
PERSONNEL POLICY 
 

 BE IT RESOLVED by the Board of Supervisors of _________________ Township, 

_______________________ County that the following personnel policies governing the rights, 

privileges and benefits of ___________________ Township employees are hereby established.  

 PURPOSE -  This personnel policy is established to provide for the fair and consistent 

treatment of township employees in order to encourage a responsive, competent, and efficient 

work force.  The rules and procedures included in this policy are intended to provide employees 

with information on which they can rely in dealing with matters affecting their work related 

conduct, responsibilities, rights, and benefits. This policy does not constitute a contract with any 

employee or group of employees. The Board of Supervisors may authorize exceptions, additions, 

or changes to this policy whenever necessary to meet the intent of fair treatment of employees 

and reasonable and efficient service to residents of the township.  

 The Township Manager will be responsible for the administration of this policy, for 

assuring that all employees are aware of it, for preparing reports to Supervisors and maintaining 

records that may be required, and for recommending policy changes to the Supervisors as 

necessary to maintain efficiency and comply with applicable laws. The Township Manager is 

authorized to act on behalf of the Supervisors to hear and resolve grievances, to investigate 

offenses and take disciplinary action, to meet with employees to discuss terms and conditions of 

employment, and to select and hire employees, subject to specific limitations as the Supervisors 

may impose.  

EMPLOYMENT POLICY 

 Nondiscrimination - In the administration of this policy, the township does not 

discriminate against any person in recruitment, selection for employment, training, promotion, 

retention, discipline, benefits, conditions of work, or any other aspect of personnel administration 

because of political or religious opinions or affiliations or because of race, age, sex or national 

origin. In addition, the township does not discriminate because of physical disability unless 

physical abilities constitute genuine job requirements. The township will attempt to make 

reasonable accommodations to enable otherwise qualified employees and applicants with 

disabilities to be employed.  

 Safety  - The township requires all employees to consider safety as the highest priority in 

any task they perform. As a minimum, all employees are required to follow the following rules 

regardless of job.  

 1. Use the safety equipment provided in performing assigned work. Follow 

manufacturer's instructions in operating any equipment or machinery.  

 2. Wear the prescribed clothing or uniform for the job to be performed.  

 3. Do not operate equipment on which you have not been trained or which you do not feel 

confident in operating.  

 4. Warn co-workers or anyone who might be in danger of any unsafe conditions or 

practices you observe.  

 5. Report defective equipment to your supervisor without delay.  

 6. Report unsafe conditions that you observe anywhere in the township, regardless of  

whether the condition is your responsibility.  

 7. Report all injuries and accidents, regardless of severity.  

 Some safety equipment provided to employees by the Township, such as hard hats and  



safety glasses, will be issued for individual use and its care will be the responsibility of the 

employee. Equipment lost by other than normal wear and tear shall be replaced by the employee 

through payroll deduction.  

 Substance Abuse - The township recognizes that the use and abuse of drugs and alcohol 

in today's society is a very serious problem which has also found its way into the workplace. The 

township has a commitment to provide a safe and healthful workplace for its employees free 

from the adverse effects of drug and alcohol abuse and to ensure efficient services to our 

residents in a cost effective manner while respecting the rights of our workers. The purposes of 

this policy is not to discipline or discharge employees if they can be helped and rehabilitated. 

Rather, the idea is to help employees solve their drug and alcohol problems through counseling 

and rehabilitation. Discipline and discharge will normally result if employees refuse to cooperate 

or resume drug or alcohol use after completing a rehabilitation program. A full description of the 

township's program is contained in the ________ Township Substance Abuse Plan.  

 Sexual Harassment - The township prohibits sexual harassment of employees. Sexual 

harassment means any unwelcome or offensive flirtations, advances, propositions or suggestions, 

whether physical or verbal explicit or implied, and the action could have an effect on the 

employee's continued employment, advancement, or other working conditions.  

 Any employee who feels he or she is the victim of such conduct should let the offender 

know in definite terms that the conduct is offensive.  If the conduct persists, or if the employee 

feels he or she is being penalized for refusing to submit to such conduct, or if the conduct is 

intimidating in nature so the employee feels afraid to protest directly, the employee may file a 

complaint directly with the Township Manager.  

 Employees who persist in acts of sexual harassment will be subject to disciplinary action 

as described elsewhere in this policy.  

 Smoking - Smoking is prohibited for both employees and the general public in the 

following areas:  

 1. Township meeting rooms.  

 2. Any township office.  

 3. Any township vehicle or equipment when shared with another employee except  

with the consent of the other employee.  

 4. Any area where smoking is prohibited for safety reasons.  

 Employees who observe anyone failing to comply with the smoking policy should inform 

them of the policy politely. If anyone persists in failing to comply with the policy, the Township 

Manager should be notified.  Employees who refuse to comply with the smoking policy may face 

disciplinary action as described elsewhere in this personnel policy.  

 AIDS policy - The disease AIDS (Acquired Immune Deficiency Syndrome) is a problem 

of concern to all of us. Even though there is still much to be learned about this disease, much is 

already known to science.   AIDS impairs the body's immune system, leaving it unable to fight 

off disease.  

 The virus which causes AIDS is spread by intimate sexual contact, sharing of hypodermic 

needles, or having an infected person's blood or body fluids come directly in contact with the 

blood supply of another person.  

 AIDS is not spread by normal on-the-job situations such as using the same tools, 

telephones, bathrooms, or eating utensils. It is not spread by a touch or a sneeze. Based on what 

is currently known, the following procedures will be followed in the township and will be subject 

to change as new information is discovered:  



 1. No township employee will be required to take any kind of medical test to determine 

the presence of AIDS or antibodies to the virus which causes AIDS as a requirement for hiring or 

for continued employment.  

 2. No employee will be required to disclose that they have AIDS or have tested positive 

for antibodies to the AIDS virus.   AIDS is not spread by the type of contact employees normally 

encounter and there is no danger of employees contracting AIDS from each other in the course of 

work.  

 3 . If the township becomes aware that any employee has AIDS or has tested positive for 

antibodies to the AIDS virus, the information will be held in confidence and will not be made 

part of the employee's file. Employees are to respect each other's privacy and not to spread 

information about another employee's medical condition without the employee's permission.  

 4 . As long as an employee is physically able to perform his job he will not be required to 

resign, accept different work, or be segregated from other employees.  

 5 . Employees will not seek to find out the AIDS status of any citizen and will not fail to 

provide any normal township service because of a person's AIDS status.  

 6. The township will make available information, training,     and equipment sufficient to 

enable employees to protect themselves from AIDS infection in the course of their jobs.  

 7.  Employees whose duties pose a greater risk of infection, such as police or fire fighters 

will not alter their procedures based on a belief that a victim or a suspect may have AIDS.  In 

any case where a risk of infection may exist, the employee will take appropriate precautions and 

wear protective equipment. 

CONDITIONS OF EMPLOYMENT - All employees, upon appointment to positions with the 

township, will be required to abide by these conditions.  

 Employees  - All employees shall be classed as either full-time employees or part-time 

employees. Full-time employees are those employees who are normally scheduled to work for 

two thousand (2,000) hours or more per year subject to vacation, sick and other leave policy of 

______________Township.  

 Part-time employees are those employees who are normally scheduled to work less than 

two thousand (2,000) hours or more per year.  

 Probationary Period -  All newly hired employees will be hired on a sixty (60) day 

probationary period during which time no township benefits including time off will be available.  

 Work Week - The work week shall mean five working days. The regular work week shall 

be forty hours. The work schedule shall be as established by the Township Manager.  

 During normal operations an employee will be advised at least one week before a change 

in shift. During an emergency situation, temporary shift changes may be made without prior 

notification.  

 For payroll purposes, the work week shall be based on Monday through Sunday. Payroll 

is paid every two weeks on the Friday following the last Sunday of the pay period.  

 Work Hours - Employees shall be paid based on a regular work week of 40 hours, 8 

hours per day. Each work day shall be interrupted by a lunch period of 1/2 hour which shall not 

be part of the paid time. Starting and quitting times and lunch hours shall be assigned in each 

work area so as to provide continuous coverage during regular work hours. Where possible, 

without disrupting work, adjustments to work hours may be made with the prior approval of the 

Township Manager.  

 



 Overtime - Employees are not to perform work beyond their regularly scheduled hours 

without prior approval unless such work is required by an emergency which could cause danger 

or inconvenience to the public, or which could result in damage to property or equipment, or 

which could result in significant financial loss to the township. AU overtime must be authorized 

or otherwise approved by the Township Manager or by the Roadmaster for the Road Crew.  

 The road crew shall be paid time and a half for hours worked over eight hours per day 

and for work on Saturday and Sunday. Time and a half shall be paid for authorized work on 

holidays in addition to regular holiday pay. The office personnel shall be paid time and a half for 

hours worked over forty hours in one week.  

 Minimum callout compensation will be two hours, even if actual time worked is less. 

Advance notice to report to work before the regular starting time and continuing uninterrupted 

into the regular work day, or continuation of work without interruption after the regular stopping 

time shall not be considered callout.  

 Compensatory Time Off  - With the approval of the Township Manager or Roadmaster 

for the road crew, an employee may take compensatory time off (CTO) for unpaid overtime that 

has been worked. If conditions do not allow the time off to be used within the next month, 

overtime will be paid at the time and one-half rate. CTO may be earned and used only in half 

hour increments. If the CTO is taken within the same work week as the overtime is earned, it 

may be taken at the rate of one hour CTO for one hour of overtime. If the CTO is taken after the 

week in which the overtime is earned, it may be taken at the rate of one and one half hour CTO 

for one hour of overtime. No more than two days of CTO may be accumulated and unused CTO 

will be paid as overtime for the last pay of each calendar year.  

 Tardiness - An employee who is late reporting for work shall have time deducted from 

his pay in accordance with the following schedule:  

  TIME LATE                  TIME DEDUCTED  

  5 to 15 minutes   1/4 hour  

  16 to 30 minutes   1/2 hour  

  31 to 45 minutes   3/4 hour  

  46 to 60 minutes   1 hour  

 An employee shall not be permitted to work beyond regularly scheduled stopping time to 

make up for the tardiness unless approved by the Township Manager or Roadmaster for the road 

crew.  

 Political Activity - Employees will not participate in any political activity during the 

hours when they are on duty at their township positions. Employees will not use the authority of 

their positions to influence any other person’s political actions. Nothing herein contained shall 

affect the right of employees to hold membership in and support a political party, to vote as they 

choose, to express publicly or privately their opinions on all political subjects and candidates, to 

maintain political neutrality and to actively participate in political meetings as private citizens 

after work hours and off township premises.  

 Outside Employment  - Employees shall not engage in outside employment which might 

in any way hinder the impartial performance of their public duties, embarrass the township 

government, impair their efficiency or present a potential conflict of interest. Outside work shall 

not be performed during hours when an employee is on duty at their township position.  

 



 Acceptance of Gifts - Employees shall not accept gifts given under circumstances 

indicating the hope or expectation of receiving a favor or better treatment than that accorded the 

public generally.  

 Financial Interest  - No employee shall have an economic interest in any business 

supplying goods or services to the township in excess of $500 per year, unless such goods or 

services have been procured by the township through a public competitive quote or bid process.  

 On the Job Conduct  - Employees are expected to work diligently while on duty, to show 

respect and concern for the public, to abide by established work rules, and not to take any action 

which would subject the township government to ridicule or embarrassment.  

 Employees are expected to perform all duties assigned by the Township Manager or 

Roadmaster for the road crew except where there is reasonable cause to believe that such 

assignments are in violation of law or that assignments would place the employee or others in 

avoidable physical danger.  

 Work Rules - Department heads may establish work rules, operating procedures, and 

standards of conduct as are necessary for the proper operation of their departments.  

 Serious Misbehavior - The following actions are considered so serious by the township 

that, if the action is proved, the offending employee may be discharged even if no prior 

reprimands or other disciplinary actions for similar offenses have occurred. Evidence that the 

employee was shown this list shall be considered sufficient warning.  

 -Dishonesty -Theft  

 -Use of township equipment or personnel for unauthorized projects.  

 -Recklessness resulting in an accident  

 -Willful abuse of Township equipment  

 -Unprovoked assault on another person  

 -Gross negligence in the performance of assigned work  

 -Consumption of alcoholic beverages while on duty or reporting for work under the 

influence of alcohol. 

 The use or possession of any illegal drug or narcotic. 

 Being under the influence of any drug while at work that could result in an unsafe act 

without prior notification of the employee’s supervisor. 

 Failure to submit to a blood test when there is reason to suspect that an employee may be 

under the influence of drugs or alcohol at work. 

 Licenses - If operating a motor vehicle is part of an employee's job, then maintenance of 

a valid Pennsylvania operator's license for the class of vehicle operated shall be a necessary 

condition of employment. Operating any vehicle without the required license shall be considered 

gross negligence.  

 Selection Process for Employment - Except where a job is to be filled by transferring or 

promoting a current township employee, all regular jobs to be filled shall first be advertised by 

whatever means are necessary and practical to assure public knowledge in the township of the 

vacancy and to attract a sufficient number of qualified candidates.  

 Each application for announced  vacancies shall be subject  to examination by the 

township manager to determine whether the applicant meets the minimum requirements for the 

job to be filled. The examination may consist of written, oral, or performance tests or an 

evaluation of the applicant's experience and training compared to the requirements of the job or 

any combination thereof. This evaluation may include review of a written application form, oral 

interview, and reference checks.  



 The township manager shall prepare a list of all applicants who meet the minimum 

qualifications for the job. The list shall be forwarded to the appropriate department supervisor 

who shall recommend from that list a qualified individual for employment. The selection 

decision may be subject to approval by the manager and the Board of Supervisors.  

 The township may fill a position by transferring or promoting a current township 

employee, if the employee possesses the qualifications for the position to be filled, and if the 

promotion is in accordance with any other policies and procedures the township may develop.  

 All newly-hired and promoted employees shall serve a probationary period of six months 

during which the employee shall be required to demonstrate fitness for the position. The 

probationary period may be increased for up to an additional six months at the discretion of the  

manager.  

 A newly-hired probationary employee may be removed from his position at any time by 

the manager.  

 A promoted probationary employee may be returned to his previous position by the 

manager at any time. 

 At the end of the probationary period, an employee shall either be retained,  dismissed, or 

returned to his previous position.  This decision shall be made by the manager based upon a 

written recommendation from the employee's department head.  

 Employees hired for temporary or seasonal work which is expected to last less than one 

year shall not be considered regular employees and shall be considered to be on probation for the 

entire period of their employment.  

 Pay Rates - Pay ranges shall be established for all jobs and will remain in effect until 

changes are approved by the Board of Supervisors.  

 The pay range for each job class shall consist of a minimum rate and a maximum rate. 

Newly hired employees will be placed at some point on the range.  The starting rate will 

normally be the minimum rate except when an exception is justified because of a shortage of 

applicants or because an applicant possesses special skills or other qualifications that would be of 

particular value to the township.  

 Following successful completion of a probationary period, an employee's pay rate shall 

be increased by 5%, provided such increase does not raise the rate above the maximum.  

 The township may establish procedures for advancement to the maximum rate for a job 

based on performance.  

 The Board of Supervisors shall annually review the pay ranges to determine whether 

changes in the cost of living, or changes in employment conditions affecting the availability of 

applicants, or other economic changes require adjustments to the pay ranges.  

 Performance Evaluation - New Employees. - A newly appointed employee shall serve a 

probationary period during which he will be required to demonstrate his fitness for his position. 

 The length of the probationary period shall be six months and may be extended for up to 

an additional six months at the discretion of the manager.  

 The department head shall periodically evaluate the quality of the new employee's work 

during the probationary period and inform the employee in writing of this evaluation.  

 A probationary employee may be removed from his position at any time during the 

probationary period by the township manager.  

 A probationary employee will be considered to have successfully completed the 

probationary period upon the favorable written recommendation of the department head.  

 



 Performance Evaluation - All Employees. - It is the responsibility of all department heads 

to continuously evaluate the performance of the employees they supervise.  

 The department heads are to inform their employees directly any time performance falls 

below acceptable levels.  This notification may be informal but should include specific  

information as to why performance is unsatisfactory and what the employee must do to bring  

performance up to an acceptable level.  

 At least once each year, at the direction of the township manager, the department head 

will prepare a written notification to the manager stating whether or not each employee's 

performance over the past year has been satisfactory.  The notification will include an 

explanation of any unsatisfactory performance and a description of any accomplishments over 

and above those normally expected in the job. The township manager may prescribe forms to be 

used in making this report.  

 The employee will be given a copy of this notification and a copy will be kept in the 

employee's personnel file for five years.  

 Personnel Records - A personnel file shall be established for each employee and 

maintained in the custody of the township manager.  

 No information will be placed in the file without the employee's knowledge.  

 The following information shall be a permanent part of the file  

 1.  Employee's most recent employment application.  

 2 . Employee notifications regarding hiring, promotion, demotion, suspension, dismissal, 

or other substantial change in employment or pay status other than general increases.  

 3 . Authorizations for deductions from pay including but not limited to insurance, 

retirement,  taxes, union    dues,  United Way contributions.  These authorizations shall be 

permanent unless they are cancelled or superseded by a more recent  written authorization.  

 4. Letters of commendation or other awards or recognitions 

 5. For employees hired after November 7, 1986, verification of the employee's citizenship 

or right to work in the United States (Immigration and Naturalization Service form 1-9.)  

 6. Most recent job description, performance standards and objectives.  

 7. Routine and emergency information as required such as current phone numbers, home 

address, persons to contact, physical or medical limitations related to the job.  

 8. Job-related training, qualification, or license records.  

 9. Any other information with significant bearing on the employee's work behavior, 

qualifications, or fitness for employment.  

 10. In addition, any information the employee considers to be important to their 

employment  which is not offensive, prejudicial, or discriminatory, may be placed in the file at 

the employee's request.  

 The above information shall be maintained from  an employee's termination until the year 

following the year of the employee's 75th birthday.  

 The following information shall be temporary and shall be removed from the file and 

destroyed as indicated. 

 1.  Leave and attendance records - when two years old.  

 2.  Performance evaluation reports - when five years old,  

 3. Letters of warning or reprimand, or confirmations of oral reprimands - when two years 

old so long as no discipline for similar offenses has occurred since their issuance. Also, the 

person issuing such a letter may direct that it be removed earlier if in the issuing person's 

opinion, the letter has served its purpose and is no longer required.  



 

The following  information shall not be kept in the employee's personnel file: 

 1. Racial, ethnic, religious or political identification  or affiliation.  

 2. Records of any arrests, charges, investigations of wrong doing, or similar actions 

involving employee which later resulted in the employee's acquittal or in the charges being 

dropped.  

 3 . Any listing or records of grievances filed by the employee. 

 4 . Records of pre-employment reference checks.  

 The personnel file shall be in the custody of the township manager and, except for the 

following public information, shall be available only to following persons-  

 1. Office personnel as officially required.  

 2. Members of the Board of Supervisors as authorized by the Board as a body.  

 3. The individual employee, at reasonable times, or a representative personally designated 

by the employee.  

 4. The employee's supervisor.  

 5. Legal authorities only when required by  subpoena in which case the employee shall be 

notified  of the information provided.  

 Public information shall include the employee's name, job title, salary, and fringe benefits 

provided.  

 Statements of Financial Interests – Public employees responsible for contracting, 

procurement, administering or monitoring grants and subsidies, planning, zoning, inspecting, 

licensing, auditing and other than negligible economic activity are required to submit statements 

of financial interests to the governing body of _____________ Township. 

 The statements of financial interests are to filed by May 1, annually, until the year after 

leaving service with _____________Township.  The statements of financial interests are 

available for public inspection. 

 Employment of Relatives  – No person shall be hired by _____________ Township in a 

position where the person shall supervise or be supervised by a member of the person’s 

immediate family.  This prohibition applies to supervision at any level, whether immediate or 

through subordinate supervisors, and applies to any situation where control or direction of the 

relative’s work covered cause a conflict of interest.  Immediate family is defined as one’s spouse, 

parent, son or daughter, sister or brother, grandparent or grandchild. 

 If any employees become related by marriage after employment, ____________ 

Township shall attempt to rearrange supervisory responsibilities so as to remove any potential 

conflict.  If such an arrangement cannot be reached, the employees involved shall be given the 

opportunity to resolve the conflict through resignation.  If this cannot be done, ____________ 

Township reserves the right to resolve the conflict through termination of one of the employees. 

 Problem Assistance - The township recognizes that an employee's work performance 

might be affected by problems that are not job related.  Such situations may include but are not 

limited to family problems, emotional problems, legal problems, financial difficulties, or the use 

of alcohol or drugs.  

 It is not within the township's ability and is not township policy to attempt to diagnose or 

treat any of these problems. Also the existence of such problems cannot be accepted as an excuse 

for unsatisfactory work performance, or a reason not to take disciplinary action for misbehavior. 

However, if an employee indicates the need for help in dealing with such problems, the township 



will attempt to put the employee in contact with an independent agency that can provide the 

necessary help.  

 Employees may make such requests to their supervisors or directly to the township 

manager. Employees shall continue to be held accountable for the performance of their jobs, but 

no employee shall be disciplined or have any involuntary changes made to his job solely because 

of a request for assistance.  All such requests shall be absolutely confidential unless the 

confidentiality would result in an illegal action. No records of such requests shall be made part of 

the employee's employment record without the permission of the employee.  

 Any supervisory employee who receives a request for such assistance and is unsure about 

where to refer the employee, should ask the employee's permission to contact the township 

manager.  

 Training - It is the intent of the township, so far as possible, to hire employees who are 

fully qualified to perform the work for which they are hired.  

 However, recognizing that some jobs may require specialized knowledge or skills that 

cannot be found among applicants, and that job requirements change over time so that additional 

knowledge and skill must be acquired, the township shall provide reasonable opportunities for 

employees to receive training that may be necessary to properly perform their duties.  

 Employees are responsible for informing their supervisors of any duties they are required 

to perform for which they feel they do not have sufficient training, or for which they feel 

additional training would improve their performance.  

 Any training that the township determines to be mandatory shall be paid for by the 

township and time spent at such training shall be considered work time.  

 Any training that the township determines to be desirable, but not absolutely required, 

shall be considered for full or partial payment by the township, as well as payment for time spent 

attending training, based on the importance of the training to the job, the employee's interest and 

commitment, and the township's ability to pay.  

 Job Descriptions - Written job descriptions shall be prepared for all township employees.  

Job descriptions are intended to clarify duties, responsibilities, reporting relationships and limits 

of authority.  They shall be used to improve communication between employees and their 

supervisors by letting employees know what is expected of them. Job descriptions are not meant 

to limit the duties an employee may be asked to perform and descriptions are expected to change 

as township needs and procedures change. 

 Job descriptions shall also be used as a basis for determining the necessary qualifications 

when new employees are to be hired. 

TIME OFF 

 Holidays  - The following are paid holidays for full-time employees: New Year's Day, 

President's Day, Good Friday, Memorial Day, 4th of July, Labor Day, Thanksgiving Day, Day 

after Thanksgiving, Christmas Day for a total of 9 paid holidays.  When a holiday falls on a 

Saturday, it will be celebrated on the previous Friday and when a holiday falls on a Sunday, it 

will be celebrated on the following Monday. Employees must work the last work day before and 

the first work day after a holiday unless they schedule vacation or have a written statement from 

a physician for sick time.  

 If an employee is scheduled to work a regular shift on a holiday, the employee shall 

receive time-and-a-half for the hours worked, in addition to the regular holiday pay.  

 



 Vacation - No vacation time is paid during the first year of employment. After the first 

year of employment, the employee is entitled to ten (10) paid vacation days. After five (5) years 

of service, the employee is entitled to (15) paid vacation days. After ten (10) years of service, 

one (1) additional day of vacation will be accrued for each additional year of service up to a total 

of five (5) extra vacation days after fifteen (15) years of service making a maximum of twenty 

(20) paid vacation days.  

 Vacation day scheduling must be approved by the Township Manager or Roadmaster for 

the road crew. Vacation may be taken at any time during the vacation year earned, with the 

approval of the Township Manager or Roadmaster for the road crew. There will be no accrual of 

vacation time without the consent of the Township. An employee shall not be paid in lieu of 

vacation time off except with the consent of the Township Board of Supervisors. An employee is 

entitled to compensation for unused vacation upon termination as an employee in good standing.  

 Sick Leave - No sick leave is paid during the first year of employment. After the first 

year of employment, the employee may use up to five (5) paid sick days per year and may 

accumulate up to ten (10 ) paid sick days. If employment is terminated, accumulated and unused 

sick days will not be paid.  

 An employee taking sick leave shall notify the office, Township Manager or Roadmaster 

for the road crew prior to the normal starting time when possible. Absence in excess of three 

consecutive working days may require a written statement from a physician. Any compensation 

from sick leave pay and an accident and sickness benefit provided by the Township may not 

exceed the regular pay which would have been received for working during the period of 

absence. Absence for part of a day that is chargeable to sick leave shall be charged in an amount 

not less than four hours.  

 Parental Leave - Any employee expecting to become a parent either by birth or adoption, 

shall, upon request, be granted up to three months leave without pay for purposes of preparing 

for the child's arrival or caring for the child after arrival.   Insurance benefits shall continue 

during this leave.  As part of the three months parental leave, a pregnant woman shall be allowed 

to use her earned sick leave in order to be paid for that period of time. 

 Upon expiration of parental leave the employee shall be returned either to his or her 

previous job or to another job of equal pay and skill level.  

 No employee shall be required to take parental leave so long as she is physically able to 

perform her job.  

 Family and Medical Leave (50 or more employees) – Family and medical leave is an 

unpaid leave of absence of up to 12 weeks in a 12-month period and shall be granted upon 

request subject to the following conditions. 

 1.  The leave must be required by the serious illness of the employee, the employee’s 

spouse or parent, dependent child or for care of a child born or adopted within a one-year period 

of the time for which the leave is requested. 

 2.  The requesting employee must have been employed by _____________ Township for 

at least the previous 12 months. 

 3.   ________________ Township may require reasonable medical evidence of the need 

for the leave. 

 4.  The request must be received by the employee’s department head at least 30 days 

before the leave is to start unless the need is unforeseeable. 



 5.  _________________ Township may require that the leave be taken on a full-time 

continuous basis rather than on an intermittent schedule unless such a schedule is medically 

necessary. 

 6.  At the completion of the leave, employees shall be returned to their job or to another 

job of equivalent pay. 

 7.  Medical insurance benefits paid by ________________ Township shall continue 

during leave on the condition that the employee return to work following the leave.  __________ 

Township may take action to recover the cost of insurance premiums if the employee does not 

return to work. 

 8.  In cases where the leave is due to the employee’s illness, ______________ township 

may require medical certification that the employee is able to perform the job safely before being 

allowed to return to work. 

 Personal Days - One (1) personal day may be taken at the discretion of the employee. 

This must be taken each year and cannot be saved or accumulated. If it is not used by the end of 

the calendar year, it will be lost as a benefit.  

 Bereavement Leave - An employee shall be eligible for payment at their hourly rate for 

the time lost from work due to a death occurring in his family in accordance with the following 

schedule:  

 Spouse, child, parent, or stepchild (in custody)      up to 3 days  

 Brother, sister, parent of spouse, stepchild,  

  daughter-in-law or son-in-law                                up to 1 day  

 Fire Calls  - Employees who are active members of the ______________ Volunteer Fire 

Company are permitted to respond to fire calls, as long as there is no undue interruption of the 

immediate task or job being performed at the time in the opinion of the Township Manager or 

Roadmaster for the road crew. Employees responding to a fire call will be paid for their normally 

scheduled hours while serving in their emergency capacity.  

 Jury Duty - An employee who shall be called to jury duty and shall serve at such jury 

duty shall be compensated in the amount which will be necessary to equal the difference between 

the employee's regular pay and any other compensation received for such jury duty. The 

employee shall provide the Township with a statement of his earnings from the jury service as 

provided by the court.  

 Military Leave - An employee called into the active service of any branch of the armed 

forces of the United States shall be granted a leave of absence without pay for the period of such 

service, provided that the employee applies for reinstatement within ninety days from the date of 

honorable discharge.   Employees who are members of the military reserve or National Guard 

shall be granted up to 15 days leave in any calendar year for required training or duty upon 

presentation of a copy of official orders.  Employees shall be paid their regular pay rate while on 

such leave. 

BENEFITS 

 Hospitalization & Major Medical Insurance, Dental Benefit  - All employees are covered 

by a hospitalization, medical and dental insurance. The program shall be administered by an 

insurance carrier determined by the Supervisors in accordance with the regulations and 

requirements of the Commonwealth of Pennsylvania.  

 Worker's Compensation - All employees are covered by a worker's compensation 

insurance program for injuries or illnesses sustained on the job. The program shall be 



administered by an insurance carrier determined by the Supervisors in accordance with the 

regulations and requirements of the Commonwealth of Pennsylvania.  

 The program provides for payment of medical expenses required as a result of work-  

related accidents or illnesses, and payment of a percentage of the employee's wages or salary lost 

due to absence as a result of such accident or illness.  

 The township, as specified in Pennsylvania law, requires employees to choose a 

physician from a list (posted panel) determined by the township for treatment if any benefits are 

to be paid through the Worker's Compensation Program.   Employees are expected to follow 

recommendations of the posted panel which may require an injured employee to return to work 

and perform duties of a light or limited nature if the employee is able and such work can be made 

available.  

 Disability Income Insurance - If an employee is unable to work because of an accident or 

a sickness and is under the care of a licensed medical doctor, a weekly indemnity benefit is 

payable according to Trustees Insurance Weekly Disability Income Benefits-Schedule 4.  

 Amount of Weekly Disability Income:  

  out of hospital   $250.00 

  when hospital confined  $375.00  

 Day disability benefits commence       

   when disability results from:  

   Accidental Bodily Injury   1st day 

   Sickness or Pregnancy   8th day 

   Hospital Confinement   1st day 

 Number of benefit weeks  35 weeks 

 Life Insurance - Basic term life insurance is provided in an amount equal to 150 percent 

of the employee's annual earnings (not including overtime) rounded to the next higher $1,000.00, 

if not already a multiple thereof to a maximum of $50,000.00. Accidental Death and 

Dismemberment insurance is provided in a like amount.  

 Uniforms - All road crew employees shall receive uniforms. Uniforms mean a winter 

uniform of a jacket with liner, long-sleeve shirt, and pants and a summer uniform of a short-

sleeve shirt, pants, and jacket with a zip-out liner. Uniforms are to be cleaned by the uniform 

service with the exception of the zip-out liner. The employee is responsible for cleaning the zip- 

out finer. Any uniforms lost or willfully damaged win be charged to the employee.  

 Deferred Compensation Program - The Township has established a 457 deferred 

compensation program available to full-time employees. This program is entirely voluntary and 

allows "before tax” deferral of employee compensation within the limitations of IRS regulations. 

This program provides employees greater flexibility in retirement planning.  

 Retirement - Full-time employees shall become a part of _______________ Township's 

non-uniformed employees' pension plan as described in Ordinance _____. No employee 

contribution is required to this plan.  

GRIEVANCES 

 It is the intent of the township to settle any employee grievances fairly, quickly, and at 

the lowest level possible. This is possible only when all parties to the grievances attempt to 

understand each other's interests. Persons responsible for answering grievances at each step are 

expected to know township rules and policies and to know their own authority and use it to its 

full extent in answering grievances.  



 The employee shall present the grievance in writing to the Township Manager on forms 

provided by the township as soon as possible after the conditions or events giving rise to the 

grievance are known.  

 If the employee is not satisfied with the Township Manager's response, or if no response 

is received within one week of the presentation of the grievance, the employee may present the 

grievance in writing to the Board of Supervisors and request a hearing on the grievance. The 

Board shall schedule a hearing and deliberation on the grievance no later than the next regular 

meeting of the Board following receipt of the grievance and shall present a written response to 

the employee no later than seven days following the hearing.  

DISCIPLINARY PROCEDURE 

 Any employee who is found to be in violation of any of the rules, regulations, directives 

or orders of the Township may be subject to disciplinary action. Violations will be classified, 

depending on the specific circumstances of the acts or omissions, as one or more of the following 

categories:  

 1. violation of an official duty  

 2. inefficiency  

 3. neglect  

 4. insubordination  

 5. disobedience of orders  

 6 conduct unbecoming an employee  

 7. repetitive tardiness  

 Progressive disciplinary action (i.e. oral reprimand, written reprimand, suspension 

without pay, dismissal) will be used; except in the most extreme cases, when immediate 

suspension or dismissal may be warranted.  

 In all instances, the following grievance procedure shall be adhered to and in sequence 

set forth:  

 Step 1 - Immediate supervisor;  

 Step 2 - Township Manager;  

 Step 3 - Township Board of Supervisors. A decision of the Township Board of  

Supervisors is final. 

 The township shall take no disciplinary action against an employee without just cause. 

The following criteria shall be used to determine whether just cause exists:  

 1. The employees shall have had prior knowledge or warning of the possible 

consequences of the action for which discipline is being considered.  

 2. Work rules shall be reasonably related to the orderly, efficient, and safe operation of 

township business if violation of the rules is to be reason for disciplinary action.  

 3.  The township shall make a reasonable effort to discover whether a rule has been 

violated before taking disciplinary action.  

 
The PSATS Ordinance Database includes examples that townships can use when developing their own 

ordinances, job descriptions, and personnel regulations. Please keep in mind that these examples are merely 

an informational resource for you to use in developing your own ordinance, job description, or personnel 

regulation. PSATS does not guarantee the legal effectiveness of any of these examples, nor their 

appropriateness to any particular situation. These are for your judgment in consultation with your legal 

representative. PSATS encourages township officials to review and discuss all proposed ordinances, job 

descriptions, or personnel regulations with their township solicitor. 

 


