see-through
materials;
¢ Clothing too tight or revealing;
e Jeans with distressing, fading, rips, holes;
e Jogging suits.
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Footwear must be appropriate for the workplace, safe for job duties, and present a clean, neat
and professional image.

Acceptable Footwear
e Dress shoes, including loafers, oxfords, and flats
Closed or open-toe shoes (where job duties permit)
Dress boots or ankle boots
Fashion or lifestyle sneakers that are in good condition and free of excessive wear
Neutral or professional — colored athletic style shoes that complement business casual
attire
Prohibited Footwear
Flip flops, house shoes, or bedroom slippers
Beach sandals
Worn-out, dirty, or damaged shoes
Athletic footwear designed for sports use only
Any footwear deemed unsafe for the employee’s work environment

Field Office employees may elect to participate in LPG's uniform program or wear appropriate
workpants and shirts. Uniforms must be leased from approved LPG vendor. All field office
employees are required to use appropriate safety shoes, gloves, and other protective equipment
when performing certain jobs.

Employees wearing LPG uniforms and/or logo are required to comply with the following
rules:

e Uniforms/Logo must be kept neat and presentable at all times.

e Employees will not wear parish-issued uniforms and/or logo while engaging in other
employment or during off-duty hours. However, uniforms/logo may be worn to and
from work, including any incidental stops that may occur while on the way to and from
work and during work-related meetings.

e Employees are not permitted to drink or purchase alcoholic beverages while dressed
in parish-issued uniforms and/or logo at any time.

Dress Code Exceptions

Unusual circumstances as approved by Appointing Authority, such as weather conditions, special
work assignments, medical reasons, worksite conditions and/or unusual working hours or
situations, may be sufficient reasons to grant an exception to the dress code.

Non-Compliance

Employees who do not meet dress code or professional appearance standards may be sent home
by their supervisor with no compensation and are expected to report to work immediately in proper
attire. Violation of this policy may result in progressive disciplinary action, up to and including
termination.

Solicitation of funds or anything of value for any purpose whatsoever will not be permitted of, or by,
employees on the job. An employee is not required to make any contribution, nor may an
individual be penalized in any way in connection with his/her employment according to his/her
response to a solicitation.

Lafourche Parish Government's communication and computer systems are intended primarily for
business purposes; however limited personal usage is permitted if it does not hinder performance of
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job duties or violate any other LPG policy. This includes voice mail, e-mail, and Internet systems.
Users have no legitimate expectation of privacy in regard to their use of LPG systems.

LPG may access the voice mail and e-mail systems and obtain communications within the
systems, including past voice mail and e-mail messages, without notice to users of the system, in
the ordinary course of business as deemed appropriate to do so. The reasons for which LPG may
obtain such access include but are not limited to: maintaining the system; preventing or
investigating allegations of system abuse or misuse; assuring compliance with software copyright
laws; complying with legal and regulatory requests for information; and ensuring that LPG
operations continue appropriately during the employee's absence.

Further, LPG may review internet usage to ensure that such uses with such property, or
communications sent via the internet with LPG property, are appropriate. The reasons for which
employees’ use of the internet may be reviewed with LPG property include but are not limited to:
maintaining the system; preventing or investigating allegations of system abuse or misuse; assuring
compliance with software copyright laws; complying with legal and regulatory requests for
information; and ensuring that operations continue appropriately during the employee's absence.

LPG may store electronic communications for a period of time after communication is created. From
time to time, copies of communications may be deleted.

LPG’s policies prohibiting harassment, in their entirety, apply to the use of communication and
computer systems. No one may use any communication or computer system in a manner that may
be construed by others as harassing or offensive based on race, national origin, sex, sexual
orientation, age, disability, religious beliefs, or any other characteristic protected by federal, state, or
local law.

Further, since LPG's communication and computer systems are intended for business use, all
employees, upon request, must inform management of any restricted access codes or passwords.

Unauthorized duplication of copyrighted computer software violates the law and is strictly
prohibited.

No employee may access, or attempt to obtain access to, another employee's computer systems
without appropriate authorization.

Violators of this policy may be subject to progressive disciplinary action, up to and including
discharge.

This policy establishes standards for employee use of social media, particularly as it relates to
official LPG social media accounts and employee conduct that may impact trust, workplace
operations, or the reputation of LPG, while respecting employees’ rights under applicable laws.
Social media conducts must be respectful and may not include content that is harassing,
threatening, discriminatory, defamatory, or otherwise in appropriate towards coworkers,
supervisors, elected or appointed officials, residents, vendors, external stakeholders, or the public.
Conduct that violates this policy may result in progressive disciplinary action, up to and including
termination.

This policy applies to all employees, interns, temporary employees, whether social media use
occurs on organization-owned equipment, personal devices, during work hours, or off duty when
LPG’s interests may be affected.

Social media includes, but is not limited to, websites, applications, and platforms that enable users to
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create, share, or view content or participate in social networking on social media platforms, and similar
services.

LPG employees must adhere to the following guidelines in their use of social media, both on and off
duty:

¢ Information that is published on personal online sites should never be attributed to LPG and
should not appear to be endorsed by or originated from LPG.

e Employees engaging on personal social media platforms should not use their LPG e-mail
account or the LPG’s name, logos, pictures of the employee in a parish uniform, incorporate
LPG in their identity, nor should they speak as a representative of LPG.

¢ Any person identified as an LPG employee on a publicly accessible site is expected to
maintain a positive online image that is consistent with LPG’s goals and objectives.

e Employees that choose to list their employment affiliation on public websites should regard all
communication on that site as professional.

Prohibited Conduct on Official LPG Account
The following conduct is strictly prohibited when using or engaging in official LPG social media
accounts:

¢ Posting or sharing insensitive, offensive, discriminatory, profane, or derogatory content;

e Engaging in arguments, confrontations, or hostile exchanges with members of the public or other
users;

¢ Responding to criticism in a defensive, argumentative, or dismissive manner;

e Making political statements or engaging in political advocacy unless expressly authorized by law;

e Disclosing confidential including posting photographs of fellow colleagues or citizens without their
permission, non-public information, or protected information; and

¢ Discussing information about LPG employees, residents, vendors, issues, business or legal
matters without expressed consent to do so from Administration.

Personal Social Media Use Related to LPG Matters

Employees are personally responsible for content posted on their personal social media accounts.
While employees retain the right to engage in lawful off-duty speech, personal social media activity may
be subject to review when it:

Impairs public confidence in Lafourche Parish Government;

Disrupts workplace operations or working relationships;

Interferes with the employee’s ability to perform job duties; or

Is reasonably perceived as speaking on behalf of LPG without authorization.

Employees should clearly state when views expressed are personal and not made on behalf of LPG
when discussing parish-related matters.

Public Interaction and De-escalation
Employees authorized to manage parish social media accounts shall not engage in arguments or
prolonged debates with commenters. When confronted with criticism or hostile comments, employees
should:

¢ Provide a factual, non-confrontational response when appropriate; or

¢ Refer to matter to a supervisor, Public Information Officer, or Human Resources

Use of LPG Name, Logos, and Branding
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Employees may not use LPG’s name, logo, seal, or other branding elements for personal social media
activity without prior authorization. Authorized employees must follow branding and communications
guidelines at all times.

Policy Violation

Violations of this policy, including posting insensitive content or engaging in arguments on official
LPG social media accounts, may result in disciplinary action up to and including termination,
consistent with applicable policies, and state and federal law.

Protected Employee Rights

Nothing in this policy is intended to restrict employees’ right under the U.S. Constitution, or
applicable federal or state law, including lawful speech and protected concerted activity. This
policy will be applied in a content — neutral and lawful manner.

Reporting Concerns

Employees who become aware of inappropriate social media activity involving official LPG
accounts should report the matter to their supervisor, Human Resources, or Public Information
Officer.

All media inquiries regarding the position of Lafourche Parish Government as to any issues must be
referred to Public Information Officer. Only the Parish President and/or Public Information Officer is
authorized to make or approve public statements on behalf of Lafourche Parish Government. No
employee, unless specifically designated by Parish President or designee, are authorized to make
those statements on behalf of Lafourche Parish Government. Any employee wishing to write
and/or publish an article, paper, or other publication on behalf of Lafourche Parish Government
must first obtain approval from Parish President and/or designee.

Lafourche Parish Government-provided portable communication devices (PCDs), including cell
phones and personal digital assistants, should be used primarily for business purposes. Employees
have no reasonable expectation of privacy in regard to the use of such devices, and all use is
subject to monitoring, to the maximum extent permitted by applicable law. This includes, as
permitted, the right to monitor personal communications, as necessary.

Some employees may be authorized to use their own PCD for business purposes. These
employees should work with the IT department to configure their PCD for business use.
Communications sent via a personal PCD may also be subject to monitoring if sent through LPG's
networks and the PCD must be provided for inspection and review upon request.

All conversations, text messages and e-mails must be professional. When sending a text message
or using a PCD for business purposes, whether it is a Lafourche Parish Government-provided or
personal device, employees must comply with applicable LPG guidelines, including policies on
sexual harassment, discrimination, conduct, confidentiality, equipment uses and operation of
vehicles. Using an LPG-issued PCD to send or receive personal text messages is prohibited at all
times and personal use during working hours should be limited to emergency situations.

If employees who use a personal PCD for business resign or are discharged, they will be required to
submit the device to the IT department for resetting on or before their last day of work. At that time,
the IT department will reset and remove all information from the device, including but not limited to,
LPG information and personal data (such as contacts, e-mails, and photographs). The IT Dept will
make efforts to provide employees with the personal data in another form (e.g., on a disk) to the
extent practicable; however, the employee may lose some or all personal data saved on the device.
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Employees may not use their personal PCD for business unless they agree to submit the device to
the IT department on or before their last day of work for resetting and removal of LPG information.
This is the only way currently possible to ensure that all LPG information is removed from the
device at the time of termination. The removal of LPG information is crucial to ensure compliance
with LPG's confidentiality information policies and objectives.

Please note that whether employees use their personal PCD or a LPG-issued device, LPG’s
electronic communications policies, including but not limited to, proper use of communications and
computer systems, remain in effect.

Portable Communication Device Use While Driving

Employees who drive on LPG business must abide by all state or local laws prohibiting or limiting
PCD (cell phone or personal digital assistant) use while driving. "Use" includes, but is not limited to,
talking or listening to another person or sending an electronic or text message via the PCD.

Regardless of the circumstances, including slow or stopped traffic, employees should proceed to a
safe location off the road and safely stop the vehicle before placing or accepting a call. If acceptance
of a call is absolutely necessary while driving, employees must use a hand-free option and advise
the caller that they are unable to speak at that time and will return the call shortly.

Under no circumstances should employees feel that they need to place themselves at risk to fulfill
business needs.

Since this policy does not require any employee to use a cell phone while driving, employees who
are charged with traffic violations resulting from the use of their PCDs while driving will be solely
responsible for all liabilities that result from such actions.

Texting and e-mailing while driving are prohibited in all circumstances.

Equipment essential in accomplishing job duties is often expensive and may be difficult to replace.
When using property, employees are expected to exercise care, perform required maintenance, and
follow all operating instructions, safety standards, and guidelines.

Employees should notify their supervisor if any equipment, machines, or tools are damaged,
defective or in need of repair. Prompt reporting of loss, damages, defects, and the need for repairs
could prevent deterioration of equipment and injury to employees or others. Supervisors can
answer any questions about the employee’s responsibility for maintenance and care of equipment
used on the job.

Employees also are prohibited from any unauthorized use of Lafourche Parish Government's
intellectual property, such as audio and video tapes, print materials and software.

Improper, careless, negligent, destructive, or unsafe use or operation of equipment can resultin
discipline, up to and including discharge.

Further, Lafourche Parish Government is not responsible for any damage to employees' personal
belongings unless the employee's supervisor provided advance approval for the employee to bring
the personal property to work.

Lafourche Parish Government may require an employee to undergo a medical examination,
fitness-for-duty evaluation, or provide medical certification when it is job-related and consistent with
business necessity. Such requests will be limited to information necessary to determine the
employee's ability to perform essential job duties safely and effectively. Circumstances requiring
medical documentation or examination in accordance with:
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e The Americans with Disabilities Act (ADA)
e The Family and Medical Leave Act (FMLA)

Circumstances Requiring Medical Documentation or Examination
LPG may request medical documentation or require a medical examination under the following
circumstances, including but not limited to:

Doubt Regarding Medical Certification
e When there is alegitimate reason to doubt the validity or completeness of a medical
certification provided by the employee;
e When medical documentation is inconsistent, insufficient, altered, or unclear.

Fitness-for-Duty Concerns
e \When an employee exhibits behavior, performance issues, or physical limitations that suggest
the employee may be unable to perform essential job functions;
e When an employee's condition may pose a direct threat to the health or safety of the
employee, coworkers, or the public.

Return-to-Work
Prior to returning to work following extended medical leave, injury, illness, or surgery, where the
employee's position involves physical, safety-sensitive, or essential operational duties.

Accommodation Requests
When evaluating a request for reasonable accommodation under the ADA.

Nature of Medical Examinations

Medical examinations shall be limited in scope to the employee's ability to perform essential job
functions or to determine whether a condition poses a safety risk. The examination may be
conducted by a healthcare provider designated by LPG, at Parish expense, when permitted by
law.

LPG may seek clarification or second opinions as allowed under FMLA or other applicable laws.

Employees are required to:

e Cooperate with lawful requests for medical documentation or examinations; Provide accurate
and timely medical information when requested;
¢ Notify their supervisor and Human Resources of any condition affecting their ability to perform
job duties.
Failure to comply may result in the employee being placed on leave or subject to disciplinary action,
in accordance with Parish policies and applicable law.
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SECTION 6 - DISCIPLINE AND CORRECTIVE ACTION

Lafourche Parish Government endeavors to maintain a positive work environment. Each employee
plays a role in fostering this environment. Accordingly, we all must abide by certain rules of
conduct, based on honesty, common sense, and fair play.

Because everyone may not have the same idea about proper workplace conduct, it is helpful to
adopt and enforce rules all can follow. Unacceptable conduct may subject the offender to
disciplinary action, up to and including discharge, in Lafourche Parish Government's sole discretion.
The following are examples of some, but not all, conduct which can be considered unacceptable:

e Obtaining employment on the basis of false or misleading information.

e Stealing, removing, or defacing Lafourche Parish Government property or a co-worker's
property, and/or disclosure of confidential information.

Completing another employee's time records.

Violation of safety rules and policies.

Violation of Lafourche Parish Government's Drug and Alcohol-Free Workplace Policy.
Fighting, threatening, or disrupting the work of others or other violations of LPG's Workplace
Violence Policy.

e Disruptive behavior, including arguing, verbal altercations, or the use of abusive,

threatening, or profane language;

e Failure to follow lawful instructions of a supervisor.

e Failure to perform assigned job duties.

¢ Violation of the Punctuality and Attendance Policy, including but not limited to irregular

attendance, habitual lateness, or unexcused absences.

e Gambling on Lafourche Parish Government property.

Willful or careless destruction or damage to Lafourche Parish Government assets or to the
equipment or possessions of another employee.

Wasting work materials.

Performing work of a personal nature during working time.

Violation of the Solicitation and Distribution Policy.

Violation of Lafourche Parish Government's Harassment or Equal Employment Opportunity
Policies.

¢ Violation of the Communication and Computer Systems Policy.

e Unsatisfactoryjob performance.

e Any other violation of Lafourche Parish Government policy.

Obviously, not every type of misconduct can be listed. LPG reserves the right to impose whatever
discipline it chooses, or none at all, in a particular instance. LPG will deal with each situation
individually and nothing in this manual should be construed as a promise of specific treatment in a
given situation. However, LPG will endeavor to utilize progressive discipline but reserves the right
in its sole discretion to terminate the employee at any time for any reason.

The observance of these rules will help to ensure that the workplace remains a safe and desirable
place to work.
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It is Lafourche Parish Government's policy to prohibit intentional and unintentional harassment
of or against job applicants, contractors, interns, volunteers or employee by another employee,
supervisor, vendor, customer or any third party on the basis of actual or perceived race, color,
creed, religion, national origin, ancestry, citizenship status, age, sex or gender (including
pregnancy, childbirth and pregnancy-related conditions), gender identity or expression
(including transgender status), sexual orientation, marital status, military service and veteran
status, physical or mental disability, genetic information or any other characteristic protected by
applicable federal, state or local laws (referred to as "protected characteristics"). Such conduct
will not be tolerated by Lafourche Parish Government.

The purpose of this policy is not to regulate our employees' personal morality, but to ensure
that no one harasses another individual in the workplace, including while on LPG premises,
while on LPG business (whether or not on premises) or while representing LPG. In addition to
being in violation of this policy, harassment or retaliation based on any protected characteristic
as defined by applicable federal, state, or local laws also is unlawful. For example, sexual
harassment and retaliation against an individual because the individual filed a complaint of
sexual harassment or because an individual aided, assisted or testified in an investigation or
proceeding involving a complaint of sexual harassment as defined by applicable federal, state, or
local laws are unlawful.

Harassment generally is defined in this policy as unwelcome verbal, visual or physical conduct
that denigrates or shows hostility or aversion towards an individual because of any actual or
perceived protected characteristic or has the purpose or effect of unreasonably interfering with
an individual's work performance or creating an intimidating, hostile or offensive working
environment.

Harassment can be verbal (including slurs, jokes, insults, epithets, gestures, or teasing), visual
(including offensive posters, symbols, cartoons, drawings, computer displays, text messages,
social media posts, or e- mails) or physical conduct (including physically threatening another,
blocking someone's way, etc.). Such conduct violates this policy, even if it does not rise to the
level of a violation of applicable federal, state, or local laws. Because it is difficult to define
unlawful harassment, employees are expected to behave at all times in a manner consistent with
the intended purpose of this policy.

Sexual harassment can include all of the above actions, as well as other unwelcome conduct,
such as unwelcome or unsolicited sexual advances, requests for sexual favors, conversations
regarding sexual activities and other verbal, visual or physical conduct of a sexual nature when:

e Submission to that conduct or those advances or requests is made either explicitly or
implicitly a term or condition of an individual's employment; or

e Submission to or rejection of the conduct or advances or requests by an individual is used
as the basis for employment decisions affecting the individual; or

e The conduct or advances or requests have the purpose or effect of unreasonably
interfering with an individual's work performance or creating an intimidating, hostile or
offensive working environment.

Examples of conduct that violate this policy include:

e Unwelcome flirtations, leering, whistling, touching, pinching, assault, blocking normal
movement;

e Requests for sexual favors or demands for sexual favors in exchange for favorable
treatment;
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Obscene or vulgar gestures, posters or comments;

Inappropriate comments or improper jokes of a sexual connotation;

Obscene or sexual comments about a person's body, sexual prowess or sexual
deficiencies;

Propositions or suggestive or insulting comments of a sexual nature;

Derogatory cartoons, posters and drawings;

Use of sexually humiliating words to depict a person or group of people;

Sexually explicit e-mails, text messages or voicemails;

Uninvited touching of a sexual nature;

Unwelcome sexually related comments;

Conversation about one's own or someone else's sex life;

Any exhibit of sexually explicit drawings, photographs, articles, books, greeting cards,
magazines, or other printeditems;

Conduct or comments consistently targeted at only one gender, even if the content is not
sexual; and
e Teasing or other conduct directed toward a person because of the person's gender.

Reporting Procedures

Each employee has not only a right, but also a responsibility to report conduct, which he or she
believes may constitute harassment. Any employee who is subjected to prohibited or illegal
sexual harassment, as defined in this policy, are strongly encouraged to promptly report the
behavior. Such employees are not required to complain first to the person who is doing the
harassing. Employees may complain to the Appointing Authority, Human Resources Director,
Civil Service Director or to the Parish Administrator. Similarly, if any person observes
harassment of another employee, they are requested to report the behavior to one of the
people described above.

Any supervisor or manager who receives a complaint of harassment is to report the complaint
to their Appointing Authority and Human Resources Director.

In accordance with R.S. 42:344, Lafourche Parish Government submits an annual report by
February 1st of each year detailing the agency’s compliance for the previous year with the
requirements of the Prevention of Sexual Harassment.

Investigation Procedures

Every report of perceived harassment will be fully investigated, and corrective action will be taken
where appropriate. All complaints will be kept confidential to the extent possible, but
confidentiality cannot be guaranteed. All employees must cooperate with all investigations
conducted pursuant to this policy.

Retaliation Prohibited

In addition, Lafourche Parish Government will not allow any form of retaliation against individuals
who report unwelcome conduct to management or who cooperate in the investigations of such
reports in accordance with this policy. If the employee has been subjected to any such
retaliation, the employee should report it in the same manner in which the employee would report
a claim of perceived harassment under this policy.

Violation of this policy, including any improper retaliatory conduct will result in disciplinary action,
up to and including termination.

Any employee indicted, arrested, or charged with a felony offense must report such charge or
indictment immediately to the Human Resource Director, but generally no later than three (3)
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business days. Failure to timely report required information may result in disciplinary action.

Notification of a felony arrest, charge, or indictment will initiate an administrative review by
Human Resources. An arrest, charge, or indictment does not alone constitute proof of
wrongdoing and does not automatically result in disciplinary action

LPG will consider, among other factors:

The nature and seriousness of the alleged offense(s);

¢ Relevance of the alleged conduct to the employee’s job duties;

Whether the alleged conduct impacts workplace safety, security, public trust, or LPG’s
operations;

Applicable legal or regulatory requirements.

Administrative Leave or Employment Action
Based on the administrative review, LPG may take appropriate action, which may include:
¢ Allowing the employee to continue working with or without restrictions;

Temporary reassignment of duties;

e Placement on administrative leave, with or without pay, consistent with law and LPG
policy and practices.

Employees placed on leave without pay for this purpose will be offered benefit
continuation through COBRA.

Other appropriate employment action.

Conviction

If an employee is convicted of a felony, or enters a plea of guilty or nolo contendere, LPG will
conduct a further review. A felony conviction may result in disciplinary action, up to and including
termination of employment, depending on the circumstances and job-relatedness of the offense.

Confidentiality

Information related to an employee’s arrest, charge, indictment, or conviction will be treated as
confidential to the extent permitted by law and shared only with those who have a legitimate
need to know.

Lafourche Parish Government (LPG) progressive discipline policy and procedures are designed
to provide a structured corrective action process to improve and prevent a recurrence of
undesirable employee behavior and performance issues.

Outlined below are the steps of LPG's progressive discipline policy and procedures. LPG
reserves the right to combine or skip steps depending on the facts of each situation and the
nature of the offense. Some of the factors that will be considered are whether the offense is
repeated despite coaching, counseling, or training; the employee's work record; and the impact
the conduct and performance issues have on LPG.

When disciplinary action or other employment action is taken against an employee covered by
Civil Service, LPG will follow applicable laws, Civil Service rules, and required procedures. Civil
Service Status does not provide an employee with a guarantee of continued employment or
immunity from discipline.

Procedure
Step 1: Counseling and verbal warning
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Creates an opportunity for the immediate supervisor to bring attention to the existing
performance, conduct, or attendance issue. The supervisor should discuss with the employee
the nature of the problem or the violation of LPG policies and procedures. The supervisor is
expected to clearly describe expectations and steps the employee must take to improve his or
her performance or resolve the problem.

Within five business days, the supervisor will prepare written documentation of the verbal
counseling. The employee will be asked to sign this document to demonstrate his or her
understanding of the issues and the corrective action.

Step 2: Written warning

Written warning involves more formal documentation of the performance, conduct or attendance
issues and consequences.

During this step, the immediate supervisor and appointing authority or designee, will meet with
the employee to review any additional incidents or information about the performance, conduct
or attendance issues as well as any prior relevant corrective action plans. Management will
outline the consequences for the employee of his/her continued failure to meet performance or
conduct expectations.

A formal performance improvement plan (PIP) requiring the employees’ immediate and
sustained corrective action will be issued within five business days of a Step 2 meeting. The
written warning may also include a statement indicating that the employee may be subject to
additional discipline, up to and including termination, ifimmediate and sustained corrective action
is not taken.

Step 3: Suspension and final written warning

Some performance, conduct or safety incidents are so problematic and harmful that the most
effective action may be the temporary removal of the employee from the workplace. When
immediate action is necessary to ensure the safety of the employee or others, the appointing
authority may suspend the employee pending the results of an investigation.

Suspensions that are recommended as part of the normal sequence of the progressive discipline
policy and procedures are subject to approval from Human Resources.

Depending on the seriousness of the infraction, the employee may be suspended without pay
in full day increments consistent with federal, state, and local wage and hour employment laws.
Nonexempt/hourly employees may not substitute for or use an accrued paid vacation or sick day
in lieu of the unpaid suspension. In compliance with the Fair Labor Standards Act (FLSA),
unpaid suspension of salaried/exempt employees is reserved for serious workplace safety or
conduct issues. HR will provide guidance to ensure that the discipline is administered without
jeopardizing the FLSA exemption status.

Pay may be restored to the employee if an investigation of the incident or infraction absolves the
employee of wrongdoing.

Step 4: Recommendation for termination of employment

The last and most serious step in the progressive discipline process is a recommendation to
terminate employment. LPG will try to exercise the progressive nature of this policy by first
providing warnings, issuing a final written warning, or suspending the employee from the

workplace before proceeding to a recommendation to terminate employment. However, LPG
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reserves the right to combine and skip steps depending on the circumstances of each situation
and the nature of the offense.

Management's recommendation to terminate employment must be approved by Appointing
Authority and Human Resources (HR).

Performance and Conduct Issues Not Subject to Progressive Discipline

Behavior that is illegal is not subject to progressive discipline and may result in immediate
termination. Such behavior may be reported to local law enforcement authorities. Similarly, theft,
substance abuse, intoxication, fighting and other acts of violence at work are also not subject to
progressive discipline and may be grounds for immediate termination.

Documentation

The employee will be provided with copies of all progressive discipline documentation,
including all PIPs. The employee will be asked to sign copies of this documentation attesting to
his or her receipt and understanding of the corrective action outlined in these documents.

Copies of these documents will be placed in the employee's official personnel file.

It is the policy of LPG to establish a fair and consistent process by conducting "Pre-
Disciplinary" meetings with an employee prior to reaching a final determination that severe,
disciplinary action is to be imposed against the employee. These disciplinary actions includes:
termination, suspension, reduction in pay, fine, and demotion.

This policy applies to all employees of Lafourche Parish Government.

The Department Head, or "Appointing Authority”, or his/her authorized designee is the only
department official authorized to impose severe and appealable disciplinary action against any
department employee.

The pre-disciplinary meeting is a meeting between the Appointing Authority/Department Head,
Immediate Supervisor, subordinate employee, and Human Resources Representative who is
alleged to have violated parish or safety policy, rule, regulation, performance standard, or has
otherwise committed some wrongful act to the detriment of the parish.

The purposes and essential elements of any pre-disciplinary meeting are:
e Provide a general description of the alleged misconduct, policy violation, or performance
concerns.
e To give the employee the opportunity to respond to the allegations and/or prepare
relevant documentation/information.
e To obtain the facts of the case prior to rendering a final decision in the matter or taking
action.

Employees will be placed on paid administrative leave for three (3) business days to draft a
response to accused allegations.

All pre-disciplinary meetings should be documented, with an HR representative present in order
to validate and document that due process was afforded to the employee.
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The employee should be informed that the findings of the pre- disciplinary meeting may result
in a determination that the employee may face either suspension, reduction in pay, fine,
demotion or termination.

Following the pre-disciplinary meeting, management will review the information obtained and
determine whether disciplinary action is warranted. Possible outcomes include:

¢ No disciplinary action;
o Corrective or disciplinary action consistent with LPG policy; or
o Further investigation, if necessary.

Anyone needing assistance in implementing this policy of conducting pre-disciplinary meetings
may contact the Human Resources Director.

In the event, an employee is observed in the act of committing a wrongful act to the detriment
of the parish, the Appointing Authority has the right to take disciplinary action without
conducting a pre- disciplinary meeting.

If an employee fails to attend a scheduled pre-disciplinary meeting, Human Resources/Appointing
Authority will make reasonable efforts to reschedule the meeting. After three (3) documented
attempts to conduct the pre-disciplinary meeting, including proper notice to the employee, the
Appointing Authority may proceed with the disciplinary process. In such cases, disciplinary action
may be determined and imposed based on the information available at the time. The employee’s
failure to participate in the pre-disciplinary meeting may also be considered in the determination of
appropriate corrective action.
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SECTION 7 - SAFETY AND RISK MANAGEMENT

The health and safety of employees and others on LPG property are of critical concern. LPG
intends to comply with all health and safety laws applicable to our business. To this end, LPG must
rely upon employees to ensure that work areas are kept safe and free of hazardous conditions.
Employees are required to be conscientious about workplace safety, including proper operating
methods, and recognize dangerous conditions or hazards. Any unsafe conditions or potential
hazards should be reported to management immediately, even if the problem is corrected. Any
suspicion of a concealed danger present on Lafourche Parish Government's premises, or in a
product, facility, piece of equipment, process, or business practice for which LPG is responsible
should be brought to the attention of administration.

Periodically, LPG t may issue rules and guidelines governing workplace safety and health. LPG may
also issue rules and guidelines regarding the handling and disposal of hazardous substances and
waste. All employees should familiarize themselves with these rules and guidelines as strict
compliance will be expected.

Any workplace injury, accident, or illness must be reported to the employee's supervisor as soon as
possible, regardless of the severity of the injury or accident.

Smoking and the use of tobacco or nicotine products are strictly prohibited in the following areas:

e Allenclosed LPG-owned or leased buildings, vehicles, offices, and facilities.

e Allwork areas, including hallways, restrooms, break rooms, conference rooms, and
common areas.

e Any location where smoking is otherwise prohibited by state or federal law.

This prohibition includes, but is not limited to:

e Cigarettes;

e Cigars Pipes;

e Electronic cigarette Vaping devices include, but are not limited to, e-cigarettes, vape
pens, mods, or any device used to inhale vaporized substances; and/or

e Any electronic nicotine delivery system (ENDS).

Outdoor Smoking Areas

Smoking may be permitted only in designated outdoor areas by LPG, provided such areas:
e Arelocated away from building entrances, exits, windows, and ventilation systems.
e Do notinterfere with pedestrian traffic.
e Comply with all applicable state and local regulations.

e LPG reserves the right to eliminate and/or change designated smoking areas at any time.

Lafourche Parish Government is strongly committed to providing a safe workplace. The purpose of
this policy is to minimize the risk of personal injury to employees and damage to Lafourche Parish
Government and personal property.
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Lafourche Parish Government does not expect employees to become experts in psychology or to
physically subdue a threatening or violent individual. Indeed, LPG specifically discourages
employees from engaging in any physical confrontation with a violent or potentially violent individual.
However, LPG does expect and encourage employees to exercise reasonable judgmentin
identifying potentially dangerous situations.

Prohibited Conduct

Threats, threatening language, or any other acts of aggressive or violence made toward or by any
LPG employee, will not be tolerated. For purposes of this policy, a threat includes verbal altercations,
including threatening or profane language, verbal or physical harassment or abuse, any attempt at
intimidating or instilling fear in others, menacing gestures, flashing of weapons, stalking or any
other hostile, aggressive, injurious, or destructive action undertaken for the purpose of domination
or intimidation. To the extent permitted by law, employees and visitors are prohibited from carrying
weapons onto LPG premises. This includes firearms, knives, explosive devices, tasers, clubs,
batons, brass knuckles, chemical sprays, or any other object designed or used in a manner
capable of causing death, serious bodily injury, or significant property damage. (Utility knives,
retractable-blade knives, folding utility knives, and other job-specific cutting tools may be used
when appropriate for the task. Permitted knives shall be designed and intended for legitimate
work-related purposes and shall be maintained in a safe condition.)

Employees serving as Director and/or Assistant Director of Homeland Security & Emergency
Preparedness are the only employees permitted to have possession of a firearm in the workplace if
he/she is a "Qualified Reserved Deputy".

To be a "Reserved Deputy" one must be:

¢ In good standing of a local law enforcement agency; Authorized and qualified to carry a
firearm;

¢ Not under the influence of drugs nor alcohol; and

¢ Not prohibited by federal law from possessing a firearm.

Lafourche Parish Government specifically prohibits the possession of weapons by all other
employees on LPG's business premises. Employees are also prohibited from carrying a weapon
while performing services off LPG's business premises. "Weapons" include guns, explosives, and
other items not used in the proper performance of job duties, with the potential or intent to inflict
harm.

Under LA Revised Statute 40:1379:3, concealed handgun permit holders may not carry a firearm
into a meeting place of the governing authority of a political subdivision (e.g., City or parish
meetings).
Firearms are strictly prohibited in the following locations:
e Council Chambers: Any public building used as a “meeting place of the governing authority
of a political subdivision.”
e Voting Precincts: Any polling place while voting is in progress.
e Government Buildings: Most municipal buildings or public buildings where official
government business is conducted are considered off-limits.

Procedures for Reporting a Threat

Employees must promptly report threats to their supervisor and the Director of Human Resources or
designee. Employees reporting imminent threats and/or acts of violence in progress should notify the
local police by dialing “911.” All threats will be promptly investigated. All employees must cooperate

with all investigations. No employee will be subjected to retaliation, intimidation, or disciplinary action
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as a result of reporting a threat in good faith under this policy.

Reports of threats will be kept confidential to the best extent possible provided that confidentiality
does not interfere with Lafourche Parish Government’s ability to investigate and respond to the
complaint.

If determined, after an appropriate good faith investigation, that someone has violated this policy,
LPG will take swift and appropriate corrective action.

If the employee is the recipient of a threat made by an outside party, that employee should follow the
steps detailed in this section. It is important for LPG to be aware of any potential danger in its
offices. Indeed, LPG wants to take effective measures to protect everyone from the threat of a
violent act by employees or by anyone else.

To ensure a safe, healthy, and productive work environment, protect LPG property, and maintain
efficient operations, LPG enforces a policy requiring a workplace free from drugs and alcohol. This
policy applies to all employees and other individuals who perform work for Lafourche Parish
Government.

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, purchase, sale or
distribution of controlled substances (including medical marijuana), drug paraphernalia, or alcohol
by an individual anywhere on LPG premises, business (whether or not on LPG premises) or while
representing Lafourche Parish Government, is strictly prohibited. Employees and other individuals
who work for LPG also are prohibited from reporting to work or working while they are using or
under the influence of alcohol or any controlled substances, which may impact the employee's
ability to perform their job or otherwise pose safety concerns, except when the use is pursuantto a
licensed medical practitioner's instructions and the licensed medical practitioner authorized the
employee or individual to report to work. However, this exception does not extend any right to
report to work under the influence of medical marijuana or to use medical marijuana as a defense
to a positive drug test, to the extent the employee is subject to any drug testing requirement,
except as permitted by and in accordance with applicable law.

Drug and/or alcohol testing for employees subject to this policy may occur in instances, as described
below.

Pre-Employment: Applicants who are made a conditional job offer must submit to testing for controlled
substances before a final job offer is made.

Post-Accident / Injury Testing: An employee is required to submit to drug and alcohol testing if
he/she is involved in an accident or injured while performing duties within his/her scope of work. Post-
accident drug and/or alcohol testing will not be required for minor incidents, including but not limited to
running over underground utility lines or causing minor cosmetic damage, provided there is no injury,
no unsafe conduct, no reasonable suspicion of impairment, and no significant property damage.
“Significant property damage” means that the damaged property must be replaced or incur major
repairs in order to be restored to its prior condition. Post-accident/injury drug testing should be
performed within 24 hours or not at all. If a test cannot be performed within that time period, a written
record stating the reasons the test was not performed should be prepared by the supervisor and sent to
Human Resources within 36 hours of the accident/injury.

Random Testing: Employees in positions that require the performance of parish safety-sensitive
functions and employees in positions that require a commercial driver’s license are subject to random
testing. The selection of employees for random controlled substance and alcohol testing will be made
by a scientifically valid method. Under the selection process, each employee will have an equal chance
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of being evaluated each time selections are made. Each employee who is selected for testing will
proceed to the collection site immediately. If an employee is off work at the time he/she is selected for
testing, the parish will select another employee for testing or keep the original selection confidential
until the employee returns.

Reasonable Suspicion Testing: A supervisor must require and transport an employee to submit to an
alcohol and/or controlled substance test when he/she has reasonable suspicion to believe the
employee is under the influence of controlled substances and/or alcohol. Reasonable suspicion testing
will be done based on specific, contemporaneous observations concerning the employee’s speech,
appearance, behavior, or odor. A written record of the observations will be made and signed within 24
hours of the observation or before test results are released (whichever is earlier) by the supervisor who
made the observation. The employee must not be permitted to perform parish defined safety-sensitive
functions until 24 hours have elapsed. The employee may be placed on paid administrative leave
pending the results of the test. The Director of Human Resources or designee should be notified as
soon as possible in cases of reasonable suspicion.

Drugs include any substance, other than alcohol, that may affect an employee’s ability to perform job
duties safely or effectively. This includes illegal drugs, controlled substances, misused prescription
medications, and over-the-counter medications when used improperly.

Alcohol means ethyl alcohol (ethanol) or any intoxicating agent contained in beer, wine, distilled spirits,
or other alcoholic beverages as defined by Louisiana law, that may impair an employee’s physical or
mental faculties.

Controlled substances are drugs regulated under the Louisiana Uniform Controlled Dangerous
Substances Law (La. R.S. 40:961 et seq.), categorized as Schedules | through V, including but not
limited to narcotics, stimulants, depressants, hallucinogens, and certain prescription medications.

Use of a controlled substance without a valid prescription, in excess of prescribed dosage, or in a
manner inconsistent with medical direction constitutes a violation of this policy.

Marijuana includes cannabis and cannabis-derived products, including tetrahydrocannabinol (THC),
regardless of method of consumption.

Impairment means a reduction in an employee’s ability to safely and effectively perform assigned job
duties due to the use of drugs, alcohol, marijuana, or controlled substances.

Prohibited Conduct

Employees are prohibited from:

¢ Being under the influence of drugs, alcohol, marijuana, or controlled substances while on duty, on
call, or performing Parish business.

e Possessing, using, consuming, distributing, or selling drugs or alcohol on Parish property, in
Parish vehicles, or while conducting Parish business.

¢ Reporting to work impaired.

¢ Misusing prescription or over-the-counter medications in a manner that affects job safety or
performance.

Marijuana and Louisiana Law

Louisiana law permits the lawful use of medical marijuana with a valid physician recommendation.
However:

e LPG does not permit on-duty impairment, possession, or use of marijuana in the workplace or
during working time.
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¢ LPG will not accommodate marijuana use that conflicts with federal law or creates a safety risk.
DOT-Covered Employees

Employees who perform DOT-regulated, safety-sensitive functions, including CDL-required positions,
are subject to 49 C.F.R. Part 40 and applicable DOT modal regulations.

¢ Prohibited substances include marijuana (THC), cocaine, amphetamines, opioids, and
phencyclidine (PCP).

e Marijuana remains prohibited regardless of state legalization or medical authorization

e Positive test results, refusals to test, or alcohol violations will be handled in accordance with DOT
regulations.

e DOT regulations supersede state or local law where conflict exists.

Consequences for Engaging in Prohibited Conduct
¢ Refusal to submit to a drug and/or alcohol test will be considered insubordination and will result in
termination of employment.
¢ A positive drug or alcohol test result will be subject to disciplinary action, up to and including
termination of employment.
o Testing positive for a prescription drug not specifically prescribed to the employee may result in
disciplinary action, up to and including termination of employment.

Violation of this policy will result in disciplinary action, up to and including discharge.

Lafourche Parish Government maintains a policy of non-discrimination and will endeavor to make
reasonable accommodations to assist individuals recovering from substance and alcohol
dependencies, and those who have a medical history which reflects treatment for substance abuse
conditions. However, employees may not request accommodation to avoid discipline for a policy
violation. We encourage employees to seek assistance before their substance abuse or alcohol
misuse renders them unable to perform the essential functions of their jobs or jeopardizes the
health and safety of any Lafourche Parish Government employee, including themselves.

Equipment essential in accomplishing job duties is often expensive and may be difficult to replace.
When using Parish property, vehicles and/or equipment, employees are expected to exercise care,
perform required maintenance, and follow all operating instructions, safety standards, and
guidelines. Parish property, vehicles, and equipment are intended to be used solely for parish
purposes. Employees are expressly forbidden from using parish equipment for personal use.
Drivers of Parish Vehicles and equipment must not pick up rider or make unauthorized stops.

Employees should notify their supervisor if any equipment, machines, or tools are damaged,
defective, or in need of repair. The prompt reporting of damages, defects, and the need for repairs
could prevent deterioration of equipment and injury to employees or the general public. Supervisors
can answer any questions about employee's responsibility regarding maintenance and care of
equipment used on the job.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in
disciplinary action, up to and including termination of employment.

All employees authorized to drive Lafourche Parish Government-owned or leased vehicles or
personal vehicles in conducting Lafourche Parish Government business must possess a current,
valid driver's license and an acceptable driving record. Any change in license status or driving
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record must be reported to management immediately.

Employees must have a valid driver's license in their possession while operating a vehicle off or on
Lafourche Parish Government property. It is the responsibility of every employee to drive safely and
obey all traffic, vehicle safety, and parking laws or regulations. Drivers must demonstrate safe
driving habits at all times.

Lafourche Parish Government-owned or leased vehicles may be used only as authorized by
management.

Portable Communication Device Use While Driving

Employees who drive on Lafourche Parish Government business must abide by all state or local
laws prohibiting or limiting portable communication device (PCD) use, including cell phones or
personal digital assistants, while driving. Further, even if use is permitted, employees may choose to
refrain from using any PCD while driving. "Use" includes, but is not limited to, talking or listening to
another person or sending an electronic or text message via the PCD.

Regardless of the circumstances, including slow or stopped traffic, if any use is permitted while
driving, employees should proceed to a safe location off the road and safely stop the vehicle before
placing or accepting a call. If acceptance of a call is absolutely necessary while the employee is
driving, and permitted by law, they must use a hands-free option and advise the caller that they are
unable to speak at that time and will return the call shortly.

Under no circumstances should employees feel that they need to place themselves at risk to fulfill
business needs.

Since this policy does not require any employee to use a PCD while driving, employees who are
charged with traffic violations resulting from the use of their PCDs while driving will be solely
responsible for all liabilities that result from such actions.

Texting and e-mailing while driving is prohibited in all circumstances.

To protect employees, the public, and Parish assets by requiring vehicles to be used solely for
authorized official business and in a matter that promotes accountability, LPG employees must adhere
to the following when operating a vehicle to conduct Parish business. Violations of this policy may
result in disciplinary action, up to and including termination.

Authorized Use of Parish Vehicles

¢ LPG owned vehicles may be operated only in the conduct of official Parish business.

¢ Only the following individuals may operate Parish-owned vehicles: - Parish employees or officials,
provided such individuals are listed on the approved driver list.

¢ Personal use of Parish-owned vehicles is strictly prohibited unless expressly approved in writing
by a supervisor.

¢ Any Parish-owned vehicle deemed unused or unnecessary shall be declared surplus and
advertised for public sale in accordance with applicable law and Parish procedures.

Driver Eligibility and Records
e Be at least 21 years of age with a valid Louisiana Driver’s License, including a Commercial
Driver's License.
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o All drivers must be on the LPG Insurance Carrier Approved Driver List.

¢ Motor Vehicle Records (MVRs) shall be reviewed upon hire and at least annually by Risk
Management Department and/or LPG Insurance Carrier.

¢ Drivers must immediately notify their Supervisor of any change in driving status, license
restrictions, suspensions, revocations, or major violations.

LPG Vehicle Driving Key Fob Policy

To promote accountability, enhance safety, and support proper vehicle maintenance, employees
on LPG’s approved driver’s list will be assigned a key fob to use when operating a parish vehicle.
All employees must use their individually assigned key fob prior to operating any parish-owned
vehicle. Use of a parish vehicle without proper driver identification is strictly prohibited. Prior to
starting a Parish Vehicle, the employee must scan his/her assigned driving key fob to log the
driver’s identity and record the trip’s start time and location in a GPS tracking system. Employees
are required to complete this process each time a parish vehicle is started, without exception.
Failure to scan an assigned driving key fob at the start of the trip will result in a buzzing sound until
the fob is properly detected.

Driving key fobs are assigned to authorized personnel only and may not be shared, transferred, or
used by another employee. Each employee is responsible for all vehicle activity recorded under
their assigned driving key fob. Employees should immediately report any lost, stolen, or damaged
driving key fob immediately to immediate supervisor. Employees will be responsible for the
replacement cost of the driving key fob. Failure to comply with this policy may result in disciplinary
action, up to and including suspension of vehicle privileges or further corrective measures in
accordance with LPG policy.

Driver Performance Rating

Driver performance is evaluated based on violations and preventable accidents as follows:

Violations/Preventable Accidents 0 1 2 3+

0 Clear Acceptable Borderline Poor
1 Acceptable Acceptable Borderline Poor
2 Acceptable Borderline Poor Poor
3+ Poor Poor Poor Poor

¢ Any major violation automatically places a driver in the “Poor” category.

e “Clear” and “Acceptable” MVRs meet minimum standards.

e “Borderline” MVRs will be monitored and a written warning issued.

e “Poor” MVRs result in immediate loss of driving privileges.

Major Violations

The following are defined as, but not limited to, major violations and can result in an automatic “poor
rating”:

DUI within the past three (3) years

Failure to report an accident

Reckless driving or speed contests

Driving while impaired

Falsifying an accident report

Vehicular homicide, manslaughter, or assault
Driving with a suspended or revoked license
Careless driving
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e Attempting to elude law enforcement
e Leaving the scene of an accident

Automatic Disqualification from Driving

Immediate revocation of Parish driving privileges shall occur for but not limited to:

Major violations listed above;

Suspension or revocation of a driver’s license;

Permitting unauthorized persons to operate Parish vehicles;

Failure to drive safely;

Failure or refusal to submit to required drug and/or alcohol testing; and/or
Failure to timely report violations or accidents.

Employees unable to perform essential job duties due to loss of driving privileges may be subject to
disciplinary action, up to and including demotion, reassignment, or termination of employment.

Insurability

All drivers must remain insurable with LPG’s auto insurance carrier policy. If driving is a bona fide job
duty and the employee becomes uninsurable, disciplinary action up to and including termination may
occur.

Reportable Events

The following must be reported immediately to the Supervisor and Risk Management Department,
regardless of fault or vehicle ownership when on Parish business:

e All motor vehicle accidents;
¢ License restrictions, suspensions, revocations, or threats thereof; and
¢ Conditions or medications that impair driving ability.

All complaints received from the public regarding employees operating parish vehicles and/or
equipment will be thoroughly investigated. If a violation of this policy is confirmed, appropriate
disciplinary action will be taken.

Accident Reporting and Drug Testing

¢ All accidents must be reported immediately to law enforcement, the Supervisor, and Risk
Management.

e Any employee involved in an on-duty vehicular accident shall be subject to post-accident
drug and alcohol testing pursuant to Parish drug policy.

Scope of Use and Conduct Requirements

¢ Only approved drivers may operate Parish vehicles.

o No employee may possess, transport, or consume alcohol, illegal drugs or controlled
substances while in or operating a parish vehicle.
Smoking is prohibited in Parish vehicles.
Seat belts and restraints must be worn at all times.

e Texting, reading messages, or handheld cellphone use while driving is prohibited. Hands-
free devices may be used to receive calls; drivers must pull over to place calls.

e Drivers are personally responsible for traffic and parking violations.

¢ Vehicles must be locked and parked in designated areas when not in use.



Vehicle Take Home Policy

Employees who are assigned a take — home vehicle are authorized to use the vehicle for official
business purposes and community between their residence and assigned work location, as approved
by the Appointing Authority. All assigned vehicles remain the property of LPG and must be operated in
a safe, lawful, and responsible manner in accordance with applicable traffic laws and LPG policies.

Employees assigned a take-home vehicle will be assessed a non-cash taxable fringe benefit in the
amount of $3.00 per day, which will be reported as income in accordance with applicable IRS
regulations and reflected on the employee’s payroll record. This amount is considered non-cash
income and will not be paid directly to the employee but subject to applicable take withholdings.

LPG reserves the right to revoke take-home vehicle privileges at any time for misuse, policy violations,
operational needs, or budgetary considerations.

Personal Vehicles Used for Parish Business

LPG strongly encourages the use of LPG-owned or assigned vehicles for all official business and
discourages the use of personal vehicles except when no parish vehicle is available and authorization
has been granted by a supervisor or Appointing Authority. When LPG business requires an employee
to enter, visit, or conduct work at a private residence or work site, the employee shall utilize an LPG
owned or authorized vehicle. Personal vehicles may not be used for residential visits unless
exceptional circumstances exist and advance written approval has been obtained from Administration.

This requirement applies regardless of mileage reimbursement eligibility and is intended to ensure
employee safety, public accountability, liability protection, and proper identification of official parish
business.

Employees using personal vehicles must:

Meet Parish driver qualifications;

Provide proof of insurance meeting state requirements;

Maintain vehicles in legal and safe operating condition; and
Report any changes to license, insurance, or address immediately.

Maintenance, Inspections, and Records

e Assigned drivers are responsible for routine maintenance and reporting needed repairs.

¢ Maintenance logs shall be submitted quarterly to Supervisors and forwarded to Risk
Management.

e Daily vehicle inspection checklists are required and submitted monthly.

e Mileage logs must be completed daily and submitted weekly.

Supervisor Responsibilities

Supervisors are responsible for:

Oversight of vehicles and drivers under their control;

Monthly and random vehicle spot checks;

Enforcement of this policy; and

Reporting accidents to the Appointing Authority and Risk Management.

Policy Violations
All violations of this policy are considered serious safety violations and may result in disciplinary action,
up to and including termination.
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To help LPG secure the safety of its workforce, comply with reporting obligations, identify and
resolve potential hazards. In the event a work-related incident or injury occurs, prompt reporting is
required for effective and efficient delivery of benefits, compliance with workers' compensation
regulations and to enable prompt investigation for the identification/implementation ofany
preventative measures.

Immediate Action in the Event of an Incident with Injury Resulting

Employee safety and well-being are our utmost concern.

e Tothe extent possible, take steps to ensure the safety of others in the area.
e Getemergency services (911) if needed.
o Otherwise, notify Supervisorimmediately to seek appropriate medical care.

In the event of a serious injury or an employee taken from the scene by rescue, Risk Management
should be notified immediately.

Reporting an Incident
How to submit a completed Employee Incident Report

e Employee Incident Reports should be submitted electronically to:
IncidentReport@lafourchegov.org
e Originals should be kept in the department files.

Employee Actions

Employees are required to report to their supervisor any work-related injury, illness, or minor incident
immediately or within 3 hours of the actual event/as close to the event as possible.

¢ In the absence of the supervisor, the employees shall immediately contact the next
level of management in the chain of command to report the situation.

e After reporting an incident, the employee shall complete an Employee Incident Report
(EIR) providing details regarding the incident and any injury/illness which may have
occurred.

o Employee Incident Reports should be completed as soon as practicable during the shift
in which the incident occurred, but no later than end of shift the day of the
incident/accident.

e The employee involved should complete the form giving as much detail as possible,
sign and date it, and give the report to their supervisor.

e For employees who are unable to complete the EIR promptly, a supervisor may submit
an initial EIR on their behalf to avoid delay. Information unknown can be left blank. The
employee will complete and submit a signed EIR as soon as practicable.

¢ Employees involved in an incident involving an LPG vehicle, including trailers or other
mobile equipment, or a personal vehicle being used for parish business, must submit
an Employee Incident Report, whether or not an injury and/or damage occurred. Refer
to the Use of Parish Provided Vehicles Policy.

Failure to timely report an incident, including reporting injuries days or weeks after the alleged
occurrence, or failure to follow required protocol, may result in disciplinary action and may delay or
jeopardize workers’ compensation benefits, to the extent permitted by Louisiana Law.
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Delayed reporting may:

Impair LPG’s ability to investigate the claim and follow established protocol;
Affect medical treatment coordination;

Raise questions regarding causation and compensation; and/or

Result in denial of the claim by workers’ compensation insurer.

Employees who delay reporting must provide a written explanation for the delay. Each employee
will be evaluated on a case-by-case basis in accordance with Louisiana Workers’ Compensation
statues.

Supervisor Actions

When an incident has been reported, the supervisor should immediately ensure appropriate 15t aid or
medical attention has been rendered, if applicable, verify employee’s safety and secure the work scene.
Additionally, the supervisor should verify that any hazard has been eliminated or that access to the
area where the incident occurred has been restricted to prevent additional employees from being
injured.

The supervisor shall:

e Assist the employee with the Employee Incident Report process as needed.

« lIdentify colleagues present at the time of the incident to complete the Witness Statement
section of the Employee Incident Report.

o Complete the Supervisor’s Information section to provide an initial evaluation of the causes
of the incident/accident and to document that short-term preventive measures have been
implemented, if applicable, to ensure workplace safety and prevent further issues while the
matter is being reviewed/investigated.

o Short -term preventative measures include but are not limited to:
» Temporarily reassigning work locations;
= Temporarily restricting access to certain work areas, equipment, etc.;
= Notifying Risk Management, Appointing Authority or upper management of the
incident and for additional assistance, if needed.

e Following department procedure, submit a completed Employee Incident Report as soon as

practicable possible, but no later than by the end of the shift of the day of the incident.

Supervisors should NOT delay submitting the Employee Incident Report while awaiting information

from witnesses or completing the Supervisor's Information section. Additional information can be
sent at a later time.

Process Review

The Risk Management Team will serve as a resource for the departments regarding investigation
results and preventative actions as well as following up with departments after an incident has
occurred. The Workplace Incident Reporting policy will be evaluated on an annual basis.
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SECTION 8 - WORKERS’ COMPENSATION/ON THE JOB INJURY

On-the-job injuries are covered by Lafourche Parish Government's Workers' Compensation
Insurance Policy, which is provided at no cost. If employees are injured on the job, no matter
how slightly, they should report the incident immediately to their supervisor. Failure to follow
Lafourche Parish Government procedures may affect the ability of employees to receive
Workers’ Compensation benefits.

This is solely a monetary benefit and not a leave of absence entitlement. Employees who need
to miss work due to a workplace injury must also request a formal leave of absence.

Employees are entitled to receive workers’ compensation benefit payments after missing seven
(7) consecutive work days because of a reported job-related injury or illness. For work-related
injuries or illnesses only, an employee will be given the option of choosing sick leave, annual
leave or leave without pay as it best fits their personal needs or wants for the first seven (7) days
following a reported work-related injury or illness.

Employees absent from work while on workers’ compensation are required to maintain routine
contact with their supervisor and the Human Resources Department. Any employee of LPG
who has had an accident or injury on the job and draws benefits under the Workers’
Compensation laws shall continue to receive group insurance coverage for him/herself and will
be required to submit the employee's share of premiums for insurance benefits for a period of
six months following the injury. At the end of the six months, the employee will be placed on
inactive status and offered COBRA benefits. If the employee has not returned to Active Status
within one year, employment will be terminated.

Employees absent from work on workers’ compensation will also be required to turn in uniforms
while absent from work. Once the employee returns to work, he/she will be able to order new
uniforms.

Every attempt shall be made to place an employee involved in an on-the-job injury into his/her
former position, or if not into the original position, if no longer in existence, in another at a
similar level of responsibility and pay as soon as such a position is available. In the event the
attending physician has issued a back-to-work authorization and a position is available, if the
employee fails to return to work, automatic termination of employment will occur.

LPG will vigorously defend any misrepresentation or fraudulent claims presented to LPG and/or
designated insurance carrier. Intentional misrepresentations by the employee may result in
disciplinary action up to and including termination of employment.

The Louisiana Second Injury Fund (SIF) allows LPG to hire and retain employees with
permanent, pre-existing disabilities while limiting LPG’s financial liability. LPG requires
employees to complete the Louisiana Second Injury Fund Questionnaire upon hire, annually
and as otherwise designated by Human Resources and/or Risk Management Department.

This ensures that the Parish complies with reporting requirements and accurately documents
pre-existing conditions for workers' compensation purposes.
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Employee Responsibilities

Employees are required to:
e Complete and submit the SIF questionnaire accurately upon hire and every other year
thereafter and/or upon return from a medical leave of absence.
e Update the questionnaire if their medical condition, pre-existing injury, or physical
limitation changes.
e Respond to requests from Human Resources or Risk Management for clarification or
additional information.

Failure to comply may result in:
e Delayed processing of workers' compensation claims,
e Administrative or disciplinary action, up to and including termination,
e Potential ineligibility for certain benefits under the Second Injury Fund program.

Confidentiality

All information submitted on the SIF questionnaire is considered confidential medical
information and will be maintained separately from general personnel files in accordance
with state law and HIPAA guidelines where applicable.

Administration

Risk Management/HR is responsible for:

¢ Distributing the SIF questionnaires to employees, Collecting completed questionnaires,
Maintaining records securely; and
¢ Notifying employees of submission deadlines.

Human Resources will review submitted questionnaires to ensure compliance with Louisiana
Workers' Compensation statutes and SIF requirements.

Policy Review

Human Resources and Risk Management will periodically review this policy to ensure
compliance with Louisiana law and parish operational requirements.

50



SECTION 9 - EMPLOYEE BENEFITS

Please note: Parish employees assigned to work at a State Health Unit remain employees of
Lafourche Parish Government and are subject to parish personnel policies. However, these
employees shall follow the State Health Unit holiday and office closure schedule. Any
differences between parish and state holidays will be addressed through administrative leave,
compensatory time, adjusted work schedules and/or approved leave.

Full-time employee will be paid for the following holidays:
New Year's Day

Day before or after New Year's Day
Martin Luther King, Jr. Day

Day Before Mardi Gras

Mardi Gras

Memorial Day

Juneteenth

Independence Day

Labor Day

Federal Election Day

Veterans Day

Thanksgiving Day

Christmas Eve or day after Christmas Day
Christmas Day

When a holiday falls on a weekend, the Parish President may designate either the preceding
Thursday or the following Monday as the holiday. Parish President has discretion to change the
observation date of holidays falling on a weekend. However, holidays listed above must be
observed each calendar year.

When a holiday falls on a weekend, employees who work on a rotating shift basis will observe the
actual holiday and not the designated holiday.

Employees who work on a rotating shift basis but are not scheduled to work on a holiday will be
paid for the holiday as are other employees.

When holidays fall or are celebrated on a regular workday, eligible employee will receive one (1)
day's pay at their regular straight-time rate. Full-time, permanent employees who are required

to work on a holiday will be paid at the rate of one and one-half (1 1/2) times their regular rate of
pay for the hours worked, in addition to the holiday pay.

If a holiday falls within an eligible employee's approved paid leave period, the eligible employee
will be paid for the holiday (at the regular straight-time rate) and will not be charged for the
absence.

Employees on unauthorized leave and/or employees on leave without pay the day before or
after the holiday, shall not receive paid holiday benefit.

When a recognized employer holidays falls during an employee’s approved jury duty or
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bereavement leave, the day shall be recorded and compensated as a holiday, not charged against
the employee’s jury duty or bereavement leave entitlement.

The applicable leave shall resume on the next scheduled workday following the holiday, provided
the employee continues to meet eligibility requirements.

Employees shall not receive additional compensatory time, holiday pay, or leave accruals as a
result of a holiday occurring during jury duty or bereavement leave.

Lafourche Parish Government appreciates how hard employees work and recognizes the
importance of providing time for rest and relaxation. LPG fully encourages employees to get this
rest by taking vacation time. Please refer to Head Start Manual, Unclassified Personnel Manual
or Civil Service Manual for applicable accrual chart.

Persons employed on a part-time, subject-to-call basis, or under emergency or temporary type
appointments shall not be entitled to accumulate annual leave; except in the case of those
persons who are currently employees accumulating leave and who have been temporarily
promoted on a temporary basis to fill a vacant position pending filling of the vacancy by regular
appointment.

Employees shall be entitled each year to use at least the amount of leave accumulated during
that year and may, with the approval of the supervisor or appointing authority, use any amount
not in excess of the total accumulated and unused. Such leave may be used only at the time or
times approved by the appropriate supervisor or appointing authority, based upon the
departmental workload and the demand for the employees’ services.

At termination, an employee will receive compensation for accrued vacation balance of no more
than four (4) workweeks.

In addition to competitive pay and positive working conditions, LPG provides a comprehensive
package of supplemental benefits to eligible employees. These benefits are designed to support
employees and their families and include time-off benefits, such as vacation and holidays, as
well as insurance and other plan benefits. Employees must enroll in desired benefits within
thirty (30) days from the date of hire. Benefits will become active on the 15t of the month,
following an employee’s thirty (30) days of employment. Employees failing to enroll within the
designated timeframe will be allowed to enroll during LPG’s annual open-ended enrollment
period or in the event of a qualifying life event.

LPG regularly reviews and evaluates its benefits programs to ensure they continue to meet the
evolving needs of the organization and its workforce. The following pages provide a general
overview of the benefits offered. This information is intended as a guideline only and does not
create a contractual right to any benefit.

Descriptions of insurance and other benefit plans are provided for general informational
purposes. The specific terms, conditions, eligibility requirements, and benefits are governed by
the official plan documents and the applicable Summary Plan Descriptions (SPDs), which may
be amended from time to time and are available for review upon request from the Human
Resources Department. In all cases, the terms of the official plan documents shall control over
any summaries or descriptions contained in this manual.
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LPG retains full discretionary authority to interpret and administer its benefit plans, including
determinations regarding eligibility, coverage, and entitlement. LPG also reserves the right to
modify, amend, or terminate any benefit, in whole or in part, at any time and for any reason.

Employees with questions regarding benefits should contact the Human Resources
Department.

Core benefits are benefits provided to eligible employees and, where applicable, eligible
dependents.

LPG Core Benefits include:

e Medical Insurance — Coverage for eligible medical services, including preventative
care, physician services, and hospitalization. LPG offers a GRP PPO Plan. With the
PPO, employees may select where they receive medical services. If using in-network
providers, the cost is less.

e Dental Insurance — Coverage for preventative, basic, and major dental services, in
accordance with plan provisions.

e Vision Insurance — Coverage for eye examinations, lenses, frames, and other vision-
related services.

e Life Insurance — LPG Basic Life & AD&D plan is a 100% employer-paid benefit that
provides employees family with financial protection in the event of the employee’s
death. The Accidental Death & Dismemberment (AD&D) plan protects you in the event
the employee’s death is due to a covered accident in addition to the benefit provided
by life insurance coverage.

Voluntary benefits are optional benefits made available to eligible employees, at the employee’s
expense through payroll deduction.

Voluntary benefits may include:

Accident Insurance — Provides specified benefits for covered accidental off the job injuries.

¢ Critical lliness — Provides benefits for covered hospital admissions or confinement.

Whole Life Insurance — Provides permanent life insurance coverage, subject to policy terms.

Flexible Spending Account (FSA) — Allows eligible employees to set aside pre-tax dollars to
pay for qualified medical and/or dependent care expenses in accordance with IRS
regulations.

Full-time employees are eligible to participate in Short-term disability and/or long — term
disability plan, subject to all terms and conditions of the agreement between LPG and the
insurance carrier.

Disability benefits provide income replacement only and do not constitute a leave of absence or
job protection. Employees who are unable to work must separately request and receive
approval for a formal leave of absence in accordance with the applicable Leave of Absence
provisions. Short — term disability (STD)benefits are payable following a fourteen (14) day
waiting period. Employees will be required to exhausted available accrued sick leave prior to
the commencement of short-term disability benefits. STD benefits not begin until both the
waiting period has been satisfied and all sick leave has been exhausted. Employees may elect
to exhaust vacation leave in addition to sick leave.
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Disability benefits may not be used concurrently with any other form of paid or unpaid leave.
Eligibility for disability benefits is subject to certification by a licensed medical physician, who
must complete all required documentation as determined by the insurance carrier. Additional
terms, conditions, and eligibility requirements are governed by the official plan documents.

Allows eligible employees to contribute pre-tax and/or post-tax earnings to a deferred
compensation retirement plan pursuant to Internal Revenue Code Section 457 and plan rules.

LPG will match $1 of each $1 on the 15t 6% of compensation deferred, applied on a payroll

period basis. There is no waiting period to participate, however, LPG has a six (6) month wait
period for employer match. All vesting contributions are 100% immediate vested.

Withdrawals, Loans, and Employer Matching Contributions

Withdrawals

Employees participating in the Parish-sponsored 457(b) Deferred Compensation Plan may request
withdrawals in accordance with plan rules and applicable law; however, the following employer
limitations apply:

e Employees may not withdraw more than one-half (50%) of their vested account balance at
any time.

¢ Employees are limited to no more than two (2) withdrawals within a single calendar year.

¢ If an employee initiates more than two (2) withdrawals during a calendar year, the Parish’s
employer matching contribution will be suspended for a period of three (3) consecutive
months, beginning the month following the excess withdrawal.

e Employer matching contributions will automatically resume after the three-month suspension
period, provided the employee remains eligible and actively employed.

e Withdrawal limits are intended to promote long-term retirement savings and financial stability.

Loans

Employees may request a loan from their 457(b) account subject to plan administrator requirements
and the following conditions:

e Loan amounts may not exceed one-half (50%) of the employee’s vested account balance.

e Loans must be repaid through payroll deduction over a repayment period established by the
plan administrator.

e Employees must be actively employed and in good standing to be eligible for a loan.

The Parish reserves the right to deny loan requests under certain circumstances, including but not
limited to:

Employees who have submitted a notice or intent to resign, retire, or otherwise separate from Parish
employment. Employees with insufficient remaining employment tenure to reasonably repay the
loan.

Hardship Withdrawals

In addition to standard withdrawal provisions, employees may request a hardship withdrawal from
their 457(b) Deferred Compensation Plan account when they experience an unforeseeable
emergency, as defined by applicable Internal Revenue Service (IRS) regulations.
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An unforeseeable emergency is a severe financial hardship resulting from circumstances beyond
the employee’s control, including but not limited to:

Serious illness or injury to the employee, spouse, or dependent;

Loss of property due to casualty, disaster, or other sudden events;

Imminent foreclosure or eviction from the employee’s primary residence;

Funeral or burial expenses of a spouse or dependent; and/or

Other extraordinary and unforeseeable circumstances as approved by the plan administrator.

Hardship withdrawals are subject to the following conditions:

¢ The withdrawal amount must be limited to the amount necessary to satisfy the financial
hardship, including applicable taxes and penalties.

e Employees may not withdraw more than one-half (60%) of their vested account balance.

e Hardship withdrawals count toward the annual withdrawal limit of two (2) withdrawals per
calendar year.

e Hardship withdrawals are permitted only after the employee has exhausted all other
available financial resources, to the extent required by the plan.

e Approval of hardship withdrawals is subject to verification, documentation, and final
determination by the plan administrator and Human Resources.

Administrative Authority

The Human Resources Department is responsible for reviewing and approving withdrawal and loan
requests for compliance with this policy and plan rules. All decisions will be made consistently and
in accordance with applicable federal regulations governing 457(b) plans.

This policy does not supersede the provisions of the official 457(b) plan document or plan
administrator requirements.

Upon becoming eligible to participate in this plan, employees will receive an SPD describing the
plan in greater detail. Please refer to the SPD for detailed plan information. Of course, feel free
to speak to representative in Human Resources Department if there are any further questions.

Public officials may travel at LPG expense only when the travel is directly related to official LPG
business, including but not limited to:

Legislative, regulatory, or intergovernmental meetings;

Training, conferences, or continuing education relevant to official duties;

Meetings with state, federal, or regional agencies;

Emergency or operational needs affecting Parish services;

Personal, political, campaign-related, or non-Parish business travel is strictly prohibited at
Parish expense.

Pre-Approval
All official travel must receive advance approval:
¢ Elected officials must obtain approval in accordance with Parish governing authority
procedures.
¢ Appointed officials and department leadership must obtain approval from the Parish President
or designee.
Failure to obtain prior approval may result in denial of reimbursement.

Transportation
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¢ Parish-owned or Parish-authorized vehicles shall be used when available and practical.

¢ Personal vehicle use requires prior approval and reimbursement shall be limited to the
standard Parish mileage rate.

e Air travel, when required, must be economy or coach class unless otherwise authorized.

¢ Ride-sharing, taxi, or rental vehicles must be justified as reasonable and cost-effective.

Meals and Incidentals

e Meal reimbursements shall comply with Parish per diem rates or maximum allowable
expenses.

o Alcoholic beverages are not reimbursable under any circumstances.

e Meals provided as part of a conference or event are not separately reimbursable.

Expenses and Reimbursement

Reimbursable expenses may include:
o Transportation and lodging;
o Registration or conference fees;
o Necessary parking, tolls, and business-related incidentals.

Reimbursement requests must:
o Be submitted within the required timeframe;
e Include itemized receipts;
o Clearly state the public purpose of the travel.

Employees are expected to follow LPG travel policy as a guide on allowable expenses and
rates.

Members of the Lafourche Parish Council, Council employees, the Parish President,
administrative employees, members of parish boards and their employees are authorized
reimbursement in the following manner for expenses incurred while performing official duties.

Reimbursement shall be made in accordance with the most recent Louisiana Travel Guide
available for reference at https://www.lafourchegov.org/wp-content/uploads/2025/07/2022-2023-
Louisiana-Travel-Guide.pdf.

Where circumstances require the approval of the Commissioner of the Division of
Administration:

« Legislative officials and employees shall obtain approval from the Council Chair.

« Members and employees of Parish Boards, Commissions, and Special Districts shall obtain
the approval of either the Parish President or the Parish Administrator.

« Administrative officials and employees shall obtain the approval of either the Parish
President or the Parish Administrator.

The following modifications are to be considered in application of the Travel Guide guidelines:

o As parish officials and employees are not able to utilize state contracts for air
transportation travel shall be made using commercial carrier service at the
coach/economy class rates. The parish does not require use of lowest prices airfare where
circumstances which can be documented dictate otherwise.

o Travel out of the Parish or within the Parish when over 30 miles away from a person's
domicile that extends through lunch will be reimbursed in accordance with the Traveler's
Meals chart.
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The members of the Lafourche Parish Council and employees are authorized to receive
a mileage allowance at the state approved rate for use of their personally owned vehicle
while in the conduct of official Parish business.

Employees should contact their supervisor in advance if they have any questions about
whether an expense will be reimbursed.
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SECTION 10 - LEAVE POLICIES

This policy establishes uniform standards for, use, approval, and payout of vacation (annual) leave
for eligible LPG employees while maintaining effective operations and public service delivery.
Eligibility

Vacation leave is provided to regular full-time employees. Part-time, temporary, seasonal, and

contract employees are not eligible for vacation leave unless otherwise required by law or expressly
approved by the Parish Administration.

Employees must be in paid status to accrue vacation leave.
Refer to Unclassified, Head Start or Civil Service Manual for Accrual Schedule.
Use of Vacation Leave
o Vacation leave may be planned time off for rest, relaxation, and/or personal matters.

o Vacation must be requested in advance and approved by the employee’s supervisor.
e Approval is subject to staffing needs and operational requirements.

Scheduling
Supervisors may establish scheduling procedures to:

o Ensure adequate department staffing;
o Avoid disruption of Parish operations;
o Balance employee preferences fairly;
e In situations where more than one employee within a department requests the same vacation
dates and staffing limit approval, preference shall be given based on employee seniority.
Previously approved vacation may be rescinded in cases of operational necessity or emergency, when
practicable notice is provided.

Maximum Accumulation (Carryover Cap)
Employees may carry over unused vacation leave from one calendar year to the next, subject to the
limits outlined below:
o Employees may roll over a maximum of four (4) weeks.
o One hundred and sixty (160) hours for employees who work 80 hours per pay period;
o One hundred and forty (140) hours for employees who work 70 hours per pay period.

Human Resources shall designate a cutoff pay period each year by which excess accrued vacation
leave must be used. Any accrued vacation leave above the allowable rollover limit that is not used by
the designated cut off pay period will be forfeited and will not be carried forward.

Payout of Vacation Leave
Upon separation from employment, employees shall be paid for unused, accrued vacation leave,
subject to:
» Vacation payout upon separation is limited to a maximum of four (4) weeks of accrued unused
leave.
o 160 hours for 80-hour employees;
o 140 hours for 70-hour employees.
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Holidays During Vacation
Official Parish holidays that occur while an employee is on approved vacation leave do not count
against vacation leave balances.

Leave Abuse

Vacation leave may not be used to extend notice periods, delay disciplinary action, or circumvent
attendance policies. Patterns of leave usage that indicate abuse may be addressed through corrective
action.

Interaction With Other Policies
Vacation leave operates independently of:
o Sick leave;
o Compensatory time;
o Crisis leave; and/or
o Workers’ compensation benefits.
Employees shall exhaust compensatory time before using vacation leave.

Employees in the unclassified and classified (with the exception of Head Start Education &
Transportation Personnel) shall earn and accumulate sick leave with pay in the same manner and
rate as Annual Vacation Leave.

Persons employed on a part-time, subject-to-call basis, or under emergency or temporary
appointments shall not be entitled to accrues sick leave; Except in the case of those persons
currently employed and accumulating leave and who have been promoted on a temporary basis to
fill a vacant position, pending filling of the vacancy by regular appointment.

All unused Sick Leave remains to an employee’s credit:

« When the employee resigns to accept a provisional, temporary, or probationary
appointment in the Parish classified/unclassified service without a break in service;
e During any period when he/she is carried on authorized military leave without pay;

e When he/she is reinstated or re-employed after layoff;

e When he/she is transferred from one parish department or agency to another;

e« When an employee of ten (10) years or more is reinstated or re-employed into a position
within twelve (12) months of leaving, years of service will be bridged together in addition
to unused sick leave being reinstated.

LPG realizes that it is the obligation of all U.S. citizens to serve on a jury when summoned to do
so. All employees will be allowed time off to perform jury duty in any local, state, or federal court.
Employees must show the jury duty summons to their supervisor as soon as possible so that the
supervisor may plan to accommodate the absence. Employees are expected, however, to provide
proper notice of a request to perform jury duty and verification of their service. Employees are also
expected to keep management informed of the expected length of jury duty service and to report to
work for the major portion of the day if excused by the court.

Employees on jury duty leave will be paid for their jury duty service in accordance with state law;

however, exempt employees will be paid their full salary for any week in which time is missed due to
jury duty if work is performed for LPG during such week.
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The death of a family member is a time when employee wish to be with their families. If the
employee is full-time and loses an immediate family member, the employee will be allowed paid
time off of up to three (3) workdays to assist in attending to obligations and commitments. For the
purposes of this policy, a close relative includes a spouse, child, stepchild, foster child, legal ward,
parent, stepparent, legal guardian, sibling (including step or half sibling), grandparent or
grandchild, mother-in-law, father-in-law, or any individual residing under the same roof. Human
Resources may grant one (1) day of bereavement leave for an aunt and/or uncle (including in-
laws), spouse’s grandparent, brother -in-law, and/or sister-in-law.

Bereavement leave must be used for time missed from work due to the death of an eligible family
member and may be taken only for attendance at the funeral service, memorial service, burial, or
for necessary travel related to services. Bereavement leave days must be taken consecutively, beginning
on or immediately following the date of the funeral, memorial service, or burial, unless otherwise approved by
immediate supervisor. Funeral leave may not be used intermittently or saved for future use.

Employees requesting bereavement leave must submit a copy of the deceased individual’s
obituary that clearly lists the employee as an immediate surviving relative. The obituary will serve
as the official verification of the relationship for purposes of approving bereavement leave. Failure
to provide an obituary listing the employee as an immediate surviving relative will result in denial of
bereavement leave. In such cases, the employee will be required to use applicable accrued leave
or request leave without pay.

No other forms of documentation will be accepted to verify the relationship, including but not
limited to guardianship papers from childhood, or other historic legal documents not reflected in
the official obituary.

To outline military leave benefits and protections for eligible employees in accordance with
Louisiana Law and the Uniformed Services Employment and Reemployment Rights Act
(USERRA). Employees who are members of the National Guard or any branch of the United
States Armed Forces Reserves are eligible for miliary leave for:

e Annual Trainings;

e Weekend Dirills;

e Special or Emergency Call — Ups;

e State active duty or federal activation.
Employees must provide advance notice or verbal notice of military duty to their supervisor and
Human Resources as soon as practicable. A copy of miliary orders or official documentation must
be submitted upon receipt.
Employees in reserve components or the National Guard are entitled to up to fifteen (15) working
days of paid leave per calendar year for training or duty. For National Guard members called to
state active duty by the Governor are entitled to twenty-two (22) working days. During approved
paid military leave, employees will receive their regular state base pay.

If military service extends the applicable paid military leave entitlement:
e Employees may elect to use accrued annual or compensatory leave; or
e If accrued leave is exhausted, the employee will be placed on Leave Without Pay (LWOP)

Employees on military leave will retain benefits in accordance with state law and USERRA.
Employees who are in leave without pay status must continue to remit their portion of premiums
for applicable benefits. Arrangements for payment must be coordinated with the Human
Resources Department to maintain uninterrupted coverage.
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The Crisis Leave Program provides paid leave to eligible employees who experience a catastrophic
illness or injury affecting themselves or an eligible family member. The Crisis Leave Pool shall consist
of unused vacation and sick leave hours that have lapsed at year end and are converted in accordance
with established leave policies. The program assists employees who have exhausted all forms of paid
leave.

Catastrophic Injury or lliness — A severe physical or mental condition that:

« Significantly affects the health of the employee or an eligible family member;

e Requires the services of a licensed medical service provider (LMSP) for an extended period;
and

e Prevents the employee from performing job duties for 10 or more consecutive workdays
after all paid leave has been exhausted.

Crisis Leave Committee — Comprised of the Human Resources Director, Human Resources Manager,
Civil Service Director and/or Parish Administrator. The Committee oversees the Crisis Leave Pool and
may set procedural specifications not otherwise covered by policy.

Eligible Employee — A classified or unclassified employee of LPG who has attained permanent status
and been employed for a minimum of six (6) months.

Eligible Family Member — For this policy, an eligible family member includes the employee's spouse,
children, parents, siblings, spouse’s parents, and custodial grandchildren.

Leave Pool Manager — The Human Resources Manager or designee responsible for administering the
Crisis Leave Pool.

Licensed Medical Service Provider (LMSP) — A professional licensed under Louisiana law, including
physicians (MD/DO), therapists, counselors, and chiropractors, acting within the scope of their license.

Eligibility Requirements

Employees may apply for crisis leave if:

The employee or an eligible family member has a catastrophic illness or injury;

All paid leave and disability insurance have been exhausted;

The employee has a satisfactory attendance record with no history of leave abuse;
The injury or illness is not work-related, occurred outside of a criminal act, and required
medical documentation from an LMSP; and

o Employees do not need to have contributed to the Crisis Leave Pool to be eligible.

Leave Limits:

e Maximum of 240 hours per calendar year.
o Cannot extend paid leave beyond 12 weeks.
o Cannot exceed one-fourth of the leave pool balance at the time of the request.

Donations to the Crisis Leave Pool

Voluntary — Employees may donate accrued leave; donations are credited to the pool and cannot be
designated to a specific recipient.

Donation Rules:

e Minimum donation: 8 hours (whole-hour increments).
¢ Minimum remaining balance of 120 hours in employee’s account.
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e Maximum donation: 240 hours per calendar year.
e Remaining leave at separation or retirement may be donated.

Procedure: Complete a leave form indicating “Donation to the Crisis Leave Pool” and submit it to
Human Resources.

Requesting Crisis Leave

Complete a Crisis Leave Request Form and submit to the Crisis Pool Committee.

Include a statement from an LMSP containing:

Initial date of iliness or injury;

Detailed description and prognosis (for employees);

Expected return-to-work date;

Documentation for eligible family members (if applicable);

All requests and documentation are confidential and must be submitted in a sealed envelope

marked “Confidential.”;

o Requests are date-stamped and considered in the order received. Requests must be
submitted within 30 days of the incident;

e The Crisis Leave Committee has 8 business days to approve or deny a request and will

communicate the decision in writing to the employee.

Use of Crisis Leave

Leave must be used only for the circumstances specified in the approved request.

Unused hours must be returned to the Crisis Leave Pool if the employee returns to work early.
Any misuse of crisis leave may be considered payroll fraud.

Extensions of crisis leave require additional documentation and Committee approval.

Compensation and Benefits

Crisis leave is paid at 75% of the employee’s regular pay rate.

Employees will continue to receive eligible benefits accordingly.

Accrual of sick and vacation leave will be suspended for the duration of Crisis Leave.
Human Resources will track contributions and usage, including the dollar value of leave
awarded.

Appeals

Decisions of the Crisis Leave Committee regarding crisis leave approval or denial are final and not
subject to appeal.

Employees may be entitled to a leave of absence under the Family and Medical Leave Act (FMLA).
This policy provides employee information concerning FMLA entitiements and obligations
employees may have during such leaves. If employees have any questions concerning FMLA
leave, they should contact the Human Resources Department.

Eligibility

FMLA leave is available to "eligible employees." To be an "eligible employee," the employee must:
1) have been employed by LPG for at least 12 months (which need not be consecutive); 2) have
been employed by LPG for at least 1,250 hours of service during the 12-month period immediately
preceding the commencement of the leave; and 3) be employed at a worksite where 50 or more

employee are located within 75 miles of the worksite. Special hours of service eligibility
requirements apply to airline flight crew employees.

62



Entitlements

As described below, the FMLA provides eligible employees with a right to leave, health insurance
benefits and, with some limited exceptions, job restoration.

Basic FMLA Leave Entitlement

The FMLA provides eligible employees for up to 12 workweeks of unpaid leave for certain family
and medical reasons during a 12-month period. The 12-month period is based a rolling, backward-
looking basis from the date an employee uses any FMLA leave. Leave may be taken for any, or for
a combination, of the following reasons:

o Birth of a child or placement of child for adoption or foster care;

o To care for the employee's spouse, son, daughter, or parent (but not in-law) who has a
serious health condition;

o For the employee's own serious health condition (including any period of incapacity due to
pregnancy, prenatal medical care, or childbirth) that makes the employee unable to perform
one or more of the essential functions of the employee's job; and/or

o Because of any qualifying exigency arising out of the fact that the employee's spouse, son,
daughter or parent is a military member on covered active duty or called to covered active
duty status (or has been notified of an impending call or order to covered active duty) in the
Reserves component of the Armed Forces for deployment to a foreign country in support of
contingency operation or Regular Armed Forces for deployment to a foreign country.

A serious health condition is an illness, injury, impairment or physical/mental condition that
involves either an overnight stay in a medical care facility, or continuing treatment by a health care
provider for a condition that either prevents employees from performing the functions of their job or
prevents the qualified family member from participating in school or other daily activities. Subject to
certain conditions, the continuing treatment requirement may be met by a period of incapacity of
more than three (3) consecutive calendar days combined with at least two visits to a health care
provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or a
chronic condition. Other conditions may meet the definition of continuing treatment.

Qualifying exigencies may include attending certain military events, arranging for alternative
childcare, addressing certain financial and legal arrangements, attending certain counseling
sessions, caring for the parents of the military member on covered active duty, and attending post-
deployment reintegration briefings.

Additional Military Family Leave Entitlement (Injured Servicemember Leave)

In addition to the basic FMLA leave entitlement discussed above, an eligible employee who is the
spouse, son, daughter, parent or next of kin of a covered servicemember is entitled to take up to
26 weeks of leave during a single 12-month period to care for the servicemember with a serious
injury or illness. Leave to care for a servicemember shall only be available during a single-12-month
period and, when combined with other FMLA-qualifying leave, may not exceed 26 weeks during the
single 12-month period. The single 12-month period begins on the first day an eligible employee
takes leave to care for the injured servicemember.

"Covered servicemember" is a current member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment, recuperation, or therapy; is
otherwise in outpatient status; or is on the temporary retired list for a serious injury or illness. These
individuals are referred to in this policy as "current members of the Armed Forces." Covered
servicemembers also include a veteran who is discharged or released from military services under
conditions other than dishonorable at any time during the five years preceding the date the eligible
employee takes FMLA leave to care for the covered veteran, and who is undergoing medical
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treatment, recuperation or therapy for a serious injury or illness. These individuals are referred to in
this policy as "covered veterans."

The FMLA definitions of a "serious injury or illness" for current Armed Forces members and covered
veterans are distinct from the FMLA definition of "serious health condition" applicable to FMLA leave
to care for a covered family member.

Intermittent Leave and Reduced Leave Schedules

FMLA leave usually will be taken for consecutive days, weeks, or months. However, employees are
also entitled to take FMLA leave intermittently or on a reduced leave schedule when medically
necessary due to a serious health condition of the employee or covered family member or the
serious injury or iliness of a covered servicemember. Qualifying exigency leave also may be taken
on an intermittent basis.

No Work While on Leave

The taking of another job while on family/medical leave or any other authorized leave of absence is
grounds for immediate discharge, to the extent permitted by law.

Protection of Group Health Insurance Benefits

During FMLA leave, eligible employees are entitled to receive group health plan coverage on the
same terms and conditions as if they had continued to work. Employees on Leave Without Pay
(LWOP) under FMLA remain responsible for paying their portion of all applicable benefits.
Arrangements for payment must be coordinated with the Human Resources Department to
maintain uninterrupted coverage.

Restoration of Employment and Benefits

At the end of FMLA leave, subject to some exceptions including situations where job restoration of
"key employees" will cause LPG substantial and grievous economic injury, employees generally
have a right to return to the same or equivalent positions with equivalent pay, benefits, and other
employment terms. LPG will notify employees if they qualify as "key employees," if it intends to
deny reinstatement, and of their rights in such instances. Use of FMLA leave will not result in the
loss of any employment benefit that accrued prior to the start of an eligible employee's FMLA
leave.

Notice of Eligibility for, and Designation of, FMLA Leave
Employees requesting FMLA leave are entitled to receive written notice from LPG telling them
whether they are eligible for FMLA leave and, if not eligible, the reasons why they are not eligible.
When eligible for FMLA leave, employees are entitled to receive written notice of:

e Their rights and responsibilities in connection with such leave;

o Lafourche Parish Government's designation of leave as FMLA-qualifying or non-qualifying,

and if not FMLA-qualifying, the reasons why; and
e« The amount of leave, if known, will be counted against the employee's leave entitlement.

LPG may retroactively designate leave as FMLA leave with appropriate written notice to
employees provided Lafourche Parish Government's failure to designate leave as FMLA-
qualifying at an earlier date did not cause harm or injury to the employee. In all cases where leaves
qualify for FMLA protection, LPG and employee can mutually agree that leave be retroactively
designated as FMLA leave.

Employee FMLA Leave Obligations
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Provide Notice of the Need for Leave. Employees who take FMLA leave must timely notify LPG of
their need for FMLA leave. The following describes the content and timing of such employee notices.

Content of Employee Notice

To trigger FMLA leave protections, employee must inform Human Resources of the need for
FMLA- qualifying leave and the anticipated timing and duration of the leave, if known. Employees
may do this by either requesting FMLA leave specifically or explaining the reasons for leave to allow
LPG to determine that the leave is FMLA-qualifying. For example, employee might explain that:

A medical condition renders them unable to perform the functions of their job;

They are pregnant or have been hospitalized overnight;

They or a covered family member is under the continuing care of a health care provider;
The leave is due to a qualifying exigency caused by a military member being on covered
active duty or called to covered active-duty status to a foreign country; or

e Family member that is rendered unable to perform daily activities or is a covered
servicemember with a serious medical injury or iliness.

Calling in "sick," without providing the reasons for the needed leave, will not be considered sufficient
notice for FMLA leave under this policy. Employees must respond to Lafourche Parish
Government's questions to determine if absences are potentially FMLA-qualifying.

If employees fail to explain the reasons for FMLA leave, the leave may be denied. When employees
seek leave due to FMLA-qualifying reasons for which LPG has previously provided FMLA-protected
leave, they must specifically reference the qualifying reason for the leave or the need for FMLA
leave.

Timing of Employee Notice

Employees must provide 30 days' advance notice of the need to take FMLA leave when the need
is foreseeable. When 30 days' notice is not possible, or the approximate timing of the need for
leave is not foreseeable, employees must provide LPG notice of the need for leave as soon as
practicable under the facts and circumstances of the particular case. Employees who fail to give
30 days' notice for foreseeable leave without a reasonable excuse for the delay, or otherwise fail to
satisfy FMLA notice obligations, may have FMLA leave delayed or denied.

Cooperate in the Scheduling of Planned Medical Treatment (Including Accepting Transfers to
Alternative Positions) and Intermittent Leave or Reduced Leave Schedules

When planning medical treatment, employees must consult with LPG and make a reasonable effort
to schedule treatment so as not to unduly disrupt Lafourche Parish Government's operations,
subject to the approval of the employee's health care provider. If employees providing notice of the
need to take FMLA leave on an intermittent basis for planned medical treatment neglect to fulfill this
obligation, LPG may require employees to attempt to make such arrangements, subject to the
approval of the employee's health care provider.

When employee take intermittent leave or need to work a reduced work schedule for foreseeable
planned medical treatment for the employee or a family member, including during a period of
recovery from a serious health condition or to care for a covered servicemember, LPG may
temporarily transfer employee, to alternative positions with equivalent pay and benefits for which
the employee are qualified and which better accommodate recurring periods of leave.

When employees seek intermittent leave or a reduced leave schedule for reasons unrelated to the
planning of medical treatment, upon request, employees must advise LPG of the reason why such
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leave is medically necessary. In such instances, LPG and employees shall attempt to work out a
leave schedule that meets the employees’ needs without unduly disrupting Lafourche Parish
Government's operations, subject to the approval of the employee's health care provider.

Submit Medical Certifications Supporting Need for FMLA Leave (Unrelated to Requests for
Military Family Leave)

Depending on the nature of FMLA leave sought, employees may be required to submit medical
certifications supporting their need for FMLA-qualifying leave. As described below, there generally
are three types of FMLA medical certifications: aninitial certification, a recertification, and areturn to
work/fitness for duty certification.

It is the employee's responsibility to provide LPG with timely, complete, and sufficient medical
certifications. Whenever LPG requests employees to provide FMLA medical certifications,
employees must provide the requested certifications within fiteen (15) calendar days after Lafourche
Parish Government's request, unless it is not practicable to do so despite the employee's diligent,
good faith efforts. LPG will inform employees if submitted medical certifications are incomplete or
insufficient and provide employees with at least seven (7) calendar days to cure deficiencies. LPG
will deny FMLA leave to employees who fail timely correct deficiencies or otherwise fail to submit
requested medical certifications in a timely manner.

With the employee's permission, LPG (through individuals other than the employee's direct
supervisor) may contact the employee's health care provider to authenticate or clarify completed
and sufficient medical certifications. If employees choose not to provide LPG with authorization
allowing it to clarify or authenticate certifications with health care providers, LPG may deny FMLA
leave if certifications are unclear.

Whenever LPG deems it appropriate to do so, it may waive its right to receive timely, complete,
and/or sufficient FMLA medical certifications.

Initial Medical Certifications

Employees requesting leave because of their own, or a covered relation's, serious health
condition, or to care for a covered servicemember, must supply medical certification supporting the
need for such leave from their health care provider or, if applicable, the health care provider of their
covered family or service member. If employee provides at least 30 days' notice of medical leave,
they should submit the medical certification before leave begins. A new initial medical certification
will be required on an annual basis for serious medical conditions lasting beyond a single leave year.

If LPG has reason to doubt initial medical certifications, it may require employees to obtain a
second opinion at Lafourche Parish Government's expense. If the opinions of the initial and second
health care providers differ, LPG may, at its expense, require employees to obtain a third, final and
binding certification from a health care provider designated or approved jointly by LPG and the
employee.

Medical Recertifications

Depending on the circumstances and duration of FMLA, Lafourche Parish Government will require
employees to provide recertification of medical conditions every 30 days for the employee’s serious
medical condition and/or every 45 days to care for the employee’s family member as deemed
necessary to recertify the need for leave. LPG will notify employees if recertification is required and
will give employees at least 15 calendar days to provide medical recertification.

Following approval of FMLA leave, employees are required to submit updated medical
certifications to support continued leave. Certification updates must be provided every thirty (30)
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days for the employee’s own serious health condition and every forty-five (45) days for a family
member’s serious health condition, unless otherwise instructed by Human Resources.

Return to Work/Fitness for Duty Medical Certifications

Unless notified that providing such certifications is not necessary, employee returning to work from
FMLA leaves that were taken because of their own serious health conditions that made them unable
to perform their jobs must provide LPG with completed Fitness for Duty Form confirming they are
able to return to work and the employee' ability to perform the essential functions of the employee'
position, with or without reasonable accommodation. LPG may delay and/or deny job restoration
until employees provide return to work/fitness for duty certifications.

Submit Certifications Supporting Need for Military Family Leave

Upon request, the first-time employee seek leave due to qualifying exigencies arising out of the
covered active duty or call to covered active-duty status of a military member, LPG may require
employee to provide:

e Acopy of the military member's active-duty orders or other documentation issued by the
military indicating the military member is on covered active duty or called to covered
active-duty status and the dates of the military member's covered active-duty service;
and

e A certification from the employee setting forth information concerning the nature of the
qualifying exigency for which leave is requested. Employees shall provide a copy of new
active-duty orders or other documentation issued by the military for leaves arising out of
qualifying exigencies arising out of a different covered active-duty or call to covered active-
duty status of the same or a different military member.

When leave is taken to care for a covered servicemember with a serious injury or illness, LPG may
require employees to obtain certifications completed by an authorized health care provider of the
covered servicemember. In addition, and in accordance with the FMLA regulations, LPG may
request that the certification submitted by employees set forth additional information provided by
the employee and/or the covered servicemember confirming entitlement to such leave.

Substitute Paid Leave for Unpaid FMLA Leave

Employees must use any accrued paid time while taking unpaid FMLA leave. The substitution of
paid time for unpaid FMLA leave does not extend the length of FMLA leave, and the paid time will
run concurrently with the employee's FMLA entitlement. Leaves of absence taken in connection with
a disability leave plan or workers' compensation injury/illness shall run concurrently with any FMLA
leave entitlement.

Pay Employee's Share of Health Insurance Premiums

During FMLA leave, employees are entitled to continued group health plan coverage under the
same conditions as if they had continued to work. Unless LPG notifies employees of other
arrangements, whenever employees are receiving pay from LPG during FMLA leave, LPG will
deduct the employee portion of the group health plan premium from the employee's paycheck in
the same manner as if the employee were actively working.

If FMLA leave is unpaid, employees must continue to remit their portion of premiums of applicable
benefits. Arrangements for payment must be coordinated with the Human Resources Department
to maintain uninterrupted coverage.

Lafourche Parish Government's obligation to maintain health care coverage ceases if the
employee's premium payment is more than 30 days late. If the employee's payment is more than
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15 days late, LPG will send a letter notifying the employee that coverage will be dropped on a
specified date unless the co-payment is received before that date. If employees do not return to work
within 30 calendar days at the end of the leave period (unless employees cannot return to work
because of a serious health condition or other circumstances beyond their control), they will be
required to reimburse LPG for the cost of the premiums LPG paid for maintaining coverage during
their unpaid FMLA leave.

Questions and/or Complaints about FMLA Leave

If you have questions regarding this FMLA policy, please contact Human Resources. LPG is
committed to complying with the FMLA and, whenever necessary, shall interpret and apply this
policy in a manner consistent with the FMLA.

The FMLA makes it unlawful for employers to: 1) interfere with, restrain or deny the exercise of
any right provided under FMLA; or 2) discharge or discriminate against any person for opposing
any practice made unlawful by FMLA or involvement in any proceeding under or relating to FMLA. If
employees believe their FMLA rights have been violated, they should contact Human Resources
immediately. LPG will investigate any FMLA complaints and take prompt and appropriate remedial
action to address and/or remedy any FMLA violation. Employee also may file FMLA complaints with
the United States Department of Labor or may bring private lawsuits alleging FMLA violations.

Coordination of FMLA Leave with Other Leave Policies

The FMLA does not affect any federal, state, or local law prohibiting discrimination, or supersede
any State or local law that provides greater family or medical leave rights. For additional
information concerning leave entitlements and obligations that might arise when FMLA leave is
either not available or exhausted, please consult Lafourche Parish Government's other leave
policies in this manual or contact Human Resources.

Employees are entitled to an unpaid leave of absence of up to six (6) weeks for any normal
pregnancy, childbirth, or related medical conditions. Employee who are disabled by pregnancy,
childbirth or related medical conditions may take up to four (4) months of unpaid leave.

Employees are required to provide reasonable notice of the date on which leave will commence and
the estimated duration of the leave. In addition, LPG may require verification of disability.

Employees may use any accrued paid time off they have available during the otherwise unpaid
leave. Leave taken under this policy runs concurrently with any other leave provided by Lafourche
Parish Government.

For additional information on this leave, please contact Human Resources.

Leave Without Pay may be granted to an employee when all applicable paid leave balances have been
exhausted or when the employee is otherwise ineligible to use paid leave, subject to departmental
needs. Approval of Leave Without Pay is not guaranteed and shall be granted only when it is
determined to be in the best interest of the LPG.

Acceptable reasons for requesting Leave without Pay may include, but are not limited to:

o Personal or family hardship.
o Medical reasons not covered by available paid leave or applicable leave laws.
o Extended personal matters requiring time away from work.

68



o Education or professional development opportunities.
e Any other reason deemed appropriate by management.

To apply for Leave Without Pay, the employee must submit a written request to Human Resources in
advance of the requested leave period, except in emergency situations. The request must include the
reason for the leave, the anticipated duration, and any supporting documentation required by Human
Resources. All requests are subject to review and approval by Human Resources.

The Human Resources Director or designee, after consultation with Appointing Authority, may
grant an employee, other than a transient employee, leave without pay for a period not to exceed an
aggregate of forty- five (45) working days within a period of twelve consecutive months, whenever
such leave is considered to be in the best interest of the Parish, provided that:

e Provisional and transient employees may be granted temporary leave without pay for
period not exceeding five (5) working days;

e Employees with two (2) or more years of continuous service may be granted a leave of
absence without pay for a period not to exceed six (6) consecutive months;

¢ Request for leave of absence without pay shall be submitted thirty (30) days prior to the
requested leave date, ifpossible;

e Leave of absence without pay shall run concurrently with applicable leave.

Employees on leave without pay are responsible for remitting their employee portion of medical
insurance premiums, as well as any elected supplemental benefit premiums, to LPG Human
Resources Department on a monthly basis to ensure continued coverage. Failure to remit
payment by designated date given by HR can result in cancellation of coverages.

When an employee fails to return to work at the expiration of a period of leave without pay as
authorized herein, he/she shall be considered as having resigned from his/her position as of the
day following the last day of leave.

LPG strives to assist employees to return to work at the earliest possible date following an injury or
illness. A return-to-work program has several benefits for both the employer and employees by
minimizing time lost from work.

This policy is not intended to supersede or modify the procedures applicable to employees eligible
for reasonable accommodation under the Americans with Disabilities Act (ADA) or leave benefits
under the Family and Medical Leave Act (FMLA). Inquiries about the ADA or FMLA should be
directed to the human resource department (HR).

Eligibility

The policy applies to regular full-and part-time employees who are on leave as a result of injury or
illness and who are receiving workers' compensation benefits.

Transitional Work

LPG defines "transitional work" as temporary, modified work assignments within the worker's
physical abilities, knowledge, and skills.

When possible, transitional positions will be made available to injured workers to minimize or
eliminate time lost from work. LPG cannot guarantee a transitional position and is under no
obligation to offer, create or encumber any specific position for purposes of offering placement to
such a position.
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In the event an employee refuses transitional work (outside the employee's FMLA benefits period),
and the employee satisfies the restrictions and ability to perform the transitional position, LPG is
not obligated to provide an alternative position. In such cases, LPG will notify the insurance carrier of
the employee's refusal of the transitional work.

Procedures

To obtain a transitional assignment the employee must request a return-to-work form and a job
description from HR and provide them to the employee's health care provider for completion.

If the health care provider releases the employee to return to work on modified duty and has
completed the return-to-work and job description forms, the employee should return the forms to HR
within 24 hours or as soon as practicable. The employee cannot return to work without the release of
his or her health care provider.

HR will review the necessary forms and determine a transitional position for the employee if
appropriate and transitional work falls within business needs. A transitional job description, including
physical requirements, will be prepared for review and approval by the employee's health care
provider.

Transitional positions are developed based on the physical capability of the worker, the business
needs of the LPG and the availability of transitional work. LPG will determine appropriate work
hours, shifts, duration, and locations of all work assignments. LPG reserves the right to determine
the availability, appropriateness, and continuation of all transitional work assignments.

It is the responsibility of the employee to provide HR with a current telephone number and address,
so the employee may be contacted. The employee must notify HR immediately of any and all
changes in medical conditions.

It is the responsibility of the employee and the employee's supervisor to notify HR immediately of
any work- related injuries, if the employee misses time from transitional work, or of any changes to
transitional work assignments. HR will communicate with the insurance carrier or health care
provider, as necessary.

Job Offer

Upon completion of the return-to-work form and the health care provider's approval of the
transitional position, written notice will be prepared by the employer and mailed to the employee's
last known address noting the start date, hours, wage, duration, and location of the transitional work
assignment. The employee will be asked to sign a notice indicating his or her acceptance or refusal
of the transitional job offer and return the notice to HR. Copies of the job description, work releases
and the offer of a transitional position will be forwarded to the insurance carrier.

Any employee returning to a transitional position must not exceed the duties of the position or go
beyond the restrictions indicated by the health care provider. If any medical restrictions change,
the employee must immediately notify his or her supervisor and provide the supervisor with a copy
of the new medical release.

Supervisors will monitor work performance to ensure the employee does not exceed the
requirements set by the health care provider.
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SECTION 11 - REASONABLE ACCOMMODATIONS

LPG is committed to complying with applicable federal, state, and local laws governing reasonable
accommodations of individuals, including, but not limited to, the Americans with Disabilities Act
(ADA). To that end, we will endeavor to make reasonable accommodation to applicants and
employees who have requested accommodation or for whom LPG has noticed may require such
accommodation, without regard to any protected classifications, related to an individual:

e Disability, meaning any physical, medical, mental, or psychological impairment, or a history
or record of suchimpairment;
e Sincerely held religious beliefs and practices;
¢ Needs as a victim of domestic violence, sex offenses, or stalking;
e Needs related to pregnancy, childbirth, or related medical conditions; and/or
e Any other reason required by applicable law unless the accommodation would impose an
undue hardship on the operation of our business.
Any individual who would like to request accommodation based on any of the reasons set forth
above should contact the Human Resources Department. Accommodation requests can be made
in writing using a form which can be obtained from the Human Resources Department. If an
individual who has requested accommodation has not received an initial response within five (5)
business days, the employee should contact the Human Resources Department.

After receiving a request for accommodation or learning indirectly that the employee may require
such accommodation, LPG will engage in an interactive dialogue with the employee.

Even if employee has not formally requested an accommodation, LPG may initiate an interactive
dialogue under certain circumstances, such as when LPG has knowledge that employee's
performance at work has been negatively affected and a reasonable basis to believe that the issue
is related to any of the protected classifications set forth above, in compliance with applicable law.
In the event LPG initiates an interactive dialogue with an employee, it should not be construed as
Lafourche Parish Government's belief an individual requires an accommodation but will serve as
an invitation for the employee to share with LPG any information the employee desires to share, or
to request an accommodation.

The interactive dialogue may take place in person, by telephone, or by electronic means. As part
of the interactive dialogue, LPG will communicate openly and in good faith with the employeesin a
timely manner in order to determine whether and how LPG may be able to provide reasonable
accommodation. To the extent necessary and appropriate based on the request, LPG will attempt to
explore the existence and feasibility of alternative accommodation as well as alternative positions
for the employee. LPG is not required to provide the specific accommodation sought by the
employee, provided the alternatives are reasonable and either meet the specific needs of the
employee or specifically address the employee's limitations.

As part of the interactive dialogue, LPG reserves the right to request supporting documentation to
the maximum extent permitted by applicable law.

LPG will endeavor to keep confidential all communications regarding requests for reasonable
accommodation and all circumstances surrounding the employees’ underlying reason for needing
accommodation.
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LPG will not allow any form of retaliation against employees who have requested accommodation,
for whom LPG has noticed may require such accommodation, or who otherwise engage in the
interactive dialogue process.

Employees with questions regarding this policy should contact the Human Resources Department.

LPG committed to the fair and equal employment of individuals with disabilities under the ADA. It
is LPG's policy to provide reasonable accommodation to qualified individuals with disabilities
unless the accommodation imposes an undue hardship. LPG prohibits any harassment of, or
discriminatory treatment of, employees or applicants based on a disability or because an employee
has requested reasonable accommodation.

In accordance with the ADA, reasonable accommodation will be provided to qualified individuals
with disabilities to enable them to perform the essential functions of their jobs or to enjoy the equal
benefits and privileges of employment. An employee or applicant with a disability may request
accommodation from the HR department and should specify what accommodation is needed to
perform the job and submit supporting documentation explaining the basis for the requested
accommodation to the extent permitted and in accordance with applicable law. LPG will then review
and analyze the request, including engaging in an interactive process with the employee or
applicant, to identify if such accommodation can be made or if any other accommodation is
appropriate. If medical documentation regarding the disability and accommodation is requested, the
employee is responsible for providing such information. All information obtained concerning the
medical condition or history of an applicant or employee will be treated as confidential information,
maintained in separate medical files, and disclosed only as permitted by law.

It is the policy of LPG to prohibit harassment or discrimination based on disability or because an
employee has requested reasonable accommodation. LPG prohibits retaliation against employees
for exercising their rights under the ADA or other applicable civil rights laws. Employees should
use the procedures described in the Harassment and Complaint Procedure to report any
harassment, discrimination, or retaliation they have experienced or witnessed.

Pursuant to Louisiana law, employees have the right to be free from discrimination in relation to
pregnancy, childbirth, and related medical conditions, including the right to reasonable
accommodations for conditions related to pregnancy.

LPG will provide reasonable accommodation for an employee with limitations related to pregnancy,
childbirth, or related medical conditions if the employee requests such accommodation. However,
LPG may deny such accommodation if the accommodation would impose an undue hardship on
Lafourche Parish Government's program, enterprise, or business.

Accommodation may include, but is not limited to:

Making existing facilities readily accessible and usable;

Providing scheduled and more frequent or longer compensated break periods;
Providing more frequent bathroom breaks;

Providing a private place, other than a bathroom stall, for the purpose of expressing
breast milk;

¢ Providing seating or allowing the employee to sit more frequently if the job requires
standing;
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e Helping with manual labor and limits on lifting;

e Temporarily transferring the employee to a less strenuous or hazardous vacant position, if
qualified;

e Providing job restructuring or light duty, if available;

e Acquiring or modifying equipment or devices necessary for performing essential job
functions; or

e Modifyingwork schedules.

Employees also may be entitled to pregnancy leave as described in the Pregnancy Leave policy.

Employees who would like accommodation should contact the Employee's manager and/or HR
Director. Upon request for accommodation, LPG will engage in a timely, good faith, interactive
process with employees to determine effective reasonable accommodations.

LPG will not deny employment opportunities or take adverse action against employees based on
pregnancy, childbirth, or related medical conditions with respect to the terms, conditions, or
privileges of employment or for requesting or accepting reasonable accommodation.

Employees with questions or concerns regarding this policy should contact the Employee's manager
and/or the Human Resources Department.

LPG will provide a reasonable amount of break time to accommodate employees desiring to express
breast milk for their child, in accordance with and to the extent required by applicable law. The break
time, if possible and permitted by applicable law, must run concurrently with rest and meal periods
already provided. If the break time cannot run concurrently with rest and meal periods already
provided, the break time will be unpaid, subject to applicable law.

LPG will make reasonable efforts to provide employees with the use of a room or location in close
proximity to the employees’ work area, other than a bathroom, to express milk in private. This
location may be the employee's private office, if applicable. Please consult the Human Resources
Department with questions regarding this policy.

Employees should advise management if they need break time and an area for this purpose.
Employees will not be discriminated against or retaliated against for exercising their rights under this

policy.
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SECTION 12 - GRIEVANCES AND REPORTING PROCEDURES

It is the policy of LPG to provide a complaint/grievance process through which employees may
voice and seek resolutions to complaints and problems related to their work with the parish. For
civil servants, actions which are appealable to the Civil Service Board will not be grievable under
this policy. (Please refer to the Civil Service Rules and Regulations section of this Manual for
additional information.)

The outlined grievance process allows a forum through which employees may voice and seek
solutions to complaints and problems related to their work with LPG. It is LPG’s goal for all
employees to create a comfortable working environment where employees feel free to discuss and
resolve work-related problems with their immediate supervisor without fear of any form of retaliation
or penalty.

This policy shall apply to all employees of Lafourche Parish Government.

The term "grievance" shall refer to any claim or allegation by an employee who perceives a
violation of rights, privileges, or benefits, which have been granted to parish employees in this
manual, or by state or federal statutes. A grievance may include numerous circumstances, which
may include but may not necessarily be limited to the following:

e Any employee who believes that he/she has been treated unfairly orinequitably, orin any
manner which is arbitrary, capricious, unreasonable, or discriminatory.

e A condition which is detrimental to any employee and/or adversely affects the personal or
economic welfare and interest of any employee, including the use of epithets, slurs,
negative stereotyping, intimidation, hostile acts, threats, or written material that may indicate
discriminatory hostility at work; or the creation of a hostile work environment.

e A violation of the implementation, enforcement, administration, application, or interpretation
of the procedures of any policy or practice of Lafourche Parish Government.

Any employee who has a work-related problem should first respectfully discuss it with his/her
immediate supervisor. If no resolution is reached in this discussion and the employee wishes to file
a grievance, he/she must complete in writing the Grievance Form describing the aggrieved
situation to his/her immediate supervisor, with a copy to the Appointing Authority and Human
Resources within five (5) working days. The supervisor's decision must be given in writing.
Employees wishing to complain about sexual harassment are not required to complain to
their immediate supervisor nor Appointing Authority, but rather, may report the matter to the
Human Resources Director.

The only matters that may be introduced at any step in the Grievance process are those contained
in the initial grievance.

If the supervisor's response does not resolve the complaint to the satisfaction of the employee,

he/she may forward the grievance to the next higher level of authority within five (5) working days.
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The chain of command must be strictly followed throughout the grievance process. Any attempt to
bypass a level of supervision in this process will result in the grievance being sent back to the
appropriate supervisor in the chain of command. At any or all steps in the process, meetings may
be held with the employee in an attempt to resolve the complaint.

The grievance may progress up the chain of command to the Parish Administrator, with each
supervisory level having five (5) working days to respond.

The Parish Administrator’s decision shall be final and binding in resolving grievances.

Community Services Block Grant (CSBG) funded staff should refer to the Equal Opportunity
Officer for quidance in filing an additional appeal through the grievance process with the
Community Services Block Grant Office, Louisiana Department of Labor. CSBG staff and program
participants should refer to the Lafourche Parish Office of Community Action's Diversity Plan for
Grievance Procedures and Discrimination Procedures. For further information, please contact the
Equal Opportunity Officer.

Lafourche Parish Government will not condone or authorize any kind of retaliation against any

employee who has made a good faith effort to report problems or working conditions as setforth in
this policy.
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SECTION 13 - EMPLOYMENT SEPARATION

Should any employee decide to leave Lafourche Parish Government, we ask that he/she provide a
supervisor with at least two (2) weeks’ advance notice of departure. Thoughtfulness will be
appreciated. All LPG property including, but not limited to keys, key fob, access cards, parking
passes, laptop computers, uniforms, etc., must be returned at separation. Additionally, employees
must provide any necessary access information for work-related devices, computers, phone
and/or systems. To the extent permitted by law, employees will be required to repay LPG (through
payroll deduction, if lawful) for any lost or damaged LPG property.

Upon receiving notice of an employee’s resignation, the supervisor and/or Appointing Authority should
immediately contact the Human Resources Department and provide the resignation/retirement notice.

Human Resources, upon notification of the resignation/retirement, will contact the exiting employee(s)
regarding an exit interview and information on benefit continuation. Participation in exit interviews is
optional. Information shared during the exit interview is confidential and will be used to improve
policies/procedures of departments and LPG as a whole. Benefits information will be mailed to the
home mailing address on file.

Former employees may be designated as ineligible for rehire when separation from employment
occurs under circumstances that raise legitimate concerns regarding performance, conduct, integrity, or
suitability for future employment.

No individual shall be deemed ineligible for rehire for unlawful or retaliatory reasons, including the
exercise of legally protected rights.

Criteria for Ineligibility

An employee may be designated as ineligible for rehire, including but not limited to, the following
circumstances:

o Termination for cause, including violation of Parish policies or procedures

e Misconduct, including but not limited to insubordination, workplace violence, harassment, or
unsafe behavior

Dishonesty, fraud, falsification of records, or misrepresentation

Theft, misuse, or destruction of Parish property or resources

Failure to satisfactorily complete a probationary period

Resignation in lieu of termination or during an active investigation

Job abandonment or excessive absenteeism in violation of policy

Violation of ethical standards or applicable laws

Other conduct determined by Human Resources to be inconsistent with continued employment

Documentation Requirements

o The designation of “ineligible for rehire” must be supported by written documentation at the time
of separation.

e Documentation shall include the reason for separation and justification for the designation.
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e The Human Resources Department shall maintain official records of all such determinations.
Human Resources Authority

e The Human Resources Department shall maintain and control the official Ineligible for Rehire
List.

o Departments and appointing authorities may recommend a designation; however, final
determination rests with Human Resources in consultation with legal counsel when necessary.

o No designation shall be made without appropriate review and supporting documentation.

Exceptions and Reconsideration

Any request to rehire an individual designated as ineligible must follow a formal exception process:

1. Submission of a written justification by the hiring authority
2. Review by the Human Resources Director
3. Review by legal counsel, when applicable
4. Final approval by:
o LPG Civil Service Board, or
o LPG Parish Council, as applicable

No elected official or appointing authority shall have unilateral authority to override an ineligible for rehire
designation.

Prohibition Against Retaliation

Lafourche Parish Government strictly prohibits retaliation against any individual for engaging in protected
activities, including filing complaints or participating in investigations or legal proceedings, in accordance
with applicable laws such as Title VII of the Civil Rights Act of 1964, Fair Labor Standards Act, and
Family and Medical Leave Act.

The Parish shall require that final compensation to employees upon separation from employment be
in a timely and accurate manner and in accordance with state and federal laws. According to
Louisiana State Law, if an employee is terminated, laid off, or discharged, LPG must pay all wages
then due on or before the next regular payday no later than fifteen (15) calendar days of
separation. Employees voluntarily resigning from their position will be paid by the next scheduled
payday for the pay cycle in which they last worked. Final compensation shall consist of all hours
worked from the last pay period up to date and time of separation and any accrued hours deemed
compensable, less any offset allowed by law and any normal deductions required.

In the event an employee’s employment is terminated due to death, any final wages due will be direct deposited
into the financial account currently on file with Human Resources, in accordance with applicable laws and policies.

The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their
qualified dependents the opportunity to continue health insurance coverage under the Parish's
health plan when a "qualifying event" would normally result in the loss of eligibility. Some common
qualifying events are resignation, termination of employment, or death of an employee; a reduction
in an employee's hours or a leave of absence; an employee's divorce; and a dependent child no
longer meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at the Parish's group
rates plus an administration fee. The Parish provides each eligible employee with a written notice
describing rights granted under COBRA when the employee becomes eligible for coverage under
the Parish's health insurance plan. The notice contains vital information about the employee's rights
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and obligations.

13-6. References

LPG will respond to reference requests through the Human Resources Department. LPG will
provide general information concerning the employee such as date of hire, date of discharge, and
positions held. Requests for reference information must be in writing, and responses will be in
writing. Please refer all requests for references to the Human Resources Department.
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SECTION 14 - CLOSING

This manual is intended to give employees a broad summary of things they should know about
Lafourche Parish Government. The information in this manual is general in nature and, should
questions arise, any member of management should be consulted for complete details. While we
intend to continue the policies, rules and benefits described in this manual, Lafourche Parish
Government, in its sole discretion, may always amend, add to, delete from, or modify the provisions
of this manual and/or change its interpretation of any provision set forth in this manual. Employees

should not hesitate to speak to management if they have any questions about LPG or its personnel
policies and practices.

79



General Manual Acknowledgment

The Administrative Policy & Procedure Manual describes important information about Lafourche
Parish Government, and | understand that | should consult with Human Resources regarding any
questions not answered in the policy and procedure manual.

This manual and the policies and procedures contained herein supersede any and all prior practices,
oral and written representations, or statements regarding the terms and conditions of employment with
LPG. By distributing this handbook, LPG expressly revokes any and all previous policies and
procedures which are inconsistent with those contained therein.

| understand that any and all policies and practices may be changed at any time by LPG. All such
changes will be communicated through official notices, and | understand that revised information may
supersede, modify, or eliminate existing policies.

| acknowledge that this handbook is neither a contract of employment nor a legal document.

| have received the handbook, and | understand that it is my responsibility to read and comply with the

policies contained in this handbook and any revisions made to it.

Employee Printed Name: Position:

Employee Signature: Date:

The signed original copy of this acknowledgment should be given to management - it will be filed in
your personnelfile.
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