CODE OF ETHICS
TOWN OF PERSIA

2024
ARTICLE 1
INTENT OF TOWN BOARD

Section 1. Statement of Legislative Intent.

The Town Board of the Town of Persia recognizes that there are state statutory provisions
mandating towns to establish rules and standards of ethical conduct for public officers and
employees which, if observed, can enhance public confidence in local government. In the light
of a tendency today on the part of some people to downgrade our local governments and to
discredit our public servants and our free institutions generally, it appears necessary that every
effort be made to assure the highest caliber of public administration of this town as part of our
state’s important system of local government. It is the purpose of this resolution to implement
this objective through the establishment of standards of conduct, to provide for punishment of
violation of such standards and to create a Board of Ethics to render advisory opinions to the
Town’s officers and employees as provided for herein.

Section 2. Prohibited Acts and Procedures.

The standards, prohibited acts and procedures established herein are in addition to any
prohibited acts, conflicts of interest provisions or procedures prescribed by Statute of the State
of New York, and, also, in addition to Common Law Rules and Judicial Decisions relating to
the conduct of Town Officers to the extent that the same are more severe in their application
than this resolution.

ARTICLE 11
CODE OF ETHICS

Section 1. Definitions.

As used in this resolution, the term “Town” shall mean any board, commission, district,
council or other agency, department, or unit of the Government of the Town of Persia.

The term “Town Employee” shall mean any officer or employee of the Town of Persia,
whether paid or unpaid, serving in a full-time, part-time, or advisory capacity.

Section 2. Rule with Respect to conflicts of Interest.

No Town Employee shall have any interest, financial or otherwise, direct, or indirect, or
engage in any business or transaction or professional activity or incur with the proper discharge

of his/here duties in the public interest.

Section 3.  Standards.




A)  No Town Employee shall accept other employment which will impair
his/her independence of judgment in the exercise of his/her official duties.

B) No Town Employee shall accept employment or engage in any business or
professional activity which will require him/her to disclose confidential
information which he/she has gained by reason of his official position or
authority.

C) No Town Employee shall use or attempt to use his/her official position to
secure unwarranted privileges or exemptions for himself/herself or others.

D) No Town Employee shall engage in any transaction as representative or
agent of the Town with any business entity in which he/she has a direct or
indirect financial interest that might reasonably tend to conflict with the
proper discharge of his/her official duties.

E) A Town Employee shall not, by his/her conduct, give reasonable basis for
the impression that any person can improperly influence him/her or unduly
enjoy his/her favor in the performance of his/her official duties, or that
he/she is affected by the kinship, rank, position or influence of any party or
person.

F)  Each Town Employee shall abstain from making personal investments in
enterprises which he/she has reason to believe may be directly involved in
decisions to be made by him/her or which will otherwise create substantial
conflict between his/her duty in the public interest and his/her private
interest.

G) No Town Employee shall endeavor to pursue a course of conduct which will
not raise suspicion among the public that he/she is likely to be engaged in
acts that are in violation of his/her trust.

H) No Town Employee employed on a full-time basis nor any firm or
association of which such employee is a member, or corporation, a
substantial portion of the stock which is owned or controlled directly or
indirectly by such employee, shall sell goods or services to any person, firm,
corporation or association which is licensed or whose rates are fixed by the
Town in which such employee serves or is employed.

Section 4. Violations.

In addition to any penalty contained in any other provision of law, any such Town
Employee, who shall knowingly and intentionally violate any of the provisions of this



resolution, may be fined, suspended, or removed from office or employment in the manner
provided by law.

ARTICLE 11
ADMINISTRATION

Section 1. Distribution.

Upon the adoption of this resolution, the Town Supervisor shall cause a copy thereof to
be distributed to every newly hired or elected Employee of this Town. Failure to distribute any
such copy or failure of any Town Employee to receive such copy shall have no effect on the
duty of compliance with this Code, nor the enforcement of provisions hereof. The Town
Supervisor shall further cause a copy of this resolution to be kept posted conspicuously in each
public building under the jurisdiction of the Town. Failure to so post this resolution, shall have
no effect on the duty of compliance herewith nor the enforcement provisions hereof.

Section 2. Adoption.

Within thirty (30) days of the adoption of this resolution, the Town Clerk shall file a copy
thereof in the official minute book of the Town.

ARTICLE 1V
SEVERABILITY CLAUSE

Section 1.

If any clause, sentence, paragraph, section, or part of this Resolution shall be adjudged by
any Court of competent jurisdiction to be invalid, such Judgment shall not affect, impair or
invalidate the remainder thereof, but shall be confined in its operations to the clause, sentence,
paragraph, section or part thereof directly involved in the controversy in which such Judgment

shall have been rendered.



2024 Procurement Policy

WHEREAS Section 104-b of the General Municipal Law (GML) requires
every town to adopt internal policies and procedures governing all
procurement of goods and services not subject to the bidding requirements
of GML, 103 or any other law: and

WHEREAS comments have been solicited from those officers of the town
involved with procurement:

NOW THEREFORE, be it RESOLVED: That the TOWN OF PERSIA does
hereby adopt the following procurement policies and procedures:

1. Every prospective purchase of goods or services shall be evaluated to
determine the applicability of GML, 103. Every town officer, board
department head or other personnel with the requisite purchasing
authority (hereinafter Purchaser) shall estimate the cumulative amount
of the items of supply or equipment needed in a given fiscal year. That
estimate shall include the canvass of other town departments and
history to determine the likely value of the commodity to be acquired.
The information gathered and conclusions reached shall be
documented and kept with the file of other documentation supporting
the purchase activity.

2. All purchases of (a) supplies or equipment which will exceed $10,000
in a fiscal year or (b) public works contracts over $20,000 shall be
formally bid pursuant to GML, 103.

3. All estimated purchases of:

e Less than $10,000 but greater than $3,000 require a written request for
a proposal (RFP) and written /fax quotes from three vendors.

e Less than $3,000 but greater than $1,000 require an oral/fax quote for
the goods from two vendors.

o [ essthan $1,000 but greater than $250 is left to the discretion of the
purchaser.

Any written RFP shall describe the desired goods, quantity, and the
particulars of delivery. The purchaser shall compile a list of all vendors from
whom written/fax or oral quotes have been requested and the written/fax or
oral quotes offered.

All information gathered in complying with the procedures of the guideline
shall be preserved and filed with the documentation supporting the
subsequent purchase or public works contract.

4. The lower responsible proposal or quote shall be awarded the
purchase of public works contract unless — the purchaser prepares a
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written justification providing reasons why it is in the best interest of
the town and its taxpayers to make an award to other than the low
bidder. If a bidder is not deemed responsible, facts supporting that
judgment shall be documented and filed the record supporting the
procurement.

A good faith effort shall be made to obtain the required number of
proposals or quotations. If the purchaser is unable to obtain the
required number of proposals or quotations, the purchaser shall
document the attempt made at obtaining the proposals. In no event
shall the inability to obtain the proposals or quotes be a bar the
procurement.

Except when directed by the town board, no solicitation or written
proposals or quotations shall be required under the following
circumstances:

Acquisition of professional services

Emergencies "

Sole source situations

Goods purchased from agencies for the blind or severely handicapped
Goods purchased from correctional facilities

Goods purchased from another government agency

Goods purchased at auction

Goods purchased for less than $250

Public works contracts for less than $500

Authorized to participate in the United States Communities
Governmental Purchasing Alliance.

Section 3 Business Participation in Procurement and Contracting: For
federally funded projects or activities subject to Section 3 of 24 CFR
Part 135 of the Housing and Urban Development Act of 1968, as
amended, the Town will, to the greatest extent feasible, facilitate
participation of Section 3 residents and Section 3 businesses in the
procurement of goods and services pursuant to its Section 3
Participation Plan. Solicitation may be undertaken via advertisements
in local publications encouraging Section 3 participation, or direct
outreach by letter or email to identified Section 3 businesses or
individuals included on the Department of Housing and Urban
Development’s Section 3 Businesses Registry. The Town’s
established purchase/contracting thresholds will apply. The Town will
keep documentation of Section 3 solicitation in its records and any
response(s) thereto.



9. Minority and Women-Owned Business Enterprise (M/WBE) Business
Participation in Procurement and Contracting: In an effort to
affirmatively increase procurement and contracting opportunities for
minority-and-women-owned business enterprise, the Town will solicit
MBE’s and/or WBE’s as part of its procurement process, when
appropriate. Solicitation may be undertaken via advertisements in
minority publications or direct outreach by letter or email to identified
State-certified M/MBEs, or by working with a clearinghouse such as
the Syracuse Minority Business Development Center. The Town’s
established purchase/contracting thresholds will apply. For purposes
of the above, the M/WBE must be certified by Empire State
Development (ESD) through the Division of Minority and Women
Business Development (DMWBD). The Town will keep
documentation of M/MBE solicitation in its records and any responses
thereto.



Sexual Harassment &
Violence in the Workplace Policy for the Town of Persia
Introduction
The Town of Persia is committed to maintaining a workplace free from sexual harassment.
Sexual harassment is a form of workplace discrimination. All employees are required to work
in @ manner that prevents sexual harassment in the workplace. This policy in one component
of the Town of Persia’s commitment to a discrimination-free work environment. Sexual
harassment is against the law and all employees have a legal right to a workplace free from
sexual harassment and employees are urged to report sexual harassment by filing a complaint
internally with the Town Supervisor. Employees can also file a complaint with a government
agency or in court under federal, state, or local anti-discrimination laws.
Policy:

1. The Town of Persia’s policy applies to all employees, volunteers, applicants for
employment, interns, whether paid or unpaid, contractors and persons conducting
business, regardless of immigration status, with the Town Supervisor. In the remainder
of this document, the term “employees” refers to this collective group.

2. Sexual harassment will not be tolerated. Any employee or individual covered by this
policy who engages in sexual harassment or retaliation will be subject to remedial
and/or disciplinary action (e.g., counseling, suspension, termination).

3. Retaliation Prohibition: No person covered by this policy shall be subject to adverse
action because the employee reports an incident of sexual harassment, provides
information, or otherwise assists in any investigation of a sexual harassment complaint.
The Town of Persia will not tolerate such retaliation against anyone who, in good faith,
reports or provides information about suspected sexual harassment. Any employee of
the Town of Persia retaliates against anyone involved in a sexual harassment
investigation will be subjected to disciplinary action, up to and including termination. All
employees paid or unpaid interns, or non-employees working in the workplace who
believe they have been subject to such retaliation should inform a supervisor, manager,
or the Town Supervisor. All employees paid or unpaid interns or non-employees, or
volunteers who believe they have been a target of such retaliation may also seek relief
in other available forums, as explained below in the section on Legal Protections.

4. Sexual harassment is offensive, is a violation of our policies, is unlawful, and may subject
the Town of Persia to liability for harm to targets of sexual harassment. Harassers may
also be individually subject to liability. Employees of every level who engage in sexual
harassment, including managers and supervisors who engage in sexual harassment or
who allow such behavior to continue, will be penalized for such misconduct.

5. The Town of Persia will conduct a prompt and thorough investigation that ensures due
process for all parties, whenever management receives a complaint about sexual
harassment, or otherwise knows of possible sexual harassment occurring. The Town of
Persia will keep the investigation confidential to the extent possible. Effective corrective
action will be taken whenever sexual harassment is found to have occurred. All




employees, including managers and supervisors, are required to cooperate with any
internal investigation of sexual harassment.

6. All employees are encouraged to report any harassment or behaviors that violate this
policy. The Town of Persia will provide all employees a complaint form for employees to
report harassment and file complaints.

7. Managers and supervisors are required to report any complaint that they receive, or
any harassment that they observe or become aware of, to the Town Supervisor.

8. This policy applies to all employees, paid or unpaid interns, and non-employees and all
must follow and uphold this policy. This policy must be provided to all employees and
should be posted prominently in all work locations to the extent practicable (for
example, in a main office, not an offsite work locations) and be provided to employees
upon hiring.

What is “Sexual Harassment “?
Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and
(where applicable) local law. Sexual harassment includes harassment based on sex, sexual
orientation, self-identified or perceived sex, gender expression, gender identity and the status
of being transgender.
Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is
directed at an individual because of that individual’s sex when;

e Such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile or offensive work environment,
even if the reporting individual is not the intended target of the sexual harassment;

e Such conduct is made either explicitly or implicitly a term or condition of employment;
or

e Submission to or rejection of such conduct is used as the basis for employment
decisions affecting an individual’s employment.

A sexually harassing hostile work environment incudes, but is not limited to, words, signs,
jokes, pranks, intimidation, or physical violence which are a sexual nature, or which are
directed at an individual because of that individual’s sex. Sexual harassment also consists of
any unwanted verbal or physical advances, sexually explicit derogatory statements or sexually
discriminatory remarks made by someone which are offensive or objectionable to the
recipient, which cause the recipient discomfort or humiliation, which interfere with the
recipient’s job performance.

Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual
favors. This can include hiring, promotion, continued employment or any other terms,
conditions, or privileges of employment. This is also called “quid pro quo” harassment.



Any employee who feels harassment should report so that any violation of this policy can be
corrected promptly. Any harassing conduct, even a single incident, can be addressed under

this policy.

Examples of sexual harassment

The following describes some of the types of acts that may be unlawful sexual harassment and
that are strictly prohibited:

e Physical acts of a sexual nature, such as:

X Touching, pinching, patting, kissing, hugging, grabbing, brushing against
another employee’s body or poking another employee’s body;

X Rape, sexual battery, molestation or attempts to commit these assaults.

e Unwanted sexual advances or proposition’s, such as:

X Requests for sexual favors accompanied by implied or overt threats
concerning the target’s job performance evaluation, a promotion or other job
benefits or detriments.

X Subtle or obvious pressure for unwelcome sexual activities.

e Sexually oriented gestures, noises, remarks or jokes, or comments about a person’s
sexuality or sexual experience, which create a hostile work environment.

e Sex stereotyping occurs when conduct or personality traits are considered inappropriate
simply because they may not conform to other people’s ideas or perceptions about how
individuals of a particular sex should act or look.

e Sexual or discriminatory displays or publications anywhere in the workplace, such as:

X Displaying pictures, posters, calendars, graffiti, objects, promotional material,
reading materials or other materials that are sexually demeaning or
pornographic. This includes such sexual displays on workplace computers or
cell phones and sharing such displays while in the workplace.

e Hostile actions taken against an individual because of that individual’s sex, sexual
orientation, gender identity and the status of being transgender, such as:

X Interfering with, destroying or damaging a person’s workstation, tools or
equipment, or otherwise interfering with the individual’s ability to perform
the job.

X Sabotaging an individual’s work.

X Bullying, yelling, name-calling.

Who can be a target of sexual harassment?

Sexual harassment can occur between any individuals, regardless of their sex or gender. New
York Law protects employees, paid or unpaid interns, and non-employees, including
independent contractors, and those employed by companies contracting to provide services in
the workplace. Harassers can be a superior, a subordinate, a coworker or anyone in the



workplace including an independent contractor, contract worker, vendor, client, customer, or
visitor.

Where can sexual harassment occur?

Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while
employees are traveling for business or at employer sponsored everts or parties. Calls, texts,
emails, and social media usage by employees can constitute unlawful workplace harassment,
even if they occur away from the workplace premises, on personal devices or during non-work
hours.

Retaliation
Unlawful retaliation can be any action that could discourage a worker from coming forward to
make or support a sexual harassment claim. Adverse action need not be job-related or occur in
the workplace to constitute unlawful retaliation (e.g., threats of physical violence outside of

work hours).

Such retaliation is unlawful under federal, state, and (where applicable) local law. The New
York State Human Rights Law protects any individual who has engaged in “protected activity”.
Protected activity occurs when a person has:
e Made a complaint of sexual harassment, either internally or with any anti-discrimination
agency.
e Testified or assisted in a proceeding involving sexual harassment under the Human
Rights Law or other anti-discriminating law.
e Opposed sexual harassment by making a verbal or informal complaint to management,
or by simply informing a supervisor or manager of harassment.
¢ Reported that another employee has been sexually harassed; or
e Encouraged a fellow employee to report harassment.

Even if the alleged harassment does not turn out to rise to the level of a violation of law, the
individual is protected from retaliation if the person had a good faith belief that the practices
were unlawful. However, the retaliation provision is not intended to protect persons making
intentionally false charges of harassment.

Reporting Sexual Harassment

Preventing sexual harassment is everyone’s responsibility. The Town of Persia cannot
prevent or remedy sexual harassment unless it knows about it. Any employee paid or unpaid
intern or not-employee who has been subjected to behavior that may constitute sexual
harassment is encouraged to report such behavior to a supervisor, manager, or the Town
Supervisor. Anyone who witnesses or becomes aware of potential instances of sexual
harassment should report such behavior to a supervisor, manager, or the Town Supervisor.



Reports of sexual harassment may be made verbally or in writing. A form for submission of a
written complaint is attached to this policy, and all employees are encouraged to use this
complaint form. Employees who are reporting sexual harassment on behalf of other
employees should use the complaint form and note that it is on another employee’s behalf.
Employees, paid or unpaid interns or non-employees who believe they have been a target of
sexual harassment may also seek assistance in other available forums, as explained below in
the section on Legal Protections.

Supervisory Responsibilities
All supervisors and manager who receive a complaint or information about suspected sexual
harassment, observe what may be sexually harassing behavior or for any reason suspect that
sexual harassment is occurring, are required to report such suspected sexual harassment to

the Town Supervisor.

In addition to being subject to discipline if they engaged in sexually harassing conduct
themselves, supervisors and managers will be subject to discipline for failing to report
suspected sexual harassment or otherwise knowingly allowing sexual harassment to continue.

Supervisors and managers will also be subject to discipline for engaging in any retaliation.

Complaint and Investigation of Sexual Harassment
All complaints or information about sexual harassment will be investigated, whether that
information was reported in verbal or written form. Investigations will be conducted in a
timely manner and will be confidential to the extent possible.

An investigation of any complaint, information or knowledge of suspected sexual harassment
will be prompt and thorough, commenced immediately and completed as soon as possible.
The investigation will be kept confidential to the extent possible. All persons involved,
including complainants, witnesses and alleged harassers will be accorded due process, as
outlined below, to protect their rights to a fair and impartial investigation.

Any employee may be required to cooperate as needed in an investigation of suspected sexual
harassment. The Town of Persia will not tolerate retaliation against employees who file
complaints support another’s complaint or participate in an investigation regarding a violation

of this policy.

While the process may vary from case to case, investigations should be done in accordance
with the following steps:
e Upon receipt of complaint, the Town Supervisor will conduct an immediate review of
the allegations, and take any interim actions (e.g., instructing the respondent to refrain
from communications with the complainant), as appropriate. If complaint is verbal,



encourage the individual to complete the ‘Complaint Form” in writing. If he or she
refuses, prepare a Complaint form based on the verbal reporting.

e If documents, email, or phone records are relevant to the investigation, take steps to
obtain and preserve them.

e Request and review all relevant documents, including all electronic communications.

¢ Interview all parties involved, including any relevant witnesses.

e Create a written documentation of the investigation (such as a letter, memo, or email),
which contains the following:
X A list of all documents reviewed, along with a detailed summary of relevant

documents.

X A list of names of those interviewed, along with a detailed summary of their
statements.

X A timeline of events.

X A summary of prior relevant incidents, reported or unreported; and

X The basis for the decision and final resolution of the complaint, together with any
corrective action(s).

e Keep the written documentation and associated documents in a secure and confidential
location.

e Promptly notify the individual who reported and the individual(s) about whom the
complaint was made of the final determination and implement any corrective actions
identified in the written document.

e Inform the individual who reported of the right to file a complaint or charge externally
as outlined in the next section.

Legal Protections and External Remedies

Sexual harassment is not only prohibited by the Town of Persia but is also prohibited by

state, federal, and, where applicable, local law.

Aside from the internal process at the Town of Persia, employees may also choose to
pursue legal remedies with the following governmental entities. While a private attorney is
not required to file a complaint with a governmental agency, you may seek the legal advice

of an attorney.

In addition to those outlined below, employees in certain industries may have additional
legal protections.

State Human Rights Law (HRL)

The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, &290 et seq., applies
to all employers in New York State with regard to sexual harassment, and protects
employees, paid or unpaid interns and non-employees, regardless of immigration status. A



complaint alleging violation of the Human Rights Law may be filed either with the Division
of Human rights (DHR) or in New York State Supreme Court.

Complaints with DHR may be filed any time within one year of the harassment. If an
individual did not file a DHR, they can due directly in state court under the HRL, within
three years of the alleged sexual harassment. An individual may not file with DHR, if they
have already filed a HRL complaint in state court.

Complaining internally to the Town Supervisor does not extend your time to file with DHR
or in court. The one year or three years is counted from date of the most recent incident of

harassment.

You do not need an attorney to file a complaint with DHR, and there is no cost to file with
DHR.

DHR will investigate your complaint and determine whether there is probable cause to
believe that sexual harassment has occurred. Probable cause cases are forwarded to a
public hearing before an administrative law judge. If sexual harassment found after a
hearing, DHR has the power to award relief, which varies but may include requiring your
employer to take action to stop the harassment, or redress the damage caused, including
paying of monetary damages, attorneys fees and civil fines.

DHR’s main office contact information is: NYS Division of Human Rights, One Fountain
Plaza, Fourth Floor, Bronx, New York 10458. You may call (718) 741-8400 or visit;
www.dhr.ny.gov.

Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more information about
filing a complaint. The website has a complaint form that can be downloaded, filled out,
notarized, and mailed to DHR. The website also contains information DHR’s regional offices

across New York State.

Civil Right Act of 1964

The United States Equal Employment Opportunity Commission (EEOC) enforces federal
anti-discrimination laws, including Title VII of the 1964 federal Civil Rights Act (codified as
42U.S.C. sub section 2000e et seq.). An individual can file a complaint with the EEOC
anytime within 300 days from the harassment. There is no cost to file a complaint with the
EEOC. The EEOC will investigate the complaint and determine whether there is reasonable
cause to believe that discrimination has occurred, at which point the EEOC will issue a Right
to Sue letter permitting the individual to file a complaint in federal court.



The EEOC does not hold hearings or award relief but may take other action including
pursing cases in federal court on behalf of complaining parties. Federal courts may award
remedies if discrimination is found to have occurred. In general, private employees must
have at leave 15 employees to come within the jurisdiction of the EEOC.

An employee alleging discrimination at work can file a “Charge of Discrimination.” The
EEOC has District area, and field offices where complaints can be filed. Contact the EEOC by
calling 1-800-669-4000 (TTY: 1-800-669-6820), visiting their website at www.eeoc.gov or

via email at info@eeoc.gov.

If an individual filed an administrative complaint with DHR, DHR will file the complaint with
the EEOC to preserve the right to proceed in federal court.

Local Protections
Many localities enforce laws protecting individuals from sexual harassment and

discrimination. An Individual should contact the county, city, or town in which they live to
find out if such law exists. For example, employees who work in New York City may file
complaints of sexual harassment with the New York City Commission on Human Rights.
Contact their main office at Law Enforcement Bureau of the NYC Commission on Human
Rights, 40 Rector Street, 10" floor, New York, New York; call 311 or (212) 306-7450; or visit
www.nyc.gov/html/cchr/html/home/jhome.shtml.

Contact the local Police Department

If the harassment involves unwanted physical touching, coerced physical confinement or
coerced sex acts, the conduct may constitute a crime. Contact the local police department.

Sexual Harassment & Violence in the Workplace Investigation Committee

Chair Gloria Tomaszewski — 9939 Broadway Road
Seth Howard — 38 Maltbie Road

Robert Dingman — 23 St. John Street

Alt Jack Broyles — 93 Walnut Street



CYBER SECURITY POLICY

This policy is the standard that applies to all regular, temporary, part-time, and full-time
employees with the general requirements for using the Town’s computers, networks, internet

services, and email services.

PRIVACY

The Town of Persia respects the individual privacy of its employees; however, to the extent
permissible by law, employee privacy does not extend to the employee’s work-related conduct
or to the use of Town operated equipment or supplies. Employees are to understand that
personal messages or files have no guarantee or expectation of privacy since such messages or
files are commingled with all other messages or files on our system and are subject to the
same legal and regulatory exposure, internal review and monitoring. It is further understood
that these is no expectation of privacy for employees who use their personal email for Town

business.

The Town retains control, custody, and supervision of all computers, networks, internet
services and email services. Employees waive and have no expectation of privacy in their use.
The Town reserves the right to at any time inspect and/or monitor computer system files, logs
and other activity including emails stored on any Town server or Town computer.

TOWN PROPERTY

The Town computers, networks, internet and email services, and all associated hardware and
software are the property of the Town of Persia. Additionally, all documents composed, and
messages and attachments composed, sent, received, or stored on Town computers,
networks, internet services, land email services are and remain the property of the Town.

SECURITY

The Town of Persia employs various measures to protect its equipment and data from
deliberate or inadvertent destruction or misuse. Such measures include the designation of
individual account, logins, and passwords. Sharing of account, logins and passwords if
prohibited unless the system administrator or department head grants an exception.
Passwords shall be safeguarded and not divulged. If it is necessary to maintain a written copy
of a password, that copy shall be placed in a secure location. When employees are required to
choose a password, they shall refrain from selecting a password that may be easily linked to
the employees such as birth dates, children’s names etc. Passwords should be at least 10
characters long and include a combination of both letters (capitalized and non-capitalized) and

numbers.



APPROPRIATE USE

Town employees are permitted to access Town computers, internet, and email systems, as
well as list servers and webcasts as may reasonably be required for the performance of their

assigned duties. /

PERSONAL USE

Minimal personal use of the Town’s computers, networks, internet services and e-mail
services are permitted so long as such use does not interfere with the employee’s job duties
and performance, with system operations, or other system users. This also includes personal
use of the internet/social networks using one’s personal cell phone or another electronic
device while on Town time. For the purposes of this policy, anything beyond 10 (ten) minutes
per day is presumptively excessive. Such personal use must be consistent with appropriate
professional conduct. Employees are reminded that all personal use must comply with this
policy as well as all other procedures, regulations, and laws. Employees are further reminded
that all use may be monitored and inspected. Employees shall not install, or attempt to install,
whether for personal or Town use, on any Town computer or system, any software or
shareware downloaded from the internet, without first consulting with the Town’s outside
computer administrator and receiving approval from their respective department head.
Personal pictures are not to be transferred onto any Town computer for purposes of storage,
screen savers or desktop background viewing.

INTERNET AND WEBSITES

Internet access is provided for research in connection with an employee’s specific job duties.
Employees are reminded that use of the internet must not interfere with an employee’s job
duties. Without the approval of a department head, general web browsing is considered an
unproductive use of the resource and an employee’s time. Any unproductive use of the
internet by an employee are encouraged to exercise care in selecting websites to visit on the
internet, including sites received in, or linked from, email. Viruses can be transmitted simply
by viewing a site that contains computer code written to transmit viruses to others. Employees
shall not use streaming media applications without requesting and receiving permission from
the system administrator or department head. Permission may only be granted on a limit basis
for limited durations.

INAPPROPRIATE USE

Employees are prohibited from using the Town’s computer, network, internet services, and
email services in violation of the further terms of this policy, or in any way that reasonably
could be viewed as inappropriate, malicious, obscene, threatening, or intimidating, that
disparages coworkers, constituents, suppliers, or contractors or that might constitute
harassment or bullying. Examples of such prohibited conduct include, but are not limited to:



e Profane or vulgar language

e Any use that is illegal

e Any use involving materials that are obscene or sexually explicit

e Any comments that may be construed as discriminatory

e Unauthorized mass electronic Solicitation of funds for commercial, personal mailings or
chain letters

e Use of systems for political campaigns, endorsements, or any other political activity

¢ Solicitation of funds for commercial, personal, or religious causes not sponsored by the
Town. |

e Use of streaming websites (internet radio and video)

e Use of Peer to Peer sharing websites (downloading and sharing music/video files)

¢ Installing unauthorized software applications

¢ Installing any networking hardware, networking software or hacker tools, or modifying
Town hardware, software, or data without proper authorization

e Opening any email attachment from any spam account or entity without confirming
their identity

e Posting or sending offensive remarks meant to intentionally harm someone’s reputation

e Behavior that could contribute to a hostile work environment based on race, sex,
disability, religion, sexual orientation, or anything else prohibited by the law or Town’s
Non-Harassment, Discrimination and Retaliation Policy

e Accessing another employee’s account or files without proper authorization, or
permitting another employee to access your account or files without proper
authorization

COPYRIGHT

It is the policy of the Town of Persia to fully comply with all laws pertaining to the
reproduction, use, or distribution of copyrighted or otherwise protected materials. The Town
will comply with all licensing requirements. Employees shall not install, any software on any
computer or system unless the Town is properly licensed, and approval is obtained from the
Town’s administrator. Employees shall not make copies of software other than those copies

authorized in the software license.

VIOLATIONS

Any employee violating this policy will be subject to discipline up to and including termination
of employment, pursuant to applicable disciplinary standards and procedures established by
law and/or collectively bargained agreements.



STANDARD OPERATING PROCEDURES FOR EMPLOYEES CONCERNING
Covib

e Employees who are tested for COVID during work hours will be
paid.

e Employees who are exposed must be tested ASAP, and quarantine
until test is found to be negative. Employee must then return to
work with negative test result to be filed in employee records.

e Employees who contract COVID can be paid up to ONE week and
must submit a negative test result to be able to return to work,
test result will be filed in employee record.

¢ |f more than ONE week is needed, employee can use accrued time
off if they wish to do so, otherwise the employee can file a claim
with Cattaraugus Co. Workers Comp after one week, this claim
must be filed with the Supervisor who in turn will contact
Cattaraugus Co. Worker Compensation Board. A copy of all
correspondence will be given to the affected employee.



Equal Opportunity Statement

It is the policy of the Town of Persia to provide equal opportunity in
employment without regard to race, religion, color, national origin,
disability, veteran status, age, gender, sexual orientation, or physical
condition, except where physical condition is a bona fide occupational
qualification. Equal employment opportunity is a Town commitment in
every aspect of personnel policy and practice in the selection, placement,
compensation, training, and advancement of employees.
We are also committed to and have developed an affirmative action plan
in operations where considered appropriate.
To effectuate this policy, we strive to conform to all relevant Federal and
State non-discrimination laws and regulations, including but not limited
to the Civil Rights Act of 1964 as amended, the Rehabilitation Act, and
the Vietnam Era Veteran’s Readjustment Act of 1974 and the NYS Human
Rights Law. The plan applies to all job classifications and titles in the
Town of Persia’s jurisdiction. It governs all Town of Persia employment
policy, practices and actions including but not limited to, recruitment,
hiring, discipline, rate of pay, reclassification, relocation, promotion,
demotion, discharge and employee benefits.
All managers, supervisors and employees must make consistently
diligent efforts to implement this policy on a day-to-day program and
employment decisions.
In addition to prohibiting illegal discrimination on the basis of race,
color, sex, religion, age, disability, marital status, military status,
national origin, or other unlawful conduct, The Town of Persia also
prohibits the illegal harassment of its employees or officers in any form.
The Town will take all steps necessary to prevent and stop the
occurrence of any illegal discrimination or harassment in the workplace.
¢ This policy applies to all Town officers and employees and all
individuals who serve as contractors to the Town. Depending on
the extent of the exercise of control, this policy may be applied to
the conduct of those who are not officers or employees or
contractors of the Town with respect to illegal discrimination or
illegal harassment of Town offices or employees in the workplace.
e The Town and this discrimination and harassment policy prohibit
conduct that is illegal under State or Federal Law.
e Department heads and supervisory personnel are responsible for
ensuring a work environment free from unsolicited, unwelcome,



and intimidating unlawful discrimination or harassment. These
individuals must take immediate and, if authorized, appropriate
corrective action when allegations of discrimination or harassment
come to their attention to assure compliance with this policy.
Should a department head or supervisor not be authorized to take
corrective action, the matter shall be referred to the individual or
body, as the case may be, having the authority to discipline.

A person who is found to have committed in act of unlawful
discrimination or harassment or other inappropriate behavior will
be subject to disciplinary action in accordance with the provisions
of a negotiated labor agreement or state law, as may be
appropriate. Additionally, retaliation against someone who has
complained about prohibited discrimination or harassment is
strictly prohibited as retaliation against an individual who
cooperates with an investigation of a discrimination or harassment
complaint. Any such retaliatory conduct is illegal and will resuit in
disciplinary action against the retaliator if that person is an officer
or employee of the Town. Intimidation, coercion, threats, reprisals,
or discrimination against any person for complaining about
unlawful discrimination or harassment, as described in this policy,
is prohibited.

All Town officers and employees will be held responsible and
accountable for avoiding, or eliminating the conduct prohibited by
this policy. Town employees are encouraged to report violation of
this policy to their supervisor or to a member of the employment
discrimination/harassment committee. This committee shall
consist of two members of the Town Board, to be appointed
annually by the Supervisor. '



Americans with Disabilities Act

The Town Board of the Town of Persia confirms that John T. Walgus will act as the
Americans with Disabilities Act Coordinator for the Town of Persia: and be it
FURTHER RESOLVED that this board approves the following Notice under the
Americans with Disabilities Act:

NOTICE UNDER THE AMERICANS WITH DISABILITIES ACT

In accordance with the requirements of Title II of the Americans with Disabilities
Act of 1990 (ADA) , the Town of Persia will not discriminate against qualified
individuals with disabilities based on the disability in its services, programs, or
activities.

Employment: The Town of Persia does not discriminate based on the disability in its
hiring or employment practices and compiles with all regulations promulgated by
the US Equal Employment Opportunity commission under Title 1 of the ADA.
Effective Communication: The Town of Persia will generally, upon request, provide
appropriate aids and services leading to effective communication for qualified
persons with disabilities so they can participate equally in the Town of Persia
programs, services, and activities, including qualified sign language interpreters,
documents in braille, and other ways of making information and communications
accessible to people who have speech, hearing or vision impairments.
Modifications to Policies and Procedures: The Town of Persia will make all
reasonable modifications to policies and programs to ensure that people with
disabilities have an equal opportunity to enjoy all of its programs, services, and
activities. For example, individuals with service animals are welcomed in the Town
of Persia Offices, even where pets are generally prohibited.

Anyone who requires an auxiliary aid or service for effective communications, or a
activity of the Town of Persia, should contact the Office of the ADA Coordinator, John
T. Walgus, at 8 West Main Street, Gowanda, New York 14070, at 716-532-4042, or
email at johnwalgus@townofpersia.com as soon as possible but no later than 48
hours before the scheduled event.

The ADA does not require the Town of Persia to take any action that would
fundamentally alter the nature of its programs or services or impose an undue
financial or administrative burden.

Complaints that a program, service, or activity of the Town of Persia is not accessible
to persons with disabilities should be directed to ADA coordinator, John T. Walgus, at
8 West Main Street, Gowanda, New York 14070, at 716-532-4042 or email at
johnwalgus@townofpersia.com

The Town of Persia will not place a surcharge on a particular individual with a
disability or any group of individuals with disabilities to cover the cost of providing
auxiliary aids/services or reasonable modifications of policy, such as retrieving



items from locations that are open to the public but are not accessible to persons
who use wheelchairs. And be it

FURTHER RESOLVED, that this Town Board approves the following Grievance
Procedure under the Americans with Disabilities Act.

GRIEVANCE PROCEDURE UNDER THE AMERICANS WITH DISABILITIES ACT

This Grievance Procedure is established to meet the requirements of the Americans
with Disabilities Act of 1990 (ADA). It may be used by anyone who wishes to file a
complaint alleging discrimination based on related complaints of disability
discrimination are covered elsewhere, in policies available from the human
resources office of the Town of Persia.

The Complaint should be in writing and contain information about the alleged
discrimination such as name, address, phone number of complainant and location,
date, and description of the problem. No particular format of the complaint is
required. Alternative means of filling complaints, such as personal interviews or a
tape recording of the complaint, will be made available for persons with disabilities
upon request.

The complaint should be submitted in writing by the grievant and or his/her
designee as soon as possible but no later that 60 calendar days after the alleged

violation to:

John T. Walgus
ADA Coordinator
8 West Main Street

Gowanda, NY 14070
Within 15 calendar days after receipt of the complaint, the ADA Coordinator or his

designee will meet with the complainant to discuss the complaint and the possible
resolutions. Within 15 calendar days of the meeting, the ADA Coordinator or his
designee will respond in writing, and where appropriate, in a format accessible to
the complainant, such as large print, Braille, or audio tape. The response will
explain the position of the Town of Persia and offer options for substantive
resolution of the complaint.

If the response by the ADA Coordinator or his designee does not satisfactorily
resolve the issue, the complainant and or his/her designee may appeal the decision
within 15 calendar days after receipt of the response to the agency head or his
designee.

Within 15 calendar days after receipt of the appeal, the agency head or his designee
will respond in writing, and, where appropriate in a format accessible to the
complainant, with the agency’s final resolution of the complaint, or indicating that
the matter has been returned to the ADA Coordinator or his designee, appeals to the
agency head or his/her designee, and response from these two offices will be
retained by the Town of Persia for at least three years.



