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RECEIPT AND ACKNOWLEDGMENT OF EMPLOYEE HANDBOOK

I have received and reviewed a copy of St. John the Baptist Parish's employee handbook.  I understand that I am responsible for reading, understanding, and adhering to the policies contained in the handbook.


I understand that this handbook is not an employment contract, and is not to be construed, under any circumstances, as a promise or guarantee of continued employment.  I understand that by my acceptance of employment with the Parish, I recognize that the employment relationship is at will and may be terminated by me or the Parish at any time.


I understand that no member of management, other than the Parish President, has the authority to enter in any agreement for employment or benefits for any period of time, or to make any agreement contrary to the foregoing.  I further understand that any policies, procedures and benefits discussed in this handbook may be changed by the Parish at any time, without notice.


I understand that as a St. John the Baptist Parish employee, I may be given Parish property for use during my employment, including equipment, laptop computers, keys, proximity cards, and the like.  Should my employment with St. John the Baptist Parish terminate, I understand that I am responsible for returning any and all Parish property, upon collection of my final paycheck.  If for any reason I do not return Parish property, I agree that St. John the Baptist Parish may deduct the value of such items from my final paycheck.










_______


DATE







SIGNATURE











_______









PRINT NAME
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Welcome, New Employee!
On behalf of your colleagues, I welcome you and wish you every success here.  We believe that each employee contributes directly to the Parish’s growth and success, and hope you will take pride in being a member of our team.  As part of St. John the Baptist Parish’s team, you will be expected to contribute your talents and energies to improve the Parish as well as the services we provide to our citizens      you will be given opportunities to grow in your career.  In return, we ask for job performance and a good attitude; however, all employment at St. John the Baptist Parish is “at will”.  Also, no one will be denied opportunities or benefits on the basis of age, sex, color, race, national origin, religion or disability; nor will anyone receive special treatment for those reasons.

This handbook was developed to describe some of the expectations of our employees and to outline policies, programs, and benefits available to eligible employees.  Employees should familiarize themselves with the contents of the employee handbook as soon as possible, for it will answer many questions about employment with St. John the Baptist Parish.  

We hope that your experience here will be challenging, enjoyable, and rewarding.  Again, welcome and best wishes for a fulfilling career!

Sincerely,

Natalie Robottom
Natalie H. Robottom, President

St. John the Baptist Parish 
PURPOSE OF THIS HANDBOOK
This handbook has been prepared to inform you about the Parish’s history, philosophy, employment practices and policies, as well as the benefits provided to you as a valued employee and the conduct expected of you. 
No employee manual can answer every question, nor would we want to restrict the normal question and answer interchange among us.  For it is through our person-to-person interactions that we can better know one another, express our views, and work together in a harmonious relationship.  We hope this manual will help you feel comfortable with us.  We depend on you       your success is our success.  Please do not hesitate to ask questions.  Your supervisor will gladly answer them.  We believe you will enjoy your work and your fellow employees here.  We also believe you will find St. John Parish a good place to work.
We ask that you read this handbook carefully, and refer to it whenever questions arise.  We also suggest that you take it home so your family can become familiar with the Parish and our policies.  St. John Parish’s policies, benefits and rules, as explained in this manual, may be changed from time to time as business, employment legislation, and economic conditions dictate.  If and when provisions change, you will be informed of updated information.  

We have avoided the use of specific gender pronouns wherever possible.  However, where such avoidance would have led to very awkward sentences, we have used the masculine pronoun.  This use should be considered to refer to both genders.

NOTICE
The policies in this handbook are to be considered guidelines.  Parish policies and procedures included in this handbook do not constitute a contract with employees, nor do they promise continued employment.  The Parish reserves the legal right to recruit, select, direct, discipline and discharge employees and exercise full discretion over the organization’s policies, procedures, and performance of work.  St. John the Baptist Parish, at its option, may change, delete, suspend or discontinue any part or parts of the policies in this manual at any time without prior notice.  Any such action shall apply to existing as well as future employees with continued employment being the consideration between the employer and employee.  

No one other than the Parish President and Parish may alter or modify any of the policies in this handbook.  No statement or promise by an employee, supervisor, manager, assistant director, or department head may be interpreted as a change in policy nor will it constitute an agreement with an employee.

Should any provision in the Employee Handbook be found to be unenforceable and invalid, such finding does not invalidate the entire Employee Handbook, but only that subject provision.

This handbook replaces (supersedes) all other previous handbooks.

In cases where the application of this handbook would conflict with applicable Civil Service rules and regulations, the provisions of the Civil Service rules shall govern. 
CODE OF EMPLOYER-EMPLOYEE RELATIONS
St. John the Baptist Parish implements fair and effective personnel policies and requires all employees to support the organization’s best interests.  

St. John the Baptist Parish is committed to a mutually rewarding and direct relationship with its employees.  Thus, St. John the Baptist Parish attempts to:

· provide equal employment opportunities and treatment regardless of race, religion, color, sex, age, national origin, or disability (See EQUAL EMPLOYMENT OPPORTUNITY / ANTI-HARASSMENT, INCLUDING SEXUAL HARASSMENT POLICY); 

· establish reasonable hours of work based on the Parish’s needs (See HOURS OF WORK POLICY);
· Monitor and comply with applicable federal, state, and local laws and regulations concerning employee safety;
· Be receptive to constructive suggestions about job duties, working conditions, or personnel policies; and 

· Establish appropriate means for employees to discuss matters of concern with their immediate supervisor or department head.
St. John the Baptist Parish, as part of its commitment to providing customers with excellent products and services and to creating a productive work environment, expects all employees to:

· Deal with customers and vendors in a professional manner;
· Represent St. John the Baptist Parish in a positive and ethical manner;
· Perform assigned tasks in an efficient manner
· Be punctual (See ATTENDANCE/ABSENTEEISM AND TARDINESS POLICY);
· Demonstrate a considerate, friendly, and constructive attitude toward fellow employees; and
· Follow the policies and procedures implemented by St. John the Baptist Parish 
Management retains the sole discretion to exercise all managerial functions, including the rights to:
· Dismiss, assign, supervise, and discipline employees;
· Determine and change starting times, quitting times, and shifts;
· Transfer employees within departments or into other departments; 
· Determine and change methods by which its operations are to be carried out;
· Determine and change the nature, location, goods produced, services rendered, quantity, and continued operation of the municipality; and 

· Assign duties to employees in accordance with St. John the Baptist Parish’s needs and requirements and to carry out all ordinary administrative and management functions.  
ORGANIZATION DESCRIPTION

St. John the Baptist Parish is a local governmental subdivision as defined by Article IV, Section 44, of the Louisiana Constitution of 1974.  

The governing authority of the Parish is the Parish Council, which consists of nine (9) members elected by the qualified voters of the parish.  The Council is vested with and exercises all legislative power in the Parish of St. John the Baptist.  The Council may enact any ordinance necessary, requisite or proper to promote, protect, or preserve the general welfare, safety, health, peace and good order of St. John the Baptist Parish not inconsistent with the constitution of the State of Louisiana or denied by general law or the Home Rule Charter. 

The Parish President is the Chief Executive Officer of the parish and is elected by the qualified voters of the parish.  The Parish President is vested with the executive power of the parish and is responsible for carrying out the policies adopted by the Parish Council and for the administration, direction, and supervision of all Parish departments, officers, agencies, and special districts.

Our goal, like all governmental entities, is to provide services to the general public. 

1.2  CONFLICTS OF INTEREST and ETHICS
St. John the Baptist Parish prohibits its employees from engaging in any activity, practice, or conduct which conflicts with, or appears to conflict with, the interests of St. John the Baptist Parish. Since it is impossible to describe all of the situations that may cause or give the appearance of a conflict of interest, the prohibitions included in this policy are not intended to be exhaustive and include only some examples:
· Employees are expected to represent St. John the Baptist Parish in a positive and ethical manner. Thus, employees have an obligation to avoid conflicts of interest and to refer questions and concerns about potential conflicts to their supervisor.

· Employees may not, directly or indirectly whether on or off the job, engage in any conduct that is disruptive or damaging to the Parish.

· Employees and their immediate family may not accept anything of economic value (i.e. money or any other thing having economic value) as prohibited by the Louisiana Code of Governmental Ethics (R.S. 42:1111 – 1121) from any person or firm doing, or seeking to do, business with the Parish. For purposes of this policy, “immediate family” includes the employee’s children, spouses of children, brothers, sisters, spouses of his brothers and sisters, parents, spouse, and the parents of his spouse as defined by the Louisiana Code of Governmental Ethics (R.S. 42:1102).  
· Employees may not give, offer, or promise, directly or indirectly, anything of value to any representative or any entity in connection with any transaction or business that St. John the Baptist Parish may have.

Any conflict or potential conflict of interest must be disclosed to the St. John the Baptist Parish Administration.  Failure to do so may result in discipline, up to and including termination. 

St. John the Baptist Parish conducts its business fairly, impartially, and in an ethical and proper manner and in compliance with all laws and regulations.

St. John the Baptist Parish is committed to conducting business with integrity underlying all relationships, including those with citizens, customers, suppliers, and communities, and among employees.  The highest standards of ethical business conduct are required of St. John the Baptist Parish employees in performance of their responsibilities.  Employees will not engage in conduct or activity that may raise questions as to the Parish’s honesty, impartiality, or reputation or otherwise cause embarrassment to the Parish.  Employees will avoid any action, whether or not specifically prohibited in the personnel policies, which might result in or reasonably be expected to create an appearance of: 

· Using public office or public position for private gain 
· Giving preferential treatment to any person or entity

· Losing impartiality 

· Adversely affecting the confidence of the pubic in the integrity of St. John the Baptist Parish 
Every employee has the responsibility to ask questions, seek guidance, report suspected violations, and express concerns regarding compliance with the policy.  Retaliation against employees who use Parish mechanisms to raise genuine concerns will not be tolerated.

The Human Resources Department is responsible for providing policy guidance and issuing guidance to assist employees in complying with the Parish’s expectations of ethical business conduct and uncompromising values.  This policy constitutes the standards of ethical business conduct required of all employees.  Managers are responsible for supporting their implementation and monitoring compliance.


