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  Disclaimer:


  The policy manual epub is updated as of the revision date and may not be the most updated HR Policy Manual. The most current HR Policy Manual can always be found athttps://spexternal.modot.mo.gov/sites/hr/Policies/Forms/Policies.aspx. For questions on this HR Policy Manual epublication, including verification of the most up-to-date version, please contact 573-526-1046.


  


  
    Chapter Title: Employment


    Policy Title: Employment of Relatives (0503)


    Policy Number: 0503


    Effective Date: January 1, 2013


    Prior Effective Date: July 1, 2005


    



    POLICY STATEMENT


    The department will comply with Missouri State Law regarding the employment of relatives. The department will also restrict the employment of relatives as defined in this policy.

  


  



  


  


  DEFINITION


  Domestic Partner: Identifies the personal relationship between individuals who are living together and sharing a common domestic life together and are jointly responsible for the basic necessities of life but are not joined in any type of legal partnership, marriage, or civil union.


  



  


  PROVISIONS / REQUIREMENTS


  1. Every supervisor should be aware that Article VII, Section 6 of the Missouri Constitution (1945) states:


  


  Penalty for nepotism: Any public officer or employee in this state, who by virtue of his office or employment, names or appoints to public office or employment any relative within the fourth degree, by consanguinity or affinity, shall thereby forfeit his office or employment.


  


  A supervisor may not recommend or approve an applicant for employment who will work under his/her direct supervision if the applicant is related to the supervisor within the fourth degree by either blood (consanguinity) or marriage (affinity). Also, an applicant may not be hired if he/she is related (within the fourth degree) to the director, Missouri Department of Transportation.


  


  2. The employment of any job applicant, except as noted below, is prohibited if the applicant is a relative of a current employee as defined under paragraph 7 below, and the current employee works in a district or in the Central Office where the applicant wants to be hired. See chart on page 4, which shows degrees of relationships.


  


  A. An exception will be made for wage employees who are hired to perform snow removal or other emergency work.


  


  B. An exception will be made for applicants who are relatives of employees who are receiving disability benefits through the department’s retirement system.


  


  C. An exception will be permissible for a position that is salaried (full-time) or permanent part-time/job share, which requires at least a bachelor’s degree, if the following conditions are met:


  


  1) The applicant selected must possess the required degree and applicable experience. Experience may not be substituted for the education requirement.


  


  2) An applicant, who is exceptionally well qualified in terms of grade point average, experience, personal traits, etc., may be considered even though he/she has a relative (within the second degree) currently working in the district or in the Central Office where the applicant wants to work. However, an equally qualified, non-related applicant, will have preference in employment over the applicant who has a relative currently working for the department.


  


  3) The applicant selected cannot work under the direct supervision of the relative currently working for the department.


  


  3. An employee hired on or after August 1, 1998, will be released from employment if the personnel policy in effect at the time of hire prohibited his/her employment. The employee will be given written notice of the determination that the policy has been violated and he/she will be given up to 30 calendar days to seek other employment.


  


  4. An employee hired prior to August 1, 1998, who is a relative of one or more department employees, may remain in employment.


  


  5. If a department employee marries another department employee, see Personnel Policy 2513, "Workplace Relationships.”


  


  6. An employee shall not be selected for a position or assigned to work in a position where he/she will either directly supervise, or be directly supervised by, a relative who is related within the second degree.


  


  7. Below is a list of first and second-degree relatives who are prohibited from employment within a district or in the Central Office. If uncertain of the nature or degree of relationship between an applicant and an employee, particularly where complicated relationships by marriage exist, contact the local human resources office. Relatives who are prohibited from employment are:


  


  A. Spouse or domestic partner of an employee.


  B. A parent or stepparent of an employee.


  C. A parent or stepparent of an employee’s spouse or domestic partner.


  D. A child or stepchild of an employee.


  E. A spouse or domestic partner of an employee’s child or stepchild.


  F. A grandparent of an employee.


  G. A grandparent of an employee’s spouse or domestic partner.


  H. A grandchild of an employee.


  I. A spouse or domestic partner of an employee’s grandchild.


  J. A brother or sister of an employee.


  K. A brother or sister of an employee’s spouse or domestic partner.


  L. A spouse or domestic partner of an employee’s brother or sister.


  


  8. Additional relationships are defined as follows:


  


  A. Adoption is the same as a blood relationship.


  B. A “half” relationship is the same as a “whole” relationship.


  C. “Step” relationships apply to stepfather, stepmother, stepson, and stepdaughter for purposes of this personnel policy.


  D. A relationship “by marriage” terminates if death or divorce occurs.


  E. A husband is related by marriage (affinity) to his wife’s relatives in the same way she is related to them by blood (consanguinity), and she to his in the same manner; but the relatives of the spouses are not necessarily related to one another. For example, a brother of a husband is not related to a brother of his wife.


  


  


  CROSS REFERENCE


  Article VII, Section 6, Missouri Constitution (1945)


  Personnel Policy 2513, “Workplace Relationships"



  
    
      
        	
          


          Degrees of Relationship


          To Applicant or Applicant’s Spouse/Domestic Partner

        
      

    
  


  


  


  


  
    
      
        	
          1st Degree

        

        	
          2nd Degree

        

        	
          3rd Degree

        

        	
          4th Degree

        
      


      
        	
          Child

        

        	
          Brother or Sister

        

        	
          Great Grandchild

        

        	
          Great-Great Grandchild

        
      


      
        	
          Parent

        

        	
          Grandchild

        

        	
          Great Grandparent

        

        	
          Great-Great Grandparent

        
      


      
        	
          

        

        	
          Grandparent

        

        	
          Aunt or Uncle

        

        	
          Grandaunt or Granduncle

        
      


      
        	
          

        

        	
          

        

        	
          Niece or Nephew

        

        	
          Grandniece or Grandnephew

        
      


      
        	
          

        

        	
          

        

        	
          

        

        	
          First Cousin

        
      

    
  



  Chapter Title: Employment


  Policy Title: Vehicle Usage and Liability (0504)


  Policy Number: 0504


  Effective Date: October 1, 2015


  Prior Effective Date: December 1, 2014


  



  POLICY STATEMENT


  
    


    


    
      
        
          
            This personnel policy outlines the usage, and liability arising under such usage, of Missouri Department of Transportation (MoDOT)-owned, rented, and leased vehicles in accordance with state statutes as well as the use of personal vehicles operated while on Missouri Highways and Transportation Commission (MHTC) and/or MoDOT business. MoDOT vehicles must be used for official department business only. While in possession of a MoDOT vehicle, other reasonable use is allowed as described in Personnel Policy 2500, "Standard Rules of Conduct." Violation of this policy, or paragraph 19 of Personnel Policy 2500, may lead to disciplinary action up to and including termination.

          

        

      

    

  


  



  
    


    


    DEFINITIONS


    
      
        
          
            

            Official Department Business: Any activity directly related to an employee's or other authorized user's performance of their duties.


            Department Vehicles: Vehicles owned, rented, or leased by the department, which include automobiles, trucks, airplanes, boats, self-propelled and non-self-propelled equipment, and attachments when in use.


            Permanently Assigned Vehicle: A vehicle dedicated to a single job function or individual based on travel needs.


            Pool Vehicle: A general use vehicles available to multiple individuals for temporary assignment(s).

          

        

      

    


    Attachment: An item or implement that is towed, pushed, or otherwise attached to a vehicle.



    



    ACCOUNTABILITY / RESPONSIBILITY


    
      
        
          
            

            
              	1. It is the responsibility of an employee’s immediate supervisor to authorize the use of department vehicles, or the use of rented, leased, or personal vehicles for official department business.

            


            
              	2. Each supervisor who authorizes the use of a department vehicle, or a rented, leased, or personal vehicle for official department business, is responsible for providing the employee with a copy of the MoDOT “Guide for Drivers on MoDOT Business” to read prior to vehicle usage. This guide can be found by clicking on the link http://wwwi/intranet/gs/travel-services/ and then clicking on “Driver’s Guide.”

            


            
              	3. It is the responsibility of each district/division/office to instruct employees on the reporting procedures and requirements of the self-insurance program. These reports and procedures are outlined in the Risk and Benefits Management Manual, Volume 1, Claims Administration, Procedure 4, Fleet Vehicle Liability Self Insurance Program.

            


            
              	4. While operating department vehicles or personal vehicles for official department business, employees and other authorized users must adhere to all safety and traffic policies, rules, laws, and regulations.

            


            
              	5. An employee must immediately report to his or her supervisor any traffic ticket received while operating a department vehicle or personal vehicle used while on official department business. The supervisor must immediately report this traffic ticket to Risk and Benefits Management and Human Resources. An employee must cooperate with Risk and Benefits Management, Human Resources, and the Chief Counsel's Office in the disposition of a ticket. Pleading guilty to a charge which is contrary to the facts and the direct result of such plea is a judgment against MHTC may result in disciplinary action, up to and including termination.

            

          

        

      

    


    


    


    PROVISIONS / REQUIREMENTS


    
      
        
          
            

            
              	1. MoDOT Vehicles

            


            
              	
                
                  	A. Department vehicles may be used for official department business by any individual who is properly authorized to use these vehicles. While operating department vehicles, employees and other authorized users must follow the procedures identified in Personnel Policy 2500, “Standard Rules of Conduct,” paragraph 19.

                

              

            


            
              	
                
                  	B. MoDOT self-insures to provide liability coverage for employees of MoDOT and MHTC, and MHTC members. Personal property in department vehicles is not insured for loss or damage by the state.

                

              

            


            
              	
                
                  	C. “Non-employees” are individuals who are not employed by MoDOT or MHTC, are not a member of MHTC and are not employees of other Missouri state agencies. Non-employees will not be authorized to operate department vehicles. Non-employees may be passengers in department vehicles connected with official department business if the employee driver obtains authorization for such non-employee passenger travel from the employee driver’s immediate supervisor. Such authorization is not necessary if the driver of the department vehicle is a commissioner, a member of the director’s staff, a district engineer, or a division leader/state engineer. Non-employee passengers are prohibited in department vehicles if they are traveling for non-official department business unless written authorization for such travel has been requested from, and granted by one of the following: chief financial officer, chief engineer, or their designees.

                

              

            


            
              	
                
                  	D. An employee is not required to carry insurance known as collision or “upset” coverage to pay for damage to department vehicles operated by a MoDOT/MHTC employee.

                

              

            


            
              	
                
                  	E. No animals are allowed in any department vehicle or equipment unless they are transported in the conduct of state business or are required by a driver’s or passenger’s disability.

                

              

            


            
              	
                
                  	F. All use of any form of tobacco products shall be prohibited while inside any pool vehicle.

                

              

            


            
              	
                
                  	G. Certified Ignition Interlock Devices are prohibited from being installed on department vehicles. Refer to Personnel Policy 2509, “Driving Privileges,” for information regarding employee driver’s license requirements.

                

              

            


            
              	2. Pool Vehicles

            


            
              	
                
                  	A. With the approval of his/her immediate supervisor, and if it is a benefit to the department, an employee who has been authorized the use of a pool vehicle may drive the vehicle to and from his or her personal residence prior to or after conducting official department business.

                

              

            


            
              	3. Commuting In Department Vehicles

            


            
              	
                
                  	A. To facilitate official department business, an employee may temporarily or permanently be assigned a vehicle for commute use as provided for in this paragraph. The MoDOT director, a business unit leader, a district engineer, a division leader/state engineer, or an office/unit director may give an employee the written authority to drive the vehicle to and from the employee’s personal residence under the conditions listed below:

                

              

            


            
              	
                
                  	
                    
                      	1) The employee is expected to respond to emergency situations on a 24-hour basis requiring the use of a vehicle, such as those employees identified as First Responders in an Incident Management Plan, as required in the Operations Manual.

                    

                  

                

              

            


            
              	
                
                  	
                    
                      	2) The employee is on a delayed transfer (refer to Personnel Policy 2000, “Relocation Assistance”) and has the need of temporary use of a vehicle; or

                    

                  

                

              

            


            
              	
                
                  	
                    
                      	3) It is determined there is a compelling benefit to the state and the manager giving approval also documents in writing that he/she supports and approves the assignment. A compelling benefit might be (but is not limited to) one of the following:

                    

                  

                

              

            


            
              	
                
                  	
                    
                      	
                        
                          	a. Responding to a situation that threatens the traveling public such as a failure of an infrastructure and making sure the department has resources where they need to be;

                        

                      

                    

                  

                

              

            


            
              	
                
                  	
                    
                      	
                        
                          	b. Accident prevention such as evaluating work zones and observing roadway conditions;

                        

                      

                    

                  

                

              

            


            
              	
                
                  	
                    
                      	
                        
                          	c. Being able to support and perform field operations efficiently or completing work as part of the employee’s expected job duties; or

                        

                      

                    

                  

                

              

            


            
              	
                
                  	
                    
                      	
                        
                          	d. The vehicle is assigned to an employee who works from his/her home;

                        

                      

                    

                  

                

              

            


            
              	
                
                  	
                    
                      	
                        
                          	Only the MoDOT director or MHTC may approve assignment or special use of department vehicles for reasons other than those stated in 1), 2), and 3) above.

                        

                      

                    

                  

                

              

            


            
              	
                
                  	B. The Internal Revenue Service (IRS) considers an employer-provided vehicle for use in commuting to and from work to be a taxable fringe benefit. Employees are responsible for reporting the value of this fringe benefit to MoDOT. Refer to the Financial Policy “Vehicle Commute Benefit” by clicking on:http://sharepoint/facilitation/CT/policy/Shared%20Documents/Expenses%20and%20Reimbursements/Vehicle%20Commute%20Policy.docx

                  Commute Policy. It is advisable to contact the Financial Services Division or District Business and Benefits Services to discuss what constitutes a commute and what does not. Generally, travel between a work site and a personal residence constitutes a commute.

                

              

            


            
              	
                
                  	C. Every January, each district engineer, division leader/state engineer, and office/unit director is required to submit to the general services director a report listing the employees in their respective areas who have been, or will be, assigned a permanent vehicle during the coming year.

                

              

            


            
              	4. Rented / Leased Vehicles

            


            
              	
                
                  	A. Authorization from an employee’s immediate supervisor is required for employees of MoDOT/MHTC to rent or lease vehicles for official department business.

                

              

            


            
              	
                
                  	B. Actual costs incurred for the rental/lease will be reimbursed by MoDOT when the MoDOT/MHTC employee provides copies of the rental/lease agreement and receipt for payment.

                

              

            


            
              	5. Personal Vehicles

            


            
              	
                
                  	A. Employees may be allowed to use their personal vehicle, when authorized, to conduct official department business as an alternative to using a department vehicle, and will be reimbursed for the expense in accordance with the Financial Policy “Expense Report Policy.” Written authorization or approval shall first be obtained from the employee’s immediate supervisor before an employee uses his/her personal vehicle.

                

              

            


            
              	
                
                  	B. Employees whose job duties require frequent use of a department vehicle in order to perform their job functions will not be permitted to use their personal vehicle in lieu of a department vehicle due to losing their driving privileges or due to restrictions on their driving privileges (e.g. requirement to have a certified ignition interlock device).

                

              

            


            
              	
                
                  	C. Personal vehicles may not be attached to a department vehicle.

                

              

            


            
              	6. Excess Liability Coverage for Use of Personal Vehicles

            


            
              	
                
                  	A. When a commissioner or employee uses a personal vehicle for official department business, other valid insurance, including the commissioner’s or employee’s personal liability insurance, is the primary coverage for any damages or sums they may become legally obligated to pay arising out of their authorized use of such vehicles.

                

              

            


            
              	
                
                  	B. Commissioners and employees are encouraged to consult with their insurance carrier regarding liability coverage while operating their personal vehicle on official department business. Pertinent questions might include whether occasional business use is covered under their existing policy and if a policy rider is necessary.

                

              

            


            
              	
                
                  	C. Any coverage by MoDOT or MHTC is secondary or excess coverage only after applying the primary insurance noted in A above.

                

              

            


            
              	7. Vehicular Accidents

            


            
              	
                
                  	A. An employee must immediately report any accident to his/her super-visor in which a department vehicle is involved. This responsibility rests with the employee who is operating or is responsible for the vehicle. If using his/her personal vehicle for official department business, an employee should immediately report any accident to his/her insurance carrier, their immediate supervisor, MoDOT’s Risk and Benefits Management Division, and Human Resources. Supervisors must follow the reporting and claim procedures of the Risk and Benefits Management Manual. Accident procedures are provided in each department vehicle and should be followed by an employee involved in an accident. General Services will ensure this procedural information is provided in each department vehicle.

                

              

            


            
              	
                
                  	B. When an accident involving a vehicle occurs, employees are instructed to give interested parties only their name, address, and the address and phone number of Risk and Benefits Management Division. Employees are not to sign any “releases” at the time of this accident. Any court summons served on an employee involving any such accident must be forwarded immediately to the Chief Counsel's Office with a copy to the Risk and Benefits Management Division.

                

              

            

          

        

      

    

  


  
    CROSS REFERENCES


    Personnel Policy 2000, “Relocation Assistance”


    Personnel Policy 2500, “Standard Rules of Conduct”Personnel Policy


    2509, “Driving Privileges”


    Financial Policy “Expense Report Policy” (refer to Financial Services Policy and Procedures)


    Financial Policy “Vehicle Commute Benefit”(refer to Financial Services Policy and Procedures)


    Guide for Drivers on MoDOT Business (contact General Services)


    Incident Management Plan/Operations Manual(contact Traffic and Highway Safety)


    Risk and Benefits Management Manual(contact Risk and Benefits)


  



  

  
    


    Chapter Title: Employment


    Policy Title: Equal Employment Opportunity (0505)


    Policy Number: 0505


    Effective Date: October 1, 2018


    Prior Effective Date: October 1, 2015


    



    POLICY STATEMENT


    


    


    
      
        
          
            

            The department is committed to equal opportunity, affirmative action, diversity and inclusion.


            It is the department’s intention to provide fairness to all employees in all personnel management transactions including recruiting, hiring, training and development, job assignments, promotions, transfers, personnel policy administration, benefits, demotions, terminations, rate of compensation, and discipline.


            Discrimination or harassment based on race, sex, age, religion, color, national origin, ancestry, sexual orientation, gender identification, veteran status, disability, or genetic information is prohibited and will not be tolerated.


            Retaliation against any employee who complains about discrimination or harassment is also prohibited and will not be tolerated.

          

        

      

    

  


  



  


  


  DEFINITIONS


  


  


  
    
      
        
          

          Disability: Refer to Personnel Policy 0506, “Physical or Mental Disability,” for this definition.


          Discrimination: An adverse job action taken against an employee including, but not limited to, disciplinary action, work assignments, performance evaluation, or promotion denial based on race, sex, age, religion, color, national origin, ancestry, disability, sexual orientation, gender identification, veteran status, or genetic information.


          Harassment: Includes, but is not limited to, verbally or physically abusive, insulting, hostile, or intimidating behavior or conduct toward an individual or group based on race, sex, age, religion, color, national origin, ancestry, sexual orientation, gender identification, veteran status, disability, or genetic information


          Sexual Harassment: Any behavior of a sexual or sexist (gender-based) nature that is unwelcomed and creates a hostile, offensive, or intimidating work environment, including, but not limited to, sexual advances, requests for sexual favors, sexual or sexist comments, physical touching, obscene, lewd, or derogatory material that is posted or circulated (electronically or otherwise) within the workplace and any other unwelcome behavior of a sexual or sexist nature.


          Retaliation: An adverse job action taken against an employee, including, but not limited to, disciplinary action, reduction of duties, change of work assignment, negative performance evaluation, negative reference, or promotion denial as a direct result of an employee’s opposition to unlawful employment practices, or because the employee filed a charge, testified, assisted, or participated in a proceeding, investigation, or litigation regarding discrimination, sexual harassment or harassment.


          Intimidation: Refer to “Prohibited Behavior” in Personnel Policy 2512, “Workplace Security.”


          Inclusion/Inclusive: An environment that invites participation and encourages mutual respect and sensitivity for everyone.

        

      

    

  


  


  


  PROVISIONS / REQUIREMENTS


  


  


  
    
      
        
          

          
            	1. Any employee found to have engaged in discrimination, harassment, sexual harassment, or retaliation will be subject to discipline, up to and including termination.

          


          
            	2. In an effort to prevent sexual harassment, the department prohibits any consensual social relationship between a management level employee or supervisor and an employee in his/her line of authority. See Personnel Policy 2513, “Workplace Relationships.”

          


          
            	3. The Missouri Department of Transportation’s Diversity Plan is the Affirmative Action Plan. The plan is a set of results-oriented policies, programs, and procedures designed to prevent discrimination and to promote employment opportunities for minorities and females. The procedures included in the plan, coupled with good faith efforts, are designated to ensure equal employment opportunity. The Diversity Plan serves as a directive to all supervisory and administrative personnel, who are accountable for familiarity with the contents of the plan, for carrying out their responsibilities in accordance with the plan, and ensuring that all employees and applicants are provided with their right to be free from unlawful discrimination in the hiring and promoting process. Employees can contact their local Human Resources Manager if they would like to view the plan.

          


          
            	4. When a job vacancy is to be staffed, refer to Personnel Policy 0517, “Staffing of Department Vacancies.” An attempt should be made to ensure a diverse applicant pool, especially for those positions for which the department’s workforce shows underutilization.

          


          
            	5. Supervisory personnel will be evaluated on and held accountable for demonstrating support for the department’s commitment to equal opportunity and diversity. Demonstrated support for the department’s commitment to equal opportunity and diversity includes, but is not limited to, the following:

          


          
            	
              
                	A. Taking immediate action to stop or prevent any occurrences of reported or observed incidents of discrimination, harassment, sexual harassment, retaliation, or non-inclusive behavior within the workplace.

              

            

          


          
            	
              
                	B. Immediately reporting allegations, observations, reports of discrimination, harassment, sexual harassment, retaliation, or any other inappropriate behavior to a local human resource representative. Any allegations involving the workplace must be reported even if they were discovered outside of the workplace. Human resources representatives are responsible for notifying the Audits and Investigations Division of reported potential violations of this policy.

              

            

          


          
            	
              
                	C. Cooperating in any investigation of harassment, sexual harassment, or discrimination, including providing signed, sworn statements regarding the allegations.

              

            

          


          
            	
              
                	D. Making good faith efforts to employ, promote, and train females and minorities in the MoDOT workforce.

              

            

          


          
            	
              
                	E. Being respectful and inclusive at all times in personal actions and personal communications while conducting MoDOT business.

              

            

          


          
            	
              
                	Failure to demonstrate support for the department’s commitment to equal opportunity and diversity may result in disciplinary action, up to and including termination.

              

            

          

        

      

    

  


  


  CROSS REFERENCES


  


  Personnel Policy 0506, “Physical or Mental Disability”



  Personnel Policy 0517, “Staffing of Department Vacancies”



  Personnel Policy 2512, "Workplace Security"



  Personnel Policy 2513, “Workplace Relationships”



  



  Chapter Title: Employment


  Policy Title: Physical Or Mental Disability (0506)


  Policy Number: 0506


  Effective Date: April 1, 2018


  Prior Effective Date: July 1, 2010


  
    



    POLICY STATEMENT


    The department is committed to equal opportunity, including employment of individuals with disabilities as defined in the Americans with Disabilities Act. It is the department’sintent to provide applicants and employees who have disabilitiesand are able to safely perform the essential functions of a particular position, with or without reasonable accommodation, employment opportunities, when possible.

  


  



  
    


    


    PROVISIONS / REQUIREMENTS


    1. The department will make individual assessments of employees’ or applicants’ abilities to determine if requested reasonable accommodation(s) can be provided to applicants and employees with disabilities without creating an undue hardship upon the department. However, the department will not eliminate essential job functions or create unneeded positions to accommodate such applicants and employees.


    


    2. Full-time and permanent part-time employees who experience an injury, illness, or condition, either on or off the job, which results in a disability that makes them unable to perform the essential functions of their current job may be considered for other job vacancies provided that:

  


  


  A. They meet the minimum education and experience requirements of the vacant position.


  


  B. They meet performance expectations in the position held at the time they incurred the injury, illness, or condition.


  


  C. They are physically and mentally capable of performing the essential functions of the vacant position, with or without reasonable accommodation.


  


  The department will seek to hire the best person who is qualified for every job.


  


  3.When an employee with a disability is unable to perform the essential functions of his/her position and accepts another position, the employee’s salary will be determined by the employee's education, relevant experience, and department service. Salary relativity of other employees may be a consideration in determining the proposed rate of pay.


  


  4. An employee with a disability who is unable to perform the essential functions of his/her position may be able to use accrued sick leave, annual leave, and compensatory time. The employee may also be eligible for Family and Medical Leave Act (FMLA) leave, ShareLeave, and/or extended sick leave. Refer to Personnel Policies 3500, “Sick Leave,” 3001, “Annual Leave,” 3512, “Family and Medical Leave,” 3511, “ShareLeave Program,” and 3501, “Extended Sick Leave.” If the employee has not obtained another position within MoDOT, has exhausted all available leave options, and is still unable to return to his/her previous position, the employee will be released from employment.


  


  


  CROSS REFERENCES


  


  Personnel Policy 3001, “Annual Leave”



  Personnel Policy 3500, “Sick Leave”



  Personnel Policy 3501, “Extended Sick Leave”



  Personnel Policy 3511, “ShareLeave Program”



  Personnel Policy 3512, “Family and Medical Leave”




  

  
    


    Chapter Title: Employment


    Policy Title: Workers' Compensation (0507)


    Policy Number: 0507


    Effective Date: January 1, 2011


    Prior Effective Date: July 1, 2010


    



    POLICY STATEMENT


    Salaried and wage employees are covered by workers’ compensation from the first day they begin work with the department. Employees injured while performing assigned duties, and as provided under the state’s workers’ compensation laws, may obtain workers’ compensation lost time benefits, payment of medical and hospital bills, settlement for disability (temporary, permanent-partial, or total), and a survivor’s death benefit (if death should occur from the incident).

  


  



  


  


  PROVISIONS/REQUIREMENTS


  1. Employees are covered by workers’ compensation benefits as provided by the state’s workers’ compensation laws. In addition to having coverage while performing normal duties of their position, employees are covered when special duties are authorized that require use of vehicles (state or personal) before or after regular working hours. Employees who are assigned state owned or leased vehicles that are garaged at their homes at night (i.e., resident engineers, maintenance superintendents, etc.) are covered from the time they start to work from their homes until they return to their homes if they are performing official assigned duties during these times. Coverage will not be provided to employees while they are going from their homes to their work locations, and while returning from their work locations to their homes, if they are not performing official assigned duties during these times.


  


  2.Employees who have on-the-job incidents should report them to their supervisors as soon as possible, regardless of whether or not immediate medical attention is required. Employees will not be retaliated against or discriminated against for filing workers' compensation claims. All authorized medical and hospital bills will be paid regardless of whether lost time occurs. Employees should not use their prescription benefit card or send any medical bills to their health insurance carrier that relate to a workers’ compensation injury. Failure to report an incident within 30 days could result in loss of workers’ compensation benefits.


  


  3. Workers’ compensation lost time benefits begin the first day following a three-calendar-day waiting period. If the disability extends beyond 14 calendar days, the three-calendar-day waiting period, even if not consecutive, will be paid. Salaried employees may charge the three-calendar-day waiting period to paid sick leave, annual leave, compensatory time, or sick leave without pay provided paid leave is not available. Since some wage employees earn no sick leave, they will be removed from the payroll for the waiting period. Both wage and salaried employees are carried on the payroll for a full shift on the day of injury, regardless of the hour the injury occurred.


  


  4. Compensable work-related lost time incidents will be paid according to the amount specified by law. Any holidays occurring while employees are receiving workers' compensation lost time benefits will not be paid. Employees may elect to be paid an additional amount over the lost time benefit by using some of their accrued sick leave while receiving lost time benefits. They must complete Form A-450, "Workers' Compensation Disability Preference," and select one of the following to establish whether they want to be paid for some of their sick leave:


  


  A. Apply 1/3 accrued sick leave per day to supplement workers' compensation lost time benefits not to exceed the employee’s normal base salary; or,


  


  B. Not apply accrued sick leave pay to supplement lost time benefits.


  


  When employees elect to receive sick leave benefits in addition to workers' compensation lost time benefits, the Controller’s Division will calculate the amount to supplement the workers' compensation lost time.


  


  5.An employee may elect to receive payment for part or all of his/her accumulated, unused annual leave or compensatory time concurrently with workers' compensation lost time benefits, not to exceed the employee’s total hours available for the pay period.


  


  6.An employeewho receives authorized medical treatment due to a work-related injury during a day in which he/she is working will be paid for a reasonable amount of time absent from his/her regular working hours. The employee should report back to work after the medical treatment, if time permits.


  


  7.An employee who attends a Missouri Division of Workers' Compensation Conference or Hearing during a day in which he/she is working will be paid for time absent from his/her regular working hours. The employee should report back to work after the conference or hearing, if there is still working time left in his/her normal shift.


  


  8. If a district/division/office receives notification that an employee has been placed on workers' compensation suspense status for refusing to return to work, the district/division/office is to notify the employee by certified mail of his/her remaining options as follows:


  


  A. Report to work within three workdays after receipt of the certified letter;


  


  B. If the employee believes he/she is unable to perform the proposed job duties with or without reasonable accommodation, he/she may provide a written appeal including any additional medical documentation he/she believes should be considered. This appeal must be made within three workdays of receipt of the certified letter; or


  C.Be released if he/she fails to either report to work or submit a written appeal with medical support within the three workdays after receipt of the certified letter.


  


  


  9. If a district/division/office receives notification an employee has medical restrictions that are temporary and the department can allow the employee to work with these temporary restrictions, the employee may be able to return to work under Personnel Policy 0509, "Temporary Modified Duty Assignments."


  


  10. When a workers' compensation case has been settled and an employee has incurred permanent restriction(s) which substantially impair the ability to perform the essential functions of his/her position, the district/division/office should refer to Personnel Policy 0602, “Fit for Duty Review Program,” concerning the employee's employment status.


  


  CROSS REFERENCES


  Personnel Policy 0509, “Temporary Modified Duty Assignments”



  Personnel Policy 0602, “Fit for Duty Review Program”



  


  


  PROCEDURE


  Procedure 0507, “Workers’ Compensation”



  FORM


  A-450, “Workers’ Compensation Lost Time Preference”



  Chapter Title: Employment


  Procedure for Policy Title: Workers' Compensation (0507)


  Policy Number: 0507


  Effective Date: January 1, 2011


  Prior Effective Date: July 1, 2010


  



  PROCEDURES


  1. It is the department's intent to provide injured employees with the best medical assistance available to achieve a complete recovery and return to work. If injuries are serious enough to cause an employee to be off work, the following issues will be addressed:


  


  
    
      
        
          

          
            	
              
                	A. The physician will be asked if the employee can perform the essential functions of his/her position with or without restrictions. If the employee can return without restrictions, he/she should return to work immediately. If the physician suggests an employee has restrictions, districts/divisions/offices should work with their local human resources (HR) representative to determine whether a job modification can be provided.

              

            

          


          
            	
              
                	B. If the employee cannot return to work and perform the essential functions of his/her position, the physician will be asked to address any restrictions the employee has and specify whether these restrictions are temporary or permanent. If the physician releases the employee to return to work with temporary restrictions, districts/divisions/offices should work with their local HR and/or health and safety representative to explore the feasibility of a temporary modified duty (TMD) assignment. If suitable work is available, the employee will be expected to return to work in the TMD assignment. Refer to Personnel Policy 0509, “Temporary Modified Duty Assignments.”

              

            

          


          
            	
              
                	C. The physician will also determine when the employee has reached maximum medical improvement (MMI). Upon reaching MMI, workers' compensation benefits will be terminated. If, after termination of benefits, the employee cannot return to work, he/she will be placed on workers' compensation suspense status, which is an unofficial leave status temporary in nature, during which time the employee may choose to use accrued sick leave, annual leave, and compensatory time. Any paid leave time used must be taken consecutively from the day the suspense status starts. During this payout period, the employee will be eligible to earn annual leave, sick leave, and creditable retirement service. The employee may also be eligible for ShareLeave, Family and Medical Leave Act (FMLA) leave, and/or extended sick leave. Refer to Personnel Policies 3511, “ShareLeave Program,” 3512, “Family and Medical Leave,” and 3501, “Extended Sick Leave.” The local HR representative should be contacted regarding the various programs that might be available to an employee who is still unable to return to work after MMI is reached. The circumstances may need to be reviewed further under Personnel Policy 0602, “Fit for Duty Review Program.”

              

            

          


          
            	
              
                	D. If the physician releases the employee to return to work under the guidelines of paragraph 1A or 1B, but the employee refuses to do so, workers' compensation benefits will be terminated. Until the appropriate personnel action is taken, the employee will be placed on workers' compensation suspense status leave no pay (LNP) with the exceptions that the employee cannot use sick leave, annual leave or compensatory time, and the employee will not be eligible for extended sick leave. In this situation, the employee is subject to immediate termination of employment.

              

            

          


          
            	
              
                	E. The Risk and Benefits Management Division, Workers' Compensation Unit is responsible for determination of workers' compensation suspense status and advising the district/division/office in writing of the effective date of this action. The district/division/office is to contact the employee to advise him/her of the action and explain choices available to the employee. After the workers' compensation case is adjudicated, if any additional weekly benefits are awarded, proper benefits will be credited back to the employee.

              

            

          


          
            	2. It is not necessary for an employee to hire an attorney to receive full workers' compensation benefits, since these are defined in the law. However, an employee has the right to retain personal counsel, if desired, with all expenses paid by the employee.

          


          
            	3. For further detailed information on provisions of the workers' compensation law or department procedures, the supervisor or employee should contact their district/division/office or the Risk and Benefits Management Division, Workers' Compensation Unit.

          



          CROSS REFERENCES


          Personnel Policy 0509, "Temporary Modified Duty Assignments"


          Personnel Policy 0602, "Fit for Duty Review Program"


          Personnel Policy 3501, "Extended Sick Leave"


          Personnel Policy 3511, "ShareLeave Program"


          Personnel Policy 3512, "Family and Medical Leave"

        

      

    

  


  MISSOURI DEPARTMENT OF TRANSPORTATION


  AND MISSOURI STATE HIGHWAY PATROL Form G


  FORM A-450 (REV. 10/11/02)


  WORKERS’ COMPENSATION LOST TIME PREFERENCE     


  
    
      
        	
          
            EMPLOYEE’S NAME(Last, First, MI – As on payroll)


            

          

        

        	
          DATE OF ACCIDENT


          

        

        	
          CURRENT SICK LEAVE


          

        
      


      
        	
          I understand that I have the following options while I am unable to work because of a work-related injury covered by Workers’ Compensation.

        
      


      
        	
          1. I may elect to have my accrued sick leave applied toward my net income. I understand that the combination of workers’ compensation lost time payments and sick leave cannot exceed my net income.

        
      


      
        	
          2. I have the right to file a revised Form A-450 changing my option, however, I understand I am limited to one choice per pay period.

        
      


      
        	
          Having read the above, I hereby elect the following:

        
      


      
        	
          

        

        	
          To receive sick leave pay toward my net income. Effective Date:

        

        	
          

        

        	
          

        
      


      
        	
          

        

        	
          

        

        	
          

        
      


      
        	
          

        

        	
          I do not want to use any sick leave to supplement my workers’ compensation lost time payments.

        
      


      
        	
          

        

        	
          Effective Date:

        

        	
          

        

        	
          

        
      


      
        	
          

        

        	
          


          I understand I am free to use accrued vacation and/or unused compensatory time as I choose with no reduction in my workers’ compensation weekly lost time payments.

        
      


      
        	
          

        

        	
          I understand that in electing to use accrued sick leave on a compensable injury, I am using sick leave that would otherwise be available later for a sickness or accident that is not job related. I also understand that by using sick leave for a compensable injury, I am using sick leave that would otherwise be available later to be applied to my creditable service time with the retirement system.

        
      


      
        	
          

        

        	
          

        

        	
          

        

        	
          

        

        	
          

        
      


      
        	
          Employee’s Signature


          (or lawful representative)*

        

        	
          

        

        	
          Date of Signature

        
      


      
        	
          

        

        	
          

        

        	
          

        
      


      
        	
          

        

        	
          

        

        	
          

        

        	
          

        

        	
          

        
      


      
        	
          

        

        	
           Witness Signature

        

        	
          

        

        	
          Date of Signature

        

        	
          

        
      


      
        	
          

        

        	
          

        

        	
          

        
      


      
        	
          The injured employee and/or lawful representative* refused to sign this form.

        
      


      
        	
          

        

        	
          

        

        	
          

        

        	
          

        

        	
          

        
      


      
        	
          

        

        	
           Supervisor’s Signature

        

        	
          

        

        	
           Date of Signature

        

        	
          

        
      


      
        	
          

        

        	
          

        

        	
          

        
      


      
        	
          *The signature of representative of an injured employee is that of a duly authorized attorney, and attorney in fact with power of attorney, or, in the event of complete disability of the employee, the spouse of such employee. If the completely disabled employee has no spouse then the natural guardian in case of a minor or the legal guardian by appointment of a Probate Court is the lawful representative.EXHIBIT A

        
      


      
        	

        	

        	

        	

        	

        	

        	

        	

        	

        	

        	
      

    
  


  


  



  

  Chapter Title: Employment


  Policy Title: Use of Temporary Employment Services (0508)


  Policy Number: 0508


  Effective Date: July 1, 2005


  Prior Effective Date: April 1, 2004


  POLICY STATEMENT


  The use of temporary employment agencies to fill temporary vacancies within the department is allowed with the approval of the relevant district engineer or division leader/state engineer.


  


  


  PROVISIONS/REQUIREMENTS


  


  1.Temporary employment agency personnel are not considered employees of the department for payroll, benefits, or other purposes.


  


  2.Districts/divisions/offices using temporary employment agencies that do not have a contract with the state are responsible for verification of each agency’s status as an equal opportunity employer.


  


  3.Temporary employment agency personnel are not authorized to operate department vehicles due to the unavailability of appropriate insurance coverage.


  


  


  PROCEDURES


  Procedure 0508, "Use of Temporary Employment Services"



  



  Chapter Title: Employment


  Procedure for Policy Title: Use of Temporary Employment Services (0508)


  Policy Number: 0508


  Effective Date: July 1, 2005


  Prior Effective Date: None


  



  PROCEDURES


  


  
    
      
        
          

          
            	1. Local human resources representatives should be contacted when someone is considering obtaining services through a temporary employment agency. A few things to consider before implementing these contracts include the length of time someone is needed, the cost of the agency help compared to pay and benefits if a department employee is used, budget provisions, if there is an employee available internally who is in need of a temporary modified duty assignment, and opportunities for cross-training.

          


          
            	2. Payment for services rendered by temporary employment agency personnel are not to be made until the supervisor has approved the satisfactory completion of duties and time. Districts/divisions/offices are responsible for keeping time records and processing payments.

          


          
            	3. The expense for temporary employment agency personnel is chargeable to the expense and equipment account, as they are not department employees.

          


          
            	4. Temporary employment agency personnel are subject to the same performance standards as applied to department employees.

          


          
            	5. For names of temporary employment agencies that have contracts with the state, please contact the Human Resources Division or access the State of Missouri web site at Statewide Temporary Employment Agency Contracts.

          

        

      

    

  


  Chapter Title: Employment


  Policy Title: Temporary Modified Duty Assignments (0509)


  Policy Number: 0509


  Effective Date: September 1, 2016


  Prior Effective Date: July 1, 2010


  POLICY STATEMENT


  


  The department will assist employees who have a temporary work-related or


  non-work-related injury, illness, or condition by authorizing temporary modified duty (TMD) assignments, if there is TMD work available in a location near the employee's work location and the employee has the skills to perform the TMD. The nature, location, and length of TMD assignments will be determined by the appropriate district engineer or division leader/state engineer following consultation with Human Resources personnel, based upon each employee's individual circumstances and the needs of the department.


  


  


  DEFINITION


  


  Temporary Modified Duty Assignment: A full-time or part-time work assignment that meets an employee's temporary health restriction as certified by the employee's personal health provider on the Sick Leave/Return to Work Form during his/her period of recuperation from a work-related or non-work-related injury, illness, or condition.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. TMD assignments will be allowed only when there is productive work to be accomplished and generally may not exceed six months. It is not the intent of this policy to require an employee to commute an unusual distance or to change his/her place of residence to work in a TMD assignment.

A. Employees injured on the job with workers' compensation injuries and work restrictions will be reviewed on a case-by-case basis to determine the necessary duration of the TMD assignment. All other TMD assignments are limited to a maximum duration of six months.

B. When there is limited productive work available for TMD assignments, placement preference will be given to employees who are injured on the job with workers' compensation injuries and work restrictions.


  


  2.While on TMD assignments, employees will be paid their regular salary if working full-time, or the wage equivalent of their regular salary if working part-time.


  


  3.The Missouri Department of Transportation and Highway Patrol Employees’ Retirement System sets a 180-day waiting period extending from the date of disability to the effective date of long-term disability payments. During this waiting period, if an employee is capable of returning to work on a full workday schedule, his/her waiting period might be impacted. If an employee returns to work before the 181st day and works for 30 or more full workdays, he/she must begin a new waiting period and thereby defer the effective date of long-term disability benefits. Partial workdays do not count toward this 30-day periodand the 30-day period is not limited to consecutive workdays. The supervisor, the employee, and the treating physician should pay close attention to the employee's condition while the employee is in a TMD assignment. Any employee's injury, illness, or condition that is not temporary (as certified by the treating physician) and/or files a claim for long-term disability benefits should not be authorized to begin or continue TMD assignment.


  


  4. Personnel Policy 0507, “Workers' Compensation,” states, “Workers' compensation lost time benefits cease the day the employee is released to return to work.” If an employee is released to part-time work in a TMD assignment, the employee must complete Form A-450, “Workers' Compensation Disability Preference,” indicating whether he/she wishes to supplement workers' compensation lost time benefits with sick leave benefits.


  


  5. If an employee refuses to accept a TMD assignment for reasons other than the written advice from the treating physician, the employee may be dismissed from employment unless mitigating circumstances require other action.

6. The TMD assignment will end at the conclusion of the duration approved by the appropriate district engineer/division leader/state engineer or when the employee returns to work fully with no restrictions, whichever comes first. If the employee is unable to return to work fully with no restrictions at the conclusion of the TMD assignment or if the condition is deemed no longer temporary (as certified by the treating physician), the employee will be referred for a Fit for Duty Review. Refer to Personnel Policy 0602, "Fit for Duty Review Program."


  


  7. If the district engineer or division leader/state engineer believes any employee's physical or mental limitation and/or medical restriction would prohibit a safe work environment when doing the TMD assignment for the employee, his/her coworkers, or the general public, the TMD assignment should not be authorized or should be withdrawn. Refer also to Personnel Policy 0602, “Fit for Duty Review Program.”


  


  


  CROSS REFERENCES


  


  Personnel Policy 0507, “Workers' Compensation”



  Personnel Policy 0602, “Fit for Duty Review Program”



  Temporary Modified Duty Handbook



  


  


  PROCEDURE


  


  Procedure 0509, “Temporary Modified Duty Assignments”



  


  


  FORM


  


  Form A-450, “Workers' Compensation Lost Time Preference”

  


  Missouri Department of Transportation


  Temporary Modified Duty Handbook


  Effective July 1, 2007


  
    

  


  Temporary Modified Duty Handbook


  
    This handbook was developed to help MoDOT supervisors provide temporary
  


  
    modified duty assignments for employees who have been given medical
  


  
    restrictions.
  


  
    

  


  
    Injury prevention is top priority; however, when an injury/illness/condition
  


  
    occurs, a speedy recovery and return to full duty status is essential to MoDOT
  


  
    and the employee.
  


  
    

  


  
    Personnel Policy 0509, “Temporary Modified Duty Assignments,” seeks to
  


  
    help employees return to the workplace in a timely fashion while completing
  


  
    their recovery and working toward regaining full duty status.
  


  
    

  


  
    The following list of activities represents options that may be considered for
  


  
    Temporary Modified Duty Assignments (TMD) assignments. Please note
  


  
    that any activity that is assigned for TMD must comply with the medical
  


  
    restrictions and/or limitations of the employee identified by the medical
  


  
    professional. A supervisor may use this list to identify a specific work-related
  


  
    task that will allow the injured employee to return to work.
  


  
    

  


  
    This is not a complete list of examples. Other TMD assignments may be
  


  
    appropriate. Some tasks contained in this handbook may require additional
  


  
    qualifications or training (i.e. flagger training, etc.).
  


  
    

  


  
    

  


  Task: Administrative Duties


  
    Description : Filing, typing, answering telephone, photocopying, scanning, shredding, purging, general clerical work
  


  
    Equipment Used : Computer, fax machine, phone, pen and paper, scanner, shredder
  


  
    Physical Activity Required : Sitting, standing, arm motion, light lifting (0-10lbs)
  


  
    Supervisory Requirements : Semi-monitored
  


  
    

  


  
    Task: Painting


    
      Description : General painting of various items, including buildings, equipment, and bridge stenciling
    


    
      Equipment Used: Paint brush/roller, appropriate Personal Protective Equipment (PPE)
    


    
      Physical Activity Required : Walking, sitting, bending, kneelling, lifting (0-10lbs), arm motion
    


    
      Supervisory Requirements : Semi-monitored
    

  


  
    

  


  
    Task: General Cleaning/Housekeeping


    
      Description : Cleaning buildings, vehicles, signs, cones, barrels, etc.
    


    
      Equipment Used : Broom/mop, shovel, cleaning supplies, pressure waster, vacuum
    


    
      Physical Activity Required : Sitting, standing, pulling/pushing, bending, scooping, light lifting (0-10lbs)
    


    
      Supervisory Requirements : Semi-monitored
    

  


  
    

  


  
    Task: Inventory


    
      Description :Counting and recording supplies and equipment
    


    
      Equipment Used : pen and paper
    


    
      Physical Activity Required : Walking, slight bending, arm motion, light lifting (0-10lbs)
    


    
      Supervisory Requirements : Semi-monitored
    

  


  
    

  


  
    Task: Customer Service


    
      Description : Working at front desk greeting customers, answering telephone, general clerical work; may operate during inclement weather
    


    
      Equipment Used : Computer, phone, pen and paper, radio
    


    
      Physical Activity Required : Sitting, arm motion, light lifting (0-10lbs)
    


    
      Supervisory Requirements : Semi-monitored
    

  


  
    

  


  
    Task: Flagging


    
      Description :Traffic control using stop/slow paddle or roll-up flag
    


    
      Equipment Used : Flag/sign, appropriate Personal Protective Equipment (PPE)
    


    
      Physical Activity Required : Standing, light lifting (0-10lbs), one-hand duty, exposure to the elements
    


    
      Supervisory Requirements : Semi-monitored
    

  


  
    

  


  
    Task: Supervising incarcerated crew


    
      Description : Driving vans and supervising crew
    


    
      Equipment Used: automatic vehicle
    


    
      Physical Activity Required : 0 lbs lifting, able to readjust position as needed
    


    
      Supervisory Requirements : work independently
    

  


  
    

  


  
    Task: Traffic Counts


    
      Description : Counting vehicles on specified highways or intersections
    


    
      Equipment Used : Automatic vehicle, traffic counter, appropriate Personal Protective Equipment (PPE)
    


    
      Physical Activity Required : Sitting, standing, may require 12-hours days
    


    
      Supervisory Requirements : Work independently
    

  


  
    

  


  
    
      Task: Mowing


      
        Description : Mowing MoDOT property or posting signs for mowing operations
      


      
        Equipment Used : Tractor, push mower or riding mower, appropriate Personal Protective Equipment (PPE)
      


      
        Physical Activity Required : Sitting, climbing, bending, lifting (0-10 lbs), posting signs (0-30 lbs)
      


      
        Supervisory Requirements : Work independently
      

    

  


  
    

  


  
    
      Task: Truck Mounted Attenuator (TMA) or Protective Truck Driver


      
        Description : Operating truck for various MoDOT marintenance operations
      


      
        Equipment Used : Truck, 2-way radio, appropriate Personal Protective Equipment (PPE)
      


      
        Physical Activity Required : Sitting, climbing
      


      
        Supervisory Requirements : Work independently
      

    

  


  
    

  


  
    
      Task: Mailroom Duties


      
        Description : Assisting in mailroom with sorting and delivering mail
      


      
        Equipment Used : Vehicle
      


      
        Physical Activity Required : Arm motion, bending, twisting, kneeling, stooping, lifting (varies)
      


      
        Supervisory Requirements : Semi-monitored
      

    

  


  
    

  


  
    
      Task: General Vehicle Maintenance


      
        Description : Assisting with maintenance by servicing vehicles
      


      
        Equipment Used : Vehicles, hand tools, and safety-toed footwear
      


      
        Physical Activity Required : Sitting, arm motion, bending, twisting, kneeling, stooping, lifting (0-10 lbs)
      


      
        Supervisory Requirements : Semi-monitored
      

    

  


  
    

  


  
    
      Task: Sign Log


      
        Description : Annual visual inspection of MoDOT signs on roadways
      


      
        Equipment Used : Computer, pen and paper
      


      
        Physical Activity Required : Sitting, may require adjustment in work hours
      


      
        Supervisory Requirements : Semi-monitored
      

    

  


  
    

  


  
    
      Task: Errand Runner/Parts Pickup and Delivery


      
        Description : Using MoDOT vehicle to run various errands and pick up and delivering parts to raod crews and/or other sheds
      


      
        Equipment Used : vehicle
      


      
        Physical Activity Required : Walking, sitting, arm motion, lifting (0-10 lbs)
      


      
        Supervisory Requirements : Work independently
      

    

  


  
    

  


  
    
      Task: Fire Extinguisher and First Aid Kit Inspection


      
        Description : Conducting visual monthly test on all fire extinguishers and first aid kits within a building or vehicle
      


      
        Equipment Used : Notebook, tape measure
      


      
        Physical Activity Required : Arm motion, walking
      


      
        Supervisory Requirements : Work independently
      

    

  


  
    

  


  
    
      Task: Organizational Tasks


      
        Description : Organizing such things as nuts, bolts, tools, etc., at MoDOT building/shed
      


      
        Equipment Used : N/A
      


      
        Physical Activity Required : Standing, walking, arm motion, bending, stooping, lifting (0-10 lbs)
      


      
        Supervisory Requirements : Work independently
      

    

  


  Chapter Title: Employment


  Procedure for Policy Title: Temporary Modified Duty Assignments (0509)


  Policy Number: 0509


  Effective Date: July 1, 2010


  Prior Effective Date: July 1, 2007


  
    

  


  
    
      
        
          

          PROCEDURES


          
            	1. When determining whether or not an employee is eligible for a temporary modified duty (TMD) assignment, the medical restrictions and the treating physician's indication of expected date of return to work will be taken into consideration.

          


          
            	2. Information regarding the nature, location, and length of a TMD assignment shall be provided in writing to the employee.

          


          
            	3. TMD assignments shall only be authorized upon receipt of, and in accordance with, written work restrictions from the treating physician. The treating physician may be provided with the essential functions of the job and/or the details of the proposed TMD assignment.

          


          
            	4. An employee who is assigned TMD may be required to regularly provide written information from the treating physician describing the employee's functional abilities, physical or mental limitations, and medical restrictions.

          


          
            	5. If an employee reaches maximum medical improvement (MMI) before the TMD assignment expires, and is able to resume his/her previous job duties, the employee will be returned to full duty in that capacity.

          


          
            	6. If an employee reaches MMI before the TMD assignment expires but is unable to perform the essential functions of his/her previous position, the TMD assignment will end. The circumstances will then be reviewed by the Fit for Duty Review Team. Refer to Personnel Policy 0602, “Fit for Duty Review Program.” Upon completing the TMD assignment, the employee will be permitted to use any accrued sick leave until it is exhausted. The employee may then choose to use any unused annual leave and compensatory time; however, it must be taken consecutively. The employee may be eligible for Family and Medical Leave Act (FMLA) leave and/or extended sick leave. Refer to Personnel Policy 3501, “Extended Sick Leave,” and Personnel Policy 3512, “Family and Medical Leave.” The employee may also be considered for any other vacancies for which he/she is qualified, applies, and competes for during this time.

          


          
            	7. If an employee does not reach MMI following a personal illness/injury/condition before the TMD assignment expires, and the employee is unable to resume his/her previous position, the employee will be removed from the assignment. The circumstances will then be reviewed by the Fit for Duty Review Team. Refer to Personnel Policy 0602, “Fit for Duty Review Program.” During this time, the employee will be permitted to use any accrued sick leave until it is exhausted. The employee may then choose to use any unused annual leave and compensatory time; however, it must be taken consecutively. The employee may be eligible for FMLA leave and/or extended sick leave. Refer to Personnel Policy 3501, “Extended Sick Leave,” and Personnel Policy 3512, “Family and Medical Leave.” In the case of a workers’ compensation injury, illness, or condition, the employee will be re-evaluated to determine if workers' compensation benefits may continue. The employee may also be considered for any other vacancies for which he/she is qualified, applies, and competes for during this time.

          


          
            	8. An employee who reaches MMI and wishes to have his/her medical restriction re-evaluated may do so at his/her own expense. The employee must release any and all new medical documentation to a human resources representative for review. If this is a work-related injury, illness, or condition, the documentation will go to a risk and benefits management representative. The department reserves the right to send the employee for a second medical evaluation at the expense of the department.

          



          CROSS REFERENCES


          Personnel Policy 0602, "Fit for Duty Review Program"


          Personnel Policy 3501, "Extended Sick Leave"


          Personnel Policy 3512, "Family and Medical Leave"


          "Temporary Modified Duty Handbook"

        

      

    

  


  Chapter Title: Employment


  Policy Title: Commercial Driver's License (0510)


  Policy Number: 0510


  Effective Date: June 15, 2015


  Prior Effective Date: September 1, 2014


  POLICY STATEMENT


  As required by the Commercial Motor Vehicle Safety Act, state legislation was enacted requiring everyone who operates a commercial motor vehicle to have a Commercial Driver's License (CDL). The specific class of CDL required depends upon the type of commercial motor vehicle operated.


  DEFINITION


  


  
    
      
        
          

          Upgrade: To increase licensing qualifications by either acquiring a higher class of license or by acquiring additional endorsements and/or acquiring no air brake restriction status.


          Interstate Designated Status: Either excepted or non-excepted as defined below:


          
            	Excepted Interstate: “A person must certify that he/she operates or expects to operate in interstate commerce, but engages exclusively in transportation, … and is therefore not required to obtain a medical examiner’s certificate …” 49 C.F.R., Section 383.71(b)(1)(ii). MoDOT work in a MoDOT CDL vehicle falls under this definition.

          


          
            	Non-Excepted Interstate: “A person must certify that he/she operates or expects to operate in interstate commerce, is both subject to and meets the qualification requirements under 49 C.F.R. part 391, and is required to obtain a medical examiner’s certificate…” 49 C.F.R., Section 383.71(b)(1)(i). This definition may apply if an employee is using his/her CDL in a capacity other than performing MoDOT work in a MoDOT CDL vehicle.

          



          PROCEDURES


          
            	1. Employees in the following categories are required to obtain a CDL:

          


          
            	
              
                	A. All employees who operate field equipment with a gross vehicle weight rating greater than 26,000 pounds. Employees in this category are required to obtain at least a Class B CDL with no air brake restriction, tanker endorsement, and interstate designated status; however, they are encouraged to upgrade to a Class A CDL while maintaining the no airbrake restriction, tanker endorsement and interstate designated status to allow more flexibility in terms of equipment operation. To meet equipment operation requirements, some employees may be required to obtain a Class A CDL while maintaining the no air brake restriction, tanker endorsement, hazardous material endorsement, no manual transmission restriction, and interstate designated status. Each respective district/division/office will determine which employees fall into this category.

              

            

          


          
            	
              
                	B. Employees in divisions other than the maintenance division who operate field equipment with a gross vehicle weight rating greater than 26,000 pounds during emergency snow removal. Employees in this category are required to obtain a Class B CDL with no air brake restriction and interstate designated status. Each respective district/division/office will determine which employees fall into this category. To meet equipment operation requirements, some employees may be required to obtain a Class A CDL with no airbrake restrictions and interstate designated status.

              

            

          


          
            	2. Employees who are in jobs that require a CDL are responsible for maintaining their driving status. Should an employee have a loss of driving privileges or fail to maintain the required CDL status as stated in paragraph 1A or 1B of this policy, the department will follow procedures as described in Personnel Policy 2509, “Driving Privileges”.

          


          
            	3. Due to the unique work requirements that divisions/districts/offices experience, the time limits for obtaining a CDL stated in this personnel policy may vary, but in no case can it exceed those time limits as listed below.

          


          
            	Employees may apply for a CDL instruction (temporary) permit through the Missouri Department of Revenue after passing the appropriate written tests. This temporary permit allows an employee to operate department CDL equipment, but only when a fully licensed CDL employee is also in the vehicle. Employees with a CDL instruction permit cannot operate a CDL vehicle by themselves.

          


          
            	The following procedures outline when employees are required to obtain their CDL:

          


          
            	
              
                	A. Salaried Employees

              

            

          


          
            	
              
                	Salaried employees hired into a position where their normal work duties require the operation of field equipment (paragraph 1A) must pass all of the required written tests for the CDL, including any required endorsements and restriction tests prior to their hire date, but they have up to 60 days after their hire date to obtain interstate status and to pass the driving portion of the CDL exam. All salaried employees who do not obtain their CDL and/or interstate status within 60 days from employment will be released from employment or may be transferred to a job not requiring a CDL, at the district’s/division’s discretion and if such job is available. It is not intended for districts/divisions/offices to create positions specifically for this purpose.

              

            

          


          
            	
              
                	Salaried employees hired into a position that requires the operation of field equipment only for purposes of snow removal duties (paragraph 1B) must obtain interstate status, pass all of the required written tests of the CDL (including the no air brake restriction test), and pass the driving portions of the CDL exam by the end of their probationary period. In some cases, districts/divisions/offices may request that the probationary period be extended to allow additional training time.

              

            

          


          
            	
              
                	Employees who refuse to obtain their CDL or perform snow removal duties will be subject to disciplinary action, up to and including dismissal.

              

            

          


          
            	
              
                	B. Emergency Employees

              

            

          


          
            	
              
                	Emergency employees included under the provisions of paragraph 1B must pass the required written tests of the CDL exam (including the no airbrake restriction test) and have interstate status prior to the effective date of employment. In addition, the only allowed working time, prior to receiving their full CDL, will be time necessary for snow removal training and/or taking the CDL driving test. These employees will not be allowed to begin emergency work assignments until they have obtained their full CDL.

              

            

          


          
            	
              
                	C. Seasonal Employees

              

            

          


          
            	
              
                	Seasonal employees included under the provisions of paragraph 1A must pass all of the required written tests of the CDL exam (including any required endorsement and restriction tests) prior to their hire date, but they have up to 60 days after their hire date to obtain interstate status and pass the driving portion of the CDL exam.

              

            

          


          
            	
              
                	Seasonal employees included under the provisions of paragraph 1B must pass all of the required written tests of the CDL exam (including the no air brake restriction test) the driving portions of the exam, and obtain interstate status prior to the next snow removal season.

              

            

          


          
            	
              
                	Seasonal employees who refuse to obtain their CDL or to perform snow removal duties will be subject to disciplinary action, up to and including dismissal.

              

            

          


          
            	
              
                	D. Summer Employees

              

            

          


          
            	
              
                	Summer employees are not required to obtain a CDL.

              

            

          


          
            	
              
                	E. Promotions/Transfers

              

            

          


          
            	
              
                	If an employee is in a position not requiring a CDL and is promoted or transferred into a position requiring a CDL, the employee will not have to obtain a CDL prior to the effective date of the promotion or transfer. The employee will be given a conditional offer and must pass all of the required written tests of the CDL (including any required endorsements and restriction tests) the driving portions of the CDL exam, and obtain interstate status as soon as practical, but no later than 60 days after the effective date of the promotion or transfer for employees covered in paragraph 1A, and the start of the next snow season for employees covered in paragraph 1B.

              

            

          


          
            	
              
                	For employees who currently possess a CDL and are promoted or transferred into a position that requires their CDL to be upgraded, the employee will be given a conditional offer until they obtain the upgraded CDL. The employee must obtain the upgraded CDL no later than 60 days after the effective date of the promotion or transfer.

              

            

          


          
            	
              
                	If the above employees fail any portion of the CDL exam, they may be allowed to remain in the job they held prior to the promotion or transfer if not refilled, or to another job not requiring a CDL or an upgraded CDL.

              

            

          


          
            	
              
                	F. Transfers From Wage To Salaried Status

              

            

          


          
            	
              
                	Employees who transfer from a wage to salary status (in the same job title) have the same CDL requirements as other salaried employees in that job title as covered in paragraph 3A above.

              

            

          


          
            	4. Reimbursement Eligibility

          


          
            	The department will not reimburse any fees or costs to obtain or renew a license or endorsement that was the result of employee driving convictions or other violations of law.

          


          
            	
              
                	A. Initial CDL

              

            

          


          
            	
              
                	Salaried employees, seasonal employees, wage to salary transfers and emergency employees will not be reimbursed for the initial cost of obtaining a CDL. Although summer employees are not required to obtain a CDL, it may be to the department’s advantage if summer employees obtain a CDL. In these cases, with approval of the appropriate district engineer or division leader/state engineer or appointed designee, the department will reimburse all costs for obtaining a CDL except the regular license fee.

              

            

          


          
            	
              
                	Any employee whose current job does not require a CDL, but is subsequently required by the department to obtain a CDL license or a specific endorsement for a business need, will be eligible for reimbursement as follows. Reimbursement will include all costs for obtaining the CDL except the regular license fee. In such cases, reimbursements for any subsequent renewals are not automatic and are to be reviewed by the department to determine whether or not it is still necessary for the employee to have the CDL and/or endorsements. Final authority for approval resides with the appropriate district engineer or division leader/state engineer.

              

            

          


          
            	
              
                	B. Renewals and Upgrades:

              

            

          


          
            	
              
                	Salaried employees, wage to salary transfers, and seasonal employees who are required to have a CDL and/or related endorsements will be reimbursed for all costs to obtain their CDL renewal except for the cost of the regular license fee.

              

            

          


          
            	
              
                	Seasonal employees who are not employed with the department at the time their CDL license was renewed but are subsequently rehired, will be eligible for reimbursement for all CDL costs except for the regular license fee, provided their re-employment is no more than six months from the renewal date of the license and as long as reimbursement has not been made by another employer.

              

            

          


          
            	
              
                	Emergency employees are not eligible for reimbursements of renewals or upgrades.

              

            

          


          
            	
              
                	When an employee is selected to fill a position that requires his/her CDL to be upgraded, or when an employee desires to upgrade his/her CDL for future promotional purposes, or if a change in equipment or other changes by the department would require his/her CDL to be upgraded, reimbursement will be for all costs required to obtain the upgraded CDL except the regular license fee.

              

            

          


          
            	
              
                	C. Other Costs or Fees:

              

            

          


          
            	
              
                	The Missouri Department of Revenue requires CDL licenses be kept up-to-date regarding the operator’s home address. Employees who have a change of address due to a transfer initiated by the department will be eligible for reimbursement for the cost of obtaining a new CDL license to keep it current. The cost of a new CDL license will not be reimbursed when employees or the postal service initiates address changes or an employee has a name change.

              

            

          


          
            	
              
                	The department will not reimburse any costs or fees for obtaining duplicate licenses or for taking medical certification exams.

              

            

          


          
            	
              
                	D. Forms and Documentation:

              

            

          


          
            	
              
                	Reimbursement can be obtained by completing Form FS-563 and providing a receipt or, if available, an itemized receipt from the licensing office. Reimbursements (including permits) will be made only after the license is obtained.

              

            

          


          
            	5. CDL Testing Procedures

          


          
            	Salaried employees, seasonal employees, wage to salary transfers, and employees who are required or volunteer to have their CDL upgraded due to promotion or transfer, will be allowed to take the CDL written exams as many times as necessary; however, they will be granted paid time off for not more than three test sessions. In addition, the maximum time off allowed will be four hours per session. If an employee is unsuccessful after three test sessions, the employee must utilize vacation or compensatory time or, in the case of wage employees who do not earn vacation or compensatory time, take time off without pay to take the test.

          


          
            	The above employees may take the driving portion of the CDL exam in department vehicles. The Missouri State Highway Patrol administers both the written and driving portions of the CDL exam. On renewals of a CDL, there are no written or driving tests required except in the case of a hazardous materials endorsement. In this case, employees must retake the written portion of the exam that pertains to hazardous materials. As noted above, employees will be allowed paid time off to take the hazardous materials endorsement written test for up to three times at no more than four hours per test. No paid time off will be granted for renewals except to take the exam for hazardous materials.

          


          
            	Emergency employees will have already passed the written test prior to the effective date of employment. They will, however, be allowed three attempts to take the CDL driving test in department vehicles. If they have not passed within three attempts, their employment will be terminated and they will not be considered again for employment unless they obtain a full CDL at their expense.
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  SEC. 12002. LIMITATION ON NUMBER OF DRIVER'S LICENSES.


  Effective July 1, 1987, no person who operates a commercial motor vehicle


  shall at any time have more than one driver's license, except during the 10-


  day period beginning on the date such person is issued a driver's license and


  except whenever a State law enacted on or before June 1, 1986, requires


  such person to have more than one driver's license. The second exception in


  the preceding sentence shall not be effective after December 31, 1989.


  



  SEC. 12003. NOTIFICATION REQUIREMENTS.


  (a) Notification of Violations.--


  (1) To states.--Effective July 1, 1987, each person who operates a


  commercial vehicle, who has a driver's license issued by a State, and who


  violates a State or local law relating to motor vehicle traffic control (other


  than a parking violation) in any other State shall notify a State official


  designated by the State which issued such license of such violation, within


  30 days after the date such person is found to have


  committed such violation.


  (2) To employers.--Effective July 1, 1987, each person who operates a


  commercial vehicle, who has a driver's license issued by a State, and who


  violates a State or local law relating to motor vehicle traffic control (other


  than a parking violation) shall notify his or her employer of such violation,


  within 30 days after the date such person is found to have committed such


  violation.


  (b) Notification of Suspensions.--Effective July 1, 1987, each employee who


  has a driver's license suspended, revoked, or cancelled by a State, who loses


  the right to operate a commercial motor vehicle in a State for any period, or


  who is disqualified from operating a commercial motor vehicle for any


  period


  shall notify his or her employer of such suspension, revocation, cancellation,


  lost right, or disqualification, within 30 days after the date of such


  suspension, revocation, cancellation, lost right, or disqualification.


  (c) Notification of Previous Employment.--


  (1) General rule.--Effective July 1, 1987, subject to paragraph (2) of this


  subsection, each person who operates a commercial motor vehicle and


  applies for employment as an operator of a commercial motor vehicle with


  an employer shall notify at the time of such application the employer of his


  or her previous employment as an operator of a commercial motor vehicle.


  (2) Period of previous employment.--The Secretary shall establish by


  regulation the period for which previous employment must be notified under


  paragraph (1), except that such period shall not be less than a 10-year period


  ending on the date of application for employment.


  



  SEC. 12004. EMPLOYER RESPONSIBILITIES.


  Effective July 1, 1987, no employer shall knowingly allow, permit, or


  authorize an employee to operate a commercial motor vehicle in the United


  States during any period--


  (1) in which such employee has a driver's license suspended, revoked, or


  cancelled by a State, has lost the right to operate a commercial motor


  vehicle in a State, or has been disqualified from operating a commercial


  motor vehicle; or


  (2) in which such employee has more than 1 driver's license, except during


  the 10-day period beginning on the date such employee is issued a driver's


  license and except whenever a State law enacted on or before June 1, 1986,


  requires such employee to have more than one driver's license. The second


  exception in paragraph (2) shall not be effective after December 31, 1989.


  



  SEC. 12005. TESTING OF OPERATORS.


  (a) Establishment of Minimum Federal Standards.--Not later than July 15,


  1988, the Secretary shall issue regulations to establish minimum Federal


  standards for testing and ensuring the fitness of persons who operate


  commercial motor vehicles. Such regulations--


  (1) shall establish minimum Federal standards for written tests and driving


  tests of persons who operate such vehicles;


  (2) shall require a driving test of each person who operates or will operate a


  commercial motor vehicle in a vehicle which is representative of the type of


  vehicle such person operates or will operate;


  (3) shall establish minimum Federal testing standards for operation of


  commercial motor vehicles and, if the Secretary considers appropriate to


  carry out the objectives of this title, may establish different minimum testing


  standards for different classes of commercial motor vehicles;


  (4) shall ensure that each person taking such tests has a working knowledge


  of (A) regulations pertaining to safe operation of a commercial motor


  vehicle issued by the Secretary and contained in title 49 of the Code of


  Federal Regulations, and (B) any safety system of such vehicle;


  (5) in the case of a person who operates or will operate a commercial motor


  vehicle carrying a hazardous material, shall ensure—


  (A) that such person is qualified to operate a commercial motor vehicle in


  accordance with all regulations pertaining to motor vehicle transportation of


  such material issued by the Secretary under the Hazardous Materials


  Transportation Act; and


  (B) that such person has a working knowledge of--


  (i) such regulations,


  (ii) handling of such material,


  (iii) the operation of emergency equipment used in response to emergencies


  arising out of the transportation of such material, and


  (iv) appropriate response procedures to be followed in such emergencies;


  (6) shall establish minimum scores for passing such tests;


  (7) shall ensure that each person taking such tests is qualified to operate a


  commercial motor vehicle under the regulations issued by the Secretary and


  contained in title 49 of the Code of Federal Regulations to the extent such


  regulations are applicable to such person; and


  (8) may require—


  (A) issuance of a certification of fitness to operate a commercial motor


  vehicle to each person who passes such tests; and


  (B) such person to have a copy of such certification in his or her possession


  whenever such person is operating a commercial motor vehicle.


  (b) Requirement for Operation of CMV.--


  (1) General rule.--Except as provided under paragraph (2), no person may


  operate a commercial motor vehicle unless such person has taken and passed


  a written and driving test to operate such vehicle which meets the minimum


  Federal standards established by the Secretary under subsection (a).


  (2) Exception.--The Secretary may issue regulations which provide that a


  person—


  (A) who passes a driving test for operation of a commercial motor vehicle in


  accordance with the minimum standards established under subsection (a),


  and


  (B) who has a driver's license which is not suspended, revoked, or canceled,


  may operate such a vehicle for a period not to exceed 90 days.


  (3) Effective date.--Paragraph (1) shall take effect on such date as the


  Secretary shall establish by regulation. Such date shall be as soon as


  practicable after the date of the enactment of this title but not later than


  April 1, 1992.


  (c) Basic Grant Program.--


  (1) Eligibility for fiscal years 1987, 1988, and 1989.--The Secretary may


  make a grant to a State in any of fiscal years 1987, 1988, and 1989--


  (A) if the State enters into an agreement with the Secretary to develop a


  program for testing and ensuring the fitness of persons who operate


  commercial motor vehicles; and


  (B) if the State has in effect and enforces in such fiscal year a law which


  provides that any person with a blood alcohol concentration of 0.10 percent


  or greater when operating a commercial motor vehicle is deemed to be


  driving while under the influence of alcohol.


  (2) Eligibility after fiscal year 1989.--The Secretary may make a grant to a


  State in a fiscal year beginning after September 30, 1989--


  (A) if the State enters into an agreement with the Secretary--


  (i) to adopt and administer in such fiscal year a program for testing and


  ensuring the fitness of persons who operate commercial motor vehicles in


  accordance with all of the minimum Federal standards established by the


  Secretary under subsection (a); and


  (ii) to require that operators of commercial motor vehicles have passed


  written and driving tests which comply with such minimum standards; and


  (B) if the State has in effect and enforces in such fiscal year a law which


  provides that any person with a blood alcohol concentration of 0.10 percent


  or greater when operating a commercial motor vehicle is deemed to be


  driving while under the influence of alcohol.


  (3) Administration of driving test.--A State--


  (A) may administer driving tests referred to in paragraph (2) and section


  12009(a); or


  (B) may enter into an agreement, approved by the Secretary, to administer


  such tests with a person (including a department, agency or instrumentality


  of a local government) which meets such minimum standards as the


  Secretary shall establish by regulation--


  (i) if the agreement allows the Secretary and the State each to conduct


  random examinations, inspections, and audits of such testing without prior


  notification; and


  (ii) if the State conducts at least annually one onsite inspection of such


  testing.


  (4) Minimum amount of grant.--The Secretary shall determine the amount of


  grants in a fiscal year to be made under this subsection to a State eligible to


  receive such grants in the fiscal year; except that--


  (A) such State shall not be granted less than $100,000 under this subsection


  in the fiscal year; and


  (B) to the extent that any States are granted more than $100,000 per State


  in the fiscal year under this subsection, the Secretary shall ensure that such


  States are treated equitably.


  (5) Limitation on use of funds.--


  (A) In fiscal years 1987, 1988, and 1989.--A State receiving a grant under


  this subsection in fiscal year 1987, 1988, or 1989 may only use the funds


  provided under such grant for developing a program for testing and ensuring


  the fitness of persons who operate commercial motor vehicles.


  (B) Thereafter.--A State receiving a grant under this subsection in any fiscal


  year beginning after September 30, 1989, may only use the funds provided


  under such grant for testing operators of commercial motor vehicles.


  (6) Development of testing program described.--For purposes of this


  subsection and subsection (d), development of a program for testing and


  ensuring the fitness of persons who operate commercial motor vehicles


  includes but is not limited to studies of the number of vehicles which will


  need to be tested under such program in a calendar year, studies of facilities


  at which testing of such persons could be conducted, and studies of


  additional resources (including personnel) which will be necessary to


  conduct such testing.


  (7) Funding.--There shall be available to the Secretary to carry out this


  subsection $5,000,000 from funds made available to carry out section 404 of


  the Surface Transportation Assistance Act of 1982 for each of


  fiscal years 1987, 1988, 1989, 1990, and 1991.


  (d) Supplemental Grant Program.--


  (1) Eligibility and purposes.--The Secretary may make in a fiscal year grants


  to States eligible to receive grants under subsection (c) in such fiscal year. A


  grant made under this subsection in fiscal year 1987, 1988, or 1989 shall be


  used for developing a program for testing and ensuring the fitness of persons


  who operate commercial motor vehicles. A grant made under this subsection


  in any fiscal year beginning after September 30, 1989, shall be used for


  testing operators of commercial motor vehicles.


  (2) Distribution.--Funds granted under this subsection in a fiscal year


  beginning after September 30, 1989, shall be distributed among the States


  eligible to receive grants under subsection (c) in such fiscal year on the basis


  of the number of written and driving tests administered, and the number of


  drivers' licenses for operation of commercial motor vehicles, issued in the


  preceding fiscal year.


  (3) Funding.--There shall be available to the Secretary to carry out this


  subsection--


  (A) $3,000,000 from funds made available to carry out section 402 of title


  23, United States Code, by the National Highway Traffic Safety


  Administration for each of fiscal years 1987, and 1988;


  (B) $3,000,000 from funds made available to carry out section 404 of the


  Surface Transportation Assistance Act of 1982 for each of fiscal years 1989,


  1990, and 1991.


  (e) Limitations on Grant Programs.--


  (1) Maintenance of effort.--The Secretary may not make a grant to any State


  under this section unless such State agrees that the aggregate expenditure of


  funds of the State and political subdivisions thereof, exclusive of Federal


  funds, for testing of operators of commercial motor vehicles will be


  maintained at a level which does not fall below the average level of such


  expenditure for its last two fiscal years preceding the date of the enactment


  of this title.


  (2) Period of availability.--Funds made available to carry out this subsection


  shall remain available for obligation by the State for the fiscal year for which


  such funds are made available. Any of such funds not


  obligated before the last day of such period shall no longer be available for


  obligation by such State and shall be available to the Secretary for carrying


  out the purposes of this title. Funds made available pursuant to this section


  shall remain available until expended.


  (3) Contract authority.--Notwithstanding any other provision of law,


  approval by the Secretary of a grant to a State under this section shall be


  deemed to be a contractual obligation of the United States for payment of


  the amount of the grant.


  



  SEC. 12006. COMMERCIAL DRIVER'S LICENSE.


  Not later than July 15, 1988, the Secretary, after consultation with the


  States, shall issue regulations establishing minimum uniform standards for


  the issuance of commercial drivers' licenses by the States and for information


  to be contained on such licenses. Such standards shall, at a minimum,


  require


  that--


  (1) each person who is issued a commercial driver's license passes a written


  and driving test for the operation of a commercial motor vehicle which


  complies with the minimum Federal standards established by the Secretary


  under section 12005(a);


  (2) the commercial drivers' licenses are, to the maximum extent practicable,


  tamper proof; and


  (3) each commercial driver's license contain the following information:


  (A) the name and address of the person to whom such license is issued and a


  physical description of such person;


  (B) the social security number or such other number or information as the


  Secretary determines appropriate to identify such person;


  (C) the class or type of commercial motor vehicle or vehicles which such


  person is authorized to operate under such license;


  (D) the name of the State which issued such license; and


  (E) the dates between which such license is valid.


  



  SEC. 12007. COMMERCIAL DRIVER'S LICENSE INFORMATION SYSTEM.


  (a) Deadline.--Not later than January 1, 1989, the Secretary shall either enter


  into an agreement under subsection (b) for operation of, or establish under


  subsection (c), an information system which will serve as a clearinghouse


  and depository of information pertaining to the licensing and identification of


  operators of commercial motor vehicles and the disqualification of such


  operators from operating commercial motor vehicles. In carrying out this


  section, the Secretary consult the States.


  (b) Agreement for Use of Non-Federal System.--


  (1) Review.--Not later than January 1, 1988, the Secretary shall conduct a


  review of information systems utilized by 1 or more States pertaining to the


  driving status of operators of motor vehicles and other State-operated


  information systems for the purpose of determining whether or not any of


  such systems could be utilized to carry out this section.


  (2) Agreement.--If the Secretary determines that one of the information


  systems reviewed under paragraph (1) could be utilized to carry out this


  section and the State or States utilizing such system agree to the use of such


  system for carrying out this section, the Secretary may enter into an


  agreement with such State or States for the use of such system in


  accordance with the provisions of this section and section 12009(c).


  (3) Terms of agreement.--Any agreement entered into under this subsection


  shall contain such terms and conditions as the Secretary considers necessary


  to carry out the objectives of this title.


  (c) Establishment.--If the Secretary does not enter into an agreement under


  subsection (b), the Secretary shall establish an information system pertaining


  to the driving status and licensing of operators of commercial motor vehicles


  in accordance with the provisions of this section.


  (d) Minimum Information.--The information system under this section shall,


  at a minimum, include the following information concerning each operator


  of a commercial motor vehicle:


  (1) Such information as the Secretary considers appropriate to ensure


  identification of such operator.


  (2) The name and address of such operator and a physical description of


  such operator.


  (3) The social security number of such operator or such other number or


  information as the Secretary determines appropriate to identify such


  operator.


  (4) The name of the State which issued the driver's license to such operator.


  (5) The dates between which such license is valid.


  (6) Whether or not such operator has or has had a driver's license which


  authorized such person to operate a commercial motor vehicle suspended,


  revoked, or canceled by a State, has lost the right to operate a commercial


  motor vehicle in a State for any period, or has been disqualified from


  operating a commercial motor vehicle.


  (e) Availability of Information.--


  (1) To state.--Upon request of a State, the Secretary or the operator of the


  information system, as the case may be, may make available to such State


  information in the information system under this section.


  (2) To the employee.--Upon request of an employee, the Secretary or the


  operator of the information system, as the case may be, may make available


  to such employee information in the information system relating to such


  employee.


  (3) To employer.--Upon request of an employer or prospective employer of


  an employee and after notification of such employee, the Secretary or the


  operator of the information system, as the case may be, may make available


  to such employer or prospective employer information in the information


  system relating to such employee.


  (4) To the secretary.--Upon the request of the Secretary, the operator of the


  information system shall make available to the Secretary such information


  pertaining to the driving status and licensing of operators of commercial


  motor vehicles (including the information required by subsection (d)) as the


  Secretary may request.


  (f) Collection of Fees.--If the Secretary establishes an information system


  under this section, the Secretary shall establish a fee system for utilization of


  the information system. The amount of fees collected pursuant to this


  subsection in any fiscal year shall as nearly as possible equal the costs of


  operating the information system in such fiscal year. The Secretary shall


  deposit fees collected under this subsection in the Highway Trust Fund


  (other than the Mass Transit Account).


  (g) Funding.--There shall be available to the Secretary to carry out this


  section not to exceed $2,000,000 from funds made available to carry out


  section 402 of title 23, United States Code, by the National Highway Safety


  Traffic Administration for each of fiscal years 1987, 1988, and 1989. Such


  funds shall remain available until expended.


  



  SEC. 12008. FEDERAL DISQUALIFICATIONS.


  (a) Drunk Driving; Leaving the Scene of an Accident; Felonies.--


  (1) First offense.--


  (A) General rule.--Except as provided in subparagraph (B) and paragraph


  (2), the Secretary shall disqualify from operating a commercial motor vehicle


  for a period of not less than 1 year each person--


  (i) who is found to have committed a first violation--


  (I) of driving a commercial motor vehicle while under the influence of


  alcohol or a controlled substance, or


  (II) of leaving the scene of an accident involving a commercial motor vehicle


  operated by such person; or


  (ii) who uses a commercial motor vehicle in the commission of a felony


  (other than a felony described in subsection (b)).


  (B) Special rule.--If the vehicle operated or used in connection with the


  violation or the commission of the felony referred to in subparagraph (A) is


  transporting a hazardous material required by the Secretary to be placarded


  under section 105 of the Hazardous Materials Transportation Act (49


  U.S.C. App. 1804), the Secretary shall disqualify the person for a period of


  not less than 3 years.


  (2) Second offense.--


  (A) General rule.--Subject to subparagraph (B), the Secretary shall


  disqualify from operating a commercial motor vehicle for life each person--


  (i) who is found to have committed more than one violation of driving a


  commercial motor vehicle while under the influence of alcohol or a


  controlled substance;


  (ii) who is found to have committed more than one violation of leaving the


  scene of an accident involving a commercial motor vehicle operated by such


  person;


  (iii) who uses a commercial motor vehicle in the commission of more than


  one felony arising out of different criminal episodes; or


  (iv)(I) who is found to have committed a violation described in clause (i) or


  (ii), and (II) who is found to have committed a violation described in the


  other of such clauses or uses a commercial motor vehicle in the commission


  of a felony.


  (B) Special rule.--The Secretary may issue regulations which establish


  guidelines (including conditions) under which a disqualification for life under


  subparagraph (A) may be reduced to a period of not less than 10 years.


  (b) Controlled Substance Felonies.--The Secretary shall disqualify from


  operating a commercial motor vehicle for life each person who uses a


  commercial motor vehicle in the commission of a felony involving


  manufacturing, distributing, or dispensing a controlled substance, or


  possession with intent to manufacture, distribute, or dispense a controlled


  substance.


  (c) Serious Traffic Violations.--


  (1) Second violation.--The Secretary shall disqualify from operating a


  commercial motor vehicle for a period of not less than 60 days each person


  who, in a 3-year period, is found to have committed 2 serious traffic


  violations involving a commercial motor vehicle operated by such person.


  (2) Third violation.--The Secretary shall disqualify from operating a


  commercial motor vehicle for a period of not less than 120 days each person


  who, in a 3-year period, is found to have committed 3 serious traffic


  violations involving a commercial motor vehicle operated by such person.


  (d) Enforcement of Drinking and Driving Regulations.--


  (1) Out of service.--Not later than 1 year after the date of enactment of this


  title, the Secretary, for purposes of enforcing section 392.5 of the Code of


  Federal Regulations, shall issue regulations which establish and enforce an


  out of service period of 24 hours for any person who violates such section.


  (2) Violations of out-of-service orders.--No person shall violate an out-ofservice


  order issued under paragraph (1) of this subsection.


  (3) Reporting requirements.--Not later than 1 year after the date of the


  enactment of this title, the Secretary shall issue regulations establishing and


  enforcing requirements for reporting of out-of-service


  orders issued pursuant to regulations issued under paragraph (1).


  Regulations issued under this paragraph shall, at a minimum, require an


  operator of a commercial motor vehicle who is issued such an order to


  report such issuance to his or her employer and to the State which issued


  such operator his or her driver's license.


  (e) Limitation on Applicability.--


  (1) General rule.--Notwithstanding any requirement of subsections (a), (b),


  and (c) of this section, the Secretary does not have to disqualify from


  operating a commercial motor vehicle any person who has been disqualified


  from operating a commercial motor vehicle in accordance with such


  requirement by the State which issued the driver's license which authorized


  such person to operate such vehicle.


  (2) Satisfaction of state disqualification.--For purposes of paragraph (1),


  suspension, revocation, or cancellation of a driver's license which authorizes


  a person to operate a commercial motor vehicle by a State shall be treated as


  disqualification of such person from operating such vehicle.


  (f) Blood Alcohol Concentration Level.--


  (1) Study.--


  (A) National academy of sciences.--Not later than 30 days after the date of


  the enactment of this title, the Secretary shall undertake to enter into


  appropriate arrangements with the National Academy of Sciences to


  conduct a study of the appropriateness of reducing the blood alcohol


  concentration level at or above which a person when operating a commercial


  motor vehicle is deemed to be driving while under the influence of alcohol


  from 0.10 to 0.04 percent.


  (B) Report.--In entering into any arrangements with the National Academy


  of Sciences for conducting the study under this subsection, the Secretary


  shall request the National Academy of Sciences to submit, not later than 1


  year after the date of the enactment of this title, to the Secretary a report on


  the results of such study.


  (2) Rulemaking.--Not later than 1 year after the date of the enactment of this


  title, the Secretary shall commence a rulemaking to determine whether or


  not, for purposes of this section and section 12009 of this Act, the blood


  alcohol concentration level at or above which a person when operating a


  commercial motor vehicle is deemed to be driving while under the influence


  of alcohol should be reduced from 0.10 to 0.04 percent (or some other


  percentage less than 0.10).


  (3) Issuance of rule.--Not later than 2 years after the date of the enactment


  of this title, the Secretary shall issue a rule which establishes, for purposes of


  this section and section 12009 of this Act, the blood alcohol concentration


  level at or above which a person when operating a commercial motor vehicle


  shall be deemed to be driving while under the influence of alcohol at 0.10


  percent or such lesser percentage as the Secretary determines appropriate.


  (4) Failure of the secretary to issue rule.--If the Secretary does not issue a


  rule described in paragraph (3) in the 2-year period beginning on the date of


  the enactment of this title, for purposes of this section and section 12009 of


  this Act, the blood alcohol concentration level at or above which a person


  operating a commercial motor vehicle shall be deemed to be driving while


  under the influence of alcohol shall be 0.04 percent.


  



  SEC. 12009. REQUIREMENTS FOR STATE PARTICIPATION.


  (a) In General.--In order not to have funds withheld under section 12011


  from apportionment, each State shall comply with the following


  requirements:


  (1) Testing program.--The State shall adopt and administer a program for


  testing and ensuring the fitness of persons to operate commercial motor


  vehicles in accordance with all of the minimum Federal standards


  established by the Secretary under section 12005(a).


  (2) Test standards.--The State shall not issue a commercial driver's license to


  a person unless such person passes a written and driving test for the


  operation of a commercial motor vehicle which complies with such minimum


  standards.


  (3) Driving while under the influence--The State shall have in effect and


  enforce a law which provides that any person with a blood alcohol


  concentration level at or above the level established by or under section


  12008(f) when operating a commercial motor vehicle is deemed to be


  driving while under the influence of alcohol.


  (4) CDL issuance and information.--The State shall authorize a person to


  operate a commercial motor vehicle only by issuance of a commercial


  driver's license which contains the information described in section


  12006(a)(3).


  (5) Advance notification of licensing.--At least 60 days before issuance of a


  commercial driver's license or such shorter period as the Secretary may


  establish by regulation, the State shall notify the Secretary or the operator of


  the information system under section 12007, as the case may be, of the


  proposed issuance of such license and such other information as the


  Secretary may require to ensure identification of the person applying for


  such license.


  (6) Information request.--Before issuance of a commercial driver's license to


  a person, the State shall request from any other State which has issued a


  commercial driver's license to such person all information pertaining to the


  driving record of such person.


  (7) Notification of licensing.--Within 30 days after issuance of a commercial


  driver's license, the State shall notify the Secretary or the operator of the


  information system under section 12007, as the case may


  be, of the issuance.


  (8) Notification of disqualifications.--Within 10 days after disqualification of


  the holder of a commercial driver's license from operating a commercial


  motor vehicle (or after suspension, revocation, or cancellation of such


  license) for a period of 60 days or more, the State shall notify--


  (A) the Secretary or the operator of the information system under section


  12007, as the case may be, and


  (B) the State which issued the license, of such disqualification, suspension,


  revocation, or cancellation.


  (9) Notification of traffic violations.--Within 10 days after a person who


  operates a commercial motor vehicle, who has a driver's license issued by


  any other State, and who violates a State or local law relating to motor


  vehicle traffic control (other than a parking violation) in the State, shall


  notify a State official designated by the State which issued such license of


  such violation, within 10 days after the date such person is found to have


  committed such violation.


  (10) Limitation on licensing.--The State shall not issue a commercial driver's


  license to a person during a period in which such person is disqualified from


  operating a commercial motor vehicle or the driver's


  license of such person is suspended, revoked, or canceled.


  (11) Return of old licenses.--The State shall not issue a commercial driver's


  license to a person who has a commercial driver's license issued by any other


  State unless such person first returns the driver's license issued by such other


  State.


  (12) Domicile requirement.--The State shall issue commercial drivers'


  licenses only to those persons who operate or will operate commercial


  motor vehicles and are domiciled in the State; except that the State, in


  accordance with such regulations as the Secretary shall issue, may issue a


  commercial driver's license to a person who operates or will operate a


  commercial motor vehicle and who is not domiciled in a State which does


  issue commercial drivers' licenses.


  (13) Penalty approval.--The State shall impose such penalties as the State


  determines appropriate and the Secretary approves for operating a


  commercial motor vehicle while not having a commercial driver's license,


  while having a driver's license suspended, revoked, or canceled, or while


  being disqualified from operating a commercial motor vehicle.


  (14) Reciprocity.--The States shall allow any person--


  (A) who has a commercial driver's license--


  (i) which is issued by any other State in accordance with the minimum


  Federal standards for the issuance of such licenses, and


  (ii) which is not suspended, revoked, or cancelled; and


  (B) who is not disqualified from operating a commercial motor


  vehicle;


  to operate a commercial motor vehicle in the State.


  (15) First offenses.--The State shall disqualify from operating a


  commercial motor vehicle for a period of not less than 1 year each


  person--


  (A) who is found to have committed a first violation--


  (i) of driving a commercial motor vehicle while under the


  influence of alcohol or a controlled substance, or


  (ii) of leaving the scene of an accident involving a commercial


  motor vehicle operated by such person; or


  (B) who uses a commercial motor vehicle in the commission of a


  felony (other than a felony described in paragraph (17));


  except that if the vehicle being operated or used in connection with such


  violation or the commission of such felony is transporting a hazardous


  material required by the Secretary to be placarded under section 105 of


  the Hazardous Materials Transportation Act (49 U.S.C. App. 1804), the


  State shall disqualify such person from operating a commercial motor


  vehicle for a period of not less than 3 years.


  (16) Second offenses.--


  (A) General rule.--Subject to subparagraph (B), the State shall


  disqualify from operating a commercial motor vehicle for life each


  person--


  (i) who is found to have committed more than one violation of


  driving a commercial motor vehicle while under the influence of


  alcohol or a controlled substance;


  (ii) who is found to have committed more than one violation of


  leaving the scene of an accident involving a commercial motor


  vehicle operated by such person;


  (iii) who uses a commercial motor vehicle in the commission of


  more than one felony arising out of different criminal episodes; or


  (iv)(I) who is found to have committed a violation described in


  clause (i) or (ii), and


  (II) who is found to have committed a violation described in the


  other of such clauses or uses a commercial motor vehicle in the


  commission of a felony.


  (B) Special rule.--The State, in accordance with such guidelines


  (including conditions) as the Secretary may establish by regulation,


  may reduce a disqualification for life in accordance with subparagraph


  (A) to a period of not less than 10 years.


  (17) Drug offenses.--The State shall disqualify from operating a


  commercial motor vehicle for life each person who uses a commercial


  motor


  vehicle in the commission of a felony involving manufacturing,


  distributing, or dispensing a controlled substance, or possession with


  intent to manufacture, distribute, or dispense a controlled substance.


  (18) Second serious traffic violation.--The State shall disqualify from


  operating a commercial motor vehicle for a period of not less than 60


  days


  each person who, in a 3-year period, is found to have committed 2 serious


  traffic violations involving a commercial motor vehicle operated by such


  person.


  (19) Third serious traffic violation.--The State shall disqualify from


  operating a commercial motor vehicle for a period of not less than 120


  days each person who, in a 3-year period, is found to have committed 3


  serious traffic violations involving a commercial motor vehicle operated


  by such person.


  (20) National driver register information.--Before issuing a commercial


  driver's license to operate a commercial motor vehicle to any person, the


  State shall request the Secretary for information from the National Driver


  Register established pursuant to the National Driver Register Act of 1982


  (23 U.S.C. 401 note) (after such Register is determined by the Secretary


  to be operational)--


  (A) on whether such person has been disqualified from operating a


  motor vehicle (other than a commercial motor vehicle);


  (B) on whether such person has had a license (other than a license


  authorizing such person to operate a commercial motor vehicle)


  suspended, revoked, or cancelled for cause in the 3-year period ending


  on the date of application for such commercial driver's license; and


  (C) on whether such person has been convicted of any of the offenses


  specified in section 205(a)(3) of such Act.


  The State shall give full weight and consideration to such information in


  deciding whether to issue a commercial driver's license to such person.


  (21) Out of service regulations.--The State shall adopt and enforce any


  regulations issued by the Secretary under section 12008(d)(1).


  (b) Satisfaction of State Disqualification Requirement.--A State may satisfy


  the requirements of subsection (a) that the State disqualify a person who


  operates a commercial motor vehicle if the State suspends, revokes, or


  cancels


  the driver's license issued to such person in accordance with the


  requirements


  of such subsection.


  (c) Notification.--Not later than 30 days after being notified by a State of


  the proposed issuance of a commercial driver's license to any person, the


  Secretary or the operator of the information system under section 12007, as


  the case may be, shall notify such State of whether or not such person has a


  commercial driver's license issued by any other State or has been disqualified


  from operating a commercial motor vehicle by any other State or the


  Secretary.


  



  SEC. 12010. GRANT PROGRAM.


  (a) Establishment.--The Secretary may make a grant to a State in a fiscal


  year if the State enters into an agreement with the Secretary to participate


  in such fiscal year in the commercial driver's license program established by


  this title and the information system required by this title and to comply


  with the requirements of section 12009.


  (b) Minimum amount of grant.--The Secretary shall determine the amount


  of


  grants in a fiscal year to be made under this section to a State eligible to


  receive such grants in the fiscal year; except that--


  (1) such State shall not be granted less than $100,000 under this


  section in the fiscal year; and


  (2) to the extent that any States are granted more than $100,000 per


  State in the fiscal year under this section, the Secretary shall ensure


  that such States are treated equitably.


  (c) Limitation on Use of Funds.--A State receiving a grant under this


  section may only use the funds provided under such grant for issuing


  commercial driver's licenses and complying with the requirements of section


  12009.


  (d) Contract Authority.--Notwithstanding any other provision of law,


  approval by the Secretary of a grant to a State under this section shall be


  deemed to be a contractual obligation of the United States for payment of


  the


  amount of the grant.


  (e) Period of Availability.--Funds made available to carry out this section


  shall remain available for obligation by the State for the fiscal year for


  which such funds are made available. Any of such funds not obligated before


  the last day of such period shall no longer be available to such State and


  shall be available to the Secretary for carrying out the purposes of this


  title. Funds made available pursuant to this section shall remain available


  until expended.


  (f) Funding.--There shall be available to the Secretary to carry out this


  section $5,000,000 from funds made available to carry out section 404 of


  the


  Surface Transportation Assistance Act of 1982 for each of fiscal years 1989,


  1990, and 1991.


  



  SEC. 12011. WITHHOLDING OF HIGHWAY FUNDS FOR STATE NONCOMPLIANCE.


  (a) First Year.--The Secretary shall withhold 5 percent of the amount


  required to be apportioned to any State under each of sections 104(b)(1),


  104(b)(2), 104(b)(5), and 104(b)(6) of title 23, United States Code, on the


  first day of the fiscal year succeeding the first fiscal year beginning after


  September 30, 1992, throughout which the State does not substantially


  comply


  with any requirement of section 12009(a) of this Act.


  (b) After the First Year.--The Secretary shall withhold 10 percent of the


  amount required to be apportioned to any State under each of sections


  104(b)(1), 104(b)(2), 104(b)(5), and 104(b)(6) of such title on the first day


  of each fiscal year after the second fiscal year beginning after September 30,


  1992, throughout which the State does not substantially comply with any


  requirement of section 12009(a) of this Act.


  (c) Period of Availability; Effect of Compliance and Noncompliance.--


  (1) Funds withheld on or before september 30, 1995.--


  (A) Period of availability.--Any funds withheld under this section


  from apportionment to any State on or before September 30, 1995,


  shall


  remain available for apportionment to such State as follows:


  (i) If such funds would have been apportioned under section


  104(b)(5)(B) of such title but for this section, such funds shall


  remain available until the end of the second fiscal year following


  the fiscal year for which such funds are authorized to be


  appropriated.


  (ii) If such funds would have been apportioned under section


  104(b)(1), 104(b)(2), or 104(b)(6) of such title but for this


  section, such funds shall remain available until the end of the


  third fiscal year following the fiscal year for which such funds


  are authorized to be appropriated.


  (B) Funds withheld after september 30, 1965.--No funds withheld


  under this subsection from apportionment to any State after September


  30, 1995, shall be available for apportionment to such State.


  (2) Apportionment of withheld funds after compliance.--If, before the


  last day of the period for which funds withheld under this section from


  apportionment are to remain available for apportionment to a State under


  paragraph (1), the State substantially complies with all of the


  requirements of section 12009(a) of this Act for a period of 365 days, the


  Secretary shall on the day following the last day of such period apportion


  to such State the withheld funds remaining available for apportionment to


  such State.


  (3) Period of availability of subsequently apportioned funds.--Any funds


  apportioned pursuant to paragraph (2) shall remain available for


  expenditure until the end of the third fiscal year succeeding the fiscal


  year in which such funds are apportioned. Sums not obligated at the end


  of


  such period shall lapse or, in the case of funds apportioned under section


  104(b)(5) of such title, shall lapse and be made available by the


  Secretary for projects in accordance with section 118(b) of such title.


  (4) Effect of noncompliance.--If, at the end of the period for which


  funds withheld under this section from apportionment are available for


  apportionment to a State under paragraph (1), the State has not


  substantially complied with all of the requirements of section 12009(a) of


  this Act for a 365-day period, such funds shall lapse or, in the case of


  funds withheld from apportionment under section 104(b)(5) of such title,


  such funds shall lapse and be made available by the Secretary for projects


  in accordance with section 118(b) of such title.


  



  SEC. 12012. PENALTIES.


  (a) Notice of Violation.--Paragraph (1) of section 521(b) of title 49,


  United States Code, is amended by inserting "or section 12002, 12003,


  12004,


  12005(b), or 12008(d)(2) of the Commercial Motor Vehicle Safety Act of


  1986"


  after "the Motor Carrier Safety Act of 1984" and by striking out "section"


  the


  second place it appears and inserting in lieu thereof "sections".


  (b) Civil Penalties.--Paragraph (2) of such section is amended, by inserting


  "(A) In general.--" before "Except as", by inserting "(other than


  subparagraph


  (B))" before ", except for recordkeeping violations", and by striking out the


  last two sentences and inserting in lieu thereof the following:


  "(B) Violations pertaining to cdls.--Any person who is determined by the


  Secretary, after notice and opportunity for a hearing, to have committed


  an act which is a violation of section 12002, 12003, 12004, 12005(b), or


  12008(d)(2) of the Commercial Motor Vehicle Safety Act of 1986 shall


  be


  liable to the United States for a civil penalty not to exceed $2,500 for


  each offense.


  "(C) Determination of amount.--The amount of any civil penalty, and a


  reasonable time for abatement of the violation, shall by written order be


  determined by the Secretary, taking into account the nature,


  circumstances, extent, and gravity of the violation committed and, with


  respect to the violator, the degree of culpability, history of prior


  offenses, ability to pay, effect on ability to continue to do business,


  and such other matters as justice and public safety may require. In each


  case, the assessment shall be calculated to induce further compliance.".


  (c) Posting of Notice.--Paragraph (3) of such section is amended by


  inserting "or section 12002, 12003, 12004, or 12005(b) of the Commercial


  Motor


  Vehicle Safety Act of 1986" after "the Motor Carrier Safety Act of 1984".


  (d) Out of Service Orders.--Paragraph (5)(A) of such section is amended


  by


  inserting "or section 12002, 12003, 12004, or 12005(b) of the Commercial


  Motor


  Vehicle Safety Act of 1986" after "the Motor Carrier Safety Act of 1984"


  and


  by striking out "section" the second place it appears and inserting in lieu


  thereof "sections".


  (e) Criminal Penalties.--Paragraph (6) of such section is amended by


  inserting "(A) In general.--" before "Any person" and by adding at the end


  thereof the following:


  "(B) Violations pertaining to cdls.--Any person who knowingly and


  willfully violates--


  "(i) any provision of section 12002, 12003(b), 12003(c), 12004,


  12005(b), or 12008(d)(2) of the Commercial Motor Vehicle Safety Act


  of


  1986 or a regulation issued under such section, or


  "(ii) with respect to notification of a serious traffic violation as


  defined under section 12019 of such Act, any provision of section


  12003(a) of such Act or a regulation issued under such section


  12003(a),


  shall, upon conviction, be subject for each offense to a fine not to


  exceed $5,000 or imprisonment for a term not to exceed 90 days, or


  both.".


  (f) Conforming Amendments.--(1) Paragraph (2) of such section is


  amended by


  inserting "Civil Penalty.--" after "(2)", by indenting subparagraph (A), as


  designated by subsection (b) of this section, and aligning such subparagraph


  with subparagraph (B), as added by such subsection (b).


  (2) Paragraph (6) of such section is amended by inserting "Criminal


  Penalties.--" after "(6)" and by indenting subparagraph (A), as designated by


  subsection (e) of this section, and aligning such subparagraph with


  subparagraph (B), as added by such subsection (e).


  (g) Technical Amendments.--(1) Paragraph (6) of such section is further


  amended by striking out "for a fine" and inserting in lieu thereof "to a fine".


  (2) Paragraph (13) of such section is amended by striking out "section 4"


  and inserting in lieu thereof "section 204".


  



  SEC. 12013. WAIVER AUTHORITY.


  Notwithstanding any other provision of this title, after notice and an


  opportunity for comment, the Secretary may waive, in whole or in part,


  application of any provision of this title or any regulation issued under this


  title with respect to class of persons or class of commercial motor vehicles


  if the Secretary determines that such waiver is not contrary to the public


  interest and does not diminish the safe operation of commercial motor


  vehicles. Any waiver under this section shall be published in the Federal


  Register, together with reasons for such waiver.


  SEC. 12014. COMMERCIAL MOTOR VEHICLE SAFETY GRANTS.


  Section 404 of the Surface Transportation Assistance Act of 1982 (49


  U.S.C.


  2304) is amended to read as follows:


  



  "Authorizations


  "Sec. 404. (a)(1) To carry out the purposes of section 402 of this title,


  there is authorized to be appropriated out of the Highway Trust Fund (other


  than the Mass Transit Account) $10,000,000 for fiscal year 1984,


  $20,000,000


  for fiscal year 1985, and $30,000,000 for fiscal year 1986.


  "(2) Subject to section 9503(c)(1) of the Internal Revenue Code of 1986,


  there shall be available to the Secretary to incur obligations to carry out


  section 402 of this title, out of the Highway Trust Fund (other than the Mass


  Transit Account), $50,000,000 per fiscal year for each of fiscal years 1987


  and 1988 and $60,000,000 per fiscal year for each of fiscal years 1989,


  1990,


  and 1991.


  "(b) Funds authorized to be appropriated, and funds made available, by this


  section shall be used to reimburse States pro rata for the Federal share of


  the costs incurred.


  "(c) Grants made pursuant to the authority of this part shall be for periods


  not to exceed one year.


  "(d) Notwithstanding any other provision of law, beginning after


  September


  30, 1986, approval by the Secretary of a grant to a State under section 402


  shall be deemed a contractual obligation of the United States for payment of


  the Federal share of the costs incurred by such State in development or


  implementation or both of programs to enforce commercial motor vehicle


  rules,


  regulations, standards, and orders.


  "(e) Funds authorized to be appropriated, and funds made available, to


  carry


  out this section shall remain available for obligation by the Secretary for


  the fiscal year for which such funds are authorized or made available, as the


  case may be, and the three succeeding fiscal years.


  "(f) On October 1 of each fiscal year beginning after September 30, 1986,


  the Secretary may deduct, from funds made available for such fiscal year by


  subsection (a)(2), an amount not to exceed one-half of one percent of the


  amount of such funds for administering section 402 of this title in such


  fiscal year.".


  



  SEC. 12015. TRUCK BRAKE REGULATIONS.


  Not later than the 90th day after the date of the enactment of this title,


  the Secretary shall revise the regulations of the Administrator of the Federal


  Highway Administration contained in section 393.42(c) of title 49 of the


  Code


  of Federal Regulations to require trucks and truck tractors manufactured


  after


  July 24, 1980, to have brakes operating on all wheels. The Secretary may


  provide for a delayed effective date (not exceeding 1 year) for trucks and


  truck tractors manufactured after July 24, 1980, and before such date of


  enactment.


  



  SEC. 12016. RADAR DEMONSTRATION PROJECT.


  (a) Project Description.--Notwithstanding any other provision of law, the


  Secretary, in cooperation with State and local law enforcement officials,


  shall conduct a demonstration project to assess the benefits of continuous


  use


  of unmanned radar equipment on highway safety on a section of highway


  with a


  high rate of motor vehicle accidents. Such project shall be conducted in


  northern Kentucky on a hilly section of Interstate Route I-75 between Fort


  Mitchell and the Brent Spence Bridge over the Ohio River during the 24-


  month


  period beginning on the date of the enactment of this title.


  (b) Reports.--


  (1) Interim report.--Not later than 18 months after the date of the


  enactment of this title, the Secretary shall transmit to Congress an


  interim report on the results of the demonstration project conducted


  under


  subsection (a), together with any recommendations on whether or not to


  extend the duration of such demonstration project and whether or not to


  expand the scope of such project.


  (2) Final report.--Not later than 60 days after completion of the


  demonstration project conducted under subsection (a), the Secretary shall


  transmit to Congress a final report on the results of such project,


  together with any such recommendations.


  



  SEC. 12017. LIMITATION ON STATUTORY CONSTRUCTION.


  Nothing in this title shall be construed to diminish, limit, or otherwise


  affect the authority of the Secretary to regulate commercial motor vehicle


  safety involving motor vehicles with a gross vehicle weight rating of less


  than 26,001 pounds or such lesser gross vehicle weight rating as determined


  appropriate by the Secretary under section 12019(6)(A) of this Act.


  



  SEC. 12018. REGULATIONS.


  (a) Authority To Issue.--The Secretary may issue such regulations as may


  be


  necessary to carry out this title.


  (b) Compliance With Title 5.--All regulations under this title shall be


  issued in accordance with section 553 of title 5, United States Code


  (without


  regard to sections 556 and 557 of such title).


  



  SEC. 12019. DEFINITIONS.


  For purposes of this title--


  (1) Alcohol.--The term "alcohol" has the meaning the term alcoholic


  beverage has under section 158(c) of title 23, United States Code.


  (2) Driver's license.--The term "driver's license" means a license


  issued by a State to an individual which authorizes the individual to


  operate a motor vehicle on highways.


  (3) Commerce.--The term "commerce" means--


  (A) trade, traffic, and transportation within the jurisdiction of


  the United States between a place in a State and a place outside of


  such State (including a place outside the United States); and


  (B) trade, traffic, and transportation in the United States which


  affects any trade, traffic, and transportation described in


  subparagraph (A).


  (4) Commercial driver's license.--The term "commercial driver's license"


  means a license issued by a State to an individual which authorizes the


  individual to operate a class of commercial motor vehicle.


  (5) Motor vehicle.--The term "motor vehicle" means a vehicle, machine,


  tractor, trailer, or semitrailer propelled or drawn by mechanical power


  used and on highways, except that such term does not include a vehicle,


  machine, tractor, trailer, semitrailer operated exclusively on a rail.


  (6) Commercial motor vehicle.--The term "commercial motor vehicle"


  means


  a motor vehicle used in commerce to transport passengers or property--


  (A) if the vehicle has a gross vehicle weight rating of 26,001 or


  more pounds or such a lesser gross vehicle weight rating as the


  Secretary determines appropriate by regulation but not less than a


  gross vehicle weight rating of 10,001 pounds;


  (B) if the vehicle is designed to transport more than 15 passengers,


  including the driver; or


  (C) if such vehicle is used in the transportation of materials found


  by the Secretary to be hazardous for the purposes of the Hazardous


  Materials Transportation Act.


  A motor vehicle which is used in the transportation of hazardous


  materials


  and which has a gross vehicle weight rating of less than 26,001 pounds


  (or


  such gross vehicle weight rating as determined appropriate by the


  Secretary under subparagraph (A)) shall not be included as a commercial


  motor vehicle pursuant to subparagraph (C) if such hazardous material is


  listed as hazardous pursuant to section 306(a) of the Comprehensive


  Environmental Response, Compensation, and Liability Act of 1980 (42


  U.S.C.


  9656(a)) and is not otherwise regulated by the Department of


  Transportation or if such hazardous material is a consumer commodity or


  limited quantity hazardous material as defined under section 171.8 of


  title 49 of the Code of Federal Regulations. The Secretary may waive the


  application of the preceding sentence to any motor vehicle or class of


  motor vehicles if the Secretary determines that such waiver is in the


  interest of safety.


  (7) Controlled substance.--The term "controlled substance" has the


  meaning such term has under section 102 of the Controlled Substances


  Act


  (21 U.S.C. 802).


  (8) Employee.--The term "employee" means an operator of a


  commercial


  motor vehicle (including an independent contractor while in the course of


  operating a commercial motor vehicle) who is employed by an employer.


  (9) Employer.--The term "employer" means any person (including the


  United States, a State, or a political subdivision of a State) who owns or


  leases a commercial motor vehicle or assigns employees to operate such a


  vehicle.


  (10) Felony.--The term "felony" means an offense under State or Federal


  law that is punishable by death or imprisonment for a term exceeding 1


  year.


  (11) Hazardous material.--The term "hazardous material" has the


  meaning


  such term has under section 103 of the Hazardous Materials


  Transportation


  Act.


  (12) Serious traffic violation.--The term "serious traffic violation"


  means--


  (A) excessive speeding, as defined by the Secretary by regulation;


  (B) reckless driving, as defined under State or local law;


  (C) a violation of a State or local law relating to motor vehicle


  traffic control (other than a parking violation) arising in connection


  with a fatal traffic accident; and


  (D) any other similar violation of a State or local law relating to


  motor vehicle traffic control (other than a parking violation) which


  the Secretary determines by regulation is serious.


  (13) Secretary.--The term "Secretary" means the Secretary of


  Transportation.


  (14) State.--The term "State" means a State of the United States and the


  District of Columbia.


  (15) United states.--The term "United States" means the 50 States and


  the District of Columbia.
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    Chapter Title: Employment


    Policy Title: Telework (0513)


    Policy Number: 0513


    Effective Date: September 1, 2014


    Prior Effective Date: July 1, 2008


    



    POLICY STATEMENT


    


    The department will allow employees to telework, with the approval of the district engineer or division leader/state engineer.


    

  


  



  


  DEFINITION


  


  Telework: A work arrangement that allows an employee to perform duties and responsibilities of his/her position from an approved alternate worksite other than the location from which the employee would otherwise work.


  


  


  PROVISIONS/REQUIREMENTS


  


  1.The determination on whether to allow an employee to telework shall be based on the time and cost effectiveness for the department. Jobs acceptable for telework are those that can be performed at an alternate site without diminishing the quality of work, productivity, or level of service. The “Telework Worksite Safety Checklist” and “Telework Agreement” forms are to be completed by the employee and approved by the employee’s supervisor prior to a telework arrangement being established. Supervisors should retain the original forms and provide one copy to the local Human Resources office and one copy to Central Office Human Resources, Employment Section.


  


  2. Telework does not modify the applicability of benefits, personnel policies, responsibilities, or any other terms and conditions of employment.


  


  3. Telework may be implemented on a temporary or permanent basis.


  


  4. The employee shall remain accessible during designated work hours. All in-person customer interactions are to be conducted at a department facility. Employees will still be required to attend staff meetings and/or other meetings as determined by the supervisor. Management retains the right to modify the arrangement at any time.


  


  5. The department may provide tools and supplies necessary for the employee to perform the appropriate job function. The department will not pay for additional phone lines (installation or monthly fees) or for Internet access in employees’ residences or other locations not on department property. The department will not reimburse charges for phone calls made on personal, residence, and/or cell phones as a result of a telework arrangement. Employees are required to take precautions at the telework site to ensure the security of data and other confidential information, as well as equipment or other department-provided supplies.


  


  6. The employee is to use department-owned records and materials for purposes of department business only, and to protect them against unauthorized or accidental access, use, modification, duplication, destruction, or disclosure. A telework employee must immediately report to their supervisor instances of loss, damage, or unauthorized access.


  


  7. Supervisors will be responsible for monitoring the effectiveness of telework employees’ performance based on established performance measurements. The department can halt the telework arrangement when it is determined telework is no longer time or cost effective, or the employee is not meeting the established performance measurements for the job function.


  


  8. Employees are expected to maintain the same standards of health and safety at their telework location as they have at their assigned district/division/office.


  


  9. The department’s workers’ compensation program provides coverage for injuries or illnesses incurred in the course and scope of employment. Injured telework employees must notify their supervisor immediately and complete all required documents. Please refer to Personnel Policy 0507, “Workers’ Compensation.” If a workers’ compensation claim is filed for an incident occurring in a residence, employees must make the site of the incident available for investigation.


  


  10. Employees who telework from their residence remain solely liable for injuries to members of their family or any other third party, or any damages to real or personal property that occur on the employees’ premises.


  


  11. Employees may experience changes to personal tax liabilities or insurance. Compliance with tax and insurance laws are the responsibility of the employee. Employees are encouraged to consult with their personal tax and/or legal advisors.


  


  12. Employees are required to take precautions at the telework location to ensure the security of data and confidential information, as well as equipment or other department-provided supplies.


  


  


  CROSS REFERENCE


  


  Personnel Policy 0507, “Workers’ Compensation”



  


  


  FORMS


  


  Telework Worksite Safety Checklist



  Telework Agreement




  Telework Worksite Safety Checklist


  Human Resources Division


  September 2014


  



  Name: _________________________________


  Title: __________________________________


  Supervisor: _____________________________


  Date: __________________________________


  District/Division/Office: ___________________


  Current Work Location: ___________________



  



  The following checklist is designed to assess the overall safety of the telework location. The employee should read and complete the Telework Worksite Safety Checklist. Upon completion, the checklist should be signed and dated by the employee.


  



  The telework worksite is: __________________________________________


  (Description/physical address, such as “employee’s residence.”)


  



  Describe the designated work area: _________________________________


  _______________________________________________________________



  



  To the best of one’s knowledge:


  
    
      Location/Worksite:
    


    
      
        	Workspace is away from noise, distractions, and is devoted to your work needs


        	Workspace accommodates workstation, equipment, and related materials



        	Workspace is free of asbestos-containing materials


        	If asbestos-containing material is present, it is undamaged and in good condition


        	Workspace is free of indoor air quality problems


        	There is adequate ventilation for the desired occupancy


        	Workspace is free of continuous exposure to noise in excess of 85 decibels (louder than busy city traffic)


        	All stairs with four or more steps are equipped with handrails


        	Aisles, doorways, and corners are free of obstructions to permit visibility and movement


        	File cabinets and storage closets are arranged so drawers and doors do not open into walkways


        	Chairs are free of any loose wheels


        	The rungs and legs of chairs are sturdy


        	Workspace is neat, clean, and free of excessive amounts of combustibles


        	Floor surfaces are clean, dry, and carpets well-secured and free of worn or frayed seams


        	Workspace is arranged in such a way that you are comfortable and can maintain safe and healthy postures (lower back support, feet can be flat on the floor, appropriate keyboard/monitor height to minimize straining, etc.)

      


      
        
          Electrical:
        


        
          
            	All circuit breakers and/or fuses in the electrical panel are labeled as to intended service


            	All electrical equipment are free of recognized hazards that would cause physical harm (frayed wires, bare conductors, loose wires, flexible wires running through walls, exposed wires fixed to the ceiling)


            	Sufficient electrical outlets are accessible (do not overload outlets; make sure they can handle the load)


            	The building’s electrical system permits the grounding of the electrical equipment


            	Phone lines, electrical cords, and extension wires are secured under a desk or alongside a baseboard


          

        


        
          Fire/Severe Weather Safety:
        


        
          
            	There is a working smoke detector in the workspace


            	A multi-purpose fire extinguisher is readily available


            	You have an evacuation plan in the case of a fire


            	I have a safe location accessible from the workspace in the event of severe weather


          

        

      

    


    
      
        My signature below indicated that this safety checklist of the proposed telework worksite is true and accurate to the best of my knowledge. I further understand that any intentional inaccuracies found in this checklist may be grounds for disciplinary action.
      


      
        

      


      
        ________________________________         __________________
      


      
        Employee Signature   Date
      


      
        

      


      
        

      


      
        

      


      
        The supervisor should retain this original checklist and provide one copy to the local Human Resources office and one copy to Central Office Human Resources, Employment Section.
      

    

  


  

  Telework Agreement


  Human Resources Division


  June 2015


  



  Name:


  Title:


  Supervisor:


  Date:


  District/Division/Office:


  Current Work Location:


  This agreement specifies the conditions applicable to an arrangement for performing work at a telework worksite on an occasional, short-term, or long-term basis. This agreement may end at any time if it is determined it is no longer time or cost effective, or the employee is not meeting the established performance measurements for the job function.


  Please read Personnel Policy 0513, “Telework” and complete the Telework Worksite Safety Checklist before completing this agreement.


  The following is to be completed as agreed upon by MoDOT and the employee:


  1. Worksite/Schedule


  a. Normal work location ____________________________________________________________


  (Specify employee’s assigned central work location)


  b. Days and hours when the employee will normally work at this location ____________________________________________________________


  c. The telework worksite ____________________________________________________________


  (Specify employee’s assigned alternate work location)


  d. Days and hours when the employee will normally work at this location ____________________________________________________________


  e. Telework start and end date _____________      _______________


   (Start date)    (End date)


  f. Changes to the work schedule, including additional hours involving overtime at any worksite, must be approved in advance by the supervisor. Annual leave, sick leave, and overtime shall be requested and approved by the supervisor using the following manner: __________________________________________________________


  __________________________________________________________


  2. Technology/Equipment


  Regarding space and equipment purchase, set-up, maintenance, and required data security procedures, the following is agreed upon:


  


  ___________________________________________________________


  ___________________________________________________________


  


  *Department equipment is the property of MoDOT and all equipment in the employee’s possession must be returned immediately if employment should end for any reason.


  3. Accessibility/Communication


  Recognizing that effective communication is essential for this arrangement to be successful, the following methods and times of communicating are agreed upon (including frequency, expectations of such, and who is to be contacted as backup):


  


  ____________________________________________________________


  ____________________________________________________________


  4. District/Division/Office Specific Provisions (if applicable)


  


  ____________________________________________________________


  _____________________________________________________________


  



  I hereby affirm by my signature that I have read/completed the Telework Policy, Telework Worksite Safety Checklist, and Telework Agreement and understand and agree to all of its provisions.


  __________________________  __________________________  _____________ (Employee Signature)   (Printed Name)     (Date)


  __________________________  __________________________  _____________ (Supervisor Signature)   (Printed Name)                (Date)


  __________________________  __________________________  _____________ (District Engineer/Division Leader/   (Printed Name)     (Date)


  


  State Engineer or designee’s Signature)


  



  


  Supervisor should retain this original agreement and provide one copy, along with the Telework Worksite Safety Checklist, to their local Human Resources office and one copy to Central Office Human Resources, Employment Section.


  
    
      

    

  


  

  
    Chapter Title: Employment


    Policy Title: Employment of Retirees (0514)


    Policy Number: 0514


    Effective Date: August 28, 2007


    Prior Effective Date: January 1, 2007


    



    POLICY STATEMENT


    


    Districts/divisions/offices are authorized to hire retirees who are receiving annuity and other retirement benefits from either the Missouri Department of Transportation and Highway Patrol Employees’ Retirement System (MPERS) or the Missouri State Employees’ Retirement System (MOSERS) under provisions described in this policy.To ensure retirees and the department do not violate state or federal laws while retirees are working for the department, the provisions stated in this policy must be followed.


    

  


  



  
    


    PROVISIONS/REQUIREMENTS


    


    1.Districts/divisions/offices may hire MPERS and MOSERS retirees as either temporary part-time employees or as consultants/contractors. In most cases, employment as temporary part-time employees will be the appropriate choice, especially if these employees will primarily be performing the same or similar duties as they performed prior to retirement.


    


    2.For retirees who are being considered to provide some type of consulting or contractual services, the work they perform needs to be of a “project” nature with a defined scope and limited duration. Providing “expert witness” testimony is a good example of work suitable for a contract.


    


    3.Before retirees are hired on a contract basis, the district/division/office considering the contract option must identify the specific work to be performed. Then they must answer the questions on theChecklist for Retaining a Consultant or Contractor(pages 5-8). If one or two of the questions are answered “Yes,” it will be appropriate to hire the retirees on a contract. If three or more questions are answered “Yes,” the retirees are to be hired as temporary part-time employees.


    


    4.If a retiree is hired on a contract basis, a contract for consulting or contractor services must be entered into between the retiree and the department, following the approved contract format provided by the Chief Counsel’s Office. The draft contract must be reviewed and approved as to form by the Chief Counsel’s Office. Contract proposals must be reviewed by the Human Resources (HR) Division, and approved by a member of the department director’s staff or other designated party, prior to retaining consultant or contractor services of a retiree. A completed checklist must be submitted to the HR along with the proposed contract before offering a contract to the retiree. When the decision is made to hire a retiree as a temporary part-time employee, it is not necessary to complete the checklist and send it to the HR.

  


  
    


    5.Retirees who are hired as temporary part-time (TPT) employees cannot be hired into positions that are designed and expected to require work of over 1040 hours per year. The year calculation begins on each retiree’s hire date into a TPT position. This 1,040-hour limit is based on retirement system laws. These retirees must be assigned to TPT-designated jobs. The TPT designation indicates the jobs will require less than 1,040 hours of work per year, work in these jobs will not increase retirees’ credits in a retirement system, and fringe benefits (health care, paid leave, etc.) will not be provided.


    


    6.Before retirees can begin work with the department in a TPT position, they will be required to sign a waiver (page 4) to acknowledge they understand:


    


    A.Theywill notearn creditable service in theMPERS or the MOSERS;


    B.Theywill notbe provided with free medical or life insurance coverage;


    C.Theywill notaccrue or receive vacation or sick leave earnings, holiday pay, or any other fringe benefits;


    D.Theywillbe subject to potential penalties if they work over1,040 hours in a year; and,


    E.Theywillbe provided with workers’ compensation insurance coverage.


    


    7.While retirees are working in TPT positions, they will continue to receive annuity payments and other retirement benefits from their respective retirement systems. However, if a retiree works over 1,040 hours in his/her specific year (from his/her date of employment in a TPT position), he/she could be penalized with the loss of retirement annuity payments for part or all of the time within their year of work.


    


    8.The HR will monitor hours worked by retirees to help them avoid exceeding the 1,040-hour-per-year limit. Retirees and their supervisors will receive notifications from the HR when these retirees exceed 700 hours in their specific year. Retirees and their supervisors have the responsibility to ensure the retirees do not exceed the 1,040-hour-per-year limit.


    9.When retirees are hired into TPT jobs, a description of the type and volume of work they will perform must be made in the “Remarks” section of their Employment Status Maintenance transactions. A justification is also to be included in the “Remarks” section explaining why each retiree is needed and how the retiree’s work will benefit the department. Supervisory duties are not intended to be included in TPT jobs.


    


    10.Refer to Personnel Policy 0517, “Staffing of Department Vacancies,” for provisions regarding the appropriate wage rate and pre-employment post-offer requirements.


    


    11.If any retirees are considered for full time or permanent part-time employment (work expected to be over 1,040 hours per fiscal year with benefits provided), the HR and Chief Counsel’s Office must be involved in reviewing the retirees’ situation and the proposed work. State laws do not allow this employment option for some retirees; and, for other retirees, they will not be eligible to continue receiving annuity payments and other benefits from their retirement system while in a full time or permanent part-time position.

  


  



  
    


    


    CROSS REFERENCE


    


    Personnel Policy 0517, “Staffing of Department Vacancies”



    Form


    
      Retiree Acknowledgement and Waiver Form

    


    
      

    


    
      

      
        
          
            
              

              Personnel Policy 0514, "Consultant Contracts with Retirees"


              CHECKLIST FOR RETAINING A CONSULTANT OR CONTRACTOR WHEN THE INDIVIDUAL IS A MoDOT OR MOSERS RETIREE


              This checklist is to be completed for a retiree when a district/division/office is considering hiring the retiree on a consultant/contractor basis. If the retiree is being considered to be a temporary part-time employee, it will not be necessary to complete this checklist.


              

              1. During the 12 months prior to the date on which the consultant or contractor services are to commence, did the individual provide similar services to MoDOT?


              
                	
                  
                    	 Yes  No

                  

                

              


              If yes, describe services.


              2. Does MoDOT pay, as employees, others who perform essentially the same services as consultant or contractor?


              
                	
                  
                    	 Yes  No

                  

                

              


              3. Does the individual only provide services to MoDOT and not offer services to the general public as part of a trade or business?


              
                	
                  
                    	 Yes  No

                  

                

              


              4. Is the worker required to comply with instructions about when, where, and how the work is to be done?


              
                	
                  
                    	 Yes  No

                  

                

              


              5. Is the worker provided training that would enable him or her to perform a job in a particular method or manner?


              
                	
                  
                    	 Yes  No

                  

                

              


              6. Are the services provided by the worker an integral part of the department's operations?


              
                	
                  
                    	 Yes  No

                  

                

              


              7. Must the services be rendered personally?


              
                	
                  
                    	 Yes  No

                  

                

              


              8. Does the department hire, supervise or pay assistants to help the worker on the job?


              
                	
                  
                    	 Yes  No

                  

                

              


              9. Is there a continuing relationship between the worker and the department for whom the services are performed?


              
                	
                  
                    	 Yes  No

                  

                

              


              10. Does the department set forth the work schedule?


              
                	
                  
                    	 Yes  No

                  

                

              


              11. Is the worker required to devote his/her full time to the department he/she performs services for?


              
                	
                  
                    	 Yes  No

                  

                

              


              12. Is the work performed at the department, or at specific places designated by the department?


              
                	
                  
                    	 Yes  No

                  

                

              


              13. Does the department direct the sequence in which the work must be done?


              
                	
                  
                    	 Yes  No

                  

                

              


              14. Are regular oral or written reports required to be submitted by the worker?


              
                	
                  
                    	 Yes  No

                  

                

              


              15. Is the method of payment hourly, weekly, or monthly (as opposed to commission or by the job)?


              
                	
                  
                    	 Yes  No

                  

                

              


              16. Are business and/or traveling expenses reimbursed?


              
                	
                  
                    	 Yes  No

                  

                

              


              17. Does the department furnish tools and materials used by the worker?


              
                	
                  
                    	 Yes  No

                  

                

              


              18. Has the worker failed to invest in equipment or facilities used to provide the services?


              
                	
                  
                    	 Yes  No

                  

                

              


              19. Does the arrangement put the worker in a position of realizing either a profit or a loss on the work?


              
                	
                  
                    	 Yes  No

                  

                

              


              20. Does the worker perform services exclusively for the department rather than working for a number of companies at the same time?


              
                	
                  
                    	 Yes  No

                  

                

              


              21. Does the worker, in fact, not make his/her services regularly available to the general public?


              
                	
                  
                    	 Yes  No

                  

                

              


              22. Is the worker subject to dismissal for reasons other than nonperformance of contract specifications?


              
                	
                  
                    	 Yes  No

                  

                

              


              23. Can the worker terminate his/her relationship without incurring a liability for failure to complete a job?


              
                	
                  
                    	 Yes  No

                  

                

              


              24. Are the duties performed generally a long-term and on-going part of addressing the mission of the agency?


              
                	
                  
                    	 Yes  No

                  

                

              


              25. Does MoDOT set work hours, prioritize tasks, and provide training in the assigned duties?


              
                	
                  
                    	 Yes  No

                  

                

              


              26. Is the individual supervised directly by state employees who evaluate the worker and administer discipline if appropriate?


              
                	
                  
                    	 Yes  No

                  

                

              


              27. Will the individual expend more than 1,040 hours per year under the arrangement?


              
                	
                  
                    	 Yes  No

                  

                

              


              28. Can the individual terminate the relationship at any time without incurring liability?


              
                	
                  
                    	 Yes  No

                  

                

              


              29. Will MoDOT be required to cover the individual under its workers' compensation insurance?


              
                	
                  
                    	 Yes  No

                  

                

              


              30. Will the Internal Revenue Service consider the individual to be an employee or contractor/consultant and require social security and income taxes to be withheld? The answer to this will be Yes if the answers to the preceding 29 questions are mostly “Yes.”


              
                	
                  
                    	 Yes  No

                  

                

              


              31. Will the income earned by the individual require a deduction in the amount of social security benefits an individual is eligible to receive?


              
                	
                  
                    	 Yes  No

                  

                

              


              32. Will the individual be eligible to earn service credit for retirement purposes under the arrangement?


              
                	
                  
                    	 Yes  No

                  

                

              


              33. Will the individual's receipt of retirement benefits be affected under the arrangement?


              
                	
                  
                    	 Yes  No

                  

                

              

            

          

        

      

    

  


  
    

  


  RETIREE ACKNOWLEDGMENT AND WAIVER FORM



  



  For Employment with the Missouri Department of Transportation


  1. I acknowledge I am being hired by the Missouri Department of Transportation (MoDOT) in a temporary part time position (one which normally requires less than 1,040 hours of work per year, based on my hire date into this position).


  



  2. I acknowledge I am not considered as a full-time or a permanent part-time employee.


  



  3. I acknowledge I am not eligible to receive additional creditable service in the Missouri Department of Transportation and Highway Patrol Employees’ Retirement System (MPERS) or in the Missouri State Employees’ Retirement System (MOSERS) as the result of my work for the department while in a temporary part-time position.


  



  4. I waive any right to benefits provided to full-time and permanent part-time employees (with the exception of Worker’s Compensation Insurance. Benefits I will not receive include, but are not limited to: free medical and life insurance coverage, annual and sick leave earnings, holiday pay, jury duty pay, and funeral leave.


  



  5. I acknowledge I will continue to receive a monthly annuity according to the terms of my chosen retirement plan and other retirement benefits from the retirement system while working in a temporary part-time position. I further understand I may be penalized by my retirement system if I work more than 1,040 hours during a year, with each year being based on my date of employment into a temporary part-time position.


  



  Employee’s Printed Name ______________________________


  Employee’s Signature __________________________________


  Date __________________


  



  To be signed by retirees of the MPERS or MOSERS before starting work with MoDOT in a temporary part-time position. Waiver forms are needed each time retirees are hired into temporary part-time positions.


  
    

  


  Chapter Title: Employment


  Policy Title: Permanent Part-Time and Job Share Employment (0515)


  Policy Number: 0515


  Effective Date: July 1, 2010


  Prior Effective Date: July 1, 2005


  



  POLICY STATEMENT


  
    


    It is the department’s intent to provide permanent part-time and job share employment options in which employees will be eligible to earn benefits, if approved by the district engineer or division leader/state engineer.

  


  



  


  


  DEFINITIONS


  


  Permanent Part-time:A position considered to be needed on an ongoing basis (well over one year). It is not seasonal, summer, or emergency.


  


  Job Sharing:Two or more part-time employees doing the work of one full-time salaried position by sharing hours.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. It is the responsibility of the immediate supervisor to ensure work assigned in a permanent part-time or shared position is completed satisfactorily and that the work schedule ensures coverage during normal working hours. Flextime may be used when considered appropriate by the immediate supervisor.


  


  2. If the department determines any form of permanent part-time and/or job share employment is not cost effective or the arrangement established (number of hours worked or job shared) is not meeting work demands, the arrangement can be altered or terminated.


  


  3. Employees affected by the elimination of such positions may apply for other job vacancies as they become available, and their qualifications will be considered aswith all other applicants.


  


  4. Salaried employees are eligible for a combination of full-time and part-time employment. With approval of the immediate supervisor, salaried employees may use a permanent part-time schedule for periods of one month or longer. Leave balances will be maintained (not paid out) for employees who change from a full-time to a part-time schedule.


  


  5. Benefits will be provided as follows:


  


  A. Paid leave such as sick leave, annual leave, and holidays will be provided if the permanent part-time or job share employee is expected to work in excess of1,040 hours annually. Refer to Personnel Policy 3001, “Annual Leave,” and Personnel Policy 3500, “Sick Leave,” to determine the accrual rates and maximum permissible accumulations for annual leave and sick leave.


  


  B.Other paid leave will be granted as shown in the chart below. Other paid leave includes holidays, jury duty, funeral leave, and military leave with pay. With the exception of holidays, this leave will be provided only if leave is necessary when the employee is normally scheduled to work. Holiday pay will normally be recorded as shown in the chart. Exceptions will occur when an employee is in pay status more or fewer hours than normal during a particular pay period.


  


  
    
      
        	
          Hours in Pay Status During Pay Period

        

        	
          Earnings Rate


          During Pay Period

        

        	
          Hours Allowed Per Holiday in Pay Period

        
      


      
        	
          40.0 to 59.75

        

        	
          50%

        

        	
          4.0

        
      


      
        	
          60.0 to 79.75

        

        	
          75%

        

        	
          6.0

        
      


      
        	
          80.0 or higher

        

        	
          100%

        

        	
          8.0

        
      

    
  


  


  C.  C.The following benefits will also be provided if the employee is expected to work in excess of 1,040 hours annually:


  ·Retirement


  ·Health Insurance


  ·Life Insurance


  ·Cafeteria Plan


  ·Deferred Compensation


  ·Dental and Vision Insurance (MCHCP)


  


  


  CROSS REFERENCES


  


  Personnel Policy 3001, “Annual Leave”



  Personnel Policy 3500, “Sick Leave”



  


  


  PROCEDURE


  


  Procedure 0515, “Permanent Part-Time and Job Share Employment”




  Chapter Title: Employment


  Procedure for Policy Title: Permanent Part-Time and Job Share Employment (0515)


  Policy Number: 0515


  Effective Date: July 1, 2005


  Prior Effective Date: None


  
    

  


  
    
      
        
          PROCEDURES

        

      

    

  


  1. Districts/divisions/offices are responsible for identifying which employees/ positions are permanent part-time or job share by determining the following:


  


  
    
      
        
          

          
            	
              
                	a. Tasks to be performed;


                	b. Hours needed to perform the work;


                	c. Length of time the position will need to be staffed; and,


                	d. If the position will be time and cost effective.

              

            

          

        

      

    

  


  2. Supervisors are responsible for discussing working hours, benefits (if any), and conditions of employment with each part-time or job share employee.


  3. Districts/divisions/offices are responsible for informing the Human Resources Division of the status of permanent part-time or job share positions in the Certificates/Remarks section of the Employment Status Maintenance (ESMT) transaction. For example, this statement should read: "Employee is 75% permanent part-time," or "Employee is in a job share position (half-time)."


  4. When recording holiday pay for employees who are normally in pay status between 40.0 and 59.75 hours each pay period, they should be allowed to record 4.0 hours for each holiday during the pay period.


  


  
    
      
        
          

          
            	
              
                	a. If the total time during a pay period, including 4.0 hours for each holiday, results in an employee not being on payroll for at least 40.0 hours, no holiday time will be allowed during that pay period.


                	b. If the total time during a pay period, including 4.0 hours for each holiday, places an employee in the next higher range (in pay status between 60.0 and 79.75 hours) the time allowed for each holiday during the pay period should be recorded as 6.0 hours.

              

            

          

        

      

    

  


  5. When recording holiday pay for employees who are normally in pay status between 60.0 and 79.5 hours each pay period, they should be allowed to record 6.0 hours for each holiday during the pay period.


  
    
      
        
          
            	
              
                	a. If the total time on payroll, including 6.0 hours for each holiday, results in an employee being on payroll for less than 60.0 (but more than 40.0) hours, holiday pay should be recorded as 4.0 hours per holiday.


                	b. If the total time during a pay period, including the normal 6.0 hours for each holiday, places an employee in the next higher range (in pay status for at least 80.0 hours) the time allowed for each holiday during the pay period should be recorded as 8.0.

              

            

          

        

      

    

  


  

  Chapter Title: Employment


  Policy Title: Employment Agreements/Contracts (0516)


  Policy Number: 0516


  Effective Date: July 1, 2005


  Prior Effective Date: April 14, 1999


  POLICY STATEMENT


  


  The use of written agreements will be limited to those instances when it has been determined by MoDOT management, after consultation with the Chief Counsel’s Office, that a written agreement is warranted. If a written agreement (including content) is approved by the Director, Department of Transportation, the form and content of the agreement must be approved by the Chief Counsel’s office.



  

  Chapter Title: Employment



  


  Policy Title: Staffing of Department Vacancies (0517)


  Policy Number: 0517


  Effective Date: April 1, 2018


  Prior Effective Date: February 1, 2017


  POLICY STATEMENT


  


  The department has a commitment to equal opportunity and affirmative action, and is dedicated to fairness in all personnel management transactions. (Refer to Personnel Policy 0505, “Equal Employment Opportunity.”)


  


  DEFINITIONS


  


  Applicant:A person who has submitted an internal or external application for a posted job vacancy.


  


  Candidate:An applicant who has been selected for an interview.


  



  


  


  PROCEDURES


  


  1. Advertising:


  


  A. Each human resources (HR) office is responsible for advertising vacancies within their area. The decision to advertise or to not advertise is at the discretion of the respective district engineer or division leader/state engineer. If a position is advertised, documentation of where the position is advertised must be included in the job fill file.


  



  


  B. District engineers and division leaders/state engineers are responsible for ensuring that efforts are made by their hiring supervisor and HR manager to obtain a quality applicant pool which includes consideration of the department's equal employment opportunity goals consistent with Personnel Policy 0505, "Equal Employment Opportunity."


  


  C. Vacancies advertised externally will be posted on the department’s web site. Additional advertising through on-line websites, newspapers, or other publications may be used by hiring supervisors and should be discussed with the assigned HR representative.


  


  D. Internal and external advertising will be publicized using the Job Opportunity Announcement (JOA).


  


  E.The JOA will generally be posted for for at least 14 calendar days; however, exceptions can be made to post the position for a longer or shorter period of time based on the needs of the position.


  


  2. Applications:


  


  A. All persons seeking employment or reemployment with the department must complete an application for employment. Applicants must submit the application materials indicated on the job announcement by the closing date stipulated on the job announcement; and must complete an electronic application for employment prior to being hired.


  


  B. A designated HR representative will evaluate and determine which applicants meet or exceed the minimum qualifications considering substitution of education or experience as detailed in Personnel Policy 0521, “Substitution of Education or Experience.”


  


  1) The HR representative, in consultation with the hiring supervisor, has the final responsibility for determining whether or not an applicant meets minimum qualifications.


  


  2) For all positions, a notation must be made in the JOA system of whether or not an applicant meets minimum qualifications and whether or not the applicant was selected for an interview which must be included in each job fill file.


  


  3. Interview Process:


  


  A. The HR representative will assist the hiring supervisor to complete the Form P-20, "Applicant Evaluation Worksheet" or other HR Division approved form that contains the interview questions on which the candidate will be evaluated. The document containing these questions must be included in the job fill file. The same approved form must be used for each candidate for that job.


  


  B. The HR representative will assist the hiring supervisor to develop all interview questions.


  


  1) The HR representative, prior to interviews, should review all interview questions.


  


  2) Interview questions must be directly related to the job tasks, performance skills, and preferred employee qualities of the position being filled.


  


  3) All standard questions must be asked of each candidate interviewed.


  


  C. The selection of candidates to be interviewed will be based on the applicants’ education, experience, and preferred employee qualities relative to the position as provided in the job specification and Form P-20, "Applicant Evaluation Worksheet" or factors identified in another HR Division approved form.


  


  1) The HR representative will assist the hiring supervisor in reviewing Personnel Policy 0503, “Employment of Relatives,” to determine if there is a conflict.


  


  2) Interviews should be scheduled by the hiring supervisor or the HR representative at a time and place when all panel members can be present.


  


  D. The interview questions form should contain the name of the person interviewed, the date and time of interview, and the name and job title of all panel members.


  


  4. Panel Interviews:


  


  A. Panel interviews are required for all vacancies unless waived by the district engineer or division leader/state engineer.


  


  1) The size of, and specific members to serve on, each panel will be determined by the district engineer or division leader/state engineer or designee.


  


  a. Diversity of the panel should be considered when selecting the composition of the panel.


  


  b. For all supervisory and management level positions, including a direct report to the vacant supervisory level position on the interview panel will be considered. However, there will be instances when it is either not appropriate or a direct report of the supervisory position being filled is not available to serve on the panel.


  


  (1) If included, the hiring supervisor will determine which direct report will serve on the selection panel. This individual should be in good standing and should not have received any disciplinary actions of a written warning or higher within the past 12 months for either performance or conduct issues.


  


  (2) A direct report who serves on the panel should not be an individual who has applied for the position.


  


  (3) The role of the direct report is to provide his/her perspective and input to the hiring supervisor during the interview process. The hiring supervisor will take this information into consideration during the decision-making process; however, the final decision on who is hired resides with the hiring supervisor.


  


  2) For management level positions (district/division management team positions and above) that have high customer and partner contact, the panel may also include a partner from an external organization or agency.

	a. The hiring manager will determine the appropriate partner to serve on the panel. The hiring manager should consult with 	his/her local HR office to determine whether any conflicts of interest exist with this partner’s participation.


  


  b. If included, the role of the partner is to provide his/her perspective and input to the hiring manager during the interview process. The hiring manager will take the partner’s viewpoints and perspectives into consideration during the decision-making process; however, the final decision resides with the hiring manager.


  


  3) For those management level positions which do not have high external partner or customer contact but do have high contact with department partners, the panel will include an internal partner.


  


  4) All panel members (except for direct reports and external customers) should have attended and completed behavioral interview training; however, at least one panel member must have completed this training.


  


  5) Each panel member should attend all interviews and participate as instructed by the hiring supervisor. All panel members are not required to take notes on the answers given by each candidate; however, at least one person must be designated to take notes. All notes taken must be included in the job fill file. After the interview, the panel members will work together to complete one applicant evaluation form for each candidate interviewed using Form P-20, "Applicant Evaluation Worksheet."


  


  5. Selection Process:

	A. When all interviews are completed and the panel has completed the Form P-20, or other HR Division approved form, each panel 	            member should review the application, his or her interview notes, the P-20, or other HR Division approved form and any other 		 relevant information that has been provided for each applicant in order to select his/her top candidates.


  


  B. The panel members should then discuss all top candidates and attempt to reach a consensus on their choice. If there is no consensus, the final decision is up to the hiring supervisor. If there is no consensus, the hiring supervisor must discuss the hiring decision with his/her supervisor(s) to determine who will be offered the position.


  


  C. Once a candidate has been selected, the supervisor should discuss his/her hiring decision with an HR representative. The decision should be based on all relevent job-related information obtained about the candidate relative to the position as demonstrated by his/her job application, resume, answers to interview questions, and other information available for consideration. Documentation supporting the decision to select the specific candidate should be included in the job fill file.


  


  D. For external candidates, an HR representative will work with the hiring supervisor to determine what employment references are needed for those who are seriously being considered for the vacant position. References from the current employer of external candidates who are seriously being considered for the vacant position should be secured only after the candidate has given authorization to do so. Form P-15, “Reference Questionnaire,” must be used when obtaining references for external candidates who are seriously being considered for the vacant position.

	For internal candidates, an HR representative and hiring supervisor will work together to obtain employment references for those who are seriously being considered for the vacant position. Form P-15, "Reference Questionnaire," must be used when obtaining references for internal candidates. Documentation contained in the internal candidate's performance management file that is related to the position being filled should be discussed with the hiring supervisor or HR representative.

	Other HR Division approved forms and guidelines may be used to obtain employment references. The same approved form must be used for all candidates being considered for that job. Any reference information obtained must be included in the job fill file.


  


  E. When the applicant selected does not meet the minimum job requirements, a waiver from the district engineer or division leader/state engineer is necessary prior to making an offer. The district engineer or division leader/state engineer has the discretion to waive minimum job qualifications after consultation with the HR director or his/her designee. The hiring supervisor cannot make a conditional offer of employment until the waiver is reviewed and approved by the district engineer or division leader/state engineer. All waiver documentation must be included in the job fill file.


  


  When waiver of the minimum requirements as stated on the job specification requires approval from the HR director (see job description for whether waiver by HR director is required), a waiver request should be submitted to the HR director along with the documentation of the other candidates prior to final selection and an offer being made. (Refer to Personnel Policy 0522, “Waiver of Job Specification Minimum Requirements.”)


  


  F. The supervisor should consult with the HR representative concerning promotions and/or position changes that result in an employee transferring from a non-physically demanding position to a physically demanding position (refer to Personnel Policy 0600, "Examinations and Physicals") or from a non-safety sensitive position to a safety sensitive position. (Refer to Personnel Policy 2508, "Drug Testing Program.")


  


  G. In accordance with Section 226.080, RSMo, “preference shall be given, other conditions being equal, to employment of honorably discharged members of the armed services.”


  


  6. Offers of Employment:


  


  A. For all external hires and for all internal hires that require a physical, drug test, or background check, a written conditional offer must be made.Before making a conditional offer of employment, hiring supervisors must consult with their HR representative to determine the appropriate salary offer in accordance with all Salary and Wage Administration Personnel Policies, including 1016, "Salary Increases"; Policy 1019 "Temporary Assignments or Promotions"; 1021 "Demotions"; 0522, "Waiver of Job Specification Minimum Requirements," as applicable and consistent with how those policies have been applied in the past. For all salary offers made outside of the provisions covered by these personnel policies, documentation to support the applicant’s starting salary must be included in each job fill file. Salary relativity to other relevant current employees should be considered as well as the candidate's level of job related experience and additional relevant education beyond the minimum qualifications. (Refer to Personnel Policy 0521, “Substitution of Education or Experience”). Consulatation with the Central Office Compensation unit is encouraged.


  


  B. Once the salary has been determined and agreed upon by both the hiring supervisor and the HR representative, the supervisor should contact the selected candidate to extend a conditional offer of employment.


  


  1) For external hires, a conditional offer of employment should be made pending completion of a pre-employment, post-offer drug screening, as well as a physical examination (physically demanding jobs only), and a criminal background check. In addition to full-time and permanent part-time, the following positions are required to go through a pre-employment drug screening:


  


  ·Temporary part-time


  ·Seasonal


  ·Summer employment


  ·Internship


  ·Emergency snow removal


  ·Retirees


  ·Rehires


  


  All applicants will be required to complete and pass a criminal background check if there has been a break in service of one or more days and a pre-employment, post-offer drug screening if there has been a break in service over 30 days. (Refer to Personnel Policy 0600, “Examinations and Physicals;” Personnel Policy 2508, “Drug Testing Program;” and Personnel Policy 0519, “Background Checks.”)


  


  a. It should be made clear to the candidate that he/she should not give resignation notice to his/her current employer until results of the drug screening, physical, and criminal background check are received and a final offer is made.


  


  b. The supervisor should not discuss a start date with the candidate at the time of the conditional offer.


  


  2) For internal hires:


  


  a. The hiring supervisor should notify the employee’s current supervisor that an offer will be or has been made.


  


  b. The hiring supervisor should consult with the HR representative to determine whether a drug test, criminal background check, or physical is needed for the new position. If so, a written conditional offer should be made.


  


  C. When the conditional offer is accepted, the HR representative will contact the candidate and facilitate scheduling of a drug screening and a physical as soon as possible, and initiate the criminal background check. The HR representative will send a written conditional offer of employment to the selected candidate. This letter should contain all of the conditions of the offer and the salary offered.


  


  D. Once the screening results are received and it is determined that a final offer will be made, the candidate will be contacted to confirm the offer and establish a start date.


  


  E. After the final offer has been accepted, the HR representative, with input from the hiring supervisor, will generate the ESMT. (Refer to the Financial Policy and Procedure Manual.)


  


  7. Miscellaneous Provisions:


  


  A. The HR representative will ensure that the new hire completes Section 1 of the I-9 on or before their first day of employment, and that Section 2 of the I-9 is completed within 3 business days of the employee's start date.


  


  B. The HR representative will ensure that written notification is sent to all external applicants not selected for an interview who applied for the advertised position and are not notified by phone. A copy of the written notification should be kept in the job fill file. It is strongly encouraged that internal applicants are contacted by phone.


  


  C. The wage rate for temporary part-time employees and retirees should be based on education, experience, minimum job qualifications, and relative salary of other full or part-time employees.


  


  D. Seasonal or other temporary employees must work in any position less than 1,040 hours in any 12-month period and must separate from the department for a minimum of one month (two pay periods) before being eligible for rehire into a seasonal or other temporary position. To utilize a seasonal or other temporary employee for 1,040 hours or more in a 12-month period, districts/divisions/offices must make a written request to the HR director for approval. Retroactive service credit toward retirement will not be granted for time worked in non-benefit eligible positions. For a list of benefit eligible employment categories, refer to the “Employment Types and Categories” reference sheet.


  


  E. To comply with the Commercial Motor Vehicle Safety Act, supervisors must ensure that anyone who operates a commercial motor vehicle has a Commercial Driver’s License (CDL). (Refer to Personnel Policy 0510, “Commercial Driver’s License.”)


  


  8. Job Fill Files:


  


  The following items need to be included in the job fill file retained in the local HR office prior to closing the file:


  


  ·Job Opportunity Announcement


  ·Advertising/recruiting efforts or waiver, if waived


  ·All documentation forms (forms/spreadsheets/etc.)


  ·Interview questions and notes from all panel members who took notes


  ·Form P-20, Applicant Evaluation Worksheet or other HR Division approved form/document used to evaluate candidates


  ·Copies of notifications to applicants who applied for a specific position but were not interviewed, or a copy of the notification and list of the applicants receiving it


  ·Staffing announcement


  ·Hiring and salary justification for candidate selected if required


  ·Conditional offer letters2


  ·Confirmation letters to all internal applicants and to external applicants, if used


  ·Any employment references obtained for all candidates seriously considered


  ·Indication that selected candidate met minimum qualifications for the job or a waiver of minimum qualifications


  ·Notation of notification to each interviewed candidate they were not selected


  


  


  CROSS REFERENCES


  


  Personnel Policy 0503, “Employment of Relatives”



  Personnel Policy 0505, "Equal Employment Opportunity"



  Personnel Policy 0510, “Commercial Driver’s License”



  Personnel Policy 0519, “Background Checks”



  Personnel Policy 0521, "Substitution of Education or Experience"



  Personnel Policy 0522, "Waiver of Job Specification Minimum Requirements"



  Personnel Policy 0600, “Examinations and Physicals”



  Personnel Policy 1016, "Salary Increases"



  Personnel Policy 1021, "Demotion"



  Personnel Policy 2508, "Drug Testing Program"


  Financial Policy and Procedure Manual (refer to Financial Services Policy and Procedures)


  “Employment Types and Categories” Reference Sheet


  



  


  


  FORMS


  


  Create/View Employee Profile (Employment Application)



  Reference Questionnaire


  Applicant Evaluation Worksheet


  New Hire Checklist



  Separation Checklist



  Separation Supplement



  



  Note: *If the offer is withdrawn or the candidate withdraws, copies of all related correspondence should be in the job fill file.


  Note: *A copy should also be sent to Central Office HR



  EMPLOYMENT TYPES AND CATEGORIES


  Human Resources Division


  February 2011


  



  Full-Time:


  
    	Also referred to as salaried positions



    	Classified/unclassified jobs



    	Permanent in nature



    	Filled on a continuous basis



    	Six month-probationary period



    	Compensated on a semi-monthly (i.e., twice a month) salaried basis



    	Workers compensation and OASDHI



    	Entitled to full fringe benefit package



    	Requires a drug test, criminal background check, and a pre-employment medical examination only if the



    	position is physically demanding



    	Position number is a numeric seven-digit number



    	Example: Maintenance Worker (R01333) is hired to fill a classified job vacancy.


  


  Permanent Part-Time:


  
    	Classified jobs



    	Hired on a permanent basis



    	Filled on a continuous basis



    	Two permanent part-time employees filling one position is considered a job share



    	Compensated at the wage rate equivalent of the department’s salary schedule



    	Six month-probationary period



    	Workers compensation and OASDHI



    	Fringe benefits (i.e. LTD; retirement credit and life/medical insurance) if job requires at least 1,040 hours of work


    	Accumulates annual and sick leave on a prorated schedule according to hours worked each pay period



    	Requires a drug test, criminal background check, and a pre-employment medical examination only if the position is physically demanding


    	Position number is a numeric seven-digit number



    	Example: Senior Office Assistant (R01025) is hired to work 20 hours each week on a continuous basis.

  


  Seasonal:


  
    	Unclassified jobs



    	Hired for specific period of time



    	Workers compensation and OASDHI



    	Not eligible for fringe benefits (i.e. LTD; retirement credit and/life medical insurance) unless approved by the Human Resources Director to work more than 1,040 hours


    	Not eligible for paid leave (e.g., annual, sick, holiday, and bereavement leave)



    	Compensated at the wage rate equivalent of the department’s salary schedule



    	Performance appraisal is completed upon release to determine if eligible for reemployment



    	Requires a drug test, criminal background check, and a pre-employment medical examination only if the position is physically demanding


    	Position number is WAGE (for all seasonal hires working less than 1,040 hours) and SEASONL (if waiver approved to work 1,040 hours or more)


    	Example: Seasonal Maintenance Worker (R09971) is hired to perform roadside enhancement and beautification duties.

  


  Emergency:


  
    	Unclassified jobs



    	Hired based on sporadic needs (i.e. snow removal, etc.)



    	Compensated at the wage rate equivalent of the department’s salary schedule



    	Workers’ compensation and OASDHI



    	Not eligible for paid leave (e.g., annual, sick, holiday, and bereavement leave) or fringe benefits



    	Requires a drug test and criminal background check



    	Position number is EMERMTN



    	Example: Emergency Maintenance Equipment Operator (R09979) is hired to remove snow and perform other emergency duties as assigned.

  


  Temporary:


  
    	Classified jobs



    	Hired on an as-needed basis



    	Compensated at the wage rate equivalent of the department’s salary schedule



    	Workers’ compensation and OASDHI



    	Not eligible for fringe benefits (LTD; retirement credit and life/medical insurance) unless approved by the Human Resources Director to work more than 1,040 hours


    	Not eligible for paid leave (e.g., annual, sick, holiday, and bereavement leave)



    	Performance appraisal is completed upon release to determine if eligible for reemployment



    	Requires a drug test, criminal background check, and a pre-employment medical examination only if the position is physically demanding


    	Position number is WAGE



    	Example: Senior Office Assistant (R01025) is hired to assist with work backlog.


  


  Temporary Part-Time:


  
    	Classified jobs



    	Retirees from the department



    	Hired on an as-needed basis



    	Compensated at the wage rate equivalent of the department’s salary schedule



    	Workers compensation and OASHDI



    	Not entitled to any fringe benefits



    	Not eligible for paid leave (e.g., annual, sick, holiday, and bereavement leave)



    	Requires a drug test, criminal background check, and a pre-employment medical examination only if the position is physically demanding


    	Position number is RETIREE



    	Example: Senior Engineering Professional-TPT (R05126) is hired to train their replacement.


  


  Missouri Department of Transportation



  Reference Questionnaire


  Human Resources Division P-15 Form


  April 1, 2018


  



  This is a tool to help screen candidates. It must be used after interview process when obtaining a reference on external candidate. It also must be used for internal candidates when the hiring supervisor contacts a previous supervisor to discuss a candidate. See MoDOT's "Guidance for Providing References" prior to obtaining references.


  Applicant’s Name:


  Position applied for:


  Your Name and Title:

Date Questionnaire was Completed:


  1. Confirm dates of employment:


  



  2. Main duties and responsibilities:


  



  3. How “coachable” do you consider this person, how does he/she handle feedback:


  



  4. How does this person handle working under pressure? How well does he/she control his/her emotions?


  



  5. How would you evaluate this person’s motivation level? Does he/she take initiative?


  



  6. Does this person take ownership of problems/actions/mistakes?


  



  7. How would you rate this person’s dependability?


  



  8. Describe this person’s ability to get along with others:


  



  9. What major strengths does this person have? 


  



  10. What areas can this person improve upon?


  



  11. Why is this person leaving, or why did he/she leave? Would you rehire?


  



  12. Did the applicant supervise/manage any employees? If so, what is his/her management style.


  



  13. Has this person received any disciplinary actions while employed with you? If so, what was the nature of the offense?


  



  14. Is there anything I haven’t asked about that someone considering this person for a job should be aware of?


  



  



  For internal applicants:


  Has the employee received any disciplinary action of a written warning or higher during the past three year?


  o Yes


  o No


  If yes, please provide information related to the disciplinary action.


  


  Missouri Department of Transportation



  APPLICANT EVALUATION


  Human Resources Form P-20


  Revised 04/2018


  This form should be completed immediately following the interview, individually or as a group. 



               


  Section 1 – APPLICANT INFORMATION


  Applicant’s Name:


  Location:


  Position Applied For:


  Date of Interview:


  Panel Members:


  



  Section 2 – RELATED EXPERIENCE/SPECIAL SKILLS


  How much of the applicant’s experience or special skills are applicable to the job?


  



  



  Section 3 – JOB REQUIREMENTS


  Evaluate the applicant on Preferred Employee Qualities directly related to the job, based on the interview, available reference checks, performance management information, and direct observations.


  a. PREFERRED EMPLOYEE QUALITIES


  Poor Fair  Good Outstanding


  Team Player Qualities    1 2 3 4 5 6 7 8 9 10


  Organization/Public Servant Qualities 1 2 3 4 5 6 7 8 9 10


  Personal Qualities 1 2 3 4 5 6 7 8 9 10


  Interpersonal Qualities 1 2 3 4 5 6 7 8 9 10


  Work Qualities 1 2 3 4 5 6 7 8 9 10


  



  Evaluate the applicant’s Interview Responses based upon your expectation of the responses related to the job. Provide a brief comment next to the question number regarding how the response met or did not meet your expectation.


  b. INTERVIEW RESPONSES


  Poor Fair Good Outstanding


  1. 1 2 3 4 5 6 7 8 9 10


  2. 1 2 3 4 5 6 7 8 9 10


  3. 1 2 3 4 5 6 7 8 9 10


  4. 1 2 3 4 5 6 7 8 9 10


  5. 1 2 3 4 5 6 7 8 9 10


  6. 1 2 3 4 5 6 7 8 9 10


  7. 1 2 3 4 5 6 7 8 9 10


  8. 1 2 3 4 5 6 7 8 9 10


  9. 1 2 3 4 5 6 7 8 9 10


  10. 1 2 3 4 5 6 7 8 9 10


  11. 1 2 3 4 5 6 7 8 9 10


  12. 1 2 3 4 5 6 7 8 9 10


  13. 1 2 3 4 5 6 7 8 9 10


  14. 1 2 3 4 5 6 7 8 9 10


  15. 1 2 3 4 5 6 7 8 9 10


  16. 1 2 3 4 5 6 7 8 9 10


  



  



  Utilize this section only if an additional assessment tool was required such as a Presentation, Work Plan or a Skills Evaluation. Evaluate the applicant’s performance or product based upon your expectation related to the job.


  c. PRESENTATION, WORK PLAN or SKILLS


  EVALUATION (circle one) Poor Fair Good Outstanding


  Comments:     1 2 3 4 5 6 7 8 9 10


  



  



  Section 4– PERFORMANCE DEVELOPMENT (For Internal Applicants)


  Meets or Exceeds Performance Expectation (circle one): Yes   No


  



  Section 5– OVERALL EVALUATION


  Your Overall Evaluation should include the applicant’s interview, any additional assessment tools, available reference checks, performance management information, education, experience, the ability to do the job, and direct observations.


  



  Check one:


  Poor 0 


  Fair 0


  Good  0


  Outstanding   0


  Provide brief explanation:   


  



  



  Selected for the Position?        0 Yes          0 No


  Missouri Department of Transportation


  New Hire Checklist


  Human Resources Division


  April 2018


  



  *If the checklist is being used for seasonal/emergency workers, some items may not be applicable.


  Employee Information:


  Name:

Date Accpeted: 


Date of Birth:

SSN:


  Job Title & Code:                

Phone Number:


  Safety Sensitive: Yes  No         Physically Demanding: Yes  No


  CDL Required:  Yes, regular duties      Yes, safety sensitive      No


  Grade /Step Salary $:             Org. Code:





  Pre-Employment Information:


  Tasks:


  Work Sim Scheduled:             Work Sim Received:


  Drug Screen and Medical Physical Scheduled:


  Drug Screen and Medical Physical Received:


  Send forms to Risk Management (Jefferson City):

Send forms to Clinics:


  Initiate Background Check:         Background Check Received:


  
    	After Conditional Offer is sent to CDL/safety sensitive applicants, ask and document questions on “Drug and Alcohol Question Documentation” for. If any “yes” answers, contact Central Office Risk and Benefits Division.



    	Conditional Offer Letter sent



    	Verify CDL (if minimum qualification or required for snow plow, including EI/NI status if 21 and over) OR verify valid driver’s license (for positions with frequent driving)



    	Complete New Employee Information Sheet (complete drug pre-employment or post-employment step)



    	Complete ID Badge/Building Access Application



    	Firm Offer Letter sent with training schedule (after pre-employment results come back)

  


  Post-Employment Information:


  
    

    
      	Staffing Announcement



      	Job Fill Folder (see Policy 0517 for required contents of the job fill folder)



      	Initiate ESMT Notification



      	HR or supervisor contact IS for computer, STARTS requests, etc. (if email/computer access needed)



      	Acquire official college transcript (only if applicant’s job requires a degree)


    


    Employee’s First Day:


    
      

      
        	Provide employee with New Hire Paperwork excluding the I-9 Employment Eligibility Form (they need to complete section 1 on first day and return to HR Rep)


        	
          
            	Personal Information-Emergency Contact form (or provided by supervisor)


            	Employee Address Form


            	Direct Deposit form (need voided check)


            	State and Federal W4 forms


            	I-9 Employment Eligibility form (need appropriate form(s) of identification)


            	Overtime Choice form

          

        


        	New Employee Orientation (day 1 or district established date)


        	
          
            	Includes receiving benefit information, MPERS, etc.

          

        


        	Introduce employee to mentor



        	Employee name badge done



        	If safety sensitive job and if new hire has worked for a previous DOT regulated employer within last 2 years, have new hire sign “Authorization of Request Drug/Alcohol Test Results from Previous Employer” form


        	
          
            	Email/mail/fax form to previous employer(s) as soon as possible.


            	Complete HR section of form and place in job fill file. Send copy to Central Office Risk and Benefits Division

          

        

      


      Employee’s Second Day:


      
        

        
          	Complete New Hire Paperwork and confirm all necessary accompanying documents are provided (voided check for Direct Deposit form, verification documents for I-9)



          	New Employee Orientation (day 2 or district established date)



          	Release employee to mentor



          	I-9 Employment Eligibility Form: MUST be entered into E-Verify within 3 working days from start date. Print Authorization and staple to front of I-9 along with necessary verification document(s). Send originals to Central Office HR Employment


        


        SAM II Entries:


        
          

          
            	Enter ESMT in SAM II – scan copy of Firm Offer Letter to Central Office HR Compensation



            	ATTR – AA information, DOB, marital status, gender, disability



            	ADDR – Address Information



            	USR1


            	
              
                	for New Hire, enter SSN and enter effective date on lines 1,2,3 (only if full time)


                	for wage, seasonal, intern, emergency, (NODED) for MoDOT enter the effective date on line 3 and delete the date on line 4


                	if a previous employee, do not enter for emergency/retiree unless retiree is returning in another position other than snow help; enter hire date on line 3 and the last day worked on line 4

              

            


            	USR3 – Enter Work Sim Information:


            	
              
                	Field 1 location of test


                	Field 2 level or code passed


                	Field 3 Lbs/Saw (maintenance only)


                	Field 4 date completed

              

            

          























































































































































After ESMT Approval:

          

          
            	Update Chain of Command in the Employee Information Database


          

        

      

    


    What and Where to Send:


    
      

      *Note: where to send may vary by district


      
        	W4 State Tax Form – send a copy to division/business unit contact, original to Payroll



        	W4 Federal Tax Form – send a copy to division/business unit contact, original to Payroll



        	Direct Deposit Form – send a copy to division/business unit contact with copy of voided check, original to Payroll with voided check



        	Overtime Choice Form – original to Supervisor for signature (they need to send to Payroll)



        	Employee Address Form – send a copy to division/business unit contact, original to HR Employment for Personnel Folder



        	Personnel Information–Emergency Contact Form – send original to division/business unit contact, send copy to HR Employment for Personnel Folder



        	Copies of Address Form, Firm Offer Letter and Certificate of Receipt to put in Personnel Folder



        	Official college transcripts – send to HR Employment for Personnel Folder if not attached to online profile



        	Conditional and Firm Offer Letters – send to HR Employment for Personnel Folder

      


      Verifications:


      
        	Selective service record (males only between age 18-26 must be registered) – copy in file – check online verification



        	Check on previous employment with any state agency; if transfer, must be on 1st or 16th of the month; check for any benefit eligible previous time



        	Check SEBES to see if employee is in “contributory” plan. If so, in USR3 Field 12 – enter 2011 Tier


      


      Information Systems Responsibilities:


      Verifications:


      
        	Processes STARTS requests



        	Assigns computer and/or other IT resources


      


      


      



      Please place copy in Employee Personnel folder

    

  



  Missouri Department of Transportation


  Employment Separation Checklist


  Human Resources Division


  
    April 2018


  
    

  


  Employee Information:


  Name:


  Job Title and Code:


  Separation Effective Date:


  



  Immediate Supervisor Responsibilities:


  What to Collect (if applicable)


  
    	Employee photo ID card



    	Sonitrol/security Card



    	Procurement card



    	Department provided credit card



    	Parking permit



    	Department keys



    	Department laptop/IT equipment



    	Department cell phone



    	Copy of resignation letter (if provided)



    	All PPE equipment



    	Business cards, name plaque and any other miscellaneous MoDOT property


  


  Notifications (made as soon as possible)


  
    	Notify HR for appropriate payroll, benefits, and SAM II transactions to be made



    	Notify District HR of any Policy 2000, 6504, 6502 repayment requirements



    	Notify Divisional/Business Administrator (see Divisional/Business Unit Responsibilities section)


  


  Retain


  
    

    
      	Performance Management file for 3 years following termination


    


    Employee’s Divisional/Business Unit Responsibilities (or district assigned responsible person):


    Tasks:


    
      	ESMT notification



      	Delete employee’s name from “security list”



      	Complete Network Access form to delete employee’s user identification



      	Remove employee name from group lists/email groups



      	Remove employee name from emergency contact list



      	Return collected items to appropriate office (IT, GS, etc.)



      	Send resignation letter to HR (if provided/applicable)



      	Send signed disciplinary termination letter to HR (if applicable)


    

Human Resources Responsibilities:

Tasks:



	ESMT (enter in SAM II) - not if employee is eligible for rehire or not. If not eligible for rehire, please note the reason why in SAM II (do not list specific details in the ESMT): Drugs/Alochol, Not Meeting Expectations, Serious Discipline, Resigning in lieu of Discipline, See Personnel File

	Mail or email a copy of the exit interview to full-time employees (all voluntary separations)

	Provide Employee Assistance Program (EAP) information (if applicable depending on departure)

	Provide SATOP or substance abuse treatment information (if applicable)

	Have discussion with supervisor regarding safety/security risk

	Arrange time for employee to collect personal belongings (for involuntary separations)

	Obtain copy of resignation letter or termination letter (if applicable)

	Retain records/files as outlined in Policy 0520

	See Supplement Guide for disciplinary termination (if applicable)






    Notifications


    
      

      
        	Confirm with Central Office HR Employment that no Policy 2000, 6502, 6504 repayment provisions apply; if so, notify Central Office HR Employment



        	Notify applicable departments for payroll, benefits, and IT transactions to be made



        	Send copies of resignation or termination letter to Central Office HR Employment


      


      Information Systems Responsibilities (done as a result of ESMT notification):


      
        

        Tasks:


        
          	Take name off of group lists/email groups



          	Confirm removal of IT systems access


        


        Financial Services/Business & Benefits Responsibilities (done as a result of ESMT notification):


        Tasks:


        
          	MPERS form; initiate notice of termination of active membership



          	FS-471 payroll deduction cancellation



          	A-435 21230 – Association Life



          	Cobra Letter (sent by Employee Benefits – Jefferson City)



          	Cancel medical insurance enrollment



          	Missouri State Employee’s Cafeteria Plan, if applicable



          	State Deferred Compensation Plan, if applicable



          	Request lifetime membership card for members of the Employee’s association


        


        Retirement Plaque (for retirements only):


        
          

          
            	Districts - have retirement plaque engraved; Central Office - General Services will have plaque engraved. How name should appear on plaque:



            	Years of Service: Subtract Department Service Record from date of retirement; add other service with the department that can only be granted at the time of retirement (to be determined by RS) round to full years.



            	Date Plaque Needed:


            	
              
                	NOTE: Vested members are not eligible to receive a retirement plaque

              

            

          


          
            
          


          



          Please place copy in Employee Personnel folder

        

      

    

  



  Missouri Department of Transportation


  Supplement to Separation Checklist:


  Guide for Disciplinary Terminations


  Human Resources Division


  
    March 2015
  


  
    

  


  Before the Termination/Separation:


  
    	Supervisors and managers should work with their local HR manager to determine if the Threat Assessment Team should be implemented as outlined in Personnel Policy 2512, “Workplace Violence,” http://hr.modot.mo.gov/index.php/Policy_2512



    	If appropriate, the local HR or management team member should contact the local police, sheriff, or Highway Patrol office to inform them of the impending termination of an employee. If appropriate, ask the law enforcement official to be either on or near the property on the day and time of the termination.



    	Determine if exterior lock-down procedures should be activated and for the appropriate duration.



    	Central Office or district employees should be notified of any exterior lock-down situations.



    	As appropriate, management team members should be notified of the upcoming termination.



    	Immediately restrict building and network access for all employees being terminated and for those employees who resign or retire in lieu of termination.



    	MoDOT supervisors and managers are required to recover all department equipment from the employee such as a lap top computers, cell phones (including sim cards), pagers, flash drives, identification cards, calling cards, business travel cards, parking permits, keys to the building, etc. If the items are not recovered, the appropriate parties shall be notified.



    	Management should consider waiting until the end of the workday to terminate



    	MoDOT management should determine how the employee will remove or receive his or her personal belongings. Each situation is different and should be assessed to determine the appropriate method for a terminated employee to retrieve his or her personal belongings. The following offers a variety of options depending upon the situation: * During the termination, have two members of management pack the employee’s personal items and belongings and either hand deliver the items to him or her after the termination or mail the items to the employee’s home; or * Following the termination, two members of management should immediately assist the former employee in packing his or her personal belongings; or * Following the termination, two members of management should make arrangements to assist the former employee after hours in packing his or her personal belongings.


  


  During the Termination/Separation:


  
    	Have at least two members of MoDOT management present at the termination. At least one of these individuals should be of the same gender as the person being terminated



    	Communicate to the employee they are prohibited from returning to MoDOT facilities (district offices, central offices, maintenance buildings) without calling a supervisor in advance to make arrangements.



    	Provide SATOP or substance abuse treatment information, if applicable



    	Provide Employee Assistance Program (EAP) Information


  


  Following the Termination/Separation:


  
    	The employee should be escorted from the building and observed to ensure they leave the property without incident.



    	Consider increasing security or having local law enforcement present for the next few days.



    	Employees in the building and nearby area should be notified the person is no longer working for the department.



    	If employees feel threatened at work or away from the workplace, they should contact local law enforcement for assistance and inform the appropriate department personnel to determine if any security measures should be implemented.


  



  Chapter Title: Employment


  Policy Title: Internship Program (0518)


  Policy Number: 0518


  Effective Date: June 1, 2013


  Prior Effective Date: December 1, 2009


  
    

  


  POLICY STATEMENT


  


  The Internship Program provides educated, motivated students with an opportunity to gain meaningful work experience in a business environment while providing the department with assistance on projects.


  


  DEFINITIONS


  


  Intern: An hourly wage employee who is enrolled in an accredited university with a minimum of 30 credit hours and majoring in a specified field of study. Students can work throughout the year, but cannot exceed 1,040 hours in a 12-month period.


  


  Summer Employee Participant: A non-intern, hourly wage employee who is generally employed by the department during the months of June, July, and August who does not work as an intern.


  


  Unpaid Intern: A non-wage student worker who is enrolled in an accredited college or university with a minimum of 30 credit hours and majoring in a specified field of study.


  


  Internship Coordinator (IC): An Equal Opportunity and Diversity Division (EODD) representative who is responsible for the overall coordination of the Internship Program.


  


  


  PROVISIONS / RESTRICTIONS


  


  Paid Internships


  


  1. Interns will not count against target staffing levels; however, the associated wages are charged against a district’s/division’s/office’s personal services budget. Therefore, districts/divisions/offices should consider their available personal services budget when determining whether to hire interns. The IC will contact each district/division/office to determine intern employment needs prior to each internship recruitment period.


  


  2. It is imperative that interns receive both productive assignments and progressive training. Great care should be taken by supervisors to assign tasks that will meet the objectives of the Internship Program.


  


  3. Annually, the IC will update the Internship Program Guidelines including:


  


  A. Eligibility requirements for each internship category.


  


  B. Wage rates.


  


  4. Supervisors should meet with interns at the beginning of the internship to clarify performance expectations and duties.


  


  5. All participants must maintain at least an overall GPA of 2.0 out of 4.0 or its equivalent to be accepted into and/or remain in the Internship Program.


  


  6. The period of employment for interns is normally the summer break for college students. Interns may also be employed during the school break between the fall and winter semesters and/or throughout the year, not to exceed 1,040 hours in a 12-month period. Interns are not eligible for performance increases; however, as outlined in the Internship Program Guidelines, an intern’s wage rate may be adjusted according to the new guidelines as might be provided by the Human Resources Division (HR).


  


  7. The IC can assist in recruiting and interviewing students in order to develop a diverse applicant pool of qualified students. Hiring supervisors should utilize the applicant pool provided to select interns and comply with the guidelines in Personnel Policy 0505, “Equal Employment Opportunity.” The selection and review of internship applications should be done in the same manner as regular salaried employment candidates (i.e., relatives working for the department, correct wage rate, eligibility to work in the United States, etc.). Refer to Personnel Policy 0517, “Staffing of Department Vacancies with External Candidates.”


  


  Unpaid Internships


  


  1.Unpaid interns will not count against target staffing levels or charged against a district’s/division’s/office’s personal service budget.


  


  2.It is imperative that unpaid interns receive both productive assignments and progressive trainings. Supervisors must ensure all assigned tasks meet the objectives of the program.


  


  3.District/division/office supervisors must contact the IC to specify the needs for an unpaid intern. The IC will then work with the Chief Counsel’s Office to finalize the agreement.


  


  4.Participants in the unpaid internship program are required to sign the Unpaid Intern Agreement form. The agreement must list dates of employment, job title, and primary job duties. All participants must maintain an overall GPA of at least 2.0 out of 4.0 or its equivalent to be accepted into and/or remain in the program.


  


  Summer Employment (Non-Intern) Program


  


  1.The summer employment program usually consists of undergraduate college students who are not eligible for the Internship Program because they do not meet internship eligibility guidelines and/or high school graduates accepted for fall enrollment in college. The summer employment assignments are those not directly related to the intern curriculum (i.e., clerk, summer maintenance laborer, etc.).


  


  2. Summer employees hired in maintenance will not normally be required to have a commercial driver's license (CDL). Those attaining a CDL at the department’s request during summer employment will be reimbursed for the entire cost of the CDL as outlined in Personnel Policy 0510, “Commercial Driver’s License.”


  


  


  CROSS REFERENCES


  Personnel Policy 0505, “Equal Employment Opportunity”


  Personnel Policy 0517, “Staffing of Department Vacancies with External Candidates“


  Internship Program Guidelines


  


  


  FORM


  HR06, Unpaid Intern Agreement


  


  PROCEDURE


  0518, “Internship Program


  2013 INTERNSHIP PROGRAM GUIDELINES


  
    
      
        
          

          Objectives:


          
            	1. Assist in meeting work program needs during peak periods throughout the year.


            	2. Provide progressive job experience to students.


            	3. Promote career opportunities with the department upon graduation.

          



          Intern Eligibility:


          ALL PARTICIPANTS must maintain at least an overall G/P.A. of 2.0 out of 4.0 to be accepted into and/or remain in the internship program.


          
            	1. An Audits and Investigations intern must have completed 60 semester hours in the appropriate discipline.


            	2. A Bridge intern must have completed their junior year (normally 90 semester hours) in civil engineering at an accredited civil engineering college.


            	3. A Bridge Inspection intern must have completed their sophomore year (normally 60 semester hours) in civil or structural engineering at an accredited civil engineering college.


            	4. A Chemist intern must be a college undergraduate enrolled as a chemistry major or must have completed at least 60 semester hours in the appropriate discipline.


            	5. A Computer Science intern must have completed at least 30 semester hours in the appropriate discipline, and completed at least two courses in Basic, COBAOL, C, C++, or other programming languages.


            	6. A Construction, Design, Materials, Planning, Research, or Traffic intern must be a college undergraduate enrolled in civil engineering at a college accredited toward a Bachelor’s degree in civil engineering (BSCE) who has completed their freshman year (normally 30 semester hours) in pre-civil engineering coursework; or must be a college undergraduate enrolled in pre-civil engineering at a college having a transfer agreement, with an intent to obtain a BSCE (normally 30 semester hours) in pre-civil engineering coursework.


            	7. A Construction, Design, Planning, Traffic, Research, Bridge, or Materials Technician intern must have completed at least 30 semester hours in an academically-related program.


            	8. A Construction Management intern must be a college undergraduate enrolled in construction management, or an academically-related program who has completed their sophomore year (normally 60 semester hours).


            	9. An Electrician intern must have completed at least 30 semester hours in an electrical-related program at an accredited college or university.


            	10. A General Services intern must have completed at least 30 semester hours in a business-related degree program at an accredited college or university.


            	11. A Geology intern must be currently enrolled in and have completed at least 30 semester hours in an undergraduate program in civil engineer, geological engineering, or geology.


            	12. A Historic Preservation intern must be currently enrolled in and have completed at least 30 semester hours in an undergraduate program in anthropology, architectural history, or history.


            	13. A Human Resources, Financial Services, or Customer Relations intern must have completed at least 60 semester hours in the appropriate discipline.


            	14. A Legal intern must have completed their Bachelor’s degree and be presently enrolled in the first year of law school.


            	15. A Maintenance intern must have completed at least 30 semester hours at an accredited college or university, preferably in a civil engineering degree program, but not absolutely essential.


            	16. A Mechanic intern must have completed high school and be enrolled in an approved Associate’s degree program.


            	17. A Motor Carrier Services intern must have completed at least 30 semester hours at an accredited college or university, preferably in a Bachelor’s degree program for Criminal Justice, Law Enforcement, Safety, Business Administration, or related field.


            	18. A Roadside Management intern must have completed their freshman year (normally 30 semester hours) in the horticulture curriculum or an academically-related program.


            	19. A Safety intern must have completed at least 60 semester hours in the appropriate discipline.


            	20. A Survey intern must have completed at least 30 semester hours in the appropriate discipline.


            	21. A Program Management intern must have completed their sophomore year (normally 60 semester hours) in civil engineering or engineering management at an accredited college or university.

          


          Job Titles and Work Assignments:


          Audits and Investigations Intern (Job Title Code R09954): Assigned to duties range from auditor to senior auditor.


          Bridge Intern (Job Title Code R09992): Assigned to job duties ranging from structural designer to senior structural designer, based on level of education and summer job experience.


          Bridge Inspection Intern (Job Title Code R09002): Assigned to job duties requiring bridge inspection abilities.


          Chemist Intern (Job Title Code R09949): Assigned to job duties ranging from laboratory chemist to analytical chemist, based on level of education and prior work experience in laboratory work.


          Customer Relations Intern (Job Title Code R09953): Assigned to job duties requiring journalism or customer relations knowledge, skills, and abilities.


          Computer Science Intern (Job Title Code R09962): Assigned to job duties requiring computer programming abilities.


          Construction Intern (Job Title Code R09990): Assigned to job duties ranging from construction assistant to senior construction technician, based on level of education and summer job experience.


          Construction Management Intern (Job Title Code R09958): Assigned to job duties ranging from construction assistant to senior construction technician based on level of education and summer job experience.


          Financial Services Intern (Job Title Code R09955): Assigned to job duties ranging from account technician to business/benefits specialist.


          Design Intern (Job Title Code R09991): Assigned to job duties ranging from assistant design technician to senior design technician and/or survey assistant to senior survey assistant, based on level of education and summer job experience.


          Electrician Intern (Job Title Code R09034): Assigned to job duties requiring knowledge, skills, and abilities related to communications equipment and related electronic devices.


          General Services Intern (Job Title Code R09001): Assigned to job duties requiring general services knowledge, skills, and abilities.


          Geographic Information Systems Intern (Job Title Code R09928): Assigned to job duties requiring knowledge, skills, and abilities related to GIS.


          Geology Intern (Job Title Code R09031): Assigned to job duties related to the field of geological engineering.


          Historic Preservation Intern (Job Title Code R09972): Assigned to job duties related to archaeological identification, testing, and mitigating of archaeological sites and field work.


          Human Resources Intern (Job Title Code R09963): Assigned to job duties requiring human resources management abilities.


          Legal Intern (Job Title Code R09970): Assigned to job duties ranging from paralegal to attorney, based on level of education and summer job experience.


          Maintenance Intern (Job Title Code R09952): Assigned to job duties requiring maintenance knowledge, skills, and abilities.


          Materials Intern (Job Title Code R09960): Assigned to job duties ranging from assistant materials technician to senior materials technician or assistant technician to laboratory testing technician based on level of education and summer job experience.


          Mechanic Intern (Job Title Code R09950): Assigned to job duties ranging from mechanic helper to more advanced mechanical duties, based on level of education.


          Motor Carrier Intern (Job Title Code R09032): Assigned to job duties ranging from motor carrier technician to routine administrative and para-professional support. Assist with regulatory activities, and compliance and audit programs.


          Planning Intern (Job Title Code R09965): Assigned to job duties ranging from planning technician, based upon level of education and summer job experience.


          Research Intern (Job Title Code R09966): Assigned to job duties related to research activities similar to that of a field technician.


          Right-of-Way Intern (Job Title Code R09923): Assigned to job duties related to right of way activities.


          Roadside Management Intern (Job Title Code R09964): Assigned to job duties related to roadside management activities.


          Safety Intern (Job Title Code R09959): Assigned to job duties ranging from clerk to senior risk management technician, based on level of education and summer job experience.


          Survey Intern (Job Title Code R09030): Assigned to job duties ranging from survey assistant to survey technician based on level of education and summer job experience.


          Traffic Intern (Job Title Code R09961): Assigned to job duties ranging from assistant traffic technician to special maintenance supervisor, based on level of education and summer job experience.

        

      

    

  


  CCO Form:HR06


  Approved:11/09 (ACO)


  Revised:


  Modified:


  MISSOURI HIGHWAYS AND TRANSPORTATION COMMISSION


  UNPAID INTERN AGREEMENT



  


   THIS AGREEMENT is entered into by the Missouri Highways and Transportation Commission (hereinafter, "Commission") and _____________ (hereinafter, "Intern").


  


   WITNESSETH:


   NOW, THEREFORE, in consideration of the mutual promises, covenants, and representations contained in this Agreement, the parties agree as follows:


  (1)PURPOSE: To provide for the use of an unpaid intern by the Missouri Department of Transportation (hereinafter, “MoDOT”) within MoDOT’s (insert district/division and location).


          (2) AMENDMENTS: Any change in this Agreement, whether by modification or supplementation, must be accomplished by a formal written agreement signed and approved by the Intern and the Commission.


       (3)ASSIGNMENT:Intern shall not assign, transfer or delegate any duty or obligation in this Agreement.


   (4) LAW OF MISSOURI TO GOVERN: This Agreement shall be construed according to the laws of the State of Missouri. Intern shall comply with all local, state and federal laws and regulations relating to the performance of this Agreement.


   (5)VENUE: It is agreed by the parties that any action at law, suit in equity, or other judicial proceeding to enforce or construe this Agreement, or regarding its alleged breach, shall be instituted only in the Circuit Court of Cole County, Missouri.


   (6)INDEMNIFICATION: Intern shall defend, indemnify and hold harmless the Commission, including its members and department employees, from any claim or liability whether based on a claim for damages to real or personal property or to a person for any matter relating to or arising out of the Intern's performance of its obligations under this Agreement.


   (7) COMMISSION REPRESENTATIVE: The Commission's Add title of commission rep here is designated as the Commission's representative for the purpose of administering the provisions of this Agreement. The Commission's representative may designate by written notice other persons having the authority to act on behalf of the Commission in furtherance of the performance of this Agreement.


   (8) POSITION AND DUTIES: The Intern shall be in the position of __________ and shall have the following duties:


   (include the duties for which the Intern will be responsible under this paragraph (8) in lettered paragraphs (A), (B) and so on… I would also recommending ending with the following …”Perform other duties as assigned.”)


  (9)Valid Missouri Driver’s License: Intern certifies that he/she holds a valid driver’s license for the state of Missouri and Intern agrees to immediately notify his/her designated supervisor of any change to the status of his driving privileges.


  (10)MEDICAL INSURANCE COVERAGE: Intern certifies that he/she has in effect medical insurance coverage and Intern agrees to notify his/her designated supervisor immediately of any change to the status of his medical insurance coverage.


   (11) MOTOR VEHICLE LIABILITY INSURANCE COVERAGE: Intern certifies that he/she has in effect, at a minimum, the minimum amount of motor vehicle liability insurance coverage required by Missouri law and Intern agrees to notify his/her supervisor immediately of any change to the status of his motor vehicle liability insurance coverage.


  (12) PROHIBITIONS:


   (A) Commercial Motor Vehicles: Intern is prohibited from operating any Commission vehicle for which a Commercial Driver’s License is required.


   (B)  Roads/Highways: Intern’s operation of Commission vehicles is limited to Commission-owned parking lots and maintenance facilities and Intern is prohibited from operating any Commission vehicle on roadways or highways of any kind.


   (13) DURATION: Unless otherwise terminated, this Agreement shall be in effect for a period no longer than one (1) academic semester, which consists of _____ weeks(could include a beginning date). The Commission may terminate this agreement at any time, with or without cause.


   (14) Physical Examination: Intern shall be required to undergo and successfully pass a physical examination if the position is physically demanding prior to beginning any duties pursuant to this Agreement. If Intern does not successfully pass such physical examination, this Agreement shall be void. 


   (15)Drug/alcohol Screening: Intern shall be required to undergo a drug and alcohol screening, if the position is safety-sensitive or physically demanding. If Intern does not successfully pass such drug screening, this Agreement shall be void.


   (16) BACKGROUND CHECK: All unpaid interns are required to have a criminal background check completed prior to beginning any duties pursuant to this Agreement. At the Commission’s sole discretion, this Agreement may be voided based on the results of the background check performed under this paragraph.


  (17) DISCLOSURE OF INFORMATION: Intern authorizes the Commission, its employees or agents to disclose information on Intern’s performance under this Agreement to Intern’s school or its employees, including course instructors. Intern releases the Commission, its employees or agents from any liability concerning any information disclosed under this provision.


   (18) CONFIDENTIAL INFORMATION: Intern agrees to keep confidential any information Intern receives while performing under this Agreement except as may be required by statute, ordinance, or order of court, or as authorized by the Commission. The Intern shall notify the Commission immediately of any request for such information.


   (19) COMPENSATION: Intern shall not receive any compensation from Commission for Intern’s performance of duties under this Agreement. Intern is permitted to seek and receive compensation from sources other than the Commission for work performed under this Agreement (e.g. from educational grants, scholarships, etc.). Intern understands and agrees that if Intern seeks or receives such compensation from other sources, the Commission is not responsible for, and releases Commission from, any liability arising out of such compensation arrangement.


   (20)  STATUS OF RELATIONSHIP: The parties agree and acknowledge that Intern is not an agent, employee or assign of the Commission/MoDOT. It is within Commission’s discretion to terminate the relationship with Intern at any time. The Commission/MoDOT is not responsible for any legal and financial responsibility for taxes, FICA, employee fringe benefits, workers compensation, employee insurance, minimum wage requirements, overtime, etc., Intern is voluntarily participating in this unpaid internship at his/her own risk. 


  (Note if Intern is a minor the Agreement will not be enforceable so please contact CCO if this is the case)


  [Remainder of Page Intentionally Left Blank; Signature and Execution Appears on the Following Page]


   IN WITNESS WHEREOF, the parties have entered into this Agreement on the date last written below.


   Executed by Intern this _____ day of _____________, 20___.


   Executed by the Commission this _____ day of ______________, 20___.


  


  


  MISSOURI HIGHWAYS AND  INTERN


  TRANSPORTATION COMMISSION


  


  ______________________________        By______________________________  


  Title___________________________  Title____________________________ 


  


  


  _______________________________


  Secretary to the Commission


  


  Approved as to Form:                


  _______________________________


  Commission Counsel



  Chapter Title: Employment


  Procedure for Policy Title: Internship Program (0518)


  Policy Number: 0518


  Effective Date: July 13, 2016


  Prior Effective Date: June 1, 2013


  
    

  


  
    
      
        
          PROCEDURES

        

      

    

  


  


  
    
      
        
          

          
            	1. The Internship Coorindator (IC) can assist in the recruitment and interviewing of interns and can provide hiring recommendations, if so requested.




          


          
            	2. After a conditional job offer has been made, the Human Resources (HR) representative should schedule a pre-employment drug test according to Personnel Policy 2508, “Drug Testing Program.” The HR representative will notify the Risk and Benefits Management Division of the scheduled drug test date.

          


          
            	3. Districts/divisions/offices are responsible for informing interns of the requirements of Risk and Benefits Management’s “Safety Footwear Policy,” as well as any other relevant safety equipment they may need for their job.

          


          
            	4. All Employment Status Maintenance (ESMT) transactions for interns are to be noted as “student employee” under the “remarks” section to differentiate from other types of temporary hires and the position number should be entered as “INTERN.”

          


          
            	5. All ESMTs for summer employment program employees (non-interns) are to be noted as “summer employee” under the “remarks” section to differentiate from other types of temporary hires and the position number should be entered as “SUMMER.”

          


          
            	6. Districts/divisions/offices should respond to those individuals applying, but not selected, and encourage them to continue to consider the department for future opportunities.

          



          CROSS REFERENCES


          Personnel Policy 2508, “Drug Testing Program”


          "Risk and Benefits Manual, Safety Footwear Policy(refer to Risk and Benefits Management)



          FORM:


          Internship Request Form

        

      

    

  


  


  INTERNSHIP REQUEST FORM


  Human Resources Division


  June 1, 2013


  



  Per Procedures 0518, “Internship Program,” by submittal of this form, you are requesting the Internship Coordinator to recruit and conduct interviews of interns for the specified positions. If desired, supervisors can conduct a second interview with students OR extend an offer without a second interview after reviewing the interview packets.



  Requesting Division/District ___________________________________________________


  Position Title(s): _____________________________________________________________


  Immediate supervisor of new intern: ____________________________________________ Phone:__________________


  1. How many intern positions do you want to fill?______________________________________________


  2. What will be the physical work location for the intern(s) (ie. Building location, city)? ____________________________________________________________________


  3. When do you want the intern(s) to start work?__________________________________


  4. How many hours per week are you expecting the intern(s) to work?________________


  5. What college degree should the intern(s) be pursuing?


  a) Business


  b) Engineering


  c) Computer Science


  d) Journalism


  e) Criminal Justice


  f) Other: ________________________


  6. What are some general work responsibilities the intern(s) will have?___________________________________________________________________________


  7. Are there specific work requirements (licenses, job skills, etc.) necessary?__________________________________________________________________________


  



  Signature of Hiring Supervisor: ________________________________________________


  Signature of HR Representative: _______________________________________________


  



  Please send completed form to:


  Ida Mitchell


  Senior Human Resources Specialist


  Equal Opportunity and Diversity Division


  Internship Coordinator


  573-751-2675


  Ida.mitchell@modot.mo.gov


  



  CC: CO-HREmp


     District HR office


  

  


  Chapter Title: Employment


  Policy Title: Background Checks (0519)


  Policy Number: 0519


  Effective Date: February 1, 2017


  Prior Effective Date: July 1, 2009


  
    

  


  POLICY STATEMENT


  


  The department will conduct background checks on all applicants who have been extended a conditional offer of employment, and on current employees and consultants, as described in this policy. Criminal background checks will be conducted to improve the employment screening process, provide information that will allow the department to determine the suitability of an applicant who has been extended a conditional offer of employment or employee for a particular position within the department, and identify issues that may negatively affect the public’s confidence in the department, as well as its staff and services.


  


  DEFINITIONS


  


  Criminal:Identifies pending charges, convictions, guilty pleas of felonies and/or misdemeanors, and suspended impositions of sentence that have not yet been totally disposed.


  


  Driving: Identifies traffic violations/status of license (e.g., suspended) or driving restrictions.


  


  Tax: Identifies compliance with Section 105.262, of the Revised Statutes of Missouri (RSMO), which requires all state employees to file state income tax returns and pay all state income taxes owed as a condition of continued employment.


  


  


  


  PROVISIONS / REQUIREMENTS


  


  1. The designated local HR representative will access the Department of Revenue’s driver’s license database to verify the current status of the applicant’s driver’s license.


  


  The HR Division will also check the driving status of all employees in a position requiring a CDL on a monthly basis to ensure employees are authorized to operate department vehicles and have the appropriate endorsements as required by the Department of Revenue and MoDOT policy for their position. Any restrictions will be reported to the appropriate district engineer or division leader/state engineer, and the local HR representative for appropriate action.


  


  2. The department will conduct a criminal background check on all applicants who have been extended a conditional offer of employment with the department. A criminal background check will also be requested for all current employees who are transferred or promoted into a position and consultants being hired that require access to the SAM II payroll system or other confidential employee information. Offenses that reasonably relate to the applicant’s/employee’s ability to carry out the duties of the job and pending felony or misdemeanor charges may disqualify the applicant/employee from employment. (See Personnel Policy 2500, “Standard Rules of Conduct.”) Applicants and employees will be given the opportunity to challenge the accuracy and/or completeness of their criminal history report prior to any action being taken based on the report. Applicants and employees can obtain a copy of their criminal history report by providing a written notarized request to the HR director.


  


  3.As a condition of continued employment with the state of Missouri and MoDOT, all employees employed full-time, part-time, or on a temporary basis, must file state income tax returns and pay all state income taxes. All MoDOT employees will be checked on an annual basis to ensure they are in compliance with Section 105.262 of RSMO. Those employees who are in violation will be notified and will have 45 days to provide the department


  


  


  with a copy of a tax compliance letter from the Department of Revenue. Failure to comply within the designated time will result in immediate dismissal from the department.


  


  


  CROSS REFERENCE


  


  Personnel Policy 2500, “Standard Rules of Conduct”


  


  


  PROCEDURE


  


  Procedure 0519, “Background Checks”


  


  



  Chapter Title: Employment


  Procedure for Policy Title: Background Checks (0519)


  Policy Number: 0519


  Effective Date: February 1, 2017


  Prior Effective Date: July 1, 2009


  
    

  


  
    
      
        
          PROCEDURES











          
            	1. The HR representative assigned to filling the job vacancy is responsible for verifying the applicant has provided authorization to conduct the criminal background check. This is found on the applicant's Application for Employment ("Applicant Personal Confirmation" section).

	


	1. The HR Division will request a criminal background check from the Missouri State Highway Patrol and the Federal Bureau of Investigation for all external applicants who are given a conditional offer of employment.

          


          
            	2. If it is determined that the applicant/employee is ineligible for a position based upon the criminal or driving background check, the local HR representative and the district engineer or division leader/state engineer will notify the applicant/employee in writing of the final decision.

          


          


          
            
              
                
                  

                  


                

              

            

          

        

      

    

  


  Missouri Department of Transportation


  BACKGROUND CHECK


  AUTHORIZATION FORM


  Revised: 08/2005


  


  I authorize the Missouri State Highway Patrol to furnish the Missouri Department of Transportation (MoDOT) any information regarding my criminal history. This includes pending charges and convictions for a misdemeanor or a felony.


  I authorize the Missouri Department of Revenue to furnish to MoDOT information regarding the status of my driver’s license.


  I do hereby release and forever discharge MoDOT and its officers, agents, and employees, from any and all liability arising out of or in any manner relating to the performance of the above reference checks and the disclosure of any information made with regard thereto.


  Conviction of a violation of the law is not an automatic bar to employment. Each case is considered on an individual basis; however, falsification of the application will result in disqualification.


  I have read and understand the above paragraphs.


  


  
    
      
        	
          Name:

        

        	
          

        

        	
          Name:

        

        	
          

        
      


      
        	
          (Print Last, First, MI) (If applicable, include Jr., Sr., etc.)

        

        	
          (Please list any previous names.)

        
      


      
        	
          Signature:

        

        	
          

        

        	
          Date:

        

        	
          

        
      


      
        	
          Social Security Number: (Please list any previously used social security numbers.)

        

        	
          

        
      


      
        	
          

        

        	
          

        
      


      
        	
          Have you ever been convicted or plead guilty before a court of any federal, state, or municipal criminal offense? (Please include any alcohol or drug related driving offenses or any other offense you have been convicted of.)


          If YES, please provide explanation below:YESNO

        

        	
          

        
      


      
        	
          

        

        	
          

        
      


      
        	
          

        

        	
          

        
      


      
        	
          Have you ever received probation or community supervision for any federal, state, or municipal criminal offense?


          If YES, please provide an explanation below:YESNO

        

        	
          

        
      


      
        	
          

        

        	
          

        
      


      
        	
          

        

        	
          

        
      


      
        	
          Have you ever been convicted of any criminal offense in a country outside the jurisdiction of the United States?


          If YES, please provide an explanation below:YESNO

        

        	
          

        
      


      
        	
          

        

        	
          

        
      


      
        	
          

        

        	
          

        
      


      
        	
          As of the date of this authorization, do you have any pending criminal charges against you?


          If YES, please provide an explanation below:YESNO

        

        	
          

        
      


      
        	
          

        

        	
          

        
      


      
        	
          

        

        	
          

        
      


      
        	

        	

        	

        	

        	

        	

        	

        	
      

    
  


  


  
    
      
        	
          


          FOR DEPARTMENT OF TRANSPORTATION USE ONLY

        
      


      
        	
          Job Title:

        

        	
          

        

        	
          District/Division/Office:

        

        	
          

        
      


      
        	
          SAM II Access:

        

        	
          Yes

        

        	
          No

        
      


      
        	
          Date of Birth:

        

        	
          

        

        	
          Gender:

        

        	
          

        

        	
          Purchasing Authority:

        

        	
          

        
      


      
        	

        	

        	

        	

        	

        	

        	

        	

        	
      

    
  


  



  

  Missouri Department of Transportation


  CONSULTANT/CONTRACTOR BACKGROUND CHECK


  AUTHORIZATION FORM


  
    Revised: 10/2005
  


  
    

  


  I authorize the Missouri State Highway Patrol to furnish the Missouri Department of Transportation (MoDOT) any information regarding my criminal history. This includes pending charges and convictions for a misdemeanor or a felony.


  


  I do hereby release and forever discharge MoDOT and its officers, agents, and employees, from any and all liability arising out of or in any manner relating to the performance of the above reference checks and the disclosure of any information made with regard thereto.


  


  Conviction of a violation of the law is not an automatic bar to employment. Each case is considered on an individual basis; however, falsification of the application will result in disqualification.


  


  I have read and understand the above paragraphs.


  
    
      
        	
          Name:

        

        	
          

        

        	
          Name:

        

        	
          

        
      


      
        	
          (Print Last, First, MI) (If applicable, include Jr., Sr., etc.)

        

        	
          (Please list any previous names.)

        
      


      
        	
          Signature:

        

        	
          

        

        	
          Date:

        

        	
          

        
      


      
        	
          Social Security Number:

        

        	
          

        
      


      
        	
          (If applicable, list any previously used social security numbers.)

        

        	
          

        
      


      
        	
          Date of Birth:

        

        	
          

        

        	
          Gender:MaleFemale

        

        	
          MoDOT Phone

        

        	
          

        
      


      
        	
          Company Name:

        

        	
          

        

        	
          

        

        	
          Company Phone Number:

        

        	
          

        
      


      
        	
          

        

        	
          

        

        	
          

        

        	
          

        

        	
          :

        

        	
          

        
      


      
        	
          Have you ever been convicted or plead guilty before a court of any federal, state, or municipal criminal offense? (Please include any alcohol or drug related driving offenses or any other offense you have been convicted of.)


          If YES, please provide explanation below:YESNO

        
      


      
        	
          

        
      


      
        	
          

        
      


      
        	
          Have you ever received probation or community supervision for any federal, state, or municipal criminal offense?


          If YES, please provide an explanation below:YESNO

        
      


      
        	
          

        
      


      
        	
          

        
      


      
        	
          Have you ever been convicted of any criminal offense in a country outside the jurisdiction of the United States?


          If YES, please provide an explanation below:YESNO

        
      


      
        	
          

        
      


      
        	
          

        
      


      
        	
          As of the date of this authorization, do you have any pending criminal charges against you?


          If YES, please provide an explanation below:YESNO

        
      


      
        	
          

        
      


      
        	
          

        
      


      
        	

        	

        	

        	

        	

        	

        	

        	

        	

        	

        	

        	

        	

        	

        	

        	

        	

        	
      

    
  


  


  
    
      
        	
          FOR DEPARTMENT OF TRANSPORTATION USE ONLY

        
      


      
        	
          Job Title:

        

        	
          

        

        	
          District/Division/Office:

        

        	
          

        
      


      
        	
          SAM II Access:

        

        	
          Yes

        

        	
          No

        
      


      
        	
          Date of Birth:

        

        	
          

        

        	
          Gender:

        

        	
          

        

        	
          Purchasing Authority:

        

        	
          

        
      


      
        	

        	

        	

        	

        	

        	

        	

        	

        	
      

    
  


  


  


  Chapter Title: Employment


  Policy Title: Personnel Files and Employee Records (0520)


  Policy Number: 0520


  Effective Date: April 1, 2018


  Prior Effective Date: December 6, 2017


  
    

  


  POLICY STATEMENT


  


  The department will maintain employee records in accordance with federal and state recordkeeping laws, and provide employees a reasonable opportunity to review and copy documents contained in their personnel files, as well as their other employee records maintained separately from their personnel file.


  


  


  DEFINITIONS


  


  Official Personnel File: A hardcopy file, maintained by the Human Resources (HR) Division, for each department employee.


  


  Work Location Personnel File: A hardcopy file, maintained by the district engineer/ division leader/state engineer, for each employee in the district/division/office.


  


  Personnel File: Refers to both the official personnel file and work location personnel file.


  


  Performance Management File: A hardcopy file, maintained by an employee’s immediate supervisor, containing the supervisor’s documentation for all phases of the performance management process for the employee.


  


  Former Employee: An employee who has retired, resigned, was released, or for any other reason, is no longer employed with the department.


  


  Purge: To destroy documents or files by shredding or other method.


  


  Acronyms: EOCY (End of Calendar Year) EOSFY (End of State Fiscal Year) SOE (Separation of Employment)


  PROVISIONS/REQUIREMENTS


  


  General


  


  1. The HR director is considered the official custodian of records for all personnel files and employment records of the department.

  

  


  2.In the case of an employment-related lawsuit, administrative charge, internal grievance, or post-termination hearing, documents contained in personnel files, performance management files, and other employee records related to suchare not to be purged until final disposition of the lawsuit, administrative charge, internal grievanceor post-termination hearing, or the record retention period established herein has expired, whichever is longer. If a request for the employee’s or former employee’s personnel file is made in any of these circumstances, the department will also provide the performance management file in response to such request.


  


  Official Personnel File and Work Location Personnel File


  


  3.An employee’s official personnel file shall be limited to the documents listed below. These documents are not to be purged from this file unless stated below.


  


  A.Copy of employment application, excluding the Affirmative Action Survey, resume, and other documents submitted with the application and application to return from military leave, if applicable.


  


  B.Copies of official school transcripts, training certificates, and certificates showing professional registration and/or certification.


  


  C.Correspondence involving employment such as offer and acceptance, commendations, prior state service, retirement, department service dates, and other department correspondence deemed appropriate by the HR director. Regret letters regarding jobs for which an employee has applied, but was not selected,are notto be kept in the personnel file.


  


  D.Original Form P-2, “Personnel Clearance,” transactions processed prior to the implementation of the SAM II HR/Payroll System (prior to November 1, 2000) and printouts of Employment Status Maintenance Transactions (ESMT) from the SAM II HR/Payroll System reflecting changes to employment status for new hires and rehires only. The first page and comments section only of the ESMT, if available, will be kept.


  


  E.Copies of Form P-3, “Employee Personal Information Changes,” and Form P-3B, “Employee Address Form.”


  


  


  F.Original Form P-3A, “Employee Education and Licenses Information Update.”


  


  G.Copies of letters that result in disciplinary transfers, demotions, suspensions, or probations (except those involving drug or alcohol testing as described in paragraph 3H, or termination.


  


  H. Copies of letters informing employees of failure to pass a drug or alcohol test are to bepurged after two yearsfrom the date of the letter.


  


  I. Copies of requests for disaster relief volunteer services from the American Red Cross (or other approved agencies) and any subsequent letters or memos, including approval or denial of the request.


  


  J. Original Form P-53, “Application for Educational Assistance and Repayment.”


  


  K. Original Form P-24, “Relocation Repayment Agreement.”


  


  L. Original Form P-25, “Policy 6502 – Repayment Agreement Form.”


  


  M. Original Form P-26, “External Training Repayment Agreement Form.”


  


  4.Each district/division/office must maintain a work location personnel file on each employee in their area. The work location personnel file does not have to be an exact duplicate of the official personnel file. However, the documents described in paragraph 5 below must be storedseparatelyfrom personnel files. At a minimum, the work location personnel file must contain the following documents and should not be purged unless stated below:


  


  A.Copies of the employment application excluding the Affirmative Action Survey and other documents submitted with the application.


  


  B.Original “New Employee Orientation Checklist” forms.


  


  C.Copies of official school transcripts, training certificates, and/or certificates showing professional registration and/or certification.


  


  D.Copies of letters that result in disciplinary transfers, demotions, suspensions, or probations (except those involving drug or alcohol testing as described in paragraph 4E, or termination.


  


  E.Copies of letters informing employees of failure to pass a drug or alcohol test are to bepurged after two yearsfrom the date of the letter.


  


  


  Although documentation about verbal warnings and copies of written warnings must be kept in the employee’s performance management file, additional copies may be kept in the work location personnel file. If, following the issuance of a verbal warning or written warning, an employee has no further disciplinary actions taken for a period of three years from the date the verbal warning or written warning is issued (i.e., the date of the letter), documentation about the verbal or written warning will not be considered in subsequent employment and disciplinary decisions and will be purged from files.


  


  Other Employee Records


  


  
    	The following employee records are to be stored separately from personnel files.

  


  


  
    
      
        	
          Type of Record

        

        	
          Where Maintained**

        

        	
          How Long to Keep

        
      

    

    
      
        	
          Original I-9 “Employment Eligibility Verification” form and related documents

        

        	
          HRCO

        

        	
          3 years following termination

        
      


      
        	
          Staffing records that support employment decisions (hiring, promotion, etc.) including, but not limited to, job advertisements, internal postings, internal applications, qualified applicant lists, interview questions, and summaries

        

        	
          Local HR office

        

        	
          EOCY 5 years following the effective date the vacancy was filled

        
      


      
        	
          Employee Training Program

        

        	
          HRCO

        

        	
          SOE plus 5 years

        
      


      
        	
          Supporting documentation from grievances and investigations, except for documentation of verbal and written warnings and formal disciplinary letters described in paragraphs 3 and 4

        

        	
          Local HR office, AI or EOD, and supervisors

        

        	
          EOSFY plus 5 years after action or settlement (HR records), permanent retention (PR) for AI records

        
      


      
        	
          Medical information and files, including FMLA forms and information on employee accommodation under the Americans with Disabilities Act

        

        	
          HRCO, local HR office, and supervisors, as instructed by HRCO

        

        	
          SOE plus 50 years; local HR office copy is SOE plus 5 years

        
      


      
        	
          Worker’s Compensation claims files

        

        	
          RB and local RB office

        

        	
          RB copy is 25 years following the date of claim resolution, then review and determine if retained; local RB office copy is discarded when the claim is closed

        
      


      
        	
          Results from positive drug tests

        

        	
          RB

        

        	
          5 years from test date

        
      


      
        	
          Results from physicals

        

        	
          RB

        

        	
          25 years following the date of resolution

        
      


      
        	
          Background check records – not hired

        

        	
          HRCO

        

        	
          EOSFY plus 5 years

        
      


      
        	
          Background check records – hired

        

        	
          HRCO

        

        	
          SOE plus 5 years

        
      


      
        	
          Official payroll records

        

        	
          FS and local BB

        

        	
          Payroll records will be kept by FS and local BB offices until the end of the calendar year in which they are superseded or become obsolete

        
      


      
        	
          Medical insurance and life insurance records

        

        	
          RB

        

        	
          EOCY after termination of all benefits plus 10 years

        
      


      
        	
          **Audits and Investigations Unit (AI), Financial Services (FS), Business and Benefits (BB), Human Resources (HR), Human Resources Central Office (HRCO), Equal Opportunity and Diversity (EOD), and Risk and Benefits Management Division (RB). “Local HR office” refers to district HR for districts and HR Services for the Central Office.

        
      

    
  


  


  


  Employee Access to Personnel Files and Other Employee Records

  

  


  6.Any department employee is entitled to review the entire contents of his/her own personnel file or performance management file, and may obtain a copy of any document within these files. The employee may not remove his/her personnel file from the premises of the HR Division or the district/division/office where the personnel file is stored.


  


  7.Employees will not be charged annual leave for areasonableamount of time (up to 30 minutes) spent reviewing their work location personnel file or performance management file, including travel time. For efficiency purposes, supervisors may take a work location personnel file or performance management file to an employee in the field. In these situations, supervisors are responsible for safeguarding all documents, ensuring that all documents are returned to the appropriate file, and that the file is returned to the proper location.


  


  An employee may use annual leave or compensatory time to travel to the HR Division to review his/her official personnel file, or the employee may obtain a copy of his/her official personnel file by sending a request, in writing, to his/her local HR representative or the HR Division. The request must be signed by the employee, dated, and notarized. It must include the employee’s full name as it appears on his/her social security card and the last four digits of his/her social security number. The copied information will then be sent to the employee’s mailing address (the current mailing address in the SAM II system).


  


  8.A designated supervisor or HR representative must be present as the employee is reviewing the personnel or performance management file.


  


  9.An employee may not change or delete information from his/her personnel file, but may request that information contained in the file be corrected or deleted, or may write a statement of disagreement regarding any item in the file that will be placed in the pertinent personnel file. An employee may submit the request for correction, deletion, or statement of disagreement for the personnel file to his/her local HR representative or the HR Division. The HR director will determine whether to make the requested correction or deletion. If the requested change is denied, the statement of disagreement will be placed in the file.


  


  10.Except as stated below, any employee may have access to view and copy any form or document described in paragraph 5 above that he/she has personally signed or completed, but will be prohibited from access to all other documents referenced in paragraph 5.


  


  An employee’s right of access to Form A-570, “Medical Insurance Enrollment Form,” and other documents obtained in the processing of medical insurance claims maintained by the RB Division shall be governed by federal regulations.


  


  11.Employees will not be granted access to the SAM II HR/Payroll System or the MoDOT HR/Payroll Data Mart unless such access is necessary to perform the duties assigned to their position.


  


  Access to Personnel Files and Employee Records by Other Missouri Department of Transportation (MoDOT) Employees and Non-MoDOT Employees


  


  12.Access by MoDOT employees to personnel files, performance management files, employee records, and information in the SAM II HR/Payroll System or MoDOT HR/Payroll Data Mart is limited to those documents and system screens required to conduct business and will be granted to:


  


  A.Department supervisors and other department staff responsible for reviewing performance, conducting investigations, preparing disciplinary actions, making promotion decisions, and responding to grievances.


  


  B.Members of the Chief Counsel’s Office (CCO), AI, and HR staff, or other department employees who have been delegated authority on behalf of MoDOT or the Missouri Highways and Transportation Commission, as necessary, to conduct their business.


  


  13.Except as stated in paragraph 14, the release of information contained in personnel files, performance management files, and other employee records to people who are not department employees is limited to information which is not a closed record under the Missouri Sunshine Law. Specifically, release of information shall be limited to first, middle, and last name, job title, salary, employment dates, and work location. At their discretion, districts/divisions/ offices may require requests for information to be submitted in writing. Requests for employment verification may be referred to the State of Missouri’s toll-free hotline, by calling “The Work Number” at 800-996-7566.

  

  


  In addition to the items described above, employee work location addresses will be released upon written request to the HR Division.


  


  An employee’s home address and home telephone number are considered confidential and will not be released, with the exception that home phone numbers and addresses may be provided to police/fire departments as part of an emergency response system. However, a Form P-3B, “Employee Address Form,” signed and dated by the employee, indicating he/she agrees to allow the state of Missouri to release his/her home address, will operate as permission to release the home address to anyone who should request it.


  


  14.Federal and state government agencies requesting access to employee files and records may be allowed access to the relevant portion of any personnel file, performance management file, or other employee record necessary for the federal or state government agency to conduct their business, provided proper identification and proof of legal authority to investigate or gain access is furnished. An employee or former employee may waive the limitations set out in paragraph 13 and allow additional specific information to be released to himself/herself or other individuals. To make a waiver, anotarizedwritten request signed and dated by the employee or former employee, specifically stating the employee’s full name, the last four digits of his/her social security number, what information is to be released, and to whom it is to be released, must be submitted to his/her local HR representative or the HR Division.

  

  


  A.Except as noted in paragraph 14B and 14C, all requests of this nature shall be sent to the HR director for response.


  


  B.Equal Employment Opportunity Commission and Missouri Commission on Human Rights requests for employee information shall be forwarded to AI for response.


  


  C.Requests to review documents or files related to medical insurance claims must be forwarded to the RB Division for response.


  


  15.Requests for employee information, other than what are specified in this policy, must be submitted in accordance with the “Open Records Policy and Procedure,” located on the Commission Secretary’s intranet site, listed under the “Policies” heading.


  


  Maintenance of Personnel Files and Performance Management Files


  


  16.Personnel files must be stored in locked cabinets except when authorized personnel are granted access, in which case the individual granted access is responsible for maintaining the confidentiality of all documents contained in the files.


  


  17.The HR Division is responsible for maintaining documents in official personnel files in accordance with retention periods specified in paragraphs 3 and 5, and will retain the official personnel files of former employees, who terminate after 1972 for 50 years after employment.


  


  18.The work location personnel file must transfer with an employee to another district/division/office if a transfer should occur. District HR managers are responsible for maintaining documents in work location personnel files for district employees in accordance with retention periods specified in paragraphs 3 and 5 and will retain work location personnel files of former employees for a minimum of five years following termination unless having been instructed to retain such files by AI, CCO, or other MoDOT divisions, after which time the files may be purged. The appropriatedistrict engineer/division leader/state engineerholds this responsibility for Central Office employees.


  


  19.Documentation in an employee’s performance management file and all other filesare not to be considered after three years from the date of the annual MAPS review. When an employee transfers or is promoted to a new position, the employee’s performance management file is to be sent to the receiving supervisor. Upon a supervisor’s termination from employment or transfer to a new position, the performance management files the supervisor had been maintaining shall transfer to the new supervisor. An employee’s immediate supervisor is responsible for maintaining performance management files in accordance with Personnel Policy 6506, “Performance Development.” Supervisors will retain the performance management files of former employees for three years following termination, after which time he/she will purge the files.


  


  


  CROSS REFERENCES


  


  Commission Secretary’s Office, “Open Records Policy and Procedures”


  Personnel Policy 6506, “Performance Evaluation”



  Missouri Sunshine Law (RSMo, Chapter 610, Section 610.021, Subparagraph 13)


  


  


  FORMS


  


  Form A-570, "Medical Insurance Enrollment Form"



  Form P-3, “Employee Personal Information Changes”


  Form P-3A, “Employee Education and Licenses Information Update”


  Form P-3B, “Employee Address Form”


  Form P-24, “Relocation Repayment Agreement”


  Form P-25, “Policy 6502, Repayment Agreement Form”


  Form P-26, “External Training Repayment Agreement Form”


  Form P-53, “Application for Educational Assistance and Repayment”


  I-9, “Employment Eligibility Verification”


  New Employee Orientation Checklist



  MISSOURI DEPARTMENT OF TRANSPORTATION AND MISSOURI STATE HIGHWAY PATROL


  
    A-570 Rev. 09/2013
  


  [image: A570]


  Missouri Department of Transportation


  Employee Personal Information Changes


  Form P-3


  September 2010


  



  Name as currently recorded  


  Last 4 digits ONLY of SS#


  Job title  


  District/division/office  


  Effective date of change   


  



  Employees: Complete form and forward to your local Human Resources representative.


  Central Office/District Human Resources/Support Services Representatives: Enter information into SAM II system and forward the original or a copy of the form to the Central Office Human Resources Division, ATTN: Employment, to be placed in employee’s file.


  



  EMPLOYEE NAME CHANGE (ENCH)


  NEW NAME


  Prefix (PREX) (Optional) 0 Mr.  0 Mrs.  0 Ms.  0 Dr.


  First   


  Middle (Optional)   


  Last   


  Suffix (SUFX) (Optional)  0 II  0III  0 IV  0 Jr.  0 Sr.  0 JD (Juris Doctorate) 0 MD (Medical Doctorate)  0 PhD (Physical Doctorate)


  



  Name Change Reason (NMCE) 0 Marriage (MRGE)  0 Divorce (DVRC)  0 Legal (LEGAL) 


      0 Entry Error (ERROR)


  



  



                                                 


  Print name (Last, first, middle)  Date


  



                            


  Employee Signature  Date


  
    

  


  Missouri Department of Transportation


  Employee Education and License Information Update


  Form P-3A


  July 2010


  



  Name  


  Last 4 digits ONLY of SS#  


  Job title  


  District/division/office  


  Effective date of change  


  Employees: Complete form and forward with necessary transcript and/or licensure information to your local Human Resources representative.


  



  Central Office/District Human Resources/Support Services Representatives: Enter information into SAM II system and forward original form to Central Office Human Resources Division, ATTN: Employment to be placed in employee’s file.


  



  EMPLOYEE EDUCATION HISTORY (EEDH)


  Degree earned    0 YES       0 NO


  Degree (Code)    0Associates   0Bachelors   0Masters   0Doctorate


  Date Degree Obtained  


  School  


  Degree Major(s)  


  Degree Minor(s)  


  



  REQUIRED: Attach official transcript reflecting degree


  



  EMPLOYEE LICENSE(S) AND CERTIFICATION(S) (LCNS)


  License/Certification (For CDL – passenger, double/triple trailer, hazardousmaterial, tank vehicle, haz-mat tank, and school bus)   


  Effective Date  


  Expiration Date  


  Issue State  


  Issue Country (If outside US)  


  Comments  


  



  REQUIRED: Attach copy of license/certification


  



    


    


  Print name (Last, first, middle) Date


    


    


  Employee Signature  Date


  


  Missouri Department of Transportation


  Employee Address Form


  Form P-3B


  September 2010


  



  Name  


  Last 4 digits ONLY of SS#   


  Job Title  


  District/division/office  


  Effective date of change  


  Do you currently have a savings bond deduction?     0 Yes  0 No


         


  This form is to be completed for new employees and to update addresses of current employees. To process name changes and employee I.D. changes of current employees, complete Form P-3.


  Employees: Complete form and forward to your local Human Resources representative.


  Central Office/District Human Resources/Support Services Representatives: Enter information


  into SAM II system and forward original or a copy of the form to the Central Office Human Resources Division, ATTN: Employment, to be placed in employee’s file.


  



  EMPLOYEE ADDRESS (ADDR)          0 Mailing address same as home address


  



  HOME ADDRESS MAILING ADDRESS


  P.O. Box   P.O. Box


  City City            


  State    State


  Zip    County


  County  


    



  Phone   


  Cell  


  



  0 YES I agree to allow my home address to be released to any person, organization, or


  company in the general public (i.e. sales people, union representatives, religious


  groups, insurance companies, etc.) who might request the information, regardless


  of the purpose.


  0 NO DO NOT release my home address as described above.


  



  



  Print name (Last, first, middle) Date


    


    


  Employee Signature Date


  



  

  MISSOURI DEPARTMENT OF TRANSPORTATION


  POLICY 2000 - RELOCATION REPAYMENT AGREEMENT FORM


  Human Resources Division Form P-24


  July 1, 2008


  



  I, ______________________________, have read, understand and agree to the terms and conditions outlined in the Missouri Department of Transportation’s (hereinafter “MoDOT”) Personnel Policy 2000, “Relocation Assistance”, a copy of which is attached hereto and incorporated herein. I voluntarily accept the benefits MoDOT is providing under Personnel Policy 2000. I understand and agree that in consideration for my receipt of those benefits, I agree to repay MoDOT for these benefits as outlined in this Agreement and Personnel Policy 2000.


  


  I understand and agree that should I voluntarily or involuntarily terminate my employment with MoDOT for any reason within 12 months after the date I received payment of the lump sum payment benefit pursuant to Personnel Policy 2000, I hereby agree to fully repay the department the payments made to me, or on my behalf to third parties for, but not limited to, cost for moving household goods, closing costs (only non- TPA/BVO), loan origination fees, realtor fees (only non TPA/BVO), bridge loan interest, storage of household goods, increased mortgage interest rate payments and lump sum payment. I agree to fully reimburse MoDOT no later than thirty (30) days after the effective termination date of my employment with the department. Additionally, should I voluntarily or involuntarily terminate my employment for any reason during my relocation and before my move is completed per Personnel Policy 2000, I will also be required to repay MoDOT for the items listed above. I acknowledge and agree that the department may withhold any money owed from my remaining paychecks and/or remaining annual or compensatory leave balance to fully repay MoDOT the amount owed. If the full repayment is not recovered by means of salary withholding and/or remaining leave balance, I understand the department may elect to establish a payment plan for the remaining repayment amount owed. If a payment plan is not agreed to or if I fail to comply with the terms of the payment plan, I understand the department may elect to pursue any other lawful means to collect the amount owed. 


  


  I understand and agree that the relocation benefits under Personnel Policy 2000 constitute all the benefits for which I am eligible to receive. Changes to my relocation benefits must be made in writing and are subject to MoDOT’s approval.


  


  In the event that I am paid, advanced funds, or reimbursed for benefits in excess of the amounts for which I am eligible, I agree to fully refund such excess payments to MoDOT no later than thirty (30) days after I have been notified. If I have not reimbursed MoDOT for such excess payments within thirty (30) days, I authorize MoDOT to collect the overpayment by withholding from future reimbursable expenses submitted for payment or by withholding from my salary.


  


  I further understand and agree that nothing in this Employee Relocation Repayment Agreement is intended to create a guarantee of employment by MoDOT. I understand


  that my employment is at-will at all times and recognize that MoDOT may terminate the employment relationship at any time, with or without cause.


  


  


  Employee Name: ____________________________________


   (Print name)


  


  Employee Signature: __________________________________Date:______________


  


  


  


  Witness Name: ______________________________________


   (Print)


  


  Witness Signature: ___________________________________Date:______________


   (Immediate Supervisor or HR Representative)


  



  



  CC: Local HR Representative


   Local Support Services Representative


   Central Office HR


  


  MISSOURI DEPARTMENT OF TRANSPORTATION


  POLICY 6502 – REPAYMENT AGREEMENT FORM


  Human Resources Division Form P-25


  July 15, 2010


  I, ______________________________, have read, understand and agree to the terms and conditions outlined in Missouri Department of Transportation (hereinafter, “MoDOT”) Personnel Policy 6502, “Professional/Technical Work Certification/License and Job-Related Organizational/Memberships,” a copy of which is attached hereto and incorporated herein. I voluntarily accept the benefits MoDOT is providing under Personnel Policy 6502. I understand and agree that in consideration for my receipt of those benefits, I agree to repay MoDOT for these benefits as outlined in this Agreement and Personnel Policy 6502.


  


  I understand and agree that should I voluntarily or involuntarily terminate my employment with MoDOT for any reason, I hereby agree to fully repay MoDOT for any payments made to me or monies paid on my behalf to third-parties by MoDOT under Personnel Policy 6502 for pursuing and/or obtaining _________________________ certification/license and for related expenditures including, but not limited to, certification fees, testing fees, licensing fees, class fees, fees for study materials. I agree to fully repay MoDOT 100 percent of the monies it expended on my behalf subsequent to my signing this Agreement and within the last twenty-four (24) months prior to the effective date of my termination. I agree to fully reimburse MoDOT no later than thirty (30) days of my effective termination date. I understand and agree that I am responsible for such repayment regardless of whether certification/licensure was obtained.


  


  Additionally, I also agree to reimburse the department for any monies that are mistakenly or inadvertently paid or reimbursed in excess of the stated amounts allowed under Personnel Policy 6502 for certification/license and related expenses, unless otherwise authorized. These reimbursements shall be repaid/collected as outlined herein.


  


  I acknowledge and further agree that MoDOT may withhold any money owed under the policy and this Agreement from my remaining paycheck(s) and/or remaining annual or compensatory leave balances to fully repay MoDOT for the amount owed. If the full repayment is not recovered by means of salary and/or annual/compensatory leave balance withholding, I understand the department may elect to establish a payment plan for the remaining repayment amount owed. If a payment plan is not entered into or if I fail to comply with the terms of an established payment plan, I understand the department may elect to pursue any other lawful means to collect the amount owed.


  


  I agree that any action at law, suit in equity, or other proceeding to enforce or construe this Agreement, or regarding its alleged breach, shall be instituted in the Circuit Court of Cole County, Missouri.


  


  I understand and agree that nothing in this Repayment Agreement is intended to create a guarantee of employment by MoDOT and recognize that my employment is at-will at all times and MoDOT may terminate my employment at any time, with or without cause.


  


  Employee Name ____________________________________


   (Print name)


  


  Employee Signature: _________________________________Date:_______________


  


  Witness Name: __________________________________


   (Print name)


  


  Witness Signature: __________________________________Date:______________


   (Immediate Supervisor or HR Representative)


  


  C: Local HR Representative


   Local Support Services Representative


   Central Office HR



  MISSOURI DEPARTMENT OF TRANSPORTATION


  EXTERNAL TRAINING REPAYMENT AGREEMENT FORM


  Human Resources Division Form P-26


  July 15, 2010


  



  I, ______________________________, have read, understand, and agree to the terms and conditions outlined in Missouri Department of Transportation (hereinafter “MoDOT”) Personnel Policy 6505, “Employee Training,” a copy of which is attached hereto and incorporated herein.


  


  I voluntarily accept the benefits MoDOT is providing under Personnel Policy 6505. I understand and agree that in consideration for my receipt of those benefits, I agree to repay MoDOT for these benefits as outlined in this Agreement and Personnel Policy 6505.


  


  I understand and agree that should my employment with MoDOT be voluntarily or involuntarily terminated for any reason within twelve (12) months of attending/ completing ________________________ training/conference/seminar held on __________________________, I will fully repay MoDOT for any payments made to me or monies paid on my behalf to third parties by MoDOT as listed below. I further agree to fully reimburse MoDOT no later than thirty (30) days from my effective termination date.


  


  Additionally, I also agree to reimburse the department for any monies that are mistakenly or inadvertently paid or reimbursed in excess of the stated amounts allowed under Personnel Policy 6505, unless otherwise previously authorized. These reimbursements shall be repaid/collected as outlined herein.


  


  Estimated training/conference/seminar expense(s) eligible for repayment:


  


   $____________For________________________________________________


  


   $____________For________________________________________________


  


   $____________For________________________________________________


  


   $____________For________________________________________________


  


  Any conflict between the amount(s) listed above and the MoDOT record of amounts paid to me or on my behalf to third parties by MoDOT shall be determined by MoDOT records of the actual amount paid to me or on my behalf.


  


  I understand that, upon being notified that repayment money is owed to the department, I will be allowed a “review period” of no more than two calendar work days to contest any or all of the expense amounts owed. The department is to provide documentation that asserts the repayment expense amounts owed.


  


  Should I elect to make a personal payment to repay all or a portion of the repayment amount owed, this payment must be received by MoDOT by the end of the “review period.” I acknowledge and agree that if personal payment is not for the full repayment amount owed, or if I fail to make a personal payment,the remaining amount owed will be withheld from remaining paychecks and/or remaining annual or compensatory leave balances. If the full repayment is still not recovered by means of salary withholding and/or remaining leave balance withholding, MoDOT may establish a payment plan with me for the amount remaining.


  


  If a payment plan is not entered into, or should I fail to comply with the terms of an established payment plan, I understand the department may elect to pursue any other lawful means to collect the amount owed.


  


  I agree that any action at law, suit in equity, or other proceeding to enforce or construe this Agreement, or regarding its alleged breach, shall be instituted in the Circuit Court of Cole County, Missouri.


  


  I understand and agree that nothing in this External Training Repayment Agreement is intended to create a guarantee of employment by MoDOT, and I recognize that my employment is at-will at all times and MoDOT may terminate my employment at any time, with or without cause.


  


  Employee Name:_______________________________________Date:_____________


  Employee Signature:____________________________________Date:_____________


  


  Immediate Supr. Name:_________________________________Date:_____________


  Immediate Supr. Signature:______________________________Date:_____________


  


  Local HR Rep. Name:___________________________________Date:_____________


  Local HR Rep Signature:________________________________Date:_____________


  


  If Applicable


  Second Level Mgmt. Name:______________________________Date:_____________


  Second Level Mgmt. Signature:___________________________Date:_____________


  


  c:   Local HR Representative


  Local Support Services Representative


  Central Office HR



  Missouri Department of Transportation


  Application for Educational Assistance and Repayment Agreement


  Human Resources Division


  June 1, 2009


  



  NOTE: If you want MoDOT to consider your eligibility for reimbursement of class(es)/course(s), this form must be completed and approved prior to enrolling in the class(es)/course(s).


  Date :   



  



  A.  TO BE COMPLETED BY EMPLOYEE


  Name (First, Middle, Last)


  Social Security Number (Last four-digits only.)


  Job Title (Do NOT abbreviate)


  Division/Office (Per “Officials” List)


  Telephone Number (Include Area Code)


  Location (Ex. District 6)


  Date of Employment


  



  Course Title (Be specific;course title, not number):


  Credit Hours


  Beginning Date


  Ending Date


  Days of the Week: M T W TH F


  Schedule of Class Hours: From To


  



  Estimated Annual Leave Hours Per Week:


  To Attend Above Course(s):       


  Tuition or Course Cost:



  



  School You Plan to Attend  (Do NOT abbreviate.):


  NOTE:  Reimbursement will be based on the lower of actual cost or University of Missouri – Columbia rates and final grade for the course.


  



  Number of College Credit Hours Currently Enrolled In:    


  To Date - Number of College Credit Hours Reimbursed This Calendar Year:   


  Are you receiving or going to receive financial assistance (e.g., Scholarship, GI Bill, Pell Grant, etc.)?:   0Yes   0No


  If YES, list type and amount:   


  



  Is this course either job-related or part of a degree program that is consistent with the department’s mission?:   0 Yes   0 No


  If YES, specify degree.    


  



  Are you taking the course for a grade (i.e., A, B, C)?   0 Yes   0 No


  If NO, is the course a pass/fail or for a certificate indicating successful completion?


  YES 0    NO 0


  If taking the course for a pass/fail, could the course have been taken for a grade?


  YES 0   NO 0


  



  I have read, understand and agree to the terms and conditions of Personnel Policy 6504, “Educational Assistance,” a copy of which is attached hereto and incorporated herein. I voluntarily accept the benefits MoDOT is providing under Personnel Policy 6504. I understand that in consideration for my receipt of those benefits, I agree to repay MoDOT for these benefits as outlined in this application/agreement and Personnel Policy 6504.


  



  I understand and agree that should I voluntarily or involuntarily terminate my employment with MoDOT for any reason, I will fully repay the department 100 percent of the tuition reimbursement I received from the department subsequent to signing this application/agreement and within the twenty-four (24) months prior to my effective date of termination. I agree to fully repay these amounts no later than thirty (30) days after the effective date of termination of my employment with the department. I acknowledge and further agree that the department may withhold any money owed under the policy and this application/agreement from my remaining paychecks and/or remaining annual or compensatory leave balances to fully repay MoDOT for the amount owed. If the full repayment is not recovered by means of salary withholding and/or remaining leave balance withholding, I understand that the department may elect to establish a payment plan for the remaining repayment amount owed. If a payment plan is not entered into or if I fail to comply with the terms of an established payment plan, I understand that the department may elect to pursue any other lawful means to collect the money owed. 


  



  I also agree to reimburse the department any monies that are mistakenly or inadvertently reimbursed to me in excess of the amounts allowed under the policy immediately upon discovery. 


  



  I understand and agree that nothing in this repayment application/agreement is intended to create any guarantee of employment by MoDOT and recognize that my employment is at-will at all times and MoDOT may terminate my employment with or without cause.


  



  Date Employee’s Signature (Use BLUE ink for signature)


  NOTE: Please forward application/agreement to your immediate supervisor.


  



  B.  TO BE COMPLETED BY IMMEDIATE SUPERVISOR


  If the employee is a male between 18 and 26 years of age, has he registered with the selective service system?


  0 N/A   0 Yes   0 No   If no - disapproved


  Has the employee received any disciplinary action (probation, suspension, or demotion) during the past year?


  0 Yes   0 No   If yes - disapproved



  Has the employee completed six months salaried employment (six months if co-op participant)?


  0 Yes   0 No   If no - disapproved



  Is the course either graded, pass/fail, or a CLEP test?


  0 Yes   0 No   If no - disapproved



  Is the employee rated satisfactory or better on their most recent MAPS review?


  0 Yes   0 No   If no - disapproved


  Will these classes exceed the maximum allowed for reimbursement for this employee for this calendar year?  0


  0 Yes   0 No  If yes - HR Director’s Approval Required. Please refer to Policy 6504 for further instructions.



  I have read and understand the terms and conditions of Personnel Policy 6504, “Educational Assistance,” and I verify the employee meets the criteria as outlined in the policy.


  0 Approved 0 Disapproved


  Date Immediate Supervisor’s Signature


  NOTE: Please forward approved application/agreement to the Human Resources Manager and Support Services Manager within your district/division/office for approval.


  If disapproved for any of the above reasons, a copy of the application should be retained by the district/division/office and the original application/agreement should be returned to the employee.


  If disapproved for reason(s) other than above, please state reason(s).


  



  C. TO BE COMPLETED BY HUMAN RESOURCES MANAGER OR SUPPORT SERVICES MANAGER


  Is the school the employee plans to attend accredited?


  0 YES 0 NO If NO – Disapproved


  Have you verified the “Date of Employment” indicated by the employee is correct?


  0 YES 0 NO If NO – Disapproved


  What employment status is correct for this employee?


  0 Full-Time              0 Permanent Part-Time            0 Permanent Part-Time


  (40 hours per week -         (30-39 hours per week)             (20-29 hours per week)


       salaried status)


  



  D. TO BE COMPLETED BY DISTRICT ENGINEER/DIVISION LEADER/STATE ENGINEER OR DESIGNEE WITH DELEGATED SPENDING AUTHORITY


  0 Approved 0 Disapproved


  Date  


  District Engineer/Division Leader/State Engineer or Designee With Delegated Spending Authority


  



  NOTE: Please forward approved application/agreement to the Human Resources Managers, or Support Services Managers within your district/office for final approval.


  If disapproved for any of the above reasons, a copy of the application/agreement should be retained by the district/division office and the original application/agreement should be returned to the employee.


  If disapproved for reason(s) other than above, please state reason(s).


  



  E. TO BE COMPLETED BY HUMAN RESOURCES MANAGER OR SUPPORT SERVICES MANAGER


  0 Approved 0 Disapproved


  Date


  Human Resources Manager’s or Support Services Manager’s Signature


  



  NOTE: A copy of the approved/disapproved application/agreement should be provided to the employee and a copy should be retained by the local HR and support services representatives for the purpose of record keeping.


  Forward the original application/agreement to the Human Resources Division, Central Office.


  



  NEW EMPLOYEE ORIENTATION CHECKLIST


  Human Resources Division


  September 2012


  



  Employee Name ________________________________________________


  



  



  COMPLETED BY HUMAN RESOURCES (or designated representative):


  



   0 Introductions  0 New Employee Paperwork


   0 Employee Handbook  0 Tutorial of Intranet


   0 MoDOT Mission  0 MoDOT Values


   0 MoDOT Tangible Results 0 Conflict of Interest Policy


   0 Sexual Harassment “Sexual Harassment Has No Place in the Workplace”


  0 Workplace Safety 0 Ethics


   0 EEO/Diversity Training  0 Safety Philosophy


   0 Preferred Employee Qualities Handout  0 Start Right Stay Right(booklet)


   0 Job Opportunity Announcements & How to Apply 


  0 Safety Policies, Rules & Regulations Handbook


   0 Leave Usage (sick, annual, comp. & holidays) 0 Drug & Alcohol Training


   0 TRACKER Information  0 Certificate of Receipt


   0 Insurance Enrollment Forms  0 HB600


   0 Deferred Compensation Information  0 CDL Policy


   0 Employee Advisory Council Information  0 Union Information


   0 Vehicle Usage/Liability  0 MAPS Overview


  0 Employee Assistance Program Information 


  0 Employee Association Information


  



  HR Representative Signature/Date Employee Signature/Date


  _________________________________   _________________________________


  



  



  



  



  COMPLETED BY SUPERVISOR:


  



   0 Tour of Facilities  0 Work Schedule/Hours of Work


   0 Discuss Work Expectations  0 On The Job Training Plan


   0 Assign equipment/supplies  0 Parking


   0 District/Division Organizational Charts


   0 Time Reporting 


  0 MoDOT Manuals (as applicable to the position)


   0 Leave Usage


  



  Supervisor Signature/Date Employee Signature/Date


  _________________________________   _________________________________



  * Once completed, please forward to your local HR office to be filed in the employee’s personnel file.


  Chapter Title: Wage and Salary Administration


  Policy Title: Substitution of Education or Experience (0521)


  Policy Number: 0521


  Effective Date: January 1, 2009


  Prior Effective Date: July 1, 2005


  



  POLICY STATEMENT


  


  In most cases, the stated education and experience requirements on each job specification are the preferred requirements to carry out the duties and responsibilities of each job.


  


  This policy allows relevant experience to substitute for education requirements and relevant education to substitute for experience requirements when staffing certain department vacancies.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. District engineers and functional unit directors/state engineers may approve the selection of an applicant/employee who does not meet the stated education or experience requirements, provided the applicant/employee meet these requirements through substitution.


  


  2. Preference should normally be given to the applicant/employee who meets the education requirements; however, when experience is used to substitute for education, the experience must be directly related to the position and will be allowed to substitute for education as shown in the following table:


  


  


  
    
      
        	
          Stated Education

        

        	
          Relevant Experience Required

        
      


      
        	
          High School/General


          Equivalency Diploma -

        

        	
          No substitution allowed.

        
      


      
        	
          

        

        	
          

        
      


      
        	
          One Year of Technical School-


          or One Year of College


          (around 30 college credit hours)

        

        	
          Two years in the specific work area included in the job specification.

        
      


      
        	
          

        

        	
          

        
      


      
        	
          Two Years of Technical School-


          or Two Years of College


          (around 60 college credit hours)

        

        	
          Four years in the specific work area


          included in the job specification.

        
      


      
        	
          

        

        	
          

        
      


      
        	
          Bachelor's Degree –


          (around 120-130 college credit


          hours)

        

        	
          For certain vacancies, eight years in the specific work area included in the job specification. See individual job descriptions to determine if applicable.

        
      


      
        	
          

        

        	
          

        
      


      
        	
          Master's or High Level -


          Postgraduate Degree

        

        	
          No substitution allowed

        
      

    
  


  


  


  3. Related experience can substitute for education as stated in paragraph 2. However, when a job requires experience in addition to education, the additional experience must be obtained while in a position which requires the same level of education. Example: for a job that requires a bachelor’s degree and two years of experience, the two years of experience should be obtained while in a job which requires at least a bachelor’s degree.


  


  4. When education is used to substitute for experience, the education must be relevant to the required experience. Each year (30 college credit hours) of additional relevant education, which exceeds the minimum required education, may substitute for one year of required experience. Example: for a job that requires an associate’s degree and two years of experience, if an applicant/employee has a relevant bachelor’s degree and no experience, the additional two years of education can substitute for the two years of experience.


  


  5. An explanation for the reason education or experience is substituted should be stated on the Employee Status Maintenance (ESMT) transaction, stating the specific education or experience used to substitute for the required experience or education.


  


  6. In some cases, education or experience requirements may be waived. See Personnel Policy 0522, “Waiver of Job Specification Minimum Requirements.”


  


  7.In some cases, specific education or certification requirements may not be substituted or waived without approval from the human resources director. See job specifications for this information.


  


  


  CROSS REFERENCE


  


  Personnel Policy 0522, “Waiver of Job Specification Minimum Requirements"




  

  Chapter Title: Wage and Salary Administration


  Policy Title: Waiver of Job Specification Minimum Requirements (0522)


  Policy Number: 0522


  Effective Date: May 1, 2016


  Prior Effective Date: January 1, 2009


  



  POLICY STATEMENT


  


  Supervisors will attempt to fill vacancies with the candidate that best meets the needs of the position and the department. Waivers of minimum qualifications may be approved as described in this policy when the selected candidate does not meet the requirements listed on the job specification.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. The minimum educational, experience, and professional registration and other requirements for each job in the department can be found on its job specification. These minimum qualifications are based on the knowledge and skills normally expected of an individual to perform duties of that position with a normal amount of training and development.


  


   If none of the applicants meet minimum qualifications, significant external recruitment efforts must be made to recruit qualified candidates prior to requesting a waiver. Hiring supervisors should work with their local human resources (HR) representative for assistance with recruiting qualified candidates.


  


  2. Every effort should be made to staff a position with an employee or an external applicant who meets the minimum requirements either directly or through substitution of education or experience (see Personnel Policy 0521, "Substitution of Education or Experience"). Waivers should only be granted if there are no employees or external applicants who meet minimum qualifications and are suited for the job. The substitution of education or experience to meet minimum requirements of a position does not constitute a waiver.


  


  3. When determining if an applicant/employee meets minimum requirements, previously approved waivers should not be considered. When the applicant/employee does not meet the minimum job requirements, a waiver from the district engineer or the division leader/state engineer is necessary prior to making an offer. However, the district engineer or the division leader/state engineer must collaborate and seek consensus from the HR director prior to granting the waiver. The hiring supervisor cannot make a final decision and an Employment Status Maintenance (ESMT) transaction cannot be processed until the waiver is reviewed and approved.


  


  4.When the minimum requirements as stated on the job specification requires approval from the HR director, a waiver request should be submitted to the HR director. Waiver requests must be filed in the HR Division. Factors such as those listed below may be considered to show why an employee who meets minimum requirements is not considered suited for the job:


  


  A.Poor performance as documented in his/her performance management file;


  


  B. Poor communication, administrative, leadership, or supervisory skills; or


  


  C. Personal values that are contradictory to the department's objectives in such areas as Equal Employment Opportunity, participative management, operational procedures, etc.


  


  


  CROSS REFERENCE


  


  Personnel Policy 0521, “Substitution of Education or Experience"




  Chapter Title: Safety and Health


  Policy Title: Examination and Physicals (0600)


  Policy Number: 0600


  Effective Date: March 1, 2011


  Prior Effective Date: November 1, 2008


  



  POLICY STATEMENT


  
    The department and the commission are committed to protect the safety and health of Missouri Department of Transportation employees. Examinations and physicals will be required of external applicants and current employees as described in this policy.


    


    


    DEFINITIONS


    


    Medical Physical Exam: An examination of all body systems and a review of an individual’s medical history completed by a medical physician knowledgeable of MoDOT job requirements.


    


    Work Simulation Exam: An examination, performed by a physical therapist, occupational therapist, or physical therapy assistant, which requires an individual to perform tasks that measure strength, conditioning, and the ability to perform the physical demands of the essential work tasks of the job.


    


    Range of Motion (Agility) Exam: An examination that measures the ability to perform basic body movements as compared to medical standards. Range of motion examinations establish a baseline of basic body movements for each individual.


    



    



    PROCEDURES 


    
      

    

  


  1.The Central Office Risk and Benefits Management Division is responsible for establishing and monitoring both the medical standards and the network of providers for the program. The Central Office Human Resources Division is responsible for consistent application of the provisions of this policy including coordinating and arranging the appropriate physicals/exams for new hires, rehires, and current employees.


  2.The department will conduct one of, or a combination of, the following pre-employment/post-offer exams: medical physical exam, work simulation exam, or range of motion exam of applicants who receive offers of employment in physically demanding positions. Applicants for non-physically demanding and emergency worker positions who receive offers of employment will not be required to take any exams. For drug test procedures, please refer to Personnel Policy 2508, “Drug Testing Program.”


  3.The need for pre-employment/post-offer medical physical exams and work simulation/range of motion exams required on applicants for physically demanding rehires is determined by their length away from service, (if break in service is less than 60 calendar days, no exams needed), the physical demands of the position, and whether a work simulation/range of motion exam has previously been conducted. Applicants rehired into non-physically demanding job titles or emergency worker positions do not need a pre-employment/post offer exam. (Refer to Attachment 1.)


  4.The pre-employment/post-offer medical physical exam, work simulation exam, or range of motion exam, when required, must be conducted and results received prior to an applicant starting employment. Supervisors must not give the applicant a start date until the human resources representative provides authorization to do so.


  5.Allphysically demanding positions and positions known to expose an employee to hazards will be indicated on the Job Opportunity Announcement by means of an “X” next to the words, “Physically Demanding.”


  6.An employee who permanently transfers from a non-physically demanding job to a physically demanding job title will be required to successfully complete the appropriate work simulation exam or range of motion exam and a medical physical exam. (Refer to Attachment 2.)


  7.Any employee permanently transferring into the maintenance worker job title series must successfully complete the work simulation exam at the required level and medical physical. (Refer to Attachment 2.)


  8.Employees will not perform work that exceeds his/her current work simulation level. Employees who are to perform work at a higher work simulation level will need to first successfully complete the appropriate work simulation level exam. (Refer to Attachment 2.)


  9.The local human resources representative is responsible for updating work simulation exam data in the USR3 table, in SAM II, and ensuring that employees who permanently transfer to other maintenance work groups and/or other physically demanding job titles do not exceed their current work simulation level. (See Procedure 0600, “Examinations and Physicals.”)


  10.The department will schedule periodic medical exams for employees exposed to known occupational health hazards. These exams will be determined and scheduled by the Central Office Risk and Benefits Management Division.


  11.Medical examinations required in this policy are paid by the department and will be conducted by designated health care providers. Records of specific exams are maintained in separate medical files by the Central Office Risk and Benefits Management Division and will be treated confidentially.


  
   
   
   
   


  12.The Central Office Risk and Benefits Management Division, Central Office Human Resources Division, and Chief Counsel’s Office will conduct a review of documentation whenever an individual fails to pass the medical physical examination, the work simulation examination, the range of motion examination, or any other examination that may affect an individual’s employment status. The district engineer or division leader/state engineer will make the final decision on an individual’s employment eligibility status.


  


  


  CROSS REFERENCE


  


  Personnel Policy 2508 “Drug Testing Program”



  


  


  PROCEDURES


  


  Procedure 0600, “Examinations and Physicals”



  


  


  ATTACHMENTS


  


  Attachment 1, Process for New Hire/Rehire



  Attachment 2, Process for Additional Testing




  Chapter Title: Safety and Health


  Procedure for Policy Title: Examinations and Physicals (0600)


  Policy Number: 0600


  Effective Date: January 1, 2011


  Prior Effective Date: March 1, 2010


  
    

  


  
    
      
        
          PROCEDURES


          
            
              1. These procedures have been developed to provide consistency for entering work capacity levels for employees as they relate to work simulation exams.
            


            
              

            


            
              2. The local Human Resources representative is responsible for updating work simulation data in the USR3 table in SAM II and ensuring that employees who permanently transfer to other maintenance work groups and/or other physically demanding job titles do not exceed their current work simulation level.
            


            
              

            


            
              3. Data entered into the SAM II USR3 table for “Effective Date” field should be the hire date or the date of re-hire. It is important that you enter the data in the following format: MM/DD/YY.
            


            
              

            


            
              4. Data entered into the SAM II USR3 table field number one is the “Name of The Work Simulation Provider.”
            


            
              

            


            
              5. Data entered into SAM II USR3 table field number two, “Level Achieved or Work Simulation Physical Passed” will be either Level 1, Level 2, or Level 3 (maintenance positions only) or one of the codes listed below. Do not use Roman Numerals.
            

          

        

      

    

  


  
    
      
        
          
            
              
                =CO (Construction)
              

            

          

        

      

    


    
      
        
          
            
              
                =M (Materials)
              

            

          

        

      

    


    
      
        
          
            
              
                =GSM (General Services-Mechanics)
              

            

          

        

      

    


    
      
        
          
            
              
                =RBM (Regional Bridge Maintenance)
              

            

          

        

      

    


    
      
        
          
            
              
                =COLAB (Central Office Lab)
              

            

          

        

      

    


    
      
        
          
            
              
                =E (Electrician)
              

            

          

        

      

    


    
      
        
          
            
              
                =SA (Supply Agent)
              

            

          

        

      

    


    
      
        
          
            
              
                =MA (Motorist Assist D-4 and D-6)
              

            

          

        

      

    


    
      
        
          
            
              
                =GEO (Geologist)
              

            

          

        

      

    


    
      
        
          
            
              
                =MECH (Field Mechanic, Shop Mechanic, Equipment Specialist)
              

            

          

        

      

    


    
      
        
          
            
              
                =SC (Survey Crew)
              

            

          

        

      

    


    
      
        
          
            
              
                =NPD (Non-Physically Demanding)
              

            

          

        

      

    


    
      
        
          
            
              
                =CORE (Core Drill titles)
              

            

          

        

      

    

  


  
    
      
        
          
            
              
            


            
              6. Data entered into SAM II USR3 table field number three is as follows:
            

          

        

      

    

  


  
    
      
        
          
            
              
                Enter – “175C” for 175 lbs. concrete saw
              

            

          

        

      

    


    
      
        
          
            
              
                Enter – “213C” for 213 lbs. concrete saw
              

            

          

        

      

    

  


  
    
      
        
          
            
              

            


            
              7. Data entered into SAM II USR3 table field number four is for the date of the work simulation physical.
            


            
                Enter – “MM/DD/YYYY”

            


            
              

            


            
              

            


            
              NOTE : Effective January 1, 2011 the SAM II USR3 table field number 12 will be used to capture employees in the “2011 Tier” of the Year 2000 Retirement Plan. For more information about the USR3 table, refer to the Human Resources Section of the Financial Policies and Procedures Manual called “User Defined Windows.”
            


            
              

            

          

        

      

    

  


  
    
      
        
          
            
              
                
                  CROSS REFERENCE:


                  Financial Policies and Procedures, User Defined Windows(refer to Financial Policies and Procedures)


                

              

            

          

        

      

    

  


  Process for New Hire/Rehire


  Range of Motion/Medical Physical/Work Simulation


  Attachment 1


  
    March 2011
  


  



  New hire or rehire physically demanding position with break in service greater than 60 calendar days:


  
    	If no, rehire.



    	If yes:



    	
      
        	HR schedule medical physical, ROM or work simulation


        	
          
            	capable or pass, rehire


            	not capable or fail:


            	
              
                	CO-HR, RB & CCO review/makes recommendation


                	
                  
                    	DE/Division Head decision


                    	
                      
                        	Hire/rehire


                        	No hire/rehire

                      

                    

                  

                

              

            

          

        

      

    

  


  
    

  


  
    

  


  Process for Additional Testing


  Work Stimulation/Medical Physical/Range of Motion


  Attachment 2


  
    March 2011
  


  



  Employees permanently transferring into a physically demanding job title or one that is more physically demanding than their current job title


  Is work simulation possible for job title


  
    	Yes


    	
      
        	HR schedules work simulation medical physical


        	
          
            	not capable or fail


            	
              
                	CO-HR, RB, & CCO review/makes recommendation


                	
                  
                    	DE/Division Head reviews recommendation and/or makes final decision


                    	
                      
                        	Transfer


                        	No transfer

                      

                    

                  

                

              

            


            	capable or pass


            	
              
                	transfer

              

            

          

        

      

    


    	No



    	
      
        	HR schedule medical physical and ROM exam


        	
          
            	not capable or fail:


            	
              
                	CO-HR, RB & CCO review/makes recommendation


                	
                  
                    	DE/Division Head decision


                    	
                      
                        	Hire/rehire


                        	No hire/rehire

                      

                    

                  

                

              

            

          

        

      

    


    	
      
        
          	Capable or pass


          	
            
              	Transfer

            

          

        

      

    

  


  
    

  


  


  Chapter Title: Safety and Health


  Policy Title: Job-Shadowing (0601)


  Policy Number: 0601


  Effective Date: January 1, 2009


  Prior Effective Date: July 1, 2005


  



  POLICY STATEMENT


  


  The Missouri Department of Transportation (MoDOT) will provide opportunities for students and children to personally observe work done by MoDOT employees as approved by the district engineer or division leader/state engineer.


  


  


  DEFINITIONS


  


  Student Job-Shadowing Event- An opportunity to introduce students (junior high school and above) to MoDOT for a few hours, a full day, or an extended period of time (no more than five workdays) to observe MoDOT's processes.


  


  Children Job-Shadowing Event- An opportunity for children of MoDOT employees to observe the workplace and learn the responsibilities and services MoDOT offers its customers.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. Requests should be sent to the employee's supervisor at least five days prior to the event. The request should state the type of work to be observed by the student/child, the estimated period of time involved, and what actions will be taken to create the safest environment possible.


  


  2. All requests for job-shadowing events will be reviewed by the designees assigned by the district engineer or division leader/state engineer, which can include the local safety officer, a human resources(HR) representative, or other employees where the event is proposed. Work should continue with minimal disruption while ensuring a safe environment for each participant.


  


  3. Children of MoDOT employees must be at least seven years old to attend a job-shadowing event.


  


  4. Prior to the beginning of a job-shadowing event, the safety officer or other designee will give each participant a safety briefing about fire exits, dangerous equipment and materials, and hazards associated with the work zone.


  


  5. Job-shadowing will normally be restricted to office locations. Exceptions may be made for field operations subject to review by the safety officer and approved by the district engineer or the division leader/state engineer. Job-shadowing participants are not allowed in construction zones or field locations considered hazardous and/or dangerous, and the participant shall not be on or near department equipment when in operation (mowers, front-end loaders, motor graders, etc.).


  


  6. Employees scheduling job-shadowing events will be responsible for the safety and control of the students/children during their visit. Safety policies and rules and regulations will be followed at all times in accordance with the handbook of safety rules and regulations.



  Chapter Title: Safety and Health


  Policy Title: Fit for Duty Review Program (0602)


  Policy Number: 0602


  Effective Date: March 1, 2007


  Prior Effective Date: None


  



  POLICY STATEMENT


  


  The department and the Commission are committed to protecting the safety and health of Missouri Department of Transportation employees and ensuring that employees are able to perform or safely perform the essential work tasks of their job. Where employees have a condition/illness/injury that may make them unable to perform their essential work tasks and/or endangers their safety or the safety of others in the workplace, the department has the obligation to determine this and minimize such risks. Therefore, in such instances, a Fit for Duty Review may be required of such employees as described in this policy.


  


  


  DEFINITIONS


  


  Fit for Duty Review:A review process designed to assess an employee’s ability to perform and/or safely perform the essential work tasks of his/her position. The review could include, but is not limited to, mandatory examinations and/or physicals, review of applicable medical documentation, or discussing the employee’s ability to perform his/her job with appropriate medical providers.


  


  Central Office Review Team:A team comprised of representatives from Central Office Human Resources (HR) and Risk and Benefits Management Divisions with the Chief Counsel’s Office providing legal input.


  


  


  PROVISIONS/REQUIREMENTS


  


  Employee/Supervisor Requirements


  


  
    1.Employees must be able to perform the essential work tasks of their job. Therefore the department may conduct a Fit for Duty Review for employees who have been identified as potentially unable to perform or safely perform the essential work tasks of their jobs.

  


  


  
    2.Employees must immediately notify their supervisors of any non-work related illness/injury/condition, or the use of a medication, that may affect their ability to perform an essential work task and/or compromise their safety or the safety of their co-workers. Employees must also continually keep their supervisor updated on any subsequent changes to the status of their illness/injury/condition or use of medication.


    3. Employees must work within their stated work restrictions when performing their job duties. If the employee has any temporary restrictions, please refer to Personnel Policy 0509, “Temporary Modified Duty Assignment.”


    4. Supervisors are required to report to their district/division human resources or risk management representative when they have concerns regarding an employee’s ability to perform or safely perform essential work tasks.


    The district/division human resources and risk management representatives shall determine whether a Fit for Duty Review should be forwarded to the Central Office Review Team. In cases where the matter involves a permanent restriction, a need for a medical release or where there is conflicting medical information, the Central Office Review Team should be consulted. No medical exam will be conducted without first consulting with the Central Office Review Team.

  


  


  


  


  


  Medical Documentation Requirements


  
    5.Those parties involved in the Fit for Duty Review Program will safeguard the confidentiality of all medical information disclosed during the process.


    6.Refusal to cooperate with the requirements of the Fit for Duty Review, including, but not limited to, signing a medical release authorization and/or submitting to required examinations, may subject an employee to disciplinary action, up to and including termination.

  


  


  


  Review Process Requirements


  
    7.The Central Office Review Team will review cases where appropriate. Each employee’s case will be analyzed on its individual merits. The Central Office Review Team will provide a recommendation regarding an employee’s ability to perform or safely perform his/her essential work tasks based on the medical and other documentation/information to the appropriate district engineer/division leader/state engineer.


    8.Based upon the recommendation from the Central Office Review Team, the district engineer or division leader/state engineer shall make a decision regarding the employee’s employment status.

  


  


  


  CROSS REFERENCE


  


  Personnel Policy 0509, “Temporary Modified Duty Assignments”




  

  
    Chapter Title: Wage and Salary Administration


    Policy Title: Salary Increases (1016)


    Policy Number: 1016


    Effective Date: July 1, 2010


    Prior Effective Date: July 1, 2009


    



    POLICY STATEMENT

  


  
    


    The department recognizes the need to identify and define the various methods available to reward employees who meet or exceed performance expectations, provide financial incentives for those accepting promotional opportunities, and improve the department's position within the current market. Salary increases may be provided as described in this policy, only if appropriate funding is available.


    


    


    PROVISIONS/REQUIREMENTS


    


    1. District and Central Office human resources (HR) staff are responsible for communicating information and providing advice on salary administration issues. They are also accountable for maintaining accurate documentation on all salary transactions within their location.


    


    2. Each supervisor and manager is accountable for making salary decisions in accordance with personnel policy, ensuring fairness and consistency in salary transactions within their area, and ensuring the accuracy of pay provided to employees within their area.


    


    3.District engineers are accountable for working closely with divisions/offices to ensure fairness and consistency in salary transactions statewide.


    


    4.Employees will be paid twice each month, at mid-month and the end of the month. A direct deposit of employees’ paychecks will be made to the financial institution of each employee’s choice. Employees who are expected to work more than three months (includes wage as well as salaried employees) are required to keep an active account for the direct deposit process. Eachpaycheck will cover the time worked and/or paid leave used during the previous pay cycle. Employees who are eligible to receive night shift differential pay or holiday differential pay will receive these earnings at the end of the pay cycle following the pay cycle in which the night work or holiday work occurred. Earnings for overtime worked in a particular pay cycle will be included in a paycheck two pay cycles following the pay cycle in which the overtime was worked.


    5. Salary increases allowable in this or any other personnel policy may not be backdated to a date within a pay cycle that has been processed in the SAM II System, unless the HR director approves a waiver. Lateral transactions and demotions (where salary increases are not provided) may be backdated to a date within a pay cycle that has been processed in SAM II.


    6. Salary increases described in this or any other personnel policy cannot result in an employee’s salary being less than the minimum rate nor more than the maximum rate of the salary range of the employee’s job, with three exceptions- described in 8.B, 10.A, 12, and 13 below.


    7. All salary transactions must be supported by documentation which outlines the justification for the increase/decrease in salary.


    8.Promotion increasesmay be granted to employees who are selected to fill positions in higher salary grades. The following guidelines provide the appropriate number of step increases that may be given due to promotion:

  


  
    


    A.


    
      
        
          	
            Movement Up in Salary Grade

          

          	
            Maximum Increase To Be Allowed

          
        


        
          	
            1-2 Grades

          

          	
            up to4 Steps (8%)

          
        


        
          	
            3 Grades

          

          	
            up to5 Steps (10%)

          
        


        
          	
            4 or more Grades or to supervisory position

          

          	
            up to6 Steps (12%)

          
        

      
    


    


    

  


  
    
      The appropriate increase should place the employee on at least the first step of the new salary grade and can be less than the stated guidelines based on internal equity, budget considerations, or other factors. The number of steps to be provided cannot exceed guidelines unless a larger increase is required to bring the employee to the first step of his/her new salary grade.

    


    
      B. When minimum requirements are waived, a reduced number of steps should be provided for the increase until such time as the employee fully meets the minimum requirements of the position. This increase can result in the employee’s pay being below the minimum rate of his/her new salary range. (See Personnel Policies 0517, “Staffing of Department Vacancies,” and 0522, "Waiver of Job Specification Minimum Requirements.")

    


    
      C. Employees who apply for competitive promotions may not be eligible for consideration for one to two years following a disciplinary action, depending on the level of the discipline they have been given, as follows:

    

  


  
    


    


    


    1) Employees placed on disciplinary probation for testing positive for alcohol will not be eligible for a competitive (or a career ladder) promotion for two years: the year they are on probation and the year after being removed from probationary status. Other employees placed on disciplinary probation will not be eligible for a competitive promotion while on probation, but will become eligible after they are removed from probationary status. Although employees may be considered eligible to apply for competitive jobs after being removed from probationary status, the disciplinary actions can be considered for up to three years in determining if they will be given an interview and if they will be selected to fill the job vacancy.


    


    2) Employees issued suspensions without pay, disciplinary demotions, or written warnings (without also being placed on probation) should not be deemed automatically ineligible for consideration for a competitive promotion for a specific period of time. However, these disciplinary actions can be considered for up to three years in determining whether or not employees will be given an interview and if they will be selected to fill the job vacancy.


    


    3) Employees who have received verbal warnings within one year prior to applying for a competitive job should not be deemed automatically ineligible for consideration for an interview based solely on the verbal warning. However, these disciplinary actions can be considered for up to one year following the issuance of the verbal warning in determining whether or not employees will be given an interview and if they will be selected to fill the job vacancy.


    See Personnel Policy 1026, “Career Ladder Promotions,” for the criteria on career ladder promotions when employees have received disciplinary actions.

  


  9.Increases for lateral transfersof up to two steps may be provided, with approval of the HR director, for some transfers within the same salary grade, if either of the conditions listed below is met:



  
    A. The job is in a salary grade 11 or higher and requires relocation. To receive a salary increase under this criterion, the relocation must be supported by a compelling business need and the payment of relocationexpenses must be approved by the district engineer or division leader/state engineer after consultation with the HR director.


    B. The job requires a high level of expertise and is difficult to staff.


    An employee shall not receive a salary increase for a lateral transfer to return to his/her previous job title at his/her previous location. If an employee returns to his/her previous title at his/her previous location within one year of receiving an increase for lateral transfer, his/her salary will be decreased by the amount of the previous increase.

  


  
    


    10. Temporary salary increasesmay be granted as follows:

  


  
    
      A. Relocation increases of four percent will be provided for a temporary six-month period for promotions that require employees to relocate to a different residence, and the promotions are to jobs in salary grade 11 or higher. This four percent increase will be given in addition to whatever is received for the promotion increase, and may result in an employee’s salary being above the maximum rate of his/her new salary range. Relocation increases may also be available for lateral transfers (in salary grade 11 or higher) if the employee competed for the position in response to a job opportunity announcement, and the relocation expenses are approved by the relevant district engineer or division leader/state engineer after consultation with the HR director. Refer to Personnel Policy 2000, "Relocation Assistance."

    

  


  
    
      If two steps do not provide an employee with approximately a four percent increase (around 3.8 percent or 3.9 percent), the employee’s salary may be changed from table-driven pay to being placed on pay parameters to provide a flat four percent increase for this six-month period

    

  


  
    


    


    



    


    B. Temporary assignment or promotion increases may be available under Personnel Policy 1019, "Temporary Assignments or Promotions."


    


    11. Within-grade advancementsmay be provided only when formally approved by the department and the Human Resources (HR) Division provides guidelines (e.g., performance and other eligibility criteria). When available, these increases are normally implemented in July. Within-grade advancements take the form of step increases and allow employees to advance within their salary range while maintaining the same salary grade assignment.


    


    12.General structure adjustments(e.g. cost of living adjustments) may be provided only when formally approved by the department and in concurrence with guidelines provided by the HR Division. An employee’s performance and other factors may limit, delay, or prevent him/her from receiving a general structure adjustment, which could result in the employee’s salary being below the minimum step of the salary grade. When available, these increases are normallyimplemented in July. General structure adjustments are applied to the department’s salary grid and each eligible employee’s base salary, with all employees maintaining the same salary grade assignment.

  


  


  13.Reclassification increasesmaybe provided concurrent with the implementation of a job classification study.Internal salary equity, budget considerations, employee performance, and other factors may limit, delay, or prevent the approval of any reclassification salary increase.


  


  Reclassifications upward will normally result in an employee, whose current salary is below the minimum salary of the new salary grade, being provided an increase to place him/her on at least the minimum step of his/her new salary grade. However, if an employee does not fully meet the requirements of the position after it is reclassified, or has had recent performance/discipline issues, the department may determine to provide a salary that is below the minimum step of the new grade. If an employee’s salary prior to the reclassification is within the range of the new salary grade, a salary increase may be authorized at the discretion of the HR director.


  


  14. Salary inequity increasesmay be provided when, within six months of an employee’s initial hire date, it is determined that the employee's qualifications were underestimated when employed. Other salary inequity increases may be allowed when approved and guidance is provided by the HR Division.


  


  15. Complexity salary increases may be provided when an employee’s job experiences substantive changes that increase the scope, impact, and complexity of the job, but not to the extent that it warrants a higher classification level. These salary increases must be approved by the HR Division.


  16. Salary reductions are generally required when employees are demoted to lower salary grades. Refer to Personnel Policy 1021, “Demotion,” for salary administration provisions when employees are demoted.


  


  


  CROSS REFERENCES


  


  Personnel Policy 0517, “Staffing of Department Vacancies”



  Personnel Policy 0522, “Waiver of Job Specification Minimum Requirements”



  Personnel Policy 1019, “Temporary Assignments or Promotions”



  Personnel Policy 1021, “Demotion”



  Personnel Policy 1026, “Career Ladder Promotions”



  Personnel Policy 2000, “Relocation Assistance”




  

  Chapter Title: Wage and Salary Administration


  Policy Title: Temporary Assignments or Promotions (1019)


  Policy Number: 1019


  Effective Date: July 1, 2007


  Prior Effective Date: March 1, 2006


  
    

  


  POLICY STATEMENT


  


  The department will allow employees to be temporarily assigned to other positions in either lower, the same, or higher salary grades, and will provide temporary salary increases for some temporary assignments as described in this policy. Districts/divisions/offices will administer the provisions of this personnel policy in a manner consistent with Equal Employment Opportunity.


  


  


  DEFINITIONS


  


  Temporary Assignment: an assignment to a position or location other than the employee’s present position or location for a period of not more than six months. The six-month limitation does not apply to positions in which the job duties require periodic performance of tasks higher in classification than the current position.


  


  Lead Worker: an employee who is involved in the general instruction, assignment, and review of work of others performing the same or directly related work. Lead worker duties do not include performance management, hiring decisions, termination decisions and the like.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. When an employee is temporarily assigned to perform the duties of a different job in either the same or a lower salary grade, the employee will be paid the rate he/she was earning at the time of the assignment.


  


  2. When an employee is temporarily assigned to a position in a higher salary grade (temporary promotion) to fill either a supervisory or non-supervisory position, the following provisions will apply:


  


  A.There will be no increase in pay for a temporary promotion of less than three months.


  


  B.A temporary salary increase will be provided to an employee when a temporary promotion will last three months or more. The temporary salary increase cannot result in the employee’s salary exceeding the maximum rate of the salary range of the new position. (Refer to Personnel Policy 1016, “Salary Increases,” to determine the appropriate rate of pay for the temporary promotion).


  


  C.Districts/divisions/offices may advertise these temporary positions within their districts or the Central Office for a period of seven days.


  


  D.The employee selected to temporarily fill a higher-level position is to be made aware the promotion is temporary and he/she will return to his/her regular position and salary when the temporary assignment ends or when the position is advertised for permanent staffing.


  


  E.If a decision is made to extend the temporary assignment for more than six months, the temporary vacancy should be re-advertised toward the end of each six months to allow other qualified applicants an opportunity to apply for a temporary assignment. The employee currently filling the temporary assignment may reapply for the temporary position at this time along with other interested employees.


  


  F.If a decision is made to change the temporary assignment to a permanent assignment, the job vacancy should be posted in accordance with internal job advertising procedures. (Refer to Personnel Policy 1022, “Internal Job Advertisement and Staffing of Department Vacancies”). The employee currently filling the temporary assignment may apply for the permanent position at this time along with other interested employees.


  


  3. When an employee is asked to temporarily relocate (with same job title) to a different district, to a different location within the employee’s current district, or out-of-state, a two step (four percent) temporary salary increase will be provided if all four of the conditions listed below are met. A personnel action reason of C43 is to be used on the Employment Status Maintenance (ESMT) transaction to record this temporary increase.


  


  A.The temporary relocation will be full-time for one month or more,


  


  B.The location of the temporary relocation assignment is at least 50 miles from the employee’s residence,


  


  C.The employee is in a salary grade 11 or higher, and


  


  D.The employee’s salary remains within the salary range for the job.


  


  4. In situations when districts/divisions/offices elect to temporarily leave a supervisory position vacant, an employee may be temporarily assigned to perform the responsibilities of a lead worker. The following guidelines are to be used in these situations:


  


  A.The employee should not be assigned major supervisory responsibilities such as discipline intervention.


  


  B.If the temporary assignment will be less than three months, there will be no increase in pay.


  


  C. If the temporary assignment will be three months or more, a two step (four percent) temporary salary increase may be allowed as long as the employee’s salary remains within the salary range for the job.


  


  D.The employee selected should be made aware the lead worker assignment is temporary and he/she will return to his/her original duties and rate of pay when the assignment ends.


  


  5. When employees receive a temporary salary increase under this policy, this temporary increase will not be considered in any other salary administration decision (i.e., promotion or within-grade increases).


  


  


  CROSS REFERENCES


  


  Personnel Policy 1016, “Salary Increases”



  Personnel Policy 0517, “Staffing of Department Vacancies with Internal Candidates”



  



  

  Chapter Title: Wage and Salary Administration


  Policy Title: Demotion (1021)


  Policy Number: 1021


  Effective Date: June 15, 2010


  Prior Effective Date: February 20, 2008


  



  POLICY STATEMENT


  


  Circumstances may warrant the removal of an employee to a different job title at a lower salary grade level. The department will handle demotions in a fair and consistent manner as described in this policy.


  


  


  DEFINITION


  


  Demotion: A move from an employee’s current job title and position to a job title and position in a lower salary grade.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. Demotions may result in salary reduction. The salary following the demotion must be coordinated with the human resources director before an offer is made.


  


  2. A demoted employee’s salary must be within the salary range of the destination title.


  


  3. Salary reduction will depend on several criteria, including:


  


  A. Reason for the demotion (e.g., voluntary, job study, reorganization, administrative, disciplinary);


  


  B. Salary the employee would be at if he/she had not been promoted;


  


  C. Number of steps received in earlier promotions (e.g., the size of the reduction to go from title A to title B should be comparable to the number of steps originally received to promote from title B to title A);


  


  D. Complexity and equity increases;


  


  E. Number of salary grade levels to be reduced;


  


  F. Transferability of knowledge, skills, and abilities to the destination position;


  


  G. Internal equity;


  


  H. Level of reduction in responsibility;


  


  I. Tenure with the department and in the current position;


  


  J. Recency of promotion; and


  


  K. Any factors unique to the situation.


  


  4. When a demotion is processed, the reason for the demotion must be documented on the Employment Status Maintenance (ESMT) transaction.


  


  5. If relocation is necessary, relocation assistance may be provided.


  


  



  

  


  Chapter Title: Wage and Salary Administration


  Policy Title: Career Ladder Promotions (1026)


  Policy Number: 1026


  Effective Date: April 1, 2018


  Prior Effective Date: May 1, 2010


  



  POLICY STATEMENT


  


  The department provides opportunities for advancement of salary grade and pay to employees in designated career ladders within the department. These advancements are intended to be in recognition of employees completing requirements to be promoted to intermediate or senior level jobs. Although the department intends for career ladder promotions to be provided when employees complete the stated requirements, there may be times when budget limitations will delay or prevent some career ladder promotions.


  


  


  DEFINITIONS


  


  Career Ladder: A career progression for employees designed to encourage development of skills in many jobs below the first level of supervision. Career ladders consist of a series of related jobs (usually either two or three) through which employees can advance by meeting the eligibility requirements established for the next higher job.


  


  Career Ladder Advancement (Promotion): Advancement (promotion) to the next higher job within a designated career ladder that has been earned by an employee successfully meeting the eligibility requirements for the next higher job.


  


  Career Ladder Job: A job within a designated career ladder.


  


  Career Ladder Promotion Checklist: A listing of the skills, knowledge, and abilities identified for each career ladder job, which an employee must possess to be considered for advancement to the respective job.


  


  Career Path: Job choices that generally result in advancement to higher salary grades throughout an employee’s career with the department. An employee’s career path may consist of both career ladder jobs and competitive jobs.


  


  Competitive Job: A job for which an employee must compete with other employees or outside applicants to be considered. Competitive jobs include, but are not limited to, supervisory jobs and the entry-level job of each career ladder.


  


  


  PROVISIONS/REQUIREMENTS


  


  


  
    
      
        
          

          
            	1. As outside applicants are hired into the department, many of them will be hired to fill entry-level jobs within designated career ladders. Some outside applicants will be hired to fill higher-level career ladder jobs or to fill competitive jobs. Once these outside applicants become department employees, they will have opportunities to progress through various career paths within the department. Career paths for employees who remain with the department for many years will usually consist of them having held various career ladder jobs and various competitive jobs. Provisions/requirements for advancing in career ladder jobs are described in the remainder of this policy. Provisions/requirements to be considered to fill competitive jobs are described in Personnel Policy 0517, “Staffing of Department Vacancies.”

          


          
            	2. A list of career ladders and the career ladder jobs within each career ladder, which have been designated by the department, can be seen on the Human Resources (HR) Division web site (http://sharepoint/facilitation/HR/Compensation/Shared%20Documents/Career%20Ladder.pdf). Not all career ladders will have the same number of jobs and not all jobs below first level supervision will be included in a career ladder.

          


          
            	3. Entry-level jobs within each career ladder are considered competitive jobs. If an employee wants to be considered for an entry-level job, he/she will need to compete with other employees or outside candidates. Once an employee is selected to fill an entry-level job within a career ladder, the employee will have an opportunity to advance to the higher-level jobs within that career ladder without competing with other employees or outside candidates. There may be times when an intermediate or senior level career ladder job will be advertised to be filled through a competitive process. One example of when this could occur is when turnover has created several vacancies in a career ladder and none of the employees currently in the career ladder are ready for advancement. Advertising may occur in this and other occasions to see if employees from other districts/divisions/offices may be interested to compete for one of these vacancies. These advertisements will not impact the opportunity for an employee currently in that career ladder to advance when he/she has met all requirements.

          


          
            	4. To be eligible for promotion to the next higher (intermediate or senior level) job within a career ladder, an employee must meet all eligibility requirements for the next higher job, as stated below:

          


          
            	
              
                	A. Employee must meet or exceed the minimum education and experience requirements as stated on the job description for the career ladder job.

              

            

          


          
            	
              
                	B. Employee must meet the certification requirement, if applicable, for the career ladder job for which he/she is being considered and must maintain the required certification to remain in the higher job. If an employee does not maintain the required certification, he/she will be demoted to the previous job title and salary rate. Required certifications are stated on job descriptions.

              

            

          


          
            	
              
                	C. Employee must meet the requirements of the Career Ladder Promotion Checklist for the career ladder job for which he/she is being considered.

              

            

          


          
            	
              
                	
                  
                    	1) An employee cannot be considered for a career ladder promotion until he/she possesses all the required skills, knowledge, and abilities for the next higher (intermediate or senior level) job.

                  

                

              

            

          


          
            	
              
                	
                  
                    	2) Until a checklist has been created for the particular career ladder job for which an employee is being considered, this requirement will be waived.

                  

                

              

            

          


          
            	
              
                	
                  
                    	3) Career Ladder Promotions Checklists for relevant career ladder jobs will be listed in the HR Division web site (http://sharepoint/facilitation/HR/hremployment/SitePages/Career%20Ladder%20Checklists.aspx).

                  

                


                	D. Employee must meet or exceed performance expectations in his/her current job. An employee cannot be considered for a career ladder promotion if he/she is not meeting performance expectations.






		
                  

                

              

            

          


          
            	
              
                	E. Employee must not have received a disciplinary action of a written warning or higher (demotion, probation, or suspension without pay) within the past 12 months for either performance or conduct issues.

              

            

          


          
            	
              
                	
                  
                    	1) Disciplinary actions of a written warning or higher will make an employee ineligible for career ladder advancement for the next 12 months following the date of the disciplinary action, with the following two exceptions:

                  

                

              

            

          


          
            	
              
                	
                  
                    	
                      
                        	a. Suspensions related to testing positive for alcohol will make an employee ineligible for a career ladder promotion for two years.

                      

                    

                  

                

              

            

          


          
            	
              
                	
                  
                    	
                      
                        	b. If a waiver is approved to allow an employee who received a written warning to be promoted before the end of the 12-month waiting period. On rare occasions, a district engineer or division leader/state engineer may believe there are exceptional circumstances that support issuing a waiver to allow an employee to receive a career ladder promotion in less than 12 months after he/she was issued a written warning. Before a waiver can be issued under this exception, the district engineer or division leader/state engineer must collaborate with the Human Resources Director to receive her/his support.

                      

                    

                  

                

              

            

          


          
            	
              
                	
                  
                    	2) Disciplinary actions of a written warning or higher can be considered for up to three years in delaying career ladder advancement, especially if the employee has also had problems with performance or accidents during this time.

                  

                

              

            

          


          
            	
              
                	F. An employee’s accident record may have an impact on eligibility for career ladder advancement, with the frequency and severity of accidents occurring within the past 12 months having significant influence on whether or not the employee will be allowed to advance.

              

            

          


          
            	
              
                	
                  
                    	1) Accidents for which an employee was not at fault will not impact the employee’s chances for advancement.

                  

                

              

            

          


          
            	
              
                	
                  
                    	2) Although each employee should strive to be accident-free, an employee with a minimal amount of personal injuries, property damage accidents, etc., can still be considered for advancement. The higher the severity of each accident and the higher the volume of accidents by an employee, the lower his/her chances will be to receive a career ladder advancement.

                  

                

              

            

          


          
            	
              
                	
                  
                    	3) Accidents that have occurred within the past 12 months will carry the most significant weight on an employee’s eligibility for advancement. Accidents that occurred within the past three years can be considered in delaying career ladder advancement, especially if the employee has also had problems with performance or discipline during this time.

                  

                

              

            

          


          
            	
              
                	G. Before employees can receive a career ladder promotion to a senior level job, the district/division/office management teams must review the work to be performed by these employees and be assured that when these employees are promoted to the senior level job, they will be spending more than 50 percent of their time performing senior level duties. This review must also ensure the remaining employees in senior level positions of the career ladder for that area will be performing senior level duties more than 50 percent of the time.

              

            

          


          
            	5. Recommendations to provide career ladder promotions will be initiated by supervisors of employees in career ladder jobs. Supervisors will be expected to provide documentation of an employees’ eligibility related to each of the requirements stated in paragraph 4 (such as tracking an employee’s progress toward meeting the expectations of the appropriate checklist, tracking accident and discipline incidents, etc.). A local human resources representative will be required to review documentation for each planned career ladder promotion to confirm the promotion is justified based upon the requirements in paragraph 4.

          


          
            	6. Authorizations for the number of jobs that can be filled within each clerical, technical, and professional career ladder will be set by the appropriate district engineer, division leader/state engineer, or office director for the jobs in their areas. These managers will also be responsible for setting the authorization levels for all other jobs within their areas to ensure their total authorizations do not exceed the authorizations set for their areas during the annual budget process.

          


          
            	7. The authorizations set for the jobs in each career ladder will cover the total number of jobs in each career ladder, but will not be broken down further to set specific authorizations for the intermediate and/or senior level jobs within each career ladder.

          


          
            	As authorizations are set for each career ladder, part of the planning process district engineers, division leaders/state engineers, and office directors are to consider includes trying to ensure that if all employees in each career ladder were to reach the senior level job at the same time, there would be enough senior level duties for these employees to perform senior level duties at least 50 percent of their time. If there will not be enough senior level duties for employees in a particular career ladder to reach this 50 percent level, consideration should be given to reducing the authorization levels within the career ladder.

          


          
            	8. For authorizations within professional career ladders in each district/division/office, the appropriate district engineer, division leader/state engineer, or office director will further determine whether or not employees who do not possess a four-year college degree will be allowed into a professional career ladder job. The district engineer, division leader/state engineer, or office director will determine the number of positions that can be filled by employees who do not possess a college degree-if any. When an employee who does not possess a college degree enters a professional career ladder job, he/she will have the same opportunities to advance to the intermediate and/or senior level jobs as employees who possess a college degree.

          


          
            	9. The provisions/requirements stated in Personnel Policy 1016, “Salary Increases,” will be used when determining the rate of the salary increase to be provided to an employee who receives a career ladder promotion.

          


          
            	10. Grievances related to career ladder advancement or related to the number of authorizations within each career ladder (including the number of authorizations for employees in professional career ladders who do not possess a college degree) will be considered within a district/division/office. These grievances will not be allowed to continue above the level of the district engineer, division leader/state engineer, or office director.

          

        

      

    

  


  


  


  



  CROSS REFERENCES


  
    

  


  


  Personnel Policy 0517, “Staffing of Department Vacancies”



  Personnel Policy 1016, “Salary Increases”



  


  


  



  FORM


  


  MoDOT Accountability and Performance System (MAPS) Form




  MoDOT Accountability and Performance System (MAPS) Form


  Revised July 21, 2008


  



  Employee Name:


  Supervisor Name:


  Job Title:


  Job Title:


  Evaluation Period:


  Through:


  



  Step 1 – Performance Planning (April 1 – May 15) – to be completed with employee


  ___ Review and discuss MoDOT’s mission and goals and the unit work plan


  ___ Review the Competency job aid to explain/define expected performance


  ___ Develop and review Employee Expectations and tie these to theCompetencies/Results (page 2)


  Employee Signature:


  Date:


  Supervisor Signature:


  Date:


  



  Step 2 – Performance Progress Review (Oct. 15 – Nov. 30) – to be completed with employee


  ___ Review and discuss unit work plan changes, if any


  ___ Review and discuss progress toward Employee Expectations (page 2)


  ___ Review and discuss mid-year documentation and provide employee feedback (page 3)


  Employee Signature:


  Date:


  Supervisor Signature:


  Date:


  



  Step 3 – Final Performance Review (April 1 – May 15) – to be completed with employee


  ___ Review and discuss progress toward Employee Expectations (page 2)


  ___ Review and discuss year-end documentation and provide employee feedback (page 3)


  ___ Determine the employee’s Competency ratings and Overall MAPS rating (page 4)


  ___ Indicate the employee’s performance for the year


  



  Year-End MAPS Rating


  (criteria are examples and not all inclusive)


  ___ Unacceptable: Failed to complete most Key Employee Expectations; overall performance and Competency performance were below expected standards with no signs of improvement


  ___ Needs Improvement:Completed some Key Employee Expectations; few areas of overall performance and Competency performance were below expected standards; some efforts made to improve performance


  ___ Successful: Completed Key Employee Expectations; overall performance and Competency performance met expected standards


  ___ Highly Successful:Completed Key Employee Expectations with overall performance and Competency performance at a higher-than-expected level compared to expected standards


  ___ Outstanding: Completed all Key Employee Expectations with overall performance and Competency performance at a level far above expected compared to expected standards; contributed greatly to high performance


  If the employee’s Year-End MAPS Rating is “Unacceptable” or “Needs Improvement,” contact your human resources manager.


  Note to employee: You may attach a separate sheet if you wish to comment.


  I (the employee) □ agree □ do not agree with the evaluation. (check one)


  Employee Signature:


  Date:


  Supervisor Signature:


  Date:


  



  



  Key Employee Expectations


  1) Write key employee goals, projects, and outcomes for the rating period. 2) Check the Competencies that are related to each Employee Expectation. 3) Write the Tangible Result, Tracker Measure, and/or Value(s) that each Employee Expectation is designed to affect or fulfill.


  A minimum of three Employee Expectations is required for non-supervisors and five for supervisors (including two


  communication expectations). Copy this page as necessary.


  *** Important: If at any time during the rating period an employee is not performing at a level to receive a year end rating of at least “Successful” (see page 4), contact your human resources manager.


  [image: Expectations MAPS Form]



  
    


  


  Employee Feedback


  Supervisors must provide written feedback to each employee both at the mid-year review and the year-end review. Feedback is mandatory and should include information on how well the employee has performed on Expectations, and overall according to the Competencies. Feedback should also cover what the employee can do to improve during the upcoming performance period.


  Mid-Year Performance Feedback:


  



  



  



  Mid-Year MAPS Rating


  (criteria are examples and not all inclusive)


  ___ Unacceptable: Failed to complete most Key Employee Expectations; overall performance and Competency performance were below expected standards with no signs of improvement


  ___ Needs Improvement:Completed some Key Employee Expectations; few areas of overall performance and Competency performance were below expected standards; some efforts made to improve performance


  ___ Successful: Completed Key Employee Expectations; overall performance and Competency performance met expected standards


  ___ Highly Successful:Completed Key Employee Expectations with overall performance and Competency performance at a higher-than-expected level compared to expected standards


  ___ Outstanding: Completed all Key Employee Expectations with overall performance and Competency performance at a level far above expected compared to expected standards; contributed greatly to high performance


  If the employee’s Mid-Year MAPS Rating is “Unacceptable” or “Needs Improvement,” contact your human resources manager.


  Year-End Performance Feedback:


  



  



  



  



  MAPS Competency Ratings


  Please rate the employee on each Competency using the following grid. Place a checkmark in the box under the appropriate rating for each Competency. (Do not rate the employee on Work Management and/or Supervision if these Competencies do not apply to his/her job.) During the Performance Progress Review, determine the employee’s Mid-Year Rating and place a checkmark in the appropriate box on Page 3.


  During the Final Performance Review, determine the employee’s Overall MAPS Rating and place a checkmark in the appropriate box on Page 1.


  If the employee earns an “Unacceptable” rating on any Competency, contact your human resources manager.


  --------------------------------------------------------------------------------------------------------------------------------------------


  (Criteria are examples and not all inclusive.)


  



  [image: Chart MAPS Form]



  (everything in the chart above is listed below)


  1. JOB QUALITY


  Work Quality, Accuracy, Partner/Customer Satisfaction, Problem Solving, Effectiveness


  Unacceptable


  - Defective or incomplete work


  - Did not follow directions


  - Solutions were ineffective


  - Work created problems


  - Partners or customers were dissatisfied with work


  Ratings: Mid-year 0   Year-end 0


  Needs Improvement


  - Does not meet all “Successful” criteria


  Ratings: Mid-year 0   Year-end 0



  Successful


  - Completed work effectively


  - Followed directions


  - Solved problems effectively


  - Very few defects in work


  - Partners and customers were satisfied with work


  - Competent on routine and new tasks


  Ratings: Mid-year 0   Year-end 0


  Highly Successful


  - Exceeds most “Successful” criteria


  Ratings: Mid-year 0   Year-end 0


  Outstanding


  - Completed work with a minimum of errors and rework


  - Was a recognized leader in the quality of work


  - Anticipated and avoided problems


  - Delighted partners and customers


  - Excelled in all tasks


  Ratings: Mid-year 0   Year-end 0


  



  2. JOB QUANTITY


  Efficiency, Productivity, Deadlines, Additional Duties


  Unacceptable


  - Often failed to produce the minimum workload


  - Avoided additional duties


  - Projects completed late


  Ratings: Mid-year 0   Year-end 0


  Needs Improvement


  - Does not meet all “Successful” criteria


  Ratings: Mid-year 0   Year-end 0



  Successful


  - Produced an appropriate amount of work


  - Was efficient in job duties


  - Accepted additional assignments


  - Projects completed on time


  Ratings: Mid-year 0   Year-end 0


  Highly Successful


  - Exceeds most “Successful” criteria


  Ratings: Mid-year 0   Year-end 0


  Outstanding


  - Consistently produced an amount of work greater than expected


  - Requested additional assignments


  - Worked extra hours as demanded by workload


  - Improved the efficiency of the work unit


  - Projects completed early


  Ratings: Mid-year 0   Year-end 0


  
    

  


  3. JOB KNOWLEDGE


  Work Knowledge Proficiency, Correct Procedures, Organizing, Records, Safety Procedures


  Unacceptable


  - Often did not use proper procedures


  - Used unsafe work practices


  - Was unorganized


  - Did not keep records updated


  - Did not learn new work methods


  - Avoided learning new equipment or processes


  Ratings: Mid-year 0   Year-end 0


  Needs Improvement


  - Does not meet all “Successful” criteria


  Ratings: Mid-year 0   Year-end 0



  Successful


  - Consistently used proper procedures


  - Worked safely at all times


  - Kept records up to date and organized


  - Learned new work methods


  - Actively sought out new equipment or processes to learn


  Ratings: Mid-year 0   Year-end 0


  Highly Successful


  - Exceeds most “Successful” criteria


  Ratings: Mid-year 0   Year-end 0


  Outstanding


  - Instructed others on proper procedures


  - Ensured everyone on the team worked safely at all times


  - Corrected others not using proper procedures


  - Taught others new and better work methods and equipment


  Ratings: Mid-year 0   Year-end 0


  
    

  


  4. INTERPERSONAL SKILLS


  Speaking, Writing, Listening, Teamwork, Respectful of Others, Adaptable to Change


  Unacceptable


  - Created conflict


  - Put self above the team


  - Resistant to change


  - Unwilling to work with others


  - Did not listen to input from others


  - Disrespectful of others


  - Poor writing or speaking


  Ratings: Mid-year 0   Year-end 0


  Needs Improvement


  - Does not meet all “Successful” criteria


  Ratings: Mid-year 0   Year-end 0



  Successful


  - Reinforced other team members’ efforts


  - Kept commitment to the team


  - Accepted change


  - Worked well with others


  - Accepted input from others


  - Respected the views of others


  - Wrote and spoke effectively


  Ratings: Mid-year 0   Year-end 0


  Highly Successful


  - Exceeds most “Successful” criteria


  Ratings: Mid-year 0   Year-end 0


  Outstanding


  - Acted as a team-builder


  - Improved cooperation and progress of the team


  - Sought out input from others, made others feel included


  - Provided direction to the team


  - Excellent communicator


  - Served as a mentor to team members


  Ratings: Mid-year 0   Year-end 0


  



  5. ACCOUNTABILITY


  Initiative, Preferred Employee Qualities, Organizational Awareness, Reliability, Values, Policies, Procedures


  Unacceptable


  - Neglected or avoided assigned duties


  - Frequent unapproved work absences


  - Frequently late for work


  - Lacked initiative


  - Wasted time on the job


  - Did not live MoDOT Values


  - Did not follow policies


  - Did not display Preferred Employee Qualities


  Ratings: Mid-year 0   Year-end 0


  Needs Improvement


  - Does not meet all “Successful” criteria


  Ratings: Mid-year 0   Year-end 0



  Successful


  - Effectively completed assigned duties


  - All work absences approved


  - Arrived to work on time


  - Took initiative to get own work done


  - Lived MoDOT Values


  - Consistently followed policies


  - Displayed Preferred Employee Qualities


  Ratings: Mid-year 0   Year-end 0


  Highly Successful


  - Exceeds most “Successful” criteria


  Ratings: Mid-year 0   Year-end 0


  Outstanding


  - Excelled at completing duties and helped others complete theirs


  - Took initiative to help others


  - Modeled MoDOT’s Values, policies, and Preferred Employee Qualities and corrected others


  - Consistently available to do more


  Ratings: Mid-year 0   Year-end 0


  



  6. WORK MANAGEMENT


  Decision Making, Planning, Budgeting, Resource Management


  Unacceptable


  - Poor decision making caused problems


  - Did not plan work effectively


  - Wasted time and resources


  - Wasted money by not budgeting effectively


  - Poor project management


  Ratings: Mid-year 0   Year-end 0


  Needs Improvement


  - Does not meet all “Successful” criteria


  Ratings: Mid-year 0   Year-end 0



  Successful


  - Effective decision making


  - Planned work well


  - Effectively used time and resources


  - Effectively managed budget, no wasted money


  - Managed projects effectively


  Ratings: Mid-year 0   Year-end 0


  Highly Successful


  - Exceeds most “Successful” criteria


  Ratings: Mid-year 0   Year-end 0


  Outstanding


  - Decisions led to increased productivity


  - Planning led to very little wasted time or effort


  - Saved time and money by integrating planning, budgeting, and resources into all decisions


  - Excelled at project management


  Ratings: Mid-year 0   Year-end 0


  



  7. SUPERVISION


  Performance Management, Employee Development, Motivation, Coaching, Leadership


  Unacceptable


  - Avoided MAPS responsibilities


  - Did not give employees feedback


  - Did not coach employees


  - Did not encourage employees to develop professionally


  - Did not inspire employees


  Ratings: Mid-year 0   Year-end 0


  Needs Improvement


  - Does not meet all “Successful” criteria


  Ratings: Mid-year 0   Year-end 0



  Successful


  - Completed MAPS on schedule


  - Gave employees good feedback


  - Coached employees as needed


  - Encouraged employees to develop through training


  - Inspired and motivated employees to do good work


  Ratings: Mid-year 0   Year-end 0


  Highly Successful


  - Exceeds most “Successful” criteria


  Ratings: Mid-year 0   Year-end 0


  Outstanding


  - Used MAPS to maximize individual and team performance


  - Used coaching and feedback to improve performance problems and reward good performance


  - Cooperatively created development plans with employees


  Ratings: Mid-year 0   Year-end 0


  Chapter Title: Subsistence


  Policy Title: Relocation Assistance (2000)


  Policy Number: 2000


  Effective Date: April 1, 2017


  Prior Effective Date: February 1, 2014


  



  POLICY STATEMENT


  


  The department will provide relocation services through a third-party administrator (TPA) and/or reimburse eligible expenses as authorized by this policy. The department’s intent is for both the employee and the department to make the relocation at the least expense to the department, while not creating an undue hardship on the employee.


  


  


  DEFINITIONS

Bridge/Early Equity Loan: A short term loan option that can be acquired by an employee who is selling a home and purchasing a new home.


  


  Closing Costs: These are costs associated with employees selling their current home and with buying a home at the new location, which are typically shown on a standard Settlement Statement under the headings of “Items Payable in Connection with Loan,” “Title Charges,” “Government Recording and Transfer Charges,” and “Additional Settlement Charges.” Some of these usual costs include deed preparation and recording fees, credit report fee, appraisal fee, survey fee, abstract fee or title insurance, application fee, processing fee, underwriting fee, inspection fees, and flood determination letter fees. Closing costs do not include loan origination and/or discount fees, home warranty costs, or broker administration service fees. The department will not reimburse closing costs employees agree to pay that should typically be the responsibility of the other party.


  


  Completed Move: (i) Home sellers will be considered moved when they have purchased a home at the new location, their household goods have been moved to the new residence, and their old home has been sold. (ii) Renters will be considered moved when their household goods have been moved to the new residence. (iii) Non-home sellers will be considered moved when their household goods have been moved to their new residence. Mobile home owners are considered moved when their mobile home has been moved or when their household goods have been moved to the new location (for situations when employees choose not to move their mobile home to the new location).


  


  Delayed Transfer:When employees are eligible for financial reimbursement of temporary living expenses if required to relocate to a new work location.


  


  Dual Housing: When employees are obligated to pay two mortgages simultaneously on two homes they own, one at the old location and one at the new location.


  


  Home: Shall mean real estate: (i) which is owned and used by an employee as a principal year round one or two family residence, including condominiums but excluding cooperative housing and mobile homes; (ii) which contains acreage within the norm and zoning limits for the locale or neighborhood, but not to exceed five acres; (iii) with respect to which insurance is available at standard rates for normal hazards of fire and extended coverage; (iv) in which the employee has marketable title; and (v) with respect to which mortgage financing is available at standard rates.


  


  Internal Revenue Service (IRS) 50-Mile Rule: The distance between an employee’s former residence and the new work location must be at least 50 miles farther than the distance between the employee’s former residence and old work location. The distance between an employee’s residence and work location is the shortest of the more commonly traveled routes between them.


  


  Lateral Transfer: The movement of an employee between jobs in the same salary grade, regardless of the job title.


  


  Promotion: The movement of an employee to a higher salary grade job.


  


  Third-Party Administrator (TPA): A vendor contracted by the department who is responsible for coordinating, consulting, and providing services for relocation of eligible employees.


  


  Withdrawal: A home seller who has elected within 30 days from the effective date of transfer to who utilized the TPA process and subsequently does not complete the process because he/she: (i) does not use a TPA registered network broker for the sale of the departure home; (ii) does not use a TPA registered network broker for the purchase of destination home; or (iii) later elects, after the 30 day window, not to utilize the TPA process for reasons other than home ineligibility.


  


  Loan Origination Fee: The fee paid to the company originating the loan to cover costs associated with creating, processing, and closing the mortgage.


  


  Loan Discount Fee: The fee paid to the lender in exchange for a lower interest rate.


  


  


  PROCEDURES


  


  SECTION I – General


  


  1.An employee will be eligible for relocation assistance when the employee is promoted to a position in salary grade 11 or higher and relocation is required by the department, or the employee is relocated as the result of a lateral transfer (salary grade 11 or higher) for which the employee competed for the position. Additionally, for a lateral transfer, the relocation assistance must be approved by the district engineer or division leader/state engineer after consultation with the Central Office –Human Resources Division before services and reimbursements will be provided.


  


  2.To be eligible for a department-approved paid relocation, the move must meet the criteria of the IRS 50-mile rule.


  


  3. The local human resources manager (districts and Central Office) is responsible for notifying the Central Office – Human Resources Division of employees eligible for relocation benefits. The Central Office – Human Resources Division will be responsible for referring eligible employees to the TPA.


  


  4. Employees will receive a 4 percent temporary relocation pay increase when relocation benefits have been approved. (Refer to Personnel Policy 1016, “Salary Increases.”) This 4 percent increase will be given in addition to whatever is received for a promotion increase and may result in an employee’s salary being above the maximum rate for his/her salary range. If two steps do not provide an employee with approximately a 4 percent increase (around 3.8 percent or 3.9 percent), the employee’s salary may be changed from table driven pay to being placed on pay parameters to provide a flat 4 percent increase. The temporary relocation pay increase is for six months, beginning with the effective date of transfer.


  


  5. When an employee’s work location is changed as the result of a relocation (lateral or demotion) initiated by the employee for personal reasons, and granted by the department to accommodate the employee’s request, the employee is not eligible for paid relocation benefits or temporary salary increases associated with the relocation. Relocations made necessary by disciplinary action are also not eligible for relocation benefits.


  


  6. Expenses connected with the relocation will be charged to the location to which the employee is being transferred. Expenses should be coded to object code 2943 and include the employee’s assigned job/move number.


  


   Relocation expenses must be submitted for reimbursement by the employee within 60 calendar days of being billed. Failure to submit expenses within 60 days may result in denial of reimbursement.


  7. Homeowners who pay a loan discount fee (for new home only), which is based on a point or a fraction of a point and results in a lower loan rate, may be eligible for a reimbursement for part or all of the fee. The amount of reimbursement, if any, will be limited to the amount the reduced interest rate will benefit the department under mortgage interest rate differential payments (see Section X for the calculation process).


  


  8. Homeowners must complete the sale of their old home and purchase of their new home within 12 months of the effective date of transfer to be eligible to receive services and reimbursements associated with the sale or purchase of homes.


  


  9. Employees will receive a one-time lump sum payment based on their new base salary on the effective date of their transfer. This lump sum is intended to assist with the increased tax liability the employee will have related to some of the services and reimbursements provided during the move. Base salary does not include the temporary relocation increase noted in paragraph 4 above, or cost of living or other increases the employee might receive before the move is complete. This lump sum payment should, if possible, be paid to the employee during the calendar year in which the employee’s move is completed, provided the employee is still working for the department.


  


  The amount of the payment will be equal to the employee’s salary for one pay period for homeowners and one-half of the employee’s salary for one pay period for renters and mobile home owners. Should a homeowner elect not to sell his/her home, or elect not to purchase a new home, he/she will receive a one-half of his/her salary for one pay period in a lump sum payment.


  


  10. Employees should be given a copy of MoDOT Personnel Policy 2000 and a copy of the Employee Relocation Handbook at the time of the job offer, if relocation may be required. The handbook gives a description of services provided as well as the terms and conditions for the home selling/buying process, including the home eligibility criteria for the TPA process. Employees can also visit the TPA’s website noted in the handbook for additional information.


  



  


  SECTION II – Post Job Offer Process for Homeowners


  


  1.Once a job has been offered and accepted by an eligible employee who is a current homeowner, the employee will have 30 days from the effective date of transfer to determine whether or not he/she will sell his/her home and whether or not he/she will utilize the TPA process for selling his/her home. If the employee elects during those 30 days not to sell his/her home, the department has no obligation to reimburse the employee for any cost associated with the sale of the home should the employee decide to sell the home in the future.


  


  2.If an employee elects to utilize the TPA process but subsequently is determined to have a non-eligible home, the department will handle the relocation under the non-TPA process.


  


  3.If an employee elects not to use the TPA process for the sale of his/her old home, he/she will not be allowed to use the TPA process for the purchase of his/her new home.


  



  


  SECTION III – Home Selling/Buying Guidelines for TPA


  


  1.If an employee elects to utilize the TPA, the employee will be required to comply with the terms and conditions outlined in the Employee Relocation Handbook. This includes compliance with the TPA’s home valuation process, and home marketing and pricing strategies. Also, if the employee elects to use the TPA, their home sale cannot be a "contigency sale" for the prospective buyer. Prospective buyers must also have a "pre-approved" loan status.



  


  2.By utilizing the TPA, all realtor fees and closing costs associated with selling the old home will be paid directly to the TPA by the department. Additionally, employees will receive up to $2,120 for reimbursement of actual closing costs and up to $1,500 for reimbursement of loan origination fees for their new home.


  


  3.Should an employee withdraw from the TPA process after originally committing to the process, the employee will be responsible for reimbursing the department for any penalties or fees assessed by the TPA to the department for the withdrawal.


  


  Should an employee elect to utilize the TPA process for the sale of his/her old home, he/she must use the TPA process for the purchase of his/her new home as well. Utilizing the TPA process means the employee must use brokers who are currently registered with the TPA or will agree to register with the TPA for both the sale of the old home and purchase of the new home. Should the employee not utilize a registered TPA broker for the purchase of his/her home or land if building a home, the employee may be responsible for paying a $1,500 referral recovery fee charged by the TPA.


  



  


  SECTION IV – Home Selling/Buying Guidelines for Non-TPA


  


  1.Employees who elect not to utilize the TPA process will be eligible to receive reimbursement of no more than $10,500 for realtor fees for the sale of the old home and no more than $2,120 for combined closing costs for both the old and new home. The department will not provide any tax assistance for the reimbursement of realtor fees and/or closing costs.


  


  2.Employees will be eligible to receive reimbursement up to $1,500 for loan origination fees associated with the purchase of their new home.


  


  3.Homeowners who elect not to sell their old home, but still purchase a home at the new location, will be eligible to receive up to $2,120 of reimbursement for closing costs on the new home and up to $1,500 for loan origination fees for the new home. The employee will have one year from his/her effective date of transfer to utilize this reimbursement benefit.


  



  


  SECTION V – Renters


  


  1. Renters may be eligible for assistance in terminating a lease agreement; however, documentation must be presented to verify the costs associated with terminating the lease are not for damage to the apartment or for any delinquent rent. Typically, reimbursement will be for any security deposit forfeited and one month rent for terminating the lease.


  


  2. Employees currently renting at the time of relocation, who decide to purchase a new home at the new location, will not be eligible for reimbursement associated with the purchase of the new home outlined herein.


  



  


  SECTION VI – Mobile Home Owners


  


  1. If an employee’s permanent residence is a mobile home, in lieu of payment for moving household goods, the employee may receive reimbursement for the actual cost of transporting the mobile home and its contents to the new location subject to the following:


  


  A. Bids will be secured from three movers. The mover must have active common carrier authority from MoDOT Motor Carrier Services Division; however, the move is not governed by MoDOT Motor Carrier Service Division rate requirements. Bids should be obtained utilizing Form P-23, Moving Household Goods-Bid Form. Each bid should include the actual cost of permits, escorts, license, bridge tolls, ferry charges, leveling and stabilizing at destination, and the packing and unpacking of contents.


  


  B. The employee will be allowed insurance covering the moving of the mobile home and its contents in the amount of the actual value of the mobile home, including the contents, not exceeding $75,000 maximum. Additional insurance above this value, if desired, must be purchased by the employee and is not a reimbursable expense.


  


  2. The TPA will not be involved in the process of transferring the mobile home.


  



  


  SECTION VII – Delayed Transfer


  


  1. Employees who are home sellers and are required to relocate to a new location are eligible for reimbursement of temporary living expenses for up to six months from the effective date of transfer. Renters, non-home sellers, and mobile home owners not selling their mobile home who are required to relocate to a new location are eligible for reimbursement of temporary living expenses for up to three months from the effective date of transfer. Typical expenses may include meals and lodging; however, all expenses must conform to the Financial Policy and Procedures Manual, Travel Policy. Meal reimbursements will not be allowed for weekends or holidays. Lunch reimbursement is only allowed if the employee is on 12-hour travel status to a work domicile other than their current or former work domicile.


  


  2. Employees should be aware that delayed transfer expenses which are reimbursed to them or paid directly on their behalf, including any mileage reimbursement, are considered taxable income and will be reported as such.


  


  3. Employees may be authorized or directed by a district/division to temporarily live in an apartment in lieu of a hotel/motel, provided the cost of the apartment and utilities does not exceed those of a reasonably priced hotel/motel at the same location. Meals are not reimbursable if in apartment. The employee will be responsible for signing any lease associated with the temporary housing.


  


  A district/division, with prior approval from the Central Office – Human Resources Division, may allow an employee use of a MoDOT pool vehicle and/or mileage reimbursement for daily commuting in lieu of receiving reimbursement for hotel/apartment and meals.


  


  4. Employees may be temporarily authorized to use a state vehicle or be reimbursed mileage to return to their old home on weekends. Employees can use either a MoDOT vehicle or their personal vehicle. If a MoDOT vehicle is used, employees must contact Financial Services Division to determine the commute value of this benefit. If employees use their personal vehicle, they will be allowed round trip mileage at the current fleet rate.


  


  5. Although employees can be in delayed transfer status for up to either three or six months from the effective date of transfer, it will end sooner if conditions occur as noted below.


  


  A.For a home seller:It will end when one of the following occurs:


  


  1)He/she purchases a new home before selling the old home, thereby switching to dual housing status, or


  


  2)He/she sells the old home and moves household goods to new residence.


  


  If an employee should sell his/her old home and cannot yet move his/her household goods into their new residence, then he/she may be eligible for up to an additional 60 days of lodging expense, as long as this time does not exceed their original six-month delayed transfer benefit.


  


  B.For a renter and a non-home seller:It will end when he/she moves household goods to new residence.


  


  C.For a mobile home owner:It will end when the mobile home is relocated to the new location (or when household goods are moved, in situations when employees choose not to move their mobile home to the new location).


  



  


  SECTION VIII – Dual Housing


  


  1. Reimbursement will be made for the lesser mortgage payment, excluding any Private Mortgage Insurance (PMI) or escrow payments, for either the new or old home. Dual housing reimbursement payments will be provided for up to six months from the effective date of the employee’s transfer date or until the old home sells, whichever occurs first.


  


  A. Employees in dual housing status are not allowed meal reimbursements.


  


  B. Construction loans are not eligible for dual housing reimbursement.


  


  2. For an employee to be eligible to receive dual housing reimbursement,


  he/she must meet all three of the following requirements:


  


  A.  Purchase a home at the new location before selling the old home,


  


  B. Declared intent to sell the old home and be actively engaged to sell the old home, and


  


  C. Not be renting or leasing out the old home to another party.


  


  3. The department can request information from employees to ensure a good faith effort is being made to sell the old home.


  


  4. Employees cannot simultaneously receive delayed transfer expense reimbursement and dual housing reimbursement, and they cannot be on a combination of delayed transfer and dual housing for any longer than six months total.

5. No meal reimbursement if in dual housing status.


  


  6. Homeowners who elect not to sell their old home, but want to purchase a home at the new location will not be eligible for dual housing benefits.


  



  


  SECTION IX – Bridge/Early Equity Loans


  


  1. To assist employees in securing a loan for the purchase of their new home, employees may elect to apply for a bridge/early equity loan. The repayment of this loan is the employee’s responsibility. If the loan is a "combined" loan (including both selling home and new home mortgages), interest will only be reimbursed on the lesser value portion of either the old home mortgage or the new home mortgage.


  


  2. Employees can obtain their bridge/early equity loan from the financial institution of their choice. The department will reimburse employees for the interest on these loans for up to 12 months or until their old home sells, whichever occurs first.


  3. Employees who elect to not sell their old home but purchase a home at the new location will not be eligible for interest rate reimbursement on any kind of loan.


  


  4. Interest reimbursement will not be provided on bridge/early equity loans to purchase acreage that is not within the norm and zoning limits for the locale or neighborhood. However, the maximum acreage allowed for reimbursement, regardless of norm and zoning limits, is five acres. Loans based on the equity value for mobile homes or modular homes not permanently affixed to the property are not eligible for interest reimbursement under this section.


  



  


  SECTION X – Reimbursement for Increased Mortgage Fixed Interest Rate


  


  1. Employees who are home sellers, and elect to purchase a new home involving a loan at the new location, may incur a higher mortgage fixed interest rate. To help offset some of this expense, the employee may be reimbursed for the difference between the mortgage fixed interest rate at the old location and the mortgage fixed interest rate at the new location as applied to the lesser balance of either the old mortgage or the new mortgage. See paragraph #2 for calculation example.


  


  This one-time reimbursement provision is based on interest differential for a one-year period from the date of new home purchase and must be used on or by the first anniversary date of new home purchase. Employees must notify his/her local support services manager that they intend to submit for this reimbursement by no later than the first anniversary date of their new home purchase. Use of this provision requires both the old home and the new home to have fixed interest rate mortgages only. If either mortgage loan is an adjustable interest rate loan, the reimbursement for increased mortgage interest does not apply.


  


  Reimbursement will be made to the employee on or after the first anniversary of the new home purchase. Documentation must be presented to verify purchase date of the new home as well as loan fixed interest rates and mortgage balances.


  


  2. Example:


  Balance of loan on the old home – $50,000


  Balance of loan on the new home – $125,000


  Interest rate on the new home loan – 10.00%


  Interest rate on the old home loan – 8.00%


  Increase in interest rate – 2.00%


  


  Calculation:


  $50,000 (lesser balance mortgage)


  x.02 (increase in interest rate)


  


  Mortgage Interest Rate Differential Payment:


  $1,000


  


  3. Reimbursement assistance due to increased mortgage interest rate must be confined to the home in which the employee resided at time of transfer, excluding any rental units or other income property owned by the employee.


  


  4. If the employee terminates employment, or sells the home at the new location (for reasons other than subsequent department relocation) before the first year anniversary date of the new home purchase, no interest rate reimbursement will be paid.


  


  5. If an employee elects to utilize this benefit and refinances a mortgage fixed rate loan within the first year from their anniversary date of the new home purchase, the one-time reimbursement for adjusted mortgage interest rate reimbursement is pro-rated. The maximum amount that will be reimbursed will be determined by using the calculations provided in Attachment A, “MIRD Calculation Worksheet.”


  


  6. The employee must provide documentation of the old home mortgage loan interest rate and the remaining mortgage balance, as well as documentation of the interest rate and balance on the new home mortgage loan before payment will be made.


  



  


  SECTION XI – Moving and Storage of Household Goods


  


  1. Employees will be allowed the actual cost of one move of household goods and personal possessions to the new location. All homeowners who are selling their home through the TPA process will be required to utilize the TPA for the movement of household goods. The department has contracted with the TPA to handle the coordination of the shipment of the household goods, insurance claims processing, and an audit of household invoices. Employees who do not utilize the TPA process will be required to obtain three bids from movers or, if approved, rent a moving truck in lieu of working with a moving company. The moving company must be bonded and have active common carrier authority from MoDOT Motor Carrier Services Division; however, the move is not governed by MoDOT Motor Carrier Services Division rate requirements. Bids should be obtained utilizing Form P-23, Moving Household Goods-Bid Form.


  


  2. Full replacement value insurance for household goods and possessions is allowed through the TPA. The maximum coverage paid by the department for non-TPA moves is $75,000. Additional insurance protection, if desired, must be purchased by the employee and is not a reimbursable expense.


  


  3. Should it become necessary for the employee and family to vacate the old home before the new home is available or prepared for occupancy, the employee will be allowed temporary storage of household goods for a period of up to 60 days. Any storage beyond 60 days will be the responsibility of the employee to personally pay. Additionally, if household goods are not moved out of storage (either van lines storage facility or independent storage facility) to final destination location prior to one year relocation completion date, all costs associated with move out will be at employee's own expense.


  4. The department, whether using TPA mover or non-TPA mover, will not reimburse any costs associated with the dismantling or setting up of special hobby equipment such as darkrooms and workshops; disconnecting of washers, dryers, and refrigerators; the shipment of boats, automobiles, trailers, pets, motorcycles, firearms; or unpacking charges; or any other items as declared by the department.


  



  


  SECTION XII – Advance Trips, Paid Time Off, Submitting of Expenses


  


  1. Employees will be allowed meals, lodging, and transportation costs for advance trips to the new location to secure a new permanent residence. Transportation allowed will be either by use of an official state vehicle or reimbursement for use of a personal vehicle at the current fleet rate. If an official state vehicle is to be used, the employee must contact Financial Services Division to determine the commute value of this benefit. Please refer to Financial Policies and Procedures for additional information.


  


  2. During the move, employees will be allowed mileage, at the current fleet rate, for one trip from the old residence to the new residence for not more than two personally owned vehicles. Meals and lodging for employees only will be allowed during the move.


  


  3. During the closing on the sale and/or purchasing of homes, employees will be allowed mileage, meals, and lodging.


  


  4. Reimbursement allowed for meals and lodging will be reimbursed per guidelines in Financial Policy and Procedures Manual, Travel Policy. Employees should submit a FS-MoDOT Expense Report for personal expenses, attaching any necessary receipts.


  


  5. Employees are allowed up to, but no more than, nine paid working days for numbers 1, 2, and 3 above. Time off must be approved by the immediate supervisor. Time should be coded to activity code R824, Employee Benefits. If additional time is needed, it will be charged to annual leave or compensatory time.


  



  


  SECTION XIII – College Civil Engineer Graduates


  


  A one-time stipend will be provided to recent college civil engineer graduates who have to relocate to begin full-time employment with the department. This stipend is offered to help offset the costs associated with moving. The employee must complete the FS-Relocation Reimbursement Assistance Form. Please check with the Central Office – Human Resources Division for listing of college specific stipends.


  



  


  


  SECTION XIV – Repayment Provisions


  


  1.Employees who are approved for relocation benefits will be required to sign the Form P-24, Relocation Repayment Agreement Form before receiving such benefits. Failure to sign the agreement form will result in a denial of relocation benefits.


  


  2.Under the Relocation Repayment Agreement Form, the employee agrees to repay the department if the employee voluntarily or involuntarily terminates employment for any reason during his/her relocation or within twelve months from the date of the employee receiving a lump sum payment. The Relocation Repayment Agreement Form will require repayment of the following expenses paid on the employee’s behalf directly by the department or indirectly through a TPA: realtor fees (only non TPA/Buyer Value Option (BVO); closing costs (only non TPA/BVO); loan origination fees; cost for moving of household goods; bridge loan interest; storage of household goods; increased mortgage interest rate payments; and the lump sum payment. The total repayment amount must be fully paid to the department no later than 30 days after the effective termination date of employment.


  


  3. The immediate supervisor, upon being notified of a voluntary or involuntary termination, should immediately notify the local HR or support services representative to determine if repayment provisions will apply.


  


  4. The employee, upon being notified that he/she owes money to the department under this policy, will be allowed a review period of no more than two business days to contest any or all of the repayment expense amounts owed. The department will provide the employee with documentation that supports the repayment expense amounts owed by the employee to the department under this policy. The employee’s review period of two business days will begin when thedepartment provides the employee with the documentation outlined herein.


  


  5. An employee may elect to make a personal payment to the department to repay all or a portion of the repayment amount owed the department instead of having money withheld from his/her remaining paychecks and/or remaining annual or compensatory leave balances. However, if the employee requests to pay by personal payment, the payment must be for the full amount owed and must be received by the department by the end of the two-day review period.If the personal payment is not for the full repayment amount owed, then the remaining amount owed will be withheld from the employee’s remaining paychecks and/or remaining annual or compensatory leave balances.


  


  6. If the full repayment amount owed is still not recovered by means of salary withholding and/or remaining leave balance withholding, the department may establish a payment plan with the employee for the remaining amount owed.


  


  7. If a payment plan is not entered into, or should an employee fail to comply with the established terms and conditions of the payment plan, the department may elect to pursue any or all lawful means to collect this debt owed to the department.


  


  8.Any expenses inadvertently reimbursed to an employee in excess of the stated amounts allowed under this policy, unless otherwise previously authorized, may also be recovered from the employee by the department under the procedures outlined herein.


  


  9. A copy of the completed and signedForm P-24, Relocation Repayment Agreement Form, should be forwarded to the local HR representative, local support service representative, and Central Office HR.


  


  10. Financial Services Division will coordinate and handle the collection of employee repayment on behalf of the department.


  



  


  SECTION XV – Taxation of Reimbursement


  


  Federal income tax laws require most of the relocation expenses paid by an employer on behalf of an employee to be reported as income on the employee’s W-2 (Wage and Tax Statement) for the year in which payment is made. Employees should consult with a tax advisor regarding relocation reimbursements and the tax liability they may have on the reimbursements they receive.
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  NOTICE


  


  This Employee Relocation Handbook is provided for informational purposes only. No provision or portion of the handbook constitutes an implied or expressed contract, guarantee, or assurance of specific relocation benefits. If you have questions concerning anything in this handbook or Personnel Policy 2000, “Relocation Assistance,” please talk with your local human resources representative.


  IRS 50-MILE RULE


  One of the department’s requirements in order for an employee to be eligible for relocation benefits is that the move must meet the IRS 50-mile rule. This rule states:


  The distance between your former residence and your new work location must be at least 50 miles farther than the distance between your former residence and your old work location.


  


  If your move will not satisfy the IRS 50-mile rule, you will not be eligible for relocation benefits. The decision about whether or not your move will satisfy the IRS 50-mile rule should be made before you accepted a transfer. If a decision has not been made yet on this issue, please contact the human resources office at your new locationimmediatelyto confirm your eligibility status.


  Relocation Repayment Agreement Form


  Employees who are eligible to receive relocation benefits will be required to sign a P-24, “Relocation Repayment Agreement Form,” prior to receiving any relocation benefits.


  This agreement form stipulates that should an employee leave employment from the department either voluntarily or involuntarily during their relocation or within 12 months from receiving their relocation lump sum, they will be required to repay the department monies owed as described within Personnel Policy 2000 and the agreement form.


  


  Should an employee refuse to sign the form, relocation benefits will not be paid to the employee.


  
    

  


  Introduction


  
    

    Congratulations on your upcoming relocation. This will be an exciting and challenging time as you prepare for your move. We hope this handbook and the relocation benefits and services provided in Personnel Policy 2000, “Relocation Assistance,” will make your move as smooth as possible.


    The department usesNexus Relocation Group as a third-party administrator (TPA)to provide buyer value option (BVO) services to employees who are selling their home and are eligible to receive relocation benefits. The primary services Nexus will provide are as follows:


    ·Home sales marketing


    ·BVO service


    ·Making arrangements with a moving company for the movement of household goods.Nexuswill assign an experienced and dedicated consultant who will be your primary contact throughout your move.This consultant will guide you through each step of the relocation process and answer your questions.


    Delayed Transfer


    Employees who are approved for relocation expenses will be eligible for delayed transfer benefits, assuming they are not able to make arrangements to move before their work assignment begins at the new location. During the first couple of months that you will be working at the new location, while making arrangements to move, you will be allowed to stay in a hotel/motel during each workweek. You might be able to stay in an apartment, provided the rent and utilities of the apartment are not more expensive than an average priced hotel/motel in the area.


    If you move to a different location within your current district, youmaynot be eligible for meals while on delayed transfer. Please ask your local human resource representative about this if you relocate within your current district.


    You will also be allowed return trips to your old home on weekends in a department vehicle or will be provided mileage reimbursement at the current rate for using your personal vehicle.


    A district/division with Central Office – Human Resource Division approval may, in certain cases, allow use of a MoDOT pool vehicle and/or daily mileage reimbursement in lieu of being reimbursed for hotels/apt and meals.


    


    Delayed transfer benefits will be provided for up to six months for home sellers and up to three months for renters and non-home sellers. Please note that under certain conditions, delayed transfer benefits will stop in less than six/three months. See the policy for details about these conditions. An example of this would be that if a home seller purchases a home at the new location before selling the old home within the first six months. Under these circumstances, the employee may be moved from delayed transfer to dual housing status. In this case, the combined time in one or the other status cannot exceed six months. You cannot be in both delayed transfer and dual housing status at the same time.


    Homeowners


    
      

      Homeowners, please read the HOMEOWNERS section of this handbook (pages 6-12) before contacting a real estate broker/agent. Your benefits related to the sale of your current home may be affected if you contact a real estate broker/agent too soon.


      Contact Nexus Relocation Group for assistance at1-888-381-6683 or by fax at 913-232-5901


      Homeowner Benefits


      Homeowners will be eligible for all or most of the following services and benefits based on conditions stated in Personnel Policy 2000, “Relocation Assistance:”


      ·Policy counseling


      ·Temporary housing while in delayed transfer status


      ·*Home sales assistance (either BVO or non-BVO)


      ·*Bridge/equity loan interest reimbursement


      ·*Mortgage interest rate differential payments


      ·*Dual housing payments


      ·Movement of household goods


      ·Paid time off during house-hunting trips, to close on the sale of the current and purchase of the new homes, and while household goods are being moved


      ·Hotel/motel, meal, and travel expenses during house-hunting trips, trips to close on the sale of the current and purchase of the new homes, and while household goods are being moved


      ·A temporary 4 percent increase for the first six months after the effective date of transfer


      ·A lump sum paymentwhenhis/her move is complete (provided the employee is still employed with the department)


      * Only available to employees who are selling their homes.


      


      The temporary 4 percent increase is intended to provide money to assist with incidental expenses, such as unhooking and re-hooking cable television and/or appliances and covering most of the travel expenses of a spouse and children during house-hunting and other trips. The lump sum payment after the move is complete is intended to assist with the increased tax liability employees may have related to some of the services and reimbursements provided during the move.Nexuswill coordinate the BVO home sales assistance and moving of household goods for employees selling their homes. The local human resources, business and benefits services, or financial services staff will handle all other services and benefits.


      The Central Office – Human Resources Division will refer employees who are eligible home sellers and have elected to sell their home through the BVO process to Nexus. Employees should not contact Nexus until authorized to do so by the Central Office – Human Resources Division. The Central Office – Human Resources Division will make this referral only after a relocation policy counseling session has occurred with the employee.


      



      Broker Referral


      Eligible employees who own their homes (excluding mobile homes and certain modular homes) are encouraged to use the BVO process as administered byNexusfor the sale of their current home. It is extremely important for homeowners to contact the assigned Nexus consultant before contacting a real estate broker. You should let the Nexus consultant know which real estate agent you would like to work with for the sale of your current home. If you do not have a real estate agent in mind, your Nexus consultant will find one for you. The Nexus consultant will then register the referral with the real estate agent for you and will be involved until your current home is sold.If you fail to use a registered Nexus real estate agent for your home sale or for your new home purchase you will be assessed referral fees of $1,400.00 that will be your personal responsibility for payment.


      Your listing agreement with a realtor must include a Broker Exclusion Clause. The exclusion clause protects the department from having to pay a broker’s commission, should you accept the offer presented byNexus. The realtor will be given an original Broker Exclusion Clause to sign and return to the consultant. In addition to the exclusion clause, the realtor will be required to acknowledge and sign a Referral Clause which acknowledges thatNexusis referring a customer (you) to them, and the realtor will pay a referral fee toNexus. Both of these clauses are part of the process that helps the department provide better services to you without higher costs.


      The collection of referral fees byNexushelps reduce the overall relocation costs for the department. Also, by using Nexus in the sale of the current home and purchase of the new home, some of the costs employees would normally have to pay might be avoided. In particular, usingNexusin the sale of your current home will result in you not having to pay taxes on the realtor fees associated with the sale of your current home. Please note that when using Nexus (TPA/BVO process) all realtor fees associated with the sale of your home are paid/covered.


      Home sellers will have a choice of whether or not to use Nexus. However, employees who do not use Nexus in the sale of their current home and for the purchase of the new home will not be eligible for the same level of services and benefits as employees who utilize Nexus. One example noted in the policy is that reimbursement of realtor fees will be limited to a maximum of $10,500 for employees who do not use the TPA (Nexus) in the sale of the current home. Also, employees who do not use Nexus in the sale of their current homes will not be provided any assistance with the tax liability they will have when they are provided reimbursement for realtor fees.


      If an employee should withdraw from the TPA process after electing to utilize the process, as defined by Personnel Policy 2000, “Relocation Assistance,” the employee may be charged cancellation fees, service fees, and/or $1,400 referral recovery fees.


      Selling Your Current Home


      Receiving the best possible price and coordinating your home sale are vital concerns. Nexus will provide home sale assistance for the sale of your current home. Title to your current home must be in your name or in the name of you and your spouse only. Assistance is limited to employee-occupied, one or two-family homes, single-family condominiums, and single-family townhouses. Assistance will not be provided for income-producing properties, houseboats, mobile homes, or modular homes not permanently affixed to the property, homes that contain hazardous materials (asbestos, lead paint, etc.), homes with structural defects, homes where the exterior finish is synthetic stucco siding, farmland, or homes with acreage in excess of five acres.


      It is your responsibility as a homeowner to disclose the full condition of your property to your Nexus consultant, as well as to potential buyers. Failure to disclose certain conditions could be considered misrepresentation or fraud. If you do not disclose complete and accurate information regarding a condition that is later discovered, you may be held responsible for all expenses involved in correcting the defect(s) and any possible litigation. A Nexus Homeowner Disclosure Statement and mandatory state disclosure forms will be included in a packet you will receive from your consultant. You will need to sign and return the forms to your Nexus consultant before your home can be listed for sale. 


      If you question the eligibility of your home, contact your Nexus consultant to discuss the situation and determine how best to proceed. In some cases, corrective action (repair of structural defect, etc.) may make your home eligible. In the event your home is not eligible for assistance through Nexus, you will need to contact a broker on your own to sell the home, and you will be eligible for reimbursement of realtor fees and closing costs within the limits stated in the Personnel Policy 2000. If the Nexus consultant tells you your home will not be eligible, contact your local human resources representative regarding eligible benefits.


      By utilizing Nexus, the sale expenses are not considered taxable income to you and do not require tax assistance. This process is called Buyer Value Option (BVO). Your Nexus consultant will use this term when talking about the home sale process. Additionally, when using the BVO process to sell your home, all realtor fees will be covered, as well as all policy allowed closing costs associated with the sale of your home.


      Another important term your Nexus consultant will use is Broker Market Analysis (BMA). Before your home is put on the market, Nexus will have two BMAs completed on your home. This will give you two different estimates of what they believe your home will sell for, as well as give you the opportunity to interview two different agents to evaluate each of their abilities to effectively market your home. The BMAs will be used to give you a price range to consider for listing/selling your home, with the maximum being no more than 8 percent above the average of these two BMAs. There are special procedures the consultant will follow if the two BMAs are not close together, and the consultant will explain these to you when the BMAs are completed.The chart on page 10 shows the sequence of activities that will occur until your home is sold, assuming you use Nexus in the sale of your home.


      When you receive an offer from a potential buyer notify Nexus immediately. Your consultant will assist you in determining whether or not the offer is in your best interest and whether the terms are acceptable. In addition, your consultant will identify any items you have agreed to that are not reimbursable under the Personnel Policy 2000. Some examples of non-reimbursable expenses are the buyer's closing costs, buyer's inspection costs, and repair allowance you give to the buyer or any required to make by the buyer. Please check with your Nexus consultant to determine what is not reimbursable for title insurance.


      


      The department will not provide reimbursement for prepayment penalties when you sell your current home. You should review the mortgage documents on your home to determine if you will be obligated to pay a prepayment penalty. If you have refinanced your home in the past several years, you may have to pay a prepayment penalty for selling your home sooner than the lending institution expected.


      DO NOT SIGN ANY SALE AGREEMENTS. Nexus must sign the sale agreement for you. When a buyer is ready to purchase your home, Nexus will purchase the home from you and then sell it to the buyer. Do not sign any documents or provide verbal acceptances associated with the buyer’s offer. If you do, Nexus may not be able to complete the sale of your home and your benefits may be much lower.



      When a buyer is ready to purchase your home, the close date will be scheduled as verbally agreed.Utilities are required to be left on through the date of closing. Nexus will close simultaneously with the transferee and then Nexus will close with the buyer. Once the transaction is closed, you will be notified by email that the transaction is closed. Upon funding of the transaction, which can be up to 24 hours after the closing, the funds will be wired to the transferee per the instructions they provide on the Nexus contract.


      


      You will be relieved of your responsibilities of property ownership when Nexus takes possession of your home. Nexus will assume responsibility of all mortgage payments, utilities, and maintenance as of the date of purchase or on the vacate date.


      Buyer Value Option Process Flow Chart


      


      
        	Property disclosures sent to employee. Employee completes and returns the disclosures to Nexus prior to listing the home. Title research is conducted by Nexus.



        	Two Broker Market Analysis (BMAs) conducted. Employee's real estate agent registers with Nexus through a referral. Relocation documents are forwarded to the real estate agent, including an acknowledgement form, indicating Nexus is a non-resident buyer. Home listed on market within required pricing parameter.


        	Once offer is presented to employee, the employee negotiates a verbal offer from prospective buyer to acceptable terms. Employee does not sign any documents. Offers may not be accepted which have a contingency from the buyer.



        	Nexus reviews offer with employee. Nexus will offer contract to the employee based on the contract verbally accepted. Once employee signs the Nexus contract and returns it to Nexus, Nexus will then sign the buyer’s offer.


        	Nexus ensures final home inspection is completed. Any repairs required by the buyer are the employee’s responsibility. Home must be left in good condition by employee when vacating. 


        	Nexus sends equity statement prior to closing. Employee reviews statement and advises Nexus if they are in agreement with statement.



        	Nexus takes home to closing; employee does not attend the closing. Once the home is closed, Nexus will send an email to employee notifying them of the closing.



        	When the closing is funded, Nexus will then send the funds via wire to the employee per the employee’s instructions in the Nexus contract.


      


      Purchasing a Home at Your New Location


      
        Employees who use Nexus for the sale of their current home are required to also use Nexus (and a broker registered with Nexus) during the purchase of their new home. If you don’t use a Nexus-registered network broker for the purchase of your new home, a referral recovery fee of $1,400 will be charged to you. 
      


      
        
          

        


        
          You may decide to purchase a home at your new location before your current home is sold. If this is the case, you may need an equity loan. Employees will be allowed to obtain an equity loan through the lender of their choice. Employees will be responsible for paying the interest on these loans and repaying these loans once their current homes are sold. The department will reimburse employees for the interest on their equity (bridge) loans for up to 12 months. Employees who elect to not sell their homes will not be eligible for interest rate reimbursement. 
        


        
          

        


        
          When it is time to obtain a long-term mortgage for your new home, you may obtain your loan through the lender of your choice.
        


        
          

        


        
          New home purchase closing costs are not paid directly by the department on a home purchase. Employees must submit costs (via a HUD statement) to their district/division Business Support Services for reimbursement and complete the Financial Services Division’s Relocation Assistance Reimbursement Form.
        


        
          

        


        
          Please note: Should the home seller pay a portion of the buyers closing costs and/or pre-pay costs, the amount paid by the seller to the buyer will be a deduction when figuring the total eligible closing cost reimbursement amount to the employee.
        


        
          

        


        
          Please see Policy 2000, “Relocation Assistance,” for further details as to reimbursement limits for closing costs and loan origination fees as well definitions of allowable closing cost fees and expenses.
        

      


      
        

      


      Dual Housing


      
        
          If you are a home seller and purchase a home before your current home is sold, you may be eligible for dual housing payments. You should contact the Central Office – Human Resources Division for assistance with dual housing.

        


        
          

        


        
          These payments will provide some assistance to you while waiting for your current home to sell. Payments will be based on the lesser of the two mortgage payments, excluding any escrow amounts and private mortgage insurance, either on the current home or the home at the new location. Before receiving dual housing payments, you must have declared your intent to sell your current home and must not be renting out the current home to someone else. 
        


        
          

        


        
          Dual housing payments will be provided for up to six months from the effective date of transfer. You cannot receive both delayed transfer and dual housing payments at the same time.
        


        
          

        


        
          To submit dual housing expenses, you will need to complete the MoDOT Relocation Assistance Form (FS Division form) each month and get necessary authorized signatures each month. You must attach copies of your monthly mortgage payments each month to the form when submitting for reimbursement.
        


        
          

        


        
          Meals are not reimbursable when in dual housing status.
        


        
          

        

      


      Mortgage Interest Rate Differential


      
        If the interest rate of the mortgage on the home at the new location is higher than the interest rate on the mortgage on the current home, an employee will be eligible for a one-time payment to help offset part of the expense of having a higher-interest rate loan. The formula to calculate this payment, as shown in Personnel Policy 2000, will be based on the difference between the interest rates applied toward the lowest mortgage balance. If the interest rate of the mortgage on the new home is the same or lower than the interest rate on the current home, mortgage interest rate different payments will not be made.

      


      
        

      


      Movement of Household Goods


      
        
          Nexus will make all the arrangements for a moving company to move household goods of all home sellers that utilize the TPA/BVO process to sell their home. By using Nexus for these services, you will save a lot of time and frustration by not having to obtain bids from moving companies who meet the state requirements for this type of business. These services will include packing, loading, moving, and unloading of household goods. Debris/box removal fees and/or appliance disconnect fees are not covered. Employees are expected to do this on their own. 
        


        
          

        


        
          Homeowners who decide not to sell their home or decide to not utilize the TPA/BVO process will be required to obtain three bids from moving services, or if approved, may obtain a rental truck in lieu of working with a moving company. The mover must be bonded and have active common carrier authority from MoDOT Motor Carrier Services Division; however, the move is not governed by MoDOT Motor Carrier Service Division rate requirements. Bids should be obtained by utilizing form P-23, “Moving Household Goods Bid Form.” This form can be found on the Central Office – Human Resources Division’s website under the “Forms” link. Please contact your local human resources, business and benefits services, or financial services representative for help in coordinating the move of household goods.
        


        
          

        


        
          Please note that storage reimbursement is allowed for no more than 60 days. Any storage that goes beyond 60 days (including household goods that may be stored within the van line’s storage facility awaiting transit) will be the personal payment responsibility of the employee. The van lines will start monthly invoicing to the employee for the storage fee immediately after the 60-day period has expired. Additionally, should your goods be stored in a van line’s storage facility awaiting ship out to final destination location, you must move your goods out of storage to your destination location prior to your one-year relocation completion date. Failure to do so will mean that costs associated with move out of household goods will be at the employees own expense.
        


        
          

        

      


      Renters/Non-Home Owner Sellers


      
        
          Renters and non-home sellers will not utilize Nexus for services but will be eligible for the services and benefits listed below:
        


        
          
            	Temporary housing and meals while in delayed transfer status (up to three months)



            	Movement of household goods


            	Paid time off during trips to find a new home or apartment to rent and while household goods are being moved


            	Hotel/motel, meal, and travel expenses during trips to find a new place to live and while household goods are being moved


            	Up to $2,120 in closing cost reimbursement for new home purchase and $1,500 on loan origination fee reimbursement for non-hme sellers only.


            	A temporary 4 percent increase for the first six months after the effective date of transfer (see Personnel Policy 1016, “Salary Increases,”)


            	A one-half lump sum payment during the calendar year in which move is completed, provided the employee is still employed with the department

          

        


        
          The temporary 4 percent increase is intended to provide money to assist with incidental expenses, such as unhooking and re-hooking cable television and appliances, and covering most of the travel expenses of a spouse and children during house/apartment-hunting trips and while household goods are being moved. The lump sum payment after the move is complete is intended to assist with the increased tax liability employees may have related to some of the services and reimbursements provided during the move.
        


        
          

        


        
          The local human resources, business and benefits services, or financial services staff will coordinate services/benefits, such as processing the temporary 4 percent salary increase for six months and providing reimbursements for meals and other eligible expenses. 
        


        
          

        


        
          Renters who must break a lease agreement at the current location may also be eligible for financial assistance for some of the costs associated with breaking the lease. See Personnel Policy 2000 and discuss this with your local MoDOT human resources or business and benefits representative if you are in this situation. 
        


        
          

        


        
          Movement of Household Goods
        


        
          

        


        
          Renters and non-home sellers should acquire three bids from moving services, or if approved, may obtain a rental truck in lieu of working with a moving company. The mover must be bonded and have active common carrier authority from MoDOT Motor Carrier Services Division; however, the move is not governed by MoDOT Motor Carrier Service Division rate requirements. Bids should be obtained utilizing form P-23, “Moving Household Goods Bid Form.” This form can be found on the Central Office – Human Resources Division’s website under the “Forms” link. Please contact your local human resources or business and benefits representative for help in coordinating the move of household goods.
        


        
          

        


        
          Please note that storage reimbursement is allowed for no more than 60 days. Any storage that goes beyond 60 days (including household goods that may be stored within the van line’s storage facility awaiting transit) will be the personal payment responsibility of the employee. The van lines will start monthly invoicing to the employee for the storage fee immediately after the 60-day period is expired. Additionally, should your goods be stored in a van line’s storage facility awaiting ship out to final destination location, you must move your goods out of storage to your destination location prior to your one-year relocation completion date. Failure to do so will mean that costs associated with move out of household goods will be at the employees own expense.
        

      


      
        

      


      Mobile Home Owners


      
        Mobile Home Owner Benefits
      


      
        Mobile home owners will not utilize Nexus for services but will be eligible for the services and benefits listed below: 

      


      
        
          	Temporary housing and meals while in delayed transfer status


          	Paid time off during trips to find a place to locate the mobile home at the new location and while the mobile home is being moved to the new location


          	Hotel/motel, meal, and travel expenses during trips to find a place to locate the mobile home and while the mobile home is being moved


          	Reimbursement for costs associated with transporting the mobile home to the new location (including household goods within the mobile home)


          	A temporary 4 percent increase for the first six months after the effective date of transfer (see Personnel Policy 1016, “Salary Increases,”)


          	A lump sum payment during the calendar year in which his/her move is completed provided the employee is still employed with the department.

        


        
          The temporary 4 percent increase is intended to provide money to assist with incidental expenses, such as unhooking and re-hooking cable television and appliances, and covering most of the travel expenses of a spouse and children during house hunting and other trips. The lump sum payment after the move is complete is intended to assist with the increased tax liability employees may have related to some of the services and reimbursements provided during the move.
        


        
          

        


        
          The local human resources, business and benefits services, or financial services staff will coordinate services/benefits such as processing the temporary 4 percent salary increase for six months and providing reimbursements for meals and other eligible expenses. Mobile home owners will be responsible for obtaining bids from appropriate contractors for the transfer of their mobile home.
        

      


      
        

      

    

  


  Policy 2000, Attachment A


  “MIRD Calculation Worksheet”


  Human Resources Division


  February 1, 2014


  



  Examples below are for an employee seeking a one-time pro-rated Mortgage Interest Rate Differential (MIRD) reimbursement when the loan has been refinanced within the first year of the home purchase. In these examples, the loan is refinanced after the ninth month from home purchase.


  Use this example when the:


  Refinanced Loan Interest Rate


  Remains Higher Than Old Home Loan Interest Rate


  Information Needed:


  Balance of loan on the old home – $ 75,000


  Balance of loan on the new home – $100,000


  


  Interest rate on the original new home loan – 10.00%


  Interest rate on the new refinanced home loan – 8.50%


  Interest rate on the old home loan – 8.00%


  



  Calculation:


  Step 1:  Calculate 9 months based off of difference between interest rate of original new home loan and old home loan interest rate.


  


   Interest rate of original new home loan:       10.00%


   Interest rate of old home loan: - 8.00%


   Equal:2.00%


  


  Step 2: $75,000 (lesser balance mortgage)


   (increase in interest rate based on difference between    


  


    X .02 original new home loan and old home loan)


   $1,500


  


  


  Step 3: $1,500 divided by (to get credit per month amount) =


    Sub Total: $125.00


  


  Step 4:$125.00 X 9 months = $1,125.00


   


  Step5:  Calculate 3 months based off of difference between new refinance home loan interest rate and old home loan.


  


   Interest rate of new refinance home loan: 8.50%


   Interest rate of old home loan: 8.00%


   Equal   .50%


  


  


  Step6 $75,000 (lesser balance mortgage)


   (increase in interest rate based off of difference


  X .005 between new refinance home loan and old home loan)


  $ 375


  


  Step7 $375.00 divided by12 months =


  $ 31.25 per month


  


  


  Step8 3 X $31.25 (3 months of credit given) = 


  Sub Total:$93.75


  



  Sub total from step4:$1,125.00


  Sub total from step8:$ 93.75


  Grand Total of Reimbursable Refinancing Costs:$1,218.75


  


  


  Use this example when the:


  


  Refinanced Loan Interest Rate


  Becomes Lower Than Old Home Loan Interest Rate


  


  


  Information Needed:


  Balance of loan on the old home – $75,000


  Balance of loan on the new home – $100,000


  


  Interest rate on the original new home loan – 9.00%


  Interest rate on the new refinanced home loan – 7.50%


  Interest rate on the old home loan – 8.00%


  



  Calculation:


  Step 1: Calculate 9 months based off of difference between interest rate of original new home loan and old home loan interest rate.


  


    Interest rate of original new home loan: 9.00%


    Interest rate of old home loan: 8.00%


    Equal 1.00%  


  Step 2:  75,000 (lesser balance mortgage)


     (increase in interest rate based off of difference between


    X .01 original new home loan and old home loan)


      $ 750


  


  Step 3:  $750.00 divided by 12 (to get credit per month amount) =


  Sub Total: $62.50


  


  Step 4:  $62.50 X 9 months = $562.50


  



  Sub Total:$562.50


  



  Grand Total of Reimbursable Refinancing Costs:$562.50


  



  MISSOURI DEPARTMENT OF TRANSPORTATION


  MOVING HOUSEHOLD GOODS


  “BID FORM”


  P-23


  August 2009


  



  Date: _________________   


  To: _______________________________________________  


  (Employees Name)


  



     ________________________________________________


  (Street Address)


  



     ________________________________________________



  (City & State)


  We submit a bid of _____ to be paid by MoDOT for the moving of the household goods of _____ from _____ to _____ , Missouri. Date move is to be made _____ .   


  We understand this bid includes complete moving, packing and unpacking, The amount of insurance provided by the department is up to $75,000. If the employee desires more insurance coverage, it will be at the employee’s expense. Storage is allowed for up to 60 days.


  It is understood that the moving company must be bonded and have active common carrier authority from MoDOT Motor Carrier Services. It is understood the move is not governed by MoDOT Motor Carriers rate requirements.



  



  SUBMITTED BY:   



  _________________________________________________


  (Firm Name)


  _________________________________________________


  (Street Address)


  _________________________________________________


  (MoDOT Motor Carriers Authority #)


  _________________________________________________


  (City & State)


  _________________________________________________


  (Representative Signature)


  Additional service fees or insurance desired by the employee (owner) is at own personal cost.


  $_____________ Additional insurance protection in excess of the amount provided above


  ______________ Storage over 60 days


  ______________ Moving house trailer



  ______________ Moving more than two vehicles



  ______________ Other



  $_____________ Total cost to be paid by the employee


  NOTE: Examples of expenses not paid by the state include: installing new or additional gas or electrical lines at the new residence; converting, replacing, or repairing unusable appliances; dismantling or setting up special hobby equipment such as darkrooms, workshops, etc.; reimbursable deposits on utilities at the new location; cleaning decorating or remodeling furnishings at the new location; shipment of pets or animals; any farm related equipment or farm vehicles.


  
    

  


  MISSOURI DEPARTMENT OF TRANSPORTATION


  POLICY 2000 - RELOCATION REPAYMENT AGREEMENT FORM


  Human Resources Division Form P-24


  July 1, 2008


  



  I, ______________________________, have read, understand and agree to the terms and conditions outlined in the Missouri Department of Transportation’s (hereinafter “MoDOT”) Personnel Policy 2000, “Relocation Assistance”, a copy of which is attached hereto and incorporated herein. I voluntarily accept the benefits MoDOT is providing under Personnel Policy 2000. I understand and agree that in consideration for my receipt of those benefits, I agree to repay MoDOT for these benefits as outlined in this Agreement and Personnel Policy 2000.


  


  I understand and agree that should I voluntarily or involuntarily terminate my employment with MoDOT for any reason within 12 months after the date I received payment of the lump sum payment benefit pursuant to Personnel Policy 2000, I hereby agree to fully repay the department the payments made to me, or on my behalf to third parties for, but not limited to, cost for moving household goods, closing costs (only non- TPA/BVO), loan origination fees, realtor fees (only non TPA/BVO), bridge loan interest, storage of household goods, increased mortgage interest rate payments and lump sum payment. I agree to fully reimburse MoDOT no later than thirty (30) days after the effective termination date of my employment with the department. Additionally, should I voluntarily or involuntarily terminate my employment for any reason during my relocation and before my move is completed per Personnel Policy 2000, I will also be required to repay MoDOT for the items listed above. I acknowledge and agree that the department may withhold any money owed from my remaining paychecks and/or remaining annual or compensatory leave balance to fully repay MoDOT the amount owed. If the full repayment is not recovered by means of salary withholding and/or remaining leave balance, I understand the department may elect to establish a payment plan for the remaining repayment amount owed. If a payment plan is not agreed to or if I fail to comply with the terms of the payment plan, I understand the department may elect to pursue any other lawful means to collect the amount owed. 


  


  I understand and agree that the relocation benefits under Personnel Policy 2000 constitute all the benefits for which I am eligible to receive. Changes to my relocation benefits must be made in writing and are subject to MoDOT’s approval.


  


  In the event that I am paid, advanced funds, or reimbursed for benefits in excess of the amounts for which I am eligible, I agree to fully refund such excess payments to MoDOT no later than thirty (30) days after I have been notified. If I have not reimbursed MoDOT for such excess payments within thirty (30) days, I authorize MoDOT to collect the overpayment by withholding from future reimbursable expenses submitted for payment or by withholding from my salary.


  


  


  


  I further understand and agree that nothing in this Employee Relocation Repayment Agreement is intended to create a guarantee of employment by MoDOT. I understand


  that my employment is at-will at all times and recognize that MoDOT may terminate the employment relationship at any time, with or without cause.


  


  


  Employee Name: ____________________________________


   (Print name)


  


  Employee Signature: __________________________________Date:______________


  


  


  


  Witness Name: ______________________________________


   (Print)


  


  Witness Signature: ___________________________________Date:______________


   (Immediate Supervisor or HR Representative)


  



  

  


  Chapter Title: Subsistence


  Policy Title: Out-of-State Travel (2006)


  Policy Number: 2006


  Effective Date: July 1, 2008


  Prior Effective Date: October 1, 2005


  



  POLICY STATEMENT


  


  The department will provide travel time as well as transportation and expense allowance to employees as described in this personnel policy and in Financial Policy “Expense Report Policy,” whenever out-of-state travel is required to conduct official department business. When out-of-state travel is required, prior approval must be obtained as described in the “Expense Report Policy.”


  


  


  PROVISIONS/REQUIREMENTS


  


  1. Requests for out-of-state travel should be reviewed against the following criteria before a decision is made to approve the out-of-state travel: purpose of the meeting, background needed to attend the meeting, facts relating to similar in-state meetings, number of employees attending, and budget constraints.


  


  2. The required travel time to and from the out-of-state destination is chargeable as work time. This includes situations when an employee travels on Saturday or Sunday to attend a conference or meeting that begins on Monday. Time in excess of the required travel time will not be charged as work time.


  


  3. Out-of-state travel by airlines (within the Continental United States) can usually be achieved in one workday. Travel time in excess of one workday, to and from the destination, may be approved by a supervisor in cases with extenuating business-related circumstances where travel using a state-leased or state-owned vehicle is the approved means of travel.


  


  4. If it is cost beneficial for an employee to return from the destination on a non-workday, such as returning on a Saturday instead of Friday, the employee will not be required to charge annual leave or compensatory time for the extra workday he/she is out-of-state. On the day of travel for this return trip, required travel time will be chargeable as work time. Before a supervisor approves an employee to return on a non-workday, he/she must determine there will be a reasonable savings by comparing the cost of the airfare for returning on the workday to the additional cost if the employee stays another day. The total cost to stay an extra day will include such items as the cost of the airfare on the non-workday, an extra day of motel and meal expenses, and additional time reported to the work schedule that can result in either straight time overtime or time-and-a half overtime.


  


  5. If an employee wants to spend additional time at or travel to or from an out-of-state location, the additional time beyond what is confirmed as work-related, will be charged to annual leave or compensatory time, and the use of a state-leased or state-owned vehicle will not be permitted. When an employee is approved to take a personal vehicle, the travel time to and from the destination that will be allowed to be recorded as work time will be limited to one workday each way and cannot exceed the travel time that would have occurred if the employee had traveled by commercial airlines.


  


  CROSS REFERENCE


  


  Financial Policy “Expense Report Policy”(refer to Financial Services Policy and Procedures)



  

  


  Chapter Title: Grievances and Complaints


  Policy Title: Grievance Procedure (2100)


  Policy Number: 2100


  Effective Date: September 5, 2018


  Prior Effective Date: November 1, 2013


  



  POLICY STATEMENT


  The department shall provide an orderly and systematic process for resolving differences of opinion between the department and its employees on issues that arise outside the scope of Personnel Policy 0505, “Equal Employment Opportunity” (which use the grievance process in Personnel Policy 2101), or except as otherwise exempted pursuant to department policy. This procedure is not intended to eliminate employees' rights to communicate directly with the Audits and Investigations (AI) director or informally with any level of management, through administrative channels, at any time they may have a concern or a question which has not been satisfactorily answered under this policy.


  


  PROCEDURES


  1. Except for those employees listed in paragraph 10, any full-time or permanent part-time employee who has completed his/her initial probationary period and feels unfairly treated by an action taken or omitted by the department may file a grievance. A grievance must be filed in writing and received by the appropriate department representative noted in this policy no later than 30 calendar days after the act, occurrence, or omission leading to the grievance. The grievance will be denied if it is not received by the appropriate department representative within 30 calendar days of the act, occurrence, or omission leading to the grievance, unless a determination is made that the act, occurrence, or omission could not reasonably be detected by the employee until a later date. In such circumstances, the grievance must be filed in writing and received within 30 calendar days from the date the act, occurrence, or omission could have reasonably been detected by the employee.


  


  


  2. Appeals of verbal and written warnings must be filed in writing with the local Human Resources (HR) manager for review by the relevant district engineer or division leader/state engineer (Step 2 of the process defined in paragraph 5 below). Such appeals must be received by the local HR manager within 30 calendar days of the disciplinary action. Review of appeals of verbal warnings will be resolved by the district engineer or division leader/state engineer. Employees appealing written warnings who are not satisfied after the first review can further appeal to the AI Division for resolution pursuant to Steps 3 and 4 of paragraph 5 below. Appeals of higher level discipline, such as suspension, probation, demotion, or termination, must be filed in writing and received by the AI Director within 30 calendar days of the disciplinary action. Such appeals are to be filed in writing directly with the AI Director, Missouri Department of Transportation, P. O. Box 270, Jefferson City, Missouri 65102 (start at Step 3 of the process defined in paragraph 5 below). When employees in the AI Division want to file an appeal regarding discipline of a written warning or higher level discipline, they should write to the Equal Opportunity and Diversity Division (EODD) Director at this same address. The EODD director will follow the same procedures as identified for the AI director throughout the remainder of this policy. Except as provided in paragraph 3, discipline resulting from findings of an investigation by the AI Division is not grievable to the AI or EODD director.


  


  3. A termination that results from findings of an investigation by the AI Division may be appealed by timely filing a grievance initially with the AI director (must be received within 30 days of termination), who will forward such grievance to the EODD director, who will review and respond to such grievance consistent with this policy.


  


  4. The result or method of implementation of a job evaluation study is not grievable. In addition, salary inequity issues and performance-based pay decisions are not grievable.


  


  5. Other than the above stated exceptions, the following procedures will be used when filing a grievance under this policy:


  


  Step 1 The employee must file the grievance in writing with the local HR manager which must be received by the HR manager within 30 days of the action or inaction being grieved. The employee should explain the act, occurrence or omission that led to the filing of the grievance, the basis for the grievance, present all the facts related to the grievance, and describe the corrective action desired.


  


  Within five workdays after receiving the written grievance with the information listed above, the local HR manager will hold a meeting with the employee and the supervisor or manager that made the decision at issue. Within five workdays after that meeting, the supervisor will provide the employee with a written reply.


  


  The employee will have the option of including another person of his/her choice (which could be a union representative for the certified bargaining unit) to be present at Step 1 and all future grievance meetings; however, this individual will not be allowed to represent the employee, including providing legal counsel or participate at the meetings.


  Step 2If the grievance is not resolved to the employee's satisfaction at Step 1, the employee may, within five workdays after receiving the written reply choose one of two options should the employee choose to have the grievance reviewed further. The second option will only be available for the review of certain grievances as outlined in the Option Grievance Panel Review Guidelines.


  


  Option 1: File the grievance in writing with the district engineer in the case of district employees, or their division leader/state engineer in the case of Central Office employees. Another meeting may be scheduled of those involved to obtain more information about the grievance. A reply will be made in writing to the employee within ten workdays following receipt of the forwarded grievance. An employee choosing to appeal directly to the district engineer or division leader/state engineer at Step 2 will not have the opportunity to later request the second option at this step (i.e., a panel review).


  


  Option 2: Submit a written request to the Human Resources Director asking for the grievance to be reviewed by a panel of employees as outlined in the Optional Grievance Panel Review Guidelines. This option will only be available for certain grievances. This option will not be available for grievances including, but not limited to, the review of terminations, fit for duty reviews, requests for accommodations under the Americans with Disability Act, results of physicals, denials of ShareLeave requests, and the review or appeal of drug or alcohol testing processes or results. Within five days following a panel review, the panel will provide a recommendation to the district engineer or division leader/state engineer from whose district or division the grievance was submitted.


  


  If a meeting is held at Step 2 and the employee requests another person of his/her choice be present (which could include a union representative for the bargaining unit), this individual will not be allowed to represent the employee, including providing legal counsel; however, he/she may ask brief clarifying questions as long as such participation is not disruptive to the process and does not hinder the department's investigation. If the individual's participation is not limited to what is outlined in Step 2 of this policy as determined solely by the district engineer or division leader/state engineer, the individual shall be required to leave the meeting, and the grievance meeting will proceed without that individual. Failure of the individual to leave in these circumstances shall result in the immediate termination of the meeting.


  Step 3If the employee is dissatisfied with the written reply from Step 2, the employee may file an appeal in writing with the AI Director, Missouri Department of Transportation, P. O. Box 270, Jefferson City, Missouri 65102, within five workdays after receiving the reply. If the grievance pertains to a termination resulting from an investigation by the AI director, such grievance shall be forwarded to EODD director who will follow the process as outlined in Steps 3 and 4 herein: investigating, making the recommendation to the department director, and notifying the grievant and supervisors of the final disposition and any corrective action. The EODD director will similarly follow the steps, requirements and process outlined in paragraphs 6 and 7 below.


  


     The AI director (or EODD director) will ensure whatever investigation is necessary to establish or validate the facts of the case is conducted. This investigation may include, but is not limited to, the scheduling of a grievance meeting or conducting interviews for the purpose of obtaining information from the grievant, the supervisor(s), and other employees involved in the matter.


  


  Step 4The AI director (or EODD director) will make a recommendation to the department director for final disposition. The AI director (or EODD director) will notify the employee and supervisors in writing of the final disposition and any corrective action that will be taken as soon as practical.


  


  6. All steps should be carried out in the time specified in this policy and its accompanying procedures, unless there are extenuating circumstances, such as absence of personnel involved, need for higher review or local investigation, etc. The employee should be kept informed of the status of the grievance when an immediate decision cannot be reached and a reply will be delayed.


  


  7. Any investigation, correspondence, etc., involved in the processing of a grievance handled by the AI director, the EODD director, or a grievance panel should be treated as confidential information to minimize publicity and embarrassment to all parties concerned; however, anonymity cannot be promised to persons (public or employees) who provide information as part of the investigation. The identity of persons who provide information and the information provided shall only be disclosed to those who have a legitimate need to know or who have a lawful right to such information.


  


  8. The Commission and appointed officials of the Missouri Department of Transportation hold a responsibility to fairly and efficiently carry out designated functions, and nothing in this policy and its accompanying procedures precludes this responsibility or authority to do so.


  


  9. This policy and its accompanying procedure shall not apply to employees that leave employment with the department as a result of: (1) a layoff; (2) a resignation or retirement from the department; or (3) a resignation or retirement in lieu of termination from the department. Such employees do not have the rights outlined in this policy and its accompanying procedures.


  


  10. This policy and its accompanying procedures shall not apply to employees in personnel policy making and other designated positions. The following list identifies positions which are exempt from this procedure. Promotions to positions on the list cannot be filed as a grievance.


  


  Job Titles Exempt From Personnel Policy 2100


  


  Director, Department of Transportation


  Chief Engineer


  Chief Financial Officer


  Assistant Chief Engineer


  Chief Counsel


  Assistant Chief Counsel


  Secretary to the Commission


  District Engineer


  Regional Counsel


  Division Leader/State Engineer


  Attorneys I-V


  Law Clerk


  Seasonal and other wage employees


  


  CROSS REFERENCES


  


  Personnel Policy 0505, “Equal Employment Opportunity”


  


  


  ATTACHMENT


  


  Optional Grievance Panel Review Guidelines




  Personnel Policy 2100, “Grievance Procedure”



  Optional Grievance Panel Review Guidelines


  Human Resources Division


  April 2018


  



  Personnel Policy 2100, “Grievance Procedure,” provides eligible employees the option of having a panel of MoDOT employees assembled to review certain grievances from all district and Central Office locations.


  This document outlines additional process related criteria, steps, etc., not addressed in Policy 2100.


  Eligibility for Panel Review


  This option will not be available to any employee exempted from Personnel Policy 2100, such as seasonal and other wage employees, attorneys, district engineers, division directors, and state engineers. A grievance panel will not review grievances related to certain actions otherwise grievable under Personnel Policy 2100, including but not limited to:


  
    	 terminations;



    	 fit for duty reviews;



    	 results of employment physicals (including work simulation);



    	 requests for accommodation under the Americans with Disabilities Act;



    	 denials of ShareLeave requests; and



    	 reviews or appeals of drug or alcohol test testing process or results.


  


  There may be other types of grievances filed where it is necessary to determine that it not appropriate for a panel to review the grievance. However, to help ensure a successful process, the Human Resources Division-Central Office (HR-CO) will try to make the process open to as many grievances as possible. A panel will not review harassment, including sexual, racial, or other harassment, or Equal Employment Opportunity complaints (i.e., complaints alleging a protected category as a reason for the complained of action or omission).


  The existence of this statewide panel process to review employee grievances, at an employee’s option, does not change the items that cannot be grieved under current department policy. Consistent with current policies, required drug tests, job evaluation studies, and salary inequity issues are not grievable under existing procedures and are not eligible for panel review. Disputes in perfomrance development should be handled by the employee's district engineer or division leader/state engineer as outlined in Personnel Policy 6506, “Performance Development.” If an employee chooses to directly appeal to the Audits and Investigations Division as allowed under Personnel Policy 2100 for discipline above a written warning, a panel review will not be available.


  Scope of Panel Review


  It is important that employees understand in advance the scope of information a grievance panel has authority to review. By submitting to the optional panel review process, a panel has authorization to review the following types of information related to the employee filing the grievance:


  
    	information related to the employee that might be provided by the employee’s supervisor, human resources manager, or other relevant or involved person;


    	Documentation contained in the employee's personnel or performance management file;


    	prior disciplinary historical documentation; and



    	previous disciplinary letters.


  


  A grievance panel does not have authorization to access medical related information regarding any employee. During the process of a panel review, HR-CO may need to redact (i.e., black-out) information from any document that it deems sensitive or that would have no value in the review process.


  A panel does not have the authority to substitute its judgment for that of the decision-maker at issue in the grievance or overturn any decisions. A panel will review information, ask questions of necessary individuals, review and determine whether policies were followed, determine whether needed waivers were properly obtained, or determine whether there was a legitimate business reason for the decision. A panel is responsible for providing a recommendation to the district engineer/division leader as to whether or not they believe the decision is supported by the information reviewed or obtained during the panel review process.


  Panel Composition


  A grievance panel will be composed of five (5) employees selected by a panel coordinator from HR-CO, who will oversee panel selection and will facilitate panel meetings. The panel coordinator will solicit names of employees to serve on each panel on a case-by-case basis. The panel coordinator will utilize the Employee Advisory Council and various district or division representatives to obtain names of potential panel members. Each panel will be composed of one (1) employee each from the following groups:


  
    	manager;



    	supervisor;



    	non-supervisory employee holding the position of maintenance crew leader;



    	non-supervisory dues-paying Union member in the maintenance worker career ladder series; and


    	non-supervisory employee from a non-maintenance job classification.


  


  The panel coordinator will ensure each panel is selected to ensure there are no potential conflicts based on the presence of commonalities with the employee who filed the grievance such as having the same job location or reporting to the same supervisor.


  Panel Responsibilities


  Panel members are required to review grievance related information in preparation for panel meetings, attend and participate in scheduled panel meetings, and to take all necessary precautions to ensure employee confidentiality is maintained. A panel will retain confidentiality of all information learned in the panel process as well as its recommendation and the basis for same, during and after the process is complete. In some cases, the panel coordinator may need to have follow-up conversations with employees regarding information provided to the panel by the grievant. Following the panel meeting, all documentation shared with panel members will be collected and retained by HR-CO. Panel meeting documentation may be shared with the Audits and Investigation Division should the grievance advance to further steps in the process.


  Panel members will be required to sign a confidentiality statement indicating that disclosing confidential information to unauthorized organizations or individuals will be subject to disciplinary action, up to and including termination, and when in violation of applicable state and federal laws, may be subject to fine and/or imprisonment.


  Employee Responsibilities


  An employee submitting to the panel review process will be required to provide grievance documentation (including response from Step 1 of the grievance process) to the panel coordinator in advance of the grievance panel meeting, attend the panel meeting in person or video/audio conference, and answer questions asked by panel members.


  The employee has the option of having another person of his/her choice (which could be a union representative for the certified bargaining unit) present at the panel review meeting. This individual will not be allowed to represent the employee, including providing legal counsel; however, he/she may ask brief clarifying questions as long as such participation is not disruptive to the process. If the individual's participation is not limited to what is outlined in this document and Personnel Policy 2100, the individual will be asked to leave the panel meeting, and the panel meeting will proceed without that person.


  Frequency of Meetings


  After receiving a request for a panel review, the panel coordinator in HR-CO will begin to assemble a panel. Following the selection of a panel, the employee filing the grievance will be notified of the panel meeting date.


  Process Overview


  As outlined in Personnel Policy 2100, within 30 calendar days of the act or occurrence that is the basis for the grievance, an employee must submit a grievance in writing to the local human resources manager. Within five workdays of receipt, the local human resources manager will facilitate a meeting, with the employee and the decision-maker at issue in the grievance, to discuss the employee’s issues submitted in the written grievance. Within five workdays after the meeting, a written reply will be presented to the employee. This will complete the first step of the grievance process.


  If an employee is not satisfied with the outcome following the first step of the grievance process, he/she will have two options available to him/her at the second step. In order to take advantage of either option, the employee must contact the appropriate individual noted below within five workdays after receiving a reply signifying completion of the first step.


  
    	If the employee does not elect to pursue a panel review, the employee must forward the grievance to his/her district engineer/division leader. This option is a current process in Personnel Policy 2100 and is described in greater detail within that policy.



    	If the employee elects to pursue a panel review, the employee must forward grievance documentation (including response from Step 1) to the Human Resources Director – Central Office (HR Director-CO), who will assign a panel coordinator within HR-CO.


  


  If an employee elects to pursue a panel review and notifies the HR Director-CO as noted above, the following steps will be taken:


  
    	The HR Director-CO will assign a panel coordinator within HR-CO.



    	The panel coordinator will contact the grievant and the district engineer or division leader to inform them a grievance panel will be selected.



    	The panel coordinator will select an appropriate group of employees to form the grievance panel for the submitted panel review request.



    	The panel coordinator will schedule a meeting between the employee and the panel for the employee to appear before the panel to provide information and answer questions as necessary. In some cases, the panel coordinator may need to have follow-up conversations with employees, including the immediate supervisor or decision-maker at issue in the grievance, regarding information provided to the panel by the grievant.



    	The panel coordinator will forward all necessary information to panel members.



    	Within five workdays following the panel meeting, the panel coordinator will provide the district engineer or division leader with the panel’s recommendation.



    	Within ten workdays following receipt of the panel’s recommendation, the district engineer or division leader (or designee) will meet with the employee to discuss his/her decision and to provide a written reply to the employee.


  


  If an employee is not satisfied with the outcome at the second step of this process, the remaining steps available to him/her within the grievance process are outlined in Personnel Policy 2100.


  Potential Outcomes and Communication of Findings


  Grievances reviewed by a panel will result in one of the following recommendations:


  
    	the panel supports the decision made at the first step; or



    	the district engineer or division leader should review the decision to determine whether a different course of action is appropriate.


  


  A grievance panel is a fact-reviewing panel and has not been granted greater authority than the authority of the district engineer or division leader. As a result, a panel does not have the authority to:


  
    	change discipline;



    	overturn promotion decisions; or



    	grant any other remedies requested by the employee filing the grievance.


  


  


  Chapter Title: Grievances and Complaints


  Policy Title: Equal Employment Opportunity Complaint Procedure (2101)


  Policy Number: 2101


  Effective Date: September 5, 2018


  Prior Effective Date: July 19, 2017


  
    

  


  PURPOSE


  


  To ensure and promote equal employment opportunity, and to provide an orderly and systematic process for employees to adjust differences concerning equal employment opportunity.


  


  POLICY


  


  1. Employees who allege unlawful discrimination on the basis of race, sex, age, religion, color, national origin or disability, with regard to the terms or conditions of employment, or retaliation for opposing a practice forbidden by Personnel Policy 0505, "Equal Employment Opportunity," may file an Equal Employment Opportunity (EEO) complaint in writing directly with the Audits and Investigations Director, Missouri Department of Transportation, P.O. Box 270, Jefferson City, Missouri 65102. Employees in the Audits and Investigations (AI) Division who want to file an EEO complaint should write to the Equal Opportunity and Diversity Division (EOD) director at this same address. The EOD director will follow the same procedure as identified for the AI director throughout the remainder of this policy.





  


  2. Salaried and permanent part-time employees who have successfully completed their initial probationary period, who feel they have been terminated as a result of unlawful discrimination or retaliation, may elect to have their appeal handled by the AI Division or the EOD Division (if the termination was the result of an investigation by the AI Division).





  


  3. An EEO complaint must be filed in writing and received by the AI or EOD director as outlined in paragraph 1 within 30 calendar days of the alleged discrimination or retaliation. The opportunity to file a complaint of unlawful discrimination or retaliation will be denied if it is received more than 30 calendar days after the act, occurrence, or omission leading to the complaint, unless a determination is made that the act, occurrence, or omission could not reasonably be detected by the employee until a later date. In such circumstances, the complaint must be filed in writing and received by the appropriate division director within 30 calendar days from the date the act, occurrence, or omission could have reasonably been detected by the employee. The individual filing an EEO complaint should explain the basis for the complaint, present all facts which caused the complaint to arise, and describe the corrective action expected.





  


  4. The AI director (or EOD director) will ensure whatever investigation is necessary to establish or validate the facts of the case is conducted. The investigation may include, but will not be limited to, the scheduling of a meeting and/or interviews for the purpose of gathering information from the employee, the supervisor(s), or other employees involved in the matter.


  


  While the AI director (or EOD director) is interviewing the employee who filed the complaint, the employee will have the option of having another person of his or her choice present. However, this individual will not be allowed to represent the employee, including providing legal counsel, or participate during the interview.





  


  5. After reviewing the circumstances leading to the complaint with the Missouri Department of Transportation director, a summary of the information regarding the complaint will be presented to the Missouri Highways and Transportation Commission (Commission) at a subsequent meeting for review and final disposition. The AI director (or EOD director) will notify the employee and supervisors in writing of the Commission's final disposition and any corrective action that will be taken as soon as practical.





  


  6. All steps should be carried out within a reasonable time period unless there are extenuating circumstances, such as extended absence of personnel involved, etc. The employee will be kept generally informed of the status of the EEO complaint.





  


  7. Any investigation, correspondence, etc., involved in the proceedings of an EEO complaint handled by the AI director (or EOD director) should be treated as confidential information to minimize publicity and embarrassment to all parties concerned; however, anonymity cannot be promised to persons (public or employees) who provide information as part of the investigation. The identity of persons who provide information and the information provided shall only be disclosed to those who have a legitimate need to know. Intimidation, coercion, or retaliation of any kind against individuals who exercise their rights to file a complaint or against those individuals who assist in the investigation of a complaint will not be tolerated.





  


  8. The Commission and appointed officials of the Missouri Department of Transportation hold a responsibility to fairly and effectively carry out designated functions, and nothing in this procedure precludes this responsibility or authority to do so.


  


  CROSS REFERENCES


  


  Personnel Policy 0505, “Equal Employment Opportunity”



  




  

  Chapter Title: Grievances and Complaints


  Policy Title: Appeal Procedures for Alleged Adverse Employment Actions Resulting from Whistleblower Reporting (2104)


  Policy Number: 2104


  Effective Date: September 5, 2018


  Prior Effective Date: September 1, 2012


  



  POLICY


  The Missouri Department of Transportation (MoDOT) is committed to ensuring that no employee shall be subjected to disciplinary action, as defined below, for his/her reporting and/or disclosure of any alleged mismanagement, gross waste of state funds, abuse of authority, violation of policy, waste of public resources, alteration of technical findings or communication of scientific opinion, breaches of professional ethical canons or activities which pose substantial and specific danger to public health or safety, or violations of the law, rules, or regulations.


  


  For the purposes of this policy only, "disciplinary action" means any dismissal, demotion, transfer, reassignment, suspension, reprimand, warning of possible dismissal, or withholding of work, whether or not the withholding of work has or will affect the employee's compensation.


  


  


  ACCOUNTABILITY/RESPONSIBILITY


  


  1. Supervisors or any other department officials shall not prohibit any employee of the department from discussing the operations of the department, either specifically or generally, with any member of the legislature, state auditor, attorney general, a prosecuting or circuit attorney, a law enforcement agency, news media, the public, or any state official or body charged with investigating any alleged misconduct under Section 105.055, RSMo.

2. An employee is required to inform his/her supervisor or other appropriate departmental authority of any requests for information received from the legislature or state auditor regarding department activities. However, an employee is not required to give notice of such legislative requests and/or testimony made until after such information has been reported.


  


  


  3. An employee is not authorized to represent his/her own personal opinions as those of the department.


  


  4. An employee is not permitted to leave the assigned work area to report alleged offenses during normal work hours without following applicable department rules and personnel policies pertaining to leaves, unless the employee’s presence is requested by a legislator or legislative committee.


  


  5. This personnel policy does not preclude the department from taking disciplinary action against an employee:


  


  A.If the employee knowingly discloses false information;


  


  B.If the information is closed or confidential under the provisions of the open meetings law or any other law;


  


  C.If the disclosure relates to the employee's own violations, mismanagement, gross waste of funds, abuse of authority, or endangerment of public health or safety; or,


  


  D.If the employee fails to notify the supervisor or other appropriate department authority as soon as possible following the report.


  


  


  GUIDELINES


  


  6.An employee who wishes to appeal a disciplinary action pursuant to Section 105.055, RSMo may file an administrative appeal with the Administrative Hearing Commission within one year of the alleged disciplinary action. The instructions for filing an administrative appeal with the Administrative Hearing Commission can be found at ahc.mo.gov. 


  


  7.This policy and procedure does not alter the at-will employment status of any MoDOT employee.


  


  


  CROSS REFERENCES


  


  Section 105.055, RSM



  Chapter Title: Employee Conduct


  Policy Title: Standard Rules of Conduct (2500)


  Policy Number: 2500


  Effective Date: June 1, 2016


  Prior Effective Date: September 1, 2015


  



  POLICY STATEMENT


  


  


  


  
    
      
        
          The department believes certain conduct may disrupt the work environment; may cause safety problems for employees and the general public; may discredit the department; and may undermine the integrity of department goals. The department has developed this policy specifically to address behavior violations and other types of conduct believed not to be in the best interest of the department. This policy is not intended to include all violations that could result in discipline. Violation of these rules can result in discipline up to, and including, termination.

        

      

    

  


  


  DEFINITION:


  


  Incident:An action or lack of action that results in personal injury and/or property damage.


  


  PROVISIONS / REQUIREMENTS


  


  


  
    
      
        
          

          
            	1. Employees are responsible for knowing and adhering to the rules of conduct established by the department and for acting in accordance with MoDOT’s values.

          


          
            	2. Supervisors and managers are responsible for educating, monitoring, and keeping employees in their areas informed of department rules of conduct.

          


          
            	3. Districts/divisions/offices are responsible for determining if an employee’s conduct should result in immediate dismissal, or an appropriate discipline administered according to the policy referenced herein and in Personnel Policy 2600, “Performance/Conduct Intervention.”

          


          
            	4. Districts/divisions/offices are responsible for notifying the Human Resources Division immediately of potential claims of discrimination, sexual harassment, or retaliation.

          


          
            	5. All MoDOT employees are responsible for preventing, detecting and reporting fraud, waste, abuse and other illegal acts. All employees must promptly report acts of fraud, waste, abuse and other illegals acts to the Audits and Investigation (AI) Division. Employees shall not intentionally make false allegations of fraud, waste, abuse or other illegal acts. Retaliatory acts against employees reporting suspected fraud, waste, abuse or other illegal acts or those cooperating with an investigation by the AI Division are prohibited by Personnel Policy 2104, “Appeal Procedures for Alleged Adverse Employment Actions Resulting From Whistleblower Reporting.”

          


          
            	6. An employee or the department is free to terminate the employment relationship at-will, with or without cause, and at any time. As an at-will employer, the department reserves the right to add to or subtract from the rules outlined in department personnel policies and procedures and has the exclusive authority to review the circumstances surrounding each infraction on an individual basis.

          


          
            	7. During investigations conducted by department supervisors, employees will not be allowed to have another person present, including legal counsel, when being asked for information related to their behavior or potential violations of department policies or law. When the AI Division conducts investigations, and the potential exists for criminal charges to be brought against employees, these employees will be allowed to have an attorney present for legal counsel, while being questioned by the investigator for the AI Division.

          


          
            	8. Felony Charge (see number 10 listed under Standard Rules of Conduct).

          


          
            	
              
                	A. An employee charged with a felony of any kind must immediately report it to his/her supervisor and promptly provide a copy of charge(s) filed to the local human resources manager. The supervisor will consult with the Human Resources Director and the relevant district engineer or division leader/state engineer to determine whether termination or suspension pending further investigation into the charge(s) is warranted under the circumstances.

              

            

          


          
            	
              
                	B. If it is determined that a suspension is warranted pending further investigation or disposition of the charge(s), the employee will immediately be suspended without pay. However, an employee may elect to use a portion or all of his/her accrued annual leave and/or compensatory time during this suspension. This time must be used consecutively, not intermittently. Any time paid will be creditable/credited service in the retirement system. If the employee does not have accrued leave available to cover his/her absence during this suspension, life, disability, and medical insurance will continue to be available, but without state participation.

              

            

          


          
            	
              
                	C. An employee suspended pending the outcome of further investigation into the charges must keep his/her supervisor and human resources manager informed about the status of the charges throughout the process and must provide information regarding the final disposition of charges to his/her supervisor and human resources manager within three days of disposition.

              

            

          


          
            	
              
                	D. A suspended employee may be allowed to return to work after further investigation or after the disposition of the charge(s), unless the district/division/office in consultation with the human resources director determines at any point during the investigation into the charge(s) and prior to the employee’s return that the employee’s return is not in the best interest of the department.

              

            

          


          
            	
              
                	E. An employee who is not terminated or suspended pending the outcome of further investigation into the charge(s) must keep his/her supervisor and human resources manager informed about the status of the charge(s) throughout the process and must provide information regarding the final disposition of charge(s) to his/her supervisor and human resources manager within three days of disposition. The district engineer/division leader/state engineer, in consultation with the human resources director, will determine whether any further action is warranted based upon the final disposition of the charge(s).

              

            

          


          
            	
              
                	F. An employee convicted of a felony charge involving the use of controlled substances will be released from employment and will not be eligible for reemployment with the department for at least two years from the date of release, and only then if he/she shows proof of completion of a state certified drug rehabilitation program.

              

            

          


          
            	
              
                	G. No back pay will be awarded to an employee allowed to return to work after suspension as noted above.

              

            

          


          
            	9. Misdemeanor Conviction regarding Controlled Substances (see number 10 listed under Standard Rules of Conduct).

          


          
            	
              
                	A. An employee convicted of a misdemeanor regarding controlled substances must immediately report the conviction to his/her supervisor and promptly provide a copy of charges and conviction documents to the local human resources manager. For a first time conviction an employee will be given an opportunity to successfully complete a state certified drug rehabilitation program. An employee must begin this program within fourteen calendar days of being told in writing to attend a rehabilitation program.

              

            

          


          
            	
              
                	B. Refusal or failure to begin rehabilitation within fourteen calendar days of notice to the employee will result in release from employment.

              

            

          


          
            	
              
                	C. Failure to successfully complete the required drug rehabilitation program will result in a suspension without pay of at least 40 hours and a requirement to reenter a drug rehabilitation program within fourteen calendar days or be released from employment. Failure to complete this program will result in release from employment.

              

            

          


          
            	
              
                	D. An employee released from employment for a misdemeanor conviction involving the possession or use of controlled substances including the failure to begin/complete drug rehabilitation will not be eligible for reemployment with the department for at least two years from the date of release and only then if he/she shows proof of completion of a state certified drug rehabilitation program.

              

            

          


          
            	
              
                	E. An employee convicted of a misdemeanor charge involving the possession or use of controlled substances for a second time while employed with a state agency will be released from employment.

              

            

          

        

      

    

  


  


  STANDARD RULES OF CONDUCT


  


  


  
    
      
        
          

          To ensure compliance with this policy, an employee shall not:


          
            	1. Engage in conduct that is inconsistent with MoDOT values or behave in a manner that brings or could bring undue criticism toward the department or its employees or operations.

          


          
            	2. Violate Personnel Policy 2503, “Communications and Information Systems.”

          


          
            	3. Use a personal or department cell phone, smartphone, tablet, laptop, or other mobile communication device:

          


          
            	
              
                	A. For an excessive amount of time for personal calls during work time.

              

            

          


          
            	
              
                	B. To take photos or movies of co-workers on the job without the co-workers’ permission.

              

            

          


          
            	
              
                	C. To show/forward inappropriate text, pictures, movies, etc., to co-workers or anyone else on department property during work time or during breaks or lunch time during the workday.

	


	D. While operating department owned vehicles/equipment or while operating a personal vehicle for official department business except as provided in Paragragh 19.

              

            

          


          
            	4. Violate Personnel Policy 2507, “Drug-Free Workplace Act.”

          


          
            	5. Perform assigned duties while drug impaired or violate other provisions of Personnel Policy 2508, “Drug Testing Program.”

          


          
            	6. Violate Personnel Policy 2509, “Driving Privileges.”

          


          
            	7. Report for work under the influence of alcohol, consume alcohol on the job, or violate provisions of Personnel Policy 2511, “Alcohol Testing Program.”

          


          
            	8. Be insubordinate to a supervisor.

          


          
            	9. Violate Personnel Policy 2512, “Workplace Security.”

          


          
            	10. Be charged with a felony of any kind or be convicted of a misdemeanor or felony charge involving the possession or use of controlled substances. A plea of nolo contendere (i.e., no contest) a guilty plea, or an admission to a felonious act(s) will be treated the same as a conviction.

          


          
            	11. Violate federal or state antidiscrimination, retaliation, harassment, or sexual harassment laws, or violate department antidiscrimination, retaliation, harassment, or sexual harassment policies or directives.

          


          
            	12. Violate Personnel Policy 2514, “Conflict of Interest.”

          


          
            	13. Violate traffic laws or disregard or violate existing safety rules (as defined in MoDOT Safety Policies or Procedures or relevant operational and training manuals), which could endanger the health and safety of the employee, a coworker, or the general public. The district safety representative will assist in the interpretation or clarification of matters involving safety policies, rules and regulations. Such violation may include but not be limited to the following:

          


          
            	
              
                	A. Falsification of incident reports and/or failure to report an incident within the required reporting guidelines.

              

            

          


          
            	
              
                	B. Refusal to obey a clear and proper order or directive to follow a prescribed safety policy, rule or regulation.

              

            

          


          
            	
              
                	C. Alcohol or drug use, which is directly involved in the causation of an accident.

              

            

          


          
            	
              
                	D. Any employee in a position of authority who fails to enforce or support department safety policy, rules, or regulations.

              

            

          


          
            	
              
                	E. Incidents caused directly by an employee’s disregard for or violation of an existing safety policy, rule or regulation as determined by the district safety officer and the respective supervisory personnel.

              

            

          


          
            	
              
                	F. Failure to use department prescribed personal protective equipment when required to do so, including the failure to use seat belts while in a department or personal vehicle when conducting MoDOT business or while operating department equipment.

              

            

          


          
            	
              
                	G. Inappropriate operation of department vehicles or equipment, which could or does result in an incident.

              

            

          


          
            	
              
                	H. Use of personal or department owned communications equipment, including a cell phone, smartphone, tablet, or other mobile communication device while operating department owned vehicles/equipment or while operating a personal vehicle for offical department business except as provided in Paragraph 19.

              

            

          


          
            	
              
                	I. Horseplay or carelessness that could or does result in an incident.

              

            

          


          
            	14. Misrepresent or omit information on the “Application for Employment” form or inserts, including relatives working for the department, educational attainments, work history, professional credentials, or any document submitted that the department utilizes in providing employment or in making employment decisions regarding the employee such as promotions, etc.

          


          
            	15. Provide false information, misrepresent information, or omit relevant information on work-related documents including but not limited to: expense reports, data collection/reporting, medical, physician or health documentation submitted to the department in connection with the employee’s job, time sheet information, and invoices for department cell phone charges.

          


          
            	16. Knowingly make false accusations against other employees or knowingly make false statements during the course of a department authorized investigation. Refuse to provide or disclose requested or relevant information to individuals conducting a department authorized investigation or individuals defending the department, the Commission or department employees in any hearing, claim, action, lawsuit, or cause of action.

          


          
            	Breach confidentiality by sharing information with anyone other than those individuals conducting a department authorized investigation or defending the department, the Commission or department employees, except as permitted by law, in regards to either a past or active investigation or defense of the Department/Commission as it pertains to a hearing, claim, lawsuit or cause of action without prior authorization from the AI Director.

          


          
            	17. Use any type of recording device to record any MoDOT employee or Missouri Highways and Transportation Commission (MHTC) member’s work-related statements or actions outside of work; or record any statements or actions, work-related or not, at the workplace, worksite, or during work hours without the knowledge and consent of the individual(s) being recorded, or without the express written authorization of the AI Director.

          


          
            	18. Use any type of recording device to record any MoDOT or MHTC meeting, training session, or telephone call without the knowledge and consent of the individual(s) being recorded, or without the express written authorization of the AI Director.

          


          
            	19. Violate the following Vehicle or Equipment Usage rules:

          


          
            	MoDOT provides vehicles to employees of the department and the MHTC to conduct official business. The appropriate use and care of vehicles and equipment is required of the department and employees. State vehicles and equipment should be utilized for state business only. It is permissible, however, to use vehicles for reasonable travel to meals or other necessities while on state business. While in overnight travel status, it is permissible to use state vehicles for reasonable travel to meals or other activities. Travel after working hours shall be done using good judgment to avoid public criticism. Employees should discuss what is reasonable, with regard to such use, with their supervisors, prior to using a vehicle.

          


          
            	The following are the responsibility of each employee:

          


          
            	
              
                	A. Obey established speed limits and traffic regulations.

              

            

          


          
            	
              
                	B. Do not operate department owned or leased vehicles or equipment while consuming, while under the influence of, or within four hours after consuming alcoholic beverages or other drugs/medications which may impair judgment.

              

            

          


          
            	
              
                	C. Operate the vehicle or equipment in a prudent and courteous manner.

              

            

          


          
            	
              
                	D. Operate the vehicle or equipment with the proper license.

              

            

          


          
            	
              
                	E. Review Personnel Policy 0504, “Vehicle Usage and Liability” for additional vehicle usage instructions.

	


	F. As an operator, only use a department or personal cell phone, smartphone, tablet, laptop, or other mobile device when the department vehicle/equipment or personal vehicle being used for official department business is parked in a safe location away from traffic.

	


	G. As a limited exception to paragraph 19F, an operator may use a department or personal cell phone, smartphone, or other mobile device in a moving department vehicle/equipment or personal vehicle being used for official department business only in an emergency situation that requires immediate communicatino with another employee, law enforcement officials, or other emergency services to avoid injury or death to self or others, or to avoid other dangerous conditions.

              

            

          


          
            	20. Take department property or any other item not belonging to him/her for his/her own or another’s use. This includes property regardless of the condition of the property or whether the department has a need for such property.

          


          
            	21. Fail to comply with the statutory requirements for state employment including those outlined in Sections 105.262 and 105.1213 of the Revised Statutes of Missouri (RSMo). (See Personnel Policy 0519, “Background Checks.”)

          

        

      

    

  


  


  


  CROSS REFERENCES


  


  Personnel Policy 0504, “Vehicle Usage and Liability”



  Personnel Policy 0519, “Background Checks”


Personnel Policy 2104, "Appeal Procedures for Alleged Adverse Employment Actions Resulting from Whistleblower Reporting"



  Personnel Policy 2503, “Communications and Information Systems”



  Personnel Policy 2507, “Drug-Free Workplace Act”



  Personnel Policy 2508, “Drug Testing Program”



  Personnel Policy 2509, “Driving Privileges”



  Personnel Policy 2511, “Alcohol Testing Program”



  Personnel Policy 2512, “Workplace Security”



  Personnel Policy 2514, “Conflict of Interest”



  Personnel Policy 2600, “Performance/Conduct Intervention”


  MoDOT Safety Policies and Procedures




  

  Chapter Title: Employee Conduct


  Policy Title: Communications and Information Systems (2503)


  Policy Number: 2503


  Effective Date: December 28, 2018


  Prior Effective Date: December 6, 2017


  



  POLICY STATEMENT


  


  Information technology resources and equipment are provided to employees and others to conduct department business. Improper use of the department's information technology resources or equipment can result in loss of productivity, create legal liability, cause the loss or destruction of records, and create unacceptable positions for employees and the department. Frequent personal use exposes the department to multiple risks of viruses, hacking, loss of productivity, and the possible abuse of licensing agreements. This policy establishes rules governing the use, protection, and security of the department’s information technology resources and equipment. This policy covers employees and others (e.g. contractors and consultants) who are granted access to department resources. Non-compliance with this policy may be cause for disciplinary action, up to and including termination.


  SYSTEM USERS DO NOT HAVE AN EXPECTATION OF PRIVACY IN ANYTHING THEY CREATE, STORE, SEND, OR RECEIVE ON INFORMATION TECHNOLOGY RESOURCES AND EQUIPMENT.


  


  


  DEFINITIONS


  


  Information Technology Resources: Networks, workstations, servers, computer, all supporting software, telephones, mobile devices, printers, fax machines, and copiers.


  


  Information Technology Equipment: Refers to hardware such as personal computers, notebook computers, hand-held electronic communication devices, mobile devices, and software, as well as operating systems and software required to perform activities such as word processing, statistical analysis, graphics, and computer aided drafting.


  Personal Use: The use of any department information technology resources or equipment that is not for the purpose of conducting department business or making changes in overnight and/or travel accommodations (including notification of family members) due to changes in work schedule. The use of such resources for emergency situations of any nature is not considered personal use.

General Correspondence: Documents and written communications, including text messages, of a general nature that were created or received pursuant to law, or in connection with the transaction of official business, which are not included in another records series.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. District engineers and division leaders/state engineers are accountable and responsible for the dissemination and administration of this policy.


  2. Employees and others granted access to information technology resources and equipment are authorized to access only the department information required to perform their jobs. In accessing and using department information, employees and other authorized users must ensure its protection and privacy by refraining from distributing or forwarding information to inappropriate parties inside or outside the department. Access to department information the employee or other authorized user does not need to perform his/her job is strictly prohibited.


  3. All users must safeguard department information. Employees and other authorized users should be aware that many electronic department documents and written communications, including text messages, might be subject to disclosure under the Missouri Open Records Act (Sunshine Law). A broader range of documents would be subject to disclosure in response to a subpoena issued as a part of a lawsuit or a criminal investigation. Therefore, all users must treat electronic documents and written communications, including text messages, with the same level of care and attention, both in production and storage, as are accorded printed documents and communications.

	Employees are prohibited from engaging in any activity or using any application or system that circumvents the retention of documents and written communications, including text messages.


  4. Access to information technology resources will be immediately deactivated when a department employee or other authorized user terminates employment or rights are withdrawn for any other reason. Anyone attempting to access information after termination will be referred to the appropriate legal authorities for prosecution.


  5. Use of any state information technology resource or equipment will be audited and monitored. The department reserves the right to review, audit, intercept, access, and disclose all matters on the department’s networks, workstations, servers, mainframe computers, e-mail, MoDOT provided mobile devices, and internet and intranet systems at any time, with or without user notification. Such reviews may occur during or outside of working hours.


  6. Employees and other authorized users are strictly prohibited from using the department’s information technology resources, equipment, and other communications systems in connection with the following activities:


  A. Engaging in illegal, fraudulent, or malicious conduct;


  B. Working on behalf of organizations with no professional or business affiliation with the Missouri Department of Transportation (MoDOT);


  C. Operating or supporting a private or personal business with department resources;


  D. Creating school, scout, church, or other non-business newsletters/ bulletins, etc.;


  E. Gambling or maintaining betting pools;


  F. Accessing, sending, receiving, or storing offensive, sexually explicit, pornographic, or defamatory material;


  G. Purposely annoying or harassing other individuals;


  H. Creating, sending, or forwarding uninvited e-mail or other electronic communications of a personal nature;


  I. Monitoring or intercepting the files or electronic communications of employees or third parties;


  J. Forwarding, copying, printing, distributing, or using information in e-mail or other electronic communications for which you are not the intended recipient;


  K. Obtaining unauthorized access to any computer system;


  L. Using another individual’s account or identity without explicit authorization;


  M. Attempting to test, circumvent, or defeat security or auditing systems of MoDOT;


  N. Distributing or storing chain letters, jokes, solicitations, offers to buy or sell goods, or other non-business material of a trivial or frivolous nature;


  O. Incurring charges on MoDOT mobile devices, telephones, and pagers for personal business/information unless approved by the employee’s supervisor and reimbursement is provided by the employee; and


  P. Using facsimile machines, department equipment, and supplies for printing, copying and/or distributing personal information, with the exception that limited personal use will be allowed in relation to the Medical Plan, Cafeteria Plan, Retirement Plan, and other department-related benefit programs.


  This list provides examples of prohibited activities. It should not be considered all-inclusive.


  7. All employees will occasionally need to use the internet and/or intranet to access information relevant to their jobs. Abuse or misuse of this access can result in the access being removed for individual employees or users at the discretion of district engineers and division leaders/state engineers who are accountable and responsible for the dissemination and administration of this policy.


  8. Limited personal use of the internet/intranet before work, after work, or during lunch break is permissible as long as it does not violate any of the other sections of this policy. The use should be infrequent and must not:


  A. Interfere with the work of the authorized user or his/her co-workers;


  B. Consume system resources or storage capacity on an ongoing basis, such as when playing streaming Internet radio;


  C. Incur additional costs for access, such as costs for using dial-up telephone lines;


  D. Involve large file transfers or otherwise deplete system resources available for business purposes;


  E. Be used for hosting personal HTTP, FTP, e-mail servers, or any type of internet/intranet service; or


  F. Use peer-to-peer file sharing software, i.e. Kazaa, WinMX, Limewire, Napster, etc.


  9. Use of personal pictures (for example, .gif or .jpeg files) for Windows screen savers and wallpaper is permissible as long as it does not violate any of the other sections of this policy.


  10. Department e-mail accounts have been provided to users to conduct department business. Limited personal use of department e-mail is permissible as long as it does not violate any of the other sections of this policy. Use of any form of e-mail other than a department e-mail account (i.e. Hotmail, Yahoo, AOL) for any reason, is strictly prohibited, unless approved by Information Systems (IS) management to conduct department business.

11. Department e-mail accounts and MoDOT provided mobile devices have been provided to users as communication tools. Therefore, e-mails and text messages shall be retained for five years and six months to be more closely aligned with the recommendation set forth by the Secretary of State for general correspondence. *See Exemptions. Any e-mails (including attachments) and text messages that are deemed to be records subject to retention under a different retention series (due to the nature of their content), shall be treated as an official recorded and stored in an appropriate location where retention is established.

	*Exemptions

	E-mail and text message retention for the Commission Secretary Division is six years to match the terms of appointed Commissioners.

	The Chief Counsel's Office staff will be exempt from automatic deletion since litigation often lasts beyond five years. These steps are necessary to accommodate the length of time a case may be open to protect legal information that may be stored within e-mails and text messages.


  12. Instant messaging software has been provided to users to conduct department business only. Use of any other form of instant messenger (i.e. MSN Chat, Yahoo Chat, AOL) for any reason, is strictly prohibited, unless approved by IS management to conduct department business.


  13. MoDOT-managed Voice Over Internet Protocol (VOIP) software has been provided to users to conduct department business only. Use of any other form of VOIP (i.e. Skype, Vonage) for any reason, is strictly prohibited.

14. MoDOT business related documents, images, text messages, and files generated, transmitted, or stored on a MoDOT mobile device must be retained consistent with MoDOT's document retention schedule and stored in an appropriate location where retention is established.


  15. State laws, licensing agreements with vendors, federal laws pertaining to software piracy, and department standards govern the procurement of hardware and software. Violation of laws and agreements can expose the department to legal and financial liability. Departing from standard configurations can jeopardize system performance, cause security breaches, and inhibit the department from rapidly responding to security and virus issues. Individuals may not set up workstations that do not conform to department standards and operate them on MoDOT’s network.


  16. Only authorized IS personnel may purchase hardware or software for workstations and network components. In accordance with state statute, all purchases will be through the Office of Administration. Only authorized IS personnel and contractors operating under their supervision may install software or add hardware components to MoDOT networks and facilities.


  17. Information technology equipment may not be connected to any telephone device for the purpose of providing incoming access to information technology resources. Dial-up or other access methods may only be established by authorized IS personnel.


  18. Wireless access points for connecting to MoDOT’s network may only be established by authorized IS personnel. The relaying, retransmission, or any other interception of radio signals used for wireless access to MoDOT’s network is prohibited.


  19. Software may not be transferred to any other department, vendor, or home system without approval of personnel authorized to purchase and install hardware.


  20. Software may not be downloaded from the internet for trials, purchase, or any other use unless approved by personnel authorized to purchase and install software.


  21. All users of MoDOT computing resources must comply with IS Division policies, standards, and guidelines.




CROSS REFERENCES

Personnel Policy 0520, "Personnel Files, and Employee Records"


MoDOT's Retention Schedule




  

  Chapter Title: Employee Conduct


  Policy Title: Smoking and Tobacco Use (2504)


  Policy Number: 2504


  Effective Date: November 1, 2016


  Prior Effective Date: January 1, 2009


  



  POLICY STATEMENT


  


  The department prohibits the use of tobacco products (including smokeless tobacco and non-nicotine substitutes) and electronic/vapor cigarettes in department offices, buildings, facilities, vehicles and equipment.


  


  


  PROVISIONS/REQUIREMENTS


  


  1.All employees and visitors are prohibited from the use of tobacco products (including smokeless tobacco and non-nicotine substitutes) and electronic/vapor cigarettes in all department-owned, leased, and occupied offices, buildings, and facilities.


  


  2. The use of tobacco products (including smokeless tobacco and non-nicotine substitutes) and electronic/vapor cigarettes will be allowed outdoors in designated smoking areas where non-smokers will not be required to encounter smoke or smokeless tobacco use during the normal cource of a non-smoker's work or business. Smokeless tobacco and its non-nicotine substitutes must be disposed of properly in sealed containers placed in waste receptacles.

3. The use of tobacco proucts (including smokeless tobacco and non-nicotine substitutes) and electronic/vapor cigarettes is prohibited in all department-owned or leased vehicles and equipment.


  


  4. The use of tobacco products (including smokeless tobacco and non-nicotine substitutes) and electonic/vapor cigarettes is prohibited at department sponsored training sessions, meetings, and gatherings, whether the event is on or off department premises.


  


  5. The sale of tobacco products in department-owned, leased or occupied buildings and facilities is prohibited.


  


  6. Employees who feel the provisions of this policy are not being followed should advise their immediate supervisor. The department's grievance procedure may be used if violations are not resolved and continue to occur after discussion with the district/division/office.



  

  Chapter Title: Employee Conduct


  Policy Title: Federal Drug-Free Workplace Act (2507)


  Policy Number: 2507


  Effective Date: October 1, 2010


  Prior Effective Date: January 1, 2009


  



  POLICY STATEMENT


  


  The department will comply with the Federal Drug-Free Workplace Act by following requirements described below. Employees are to comply with this policy as a term and condition of employment. Any violation of this policy may subject an employee to discipline, up to and including termination.


  


  


  PROVISIONS / REQUIREMENTS


  


  1. The department recognizes that unlawful use of controlled substances and drug dependency may result in sub-standard performance, loss of productivity, accidents, and absenteeism. It is the department's intent to provide a drug-free workplace to ensure a safe and healthful environment for employees and the general public.


  


  2. Department employees are strictly prohibited from illegally manufacturing, using, distributing, dispensing, or possessing controlled substances in department facilities, on department property, working at any department worksite on official business, operating official vehicles and equipment, or working in an official capacity.


  


  3. An employee suspected to be in violation of this policy may be suspended without pay while an investigation by law enforcement officials or department personnel is conducted. The employee will be paid for this period of absence if a charge of violating a criminal drug statute is not filed or the department's internal investigation does not conclude the employee violated this policy. If the internal investigation concludes the employee violated this policy, the employee may be dismissed.


  


  4. If a charge of a felony or a misdemeanor violation of a criminal drug statute relating to a violation of this policy is filed, the employee will continue to be suspended until disposition of the allegation (unless the internal investigation results in the employee being dismissed). This suspension will be without pay; however, the employee may elect to use a portion or all of his/her accrued annual leave and/or compensatory time. This time must be used consecutively, not intermittently. See Personnel Policy 2500, "Standard Rules of Conduct," regarding these provisions.


  


  5. If an employee is convicted of a violation of a criminal drug statute (felony or misdemeanor) for an offense occurring in the workplace or while conducting official business, the employee must notify his/her supervisor within five days after such conviction. In considering a criminal drug charge, a plea of guilty, a plea of no contest, a suspended imposition of sentence, or securing a reduced charge through plea bargaining, will be considered the same as a conviction and may result in the employee being dismissed from the department.


  


  6. The department is required to notify the Federal Highway Administration within ten days following notification from an employee of a drug-related workplace conviction. The Human Resources Division is responsible for this notification.


  


  7. An employee charged with violating a criminal drug statute as described above who is found innocent of the charge, or the charge is dropped, will be allowed to return to work, unless the director, department of transportation, determines the employee's return is not in the best interest of the department. No back pay will be awarded to an employee who is allowed to return to work under these circumstances.


  


  8. It is not the intent of this policy to prohibit the possession/use of legally prescribed drugs for medical reasons by employees for whom the medication is prescribed. However, each employee must keep medication secure from other employees and the public and inform his/her immediate supervisor if this medication may impair his/her ability to safely and satisfactorily perform assigned duties.


  


  9. A notification that the department is a drug-free workplace has been distributed to all current employees. Compliance with this policy is a term and condition of employment for all employees. All future salaried and wage employees are to be provided with the notification at the time of employment. New employees are also to be provided a copy of this personnel policy during New Employee Orientation.


  


  10. The department is committed to establishing a drug-free awareness program to inform employees about the dangers of drug abuse in the workplace, and of any drug counseling, rehabilitation, and employee assistance programs that are available. Employees needing help in dealing with substance abuse problems are encouraged to voluntarily use the department's Employee Assistance Program. See Personnel Policy 2508, "Drug Testing Program," regarding restrictions and procedures for voluntary rehabilitation.


  


  CROSS REFERENCES


  


  Personnel Policy 2500, "Standard Rules of Conduct"



  Personnel Policy 2508, "Drug Testing Program"



  Federal Drug-Free Workplace Act




  Drug Free Workplace Act of 1988


  



  P.L. 100-690 LAWS OF 100th CONG.— 2nd SESS. Nov. 18 SEC. 5157. DEFINITIONS. For the purposes of this subtitle—


  (1) the term “drug-free workplace” means a site for the performance of work done in connection with a specific grant or contract described in section 5152 or 5153 of an entity at which employees of such entity are prohibited from engaging in the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance in accordance with the requirements of this Act;


  (2) the term “employee” means the employee of a grantee or contractor directly engaged in the performance of work pursuant to the provisions of the grant or contract described in section 5152 or 5153;


  (3) the term “controlled substance” means a controlled substance in schedules I through V of section 202 of the Controlled Substances Act (21 U.S.C. 812);


  (4) the term “conviction” means a finding of guilt (including a plea of nolo contendere) or imposition of sentence, or both, by any judicial body charged with the responsibility to determine violations of the Federal or State criminal drug statutes;


  (5) the term “criminal drug statute” means a criminal statute involving manufacture, distribution, dispensation, use, or possession of any controlled substance;


  (6) the term “grantee” means the department, division, or other unit of a person responsible for the performance under the grant;


  (7) the term “contractor” means the department, division, or other unit of a person responsible for the performance under the contract; and


  (8) the term “Federal agency” means an agency as that term is defined in section 552(f) of title 5, United States Code.


  SEC. 5158. CONSTRUCTION OF SUBTITLE.


  Nothing in this subtitle shall be construed to require law enforcement agencies, if the head of the agency determines it would be inappropriate in connection with the agency’s undercover operations, to comply with the provisions of this subtitle.


  SEC. 5159. REPEAL OF LIMITATION ON USE OF FUNDS.


  Section 628 of Public Law 100-440 (relating to restrictions on the use of certain appropriated


  amounts) is amended—


  (1) by striking “(a)” after “SEC. 628.”; and


  (2) by striking subsection (b).


  SEC. 5160. EFFECTIVE DATE.


  Sections 5152 and 5153 shall be effective 120 days after the date of the enactment of this subtitle.


  P.L. 100-690 LAWS OF 100th CONG.— 2nd SESS. Nov. 18 contract with an individual unless such contract includes a certification by the individual that the individual will not engage in the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance in the performance of the contract.


  (b) SUSPENSION, TERMINATION, OR DEBARMENT OF THE CONTRACTOR.—


  (1) GROUNDS FOR SUSPENSION, TERMINATION, OR DEBARMENT.—Each contract awarded by a Federal agency shall be subject to suspension of payments under the contract or termination of the contract, or both, and the contractor thereunder or the individual who entered the contract with the Federal agency, as applicable, shall be subject to suspension or debarment in accordance with the requirements of this section if the head of the agency determines that—


  (A) the contractor or individual has made a false certification under subsection (a);


  (B) the contractor violates such certification by failing to carry out the requirements of subparagraph (A), (B), (C), (D), (E), or (F) of subsection


  (a)(1); or


  (C) such a number of employees of such contractor have been convicted of violations of criminal drug statutes for violations occurring in the workplace as to indicate that the contractor has failed to make a good faith effort to provide a drug-free workplace as required by subsection (a).


  (2) CONDUCT OF SUSPENSION, TERMINATION, AND DEBARMENT PROCEEDINGS.—


  (A) If a contracting officer determines, in writing, that cause for suspension of payments, termination, or suspension or debarment exists, an appropriate action shall be initiated by a contracting officer of the agency, to be conducted by the agency concerned in accordance with the Federal Acquisition Regulation and applicable agency procedures.


  (B) The Federal Acquisition Regulation shall be revised to include rules for conducting suspension and debarment proceedings under this subsection, including rules providing notice, opportunity to respond in writing or in person, and such other procedures as may be necessary to provide a full and fair proceeding to a contractor or individual in such proceeding.


  (3) EFFECT OF DEBARMENT.—Upon issuance of any final decision under this subsection requiring debarment of a contractor or individual, such contractor or individual shall be ineligible for award of any contract by any Federal agency, and for participation in any future procurement by any Federal agency, for a period specified in the decision, not to exceed 5 years.


  SEC. 5153. DRUG-FREE WORKPLACE REQUIRMENTS FOR FEDERAL GRANT RECIPIENTS.


  (a) DRUG-FREE WORKPLACE REQUIREMENT.—


  (1) PERSONS OTHER THAN INDIVIDUALS.—No person, other than an individual, shall receive a grant from any Federal agency unless such person has certified to the granting agency that it will provide a drug-free workplace by—


  P.L. 100-690 LAWS OF 100th CONG.— 2nd SESS. Nov. 18


  (A) publishing a statement notifying employees that the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance is prohibited in the grantee’s workplace and specifying the actions that will be taken against employees for violations of such prohibition;


  (B) establishing a drug-free awareness program to inform employees about—


  (i) the dangers of drug abuse in the workplace;


  (ii) the grantee’s policy of maintaining a drug-free workplace;


  (iii) any available drug counseling, rehabilitation, and employee assistance program; and


  (iv) the penalties that may be imposed upon employees for drug abuse violations;


  (C) making it a requirement that each employee to be engaged in the performance of such grant be given a copy of the statement required by subparagraph (A);


  (D) notifying the employee in the statement required by subparagraph (A), that as a condition of employment in such grant, the employee will—


  (i) abide by the terms of the statement; and


  (ii) notify the employer of any criminal drug statute conviction for a violation occurring in the workplace no later than 5 days after such conviction;


  (E) notifying the granting agency within 10 days after receiving notice of a conviction under subparagraph (D)(ii) from an employee or otherwise receiving actual notice of such conviction;


  (F) imposing a sanction on, or requiring the satisfactory participation in a drug abuse assistance or rehabilitation program by, any employee who is so convicted, as required by section 5154; and


  (G) making a good faith effort to continue to maintain a drug-free workplace through implementation of subparagraphs (A), (B), (C), (D), (E), and (F).


  (2) INDIVIDUALS.—No Federal agency shall make a grant to any individual unless such individual certifies to the agency as a condition of such grant that the individual will not engage in the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance in conducting any activity with such grant.


  (b) SUSPENSION, TERMINATION, OR DEBARMENT OF THE GRANTEE.—


  (1) GROUNDS FOR SUSPENSION, TERMINATION, OR DEBARMENT.—Each grant awarded by a Federal agency shall be subject to suspension of payments under the grant or termination of the grant, or both, and the grantee thereunder shall be subject to suspension or debarment, in accordance with the requirements of this section if the agency head of the granting agency or his official designee determines, in writing, that—


  (A) the grantee has made a false certification under subsection (a);


  (B) the grantee violates such certification by failing to carry out the requirements of subparagraph (A), (B), (C), (D), (E), (F), or (G) of subsection


  (a)(1); or


  (C) such a number of employees of such grantee have been convicted of violations of criminal drug statutes for violations occurring in the workplace as P.L. 100-690 LAWS OF 100th CONG.— 2nd SESS. Nov. 18 to indicate that the grantee has failed to make a good faith effort to provide a drug-free workplace as required by subsection (a)(1).


  (2) CONDUCT OF SUSPENSION, TERMINATION, AND DEBARMENT PROCEEDINGS.—A suspension of payments, termination, or suspension or debarment proceeding subject to this subsection shall be conducted in accordance with applicable law, including Executive Order 12549 or any superseding Executive order and any regulations promulgated to implement such law or Executive order.


  (3) EFFECT OF DEBARMENT.—Upon issuance of any final decision under this subsection requiring debarment of a grantee, such grantee shall be ineligible for award of any grant from any Federal agency and for participation in any future grant from any Federal agency for a period specified in the decision, not to exceed 5 years.


  SEC. 5154. EMPLOYEE SANCTIONS AND REMEDIES.


  A grantee or contractor shall, within 30 days after receiving notice from an employee of a conviction pursuant to section 5152(a)(1)(D)(ii) or 5153(a)(1)(D)(ii)—


  (1) take appropriate personnel action against such employee up to and including termination; or


  (2) require such employee to satisfactorily participate in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency.


  SEC. 5155. WAIVER


  (a) IN GENERAL.—A termination, suspension of payments, or suspension or debarment under this subtitle may be waived by the head of an agency with respect to a particular contract or grant if—


  (1) in the case of a waiver with respect to a contract, the head of the agency determines under section 5152(b)(1), after the issuance of a final determination under such section, that suspension of payments, or termination of the contract, or suspension or debarment of the contractor, or refusal to permit a person to be treated as a responsible source for a contract, as the case may be, would severely disrupt the operation of such agency to the detriment of the Federal Government or the general public; or


  (2) in the case of a waiver with respect to a grant, the head of the agency determines that suspension of payments, termination of the grant, or suspension or debarment of the grantee would not be in the public interest.


  (b) EXCLUSIVE AUTHORITY.—The authority of the head of an agency under this section


  to waive a termination, suspension, or debarment shall not be delegated.


  SEC. 5156. REGULATIONS.


  Not later than 90 days after the date of enactment of this subtitle, the governmentwide regulations governing actions under this subtitle shall be issued pursuant to the Office of Federal Procurement Policy Act (41 U.S.C. 401 et seq.).P.L. 100-690 LAWS OF 100th CONG.— 2nd SESS. Nov. 18 SEC. 5157. DEFINITIONS.


  For the purposes of this subtitle—


  (1) the term “drug-free workplace” means a site for the performance of work done in connection with a specific grant or contract described in section 5152 or 5153 of an entity at which employees of such entity are prohibited from engaging in the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance in accordance with the requirements of this Act;


  (2) the term “employee” means the employee of a grantee or contractor directly engaged in the performance of work pursuant to the provisions of the grant or contract described in section 5152 or 5153;


  (3) the term “controlled substance” means a controlled substance in schedules I through V of section 202 of the Controlled Substances Act (21 U.S.C. 812);


  (4) the term “conviction” means a finding of guilt (including a plea of nolo contendere) or imposition of sentence, or both, by any judicial body charged with the responsibility to determine violations of the Federal or State criminal drug statutes;


  (5) the term “criminal drug statute” means a criminal statute involving manufacture, distribution, dispensation, use, or possession of any controlled substance;


  (6) the term “grantee” means the department, division, or other unit of a person responsible for the performance under the grant;


  (7) the term “contractor” means the department, division, or other unit of a person responsible for the performance under the contract; and


  (8) the term “Federal agency” means an agency as that term is defined in section 552(f) of title 5, United States Code.


  SEC. 5158. CONSTRUCTION OF SUBTITLE.


  Nothing in this subtitle shall be construed to require law enforcement agencies, if the head of the agency determines it would be inappropriate in connection with the agency’s undercover operations, to comply with the provisions of this subtitle.


  SEC. 5159. REPEAL OF LIMITATION ON USE OF FUNDS.


  Section 628 of Public Law 100-440 (relating to restrictions on the use of certain appropriated


  amounts) is amended—


  (1) by striking “(a)” after “SEC. 628.”; and


  (2) by striking subsection (b).


  SEC. 5160. EFFECTIVE DATE.


  Sections 5152 and 5153 shall be effective 120 days after the date of the enactment of this subtitle.


  



  

  Chapter Title: Employee Conduct


  Policy Title: Drug Testing Program (2508)


  Policy Number: 2508


  Effective Date: September 5, 2018


  Prior Effective Date: October 4, 2017


  



  POLICY STATEMENT


  


  The department will conduct drug tests on applicants and employees as described in this policy. This testing will be done to provide an efficient, safe work environment for department employees and protect the public by ensuring employees are free from the effects of illegal drug use or drug abuse on the job and to comply with U.S. Department of Transportation (DOT) regulations. Testing procedures will comply with drug testing requirements of the DOT.


  


  


  PROVISIONS/REQUIREMENTS


  


  SECTION I - GENERAL


  


  1. Employees are prohibited from taking any illegal drugs or controlled substances (unless prescribed for them by a person licensed to practice medicine), which might impair performance during working hours. Under Personnel Policy 2507, "Federal Drug-Free Workplace Act," employees are required to inform their immediate supervisor when they are taking lawfully prescribed drugs that may impair their work performance. Supervisors must avoid assigning safety-sensitive functions to employees if their prescriptions cause safety concerns (drowsiness, blurred vision, etc.).


  


  2. The department will conduct drug tests on all external applicants who accept conditional job offers and employees in accordance with this personnel policy. Employees who test positive on drug tests will be dismissed from employment with the department.


  


  3.Employees who unlawfully manufacture, distribute, dispense, possess, or use controlled substances on the job will be disciplined according to procedures ofPersonnel Policy 2507, "Federal Drug-Free Workplace Act."


  


  SECTION II - TESTING PROCEDURES


  


  4. DOT regulations require the department to conduct drug tests as described in this personnel policy for:


  


  A.External applicants who are offered positions which require a commercial driver’s license (CDL positions).


  


  B.Employees in non-CDL positions who are offered CDL positions.


  


  C.Employees in CDL positions.

D. Employees who hold a CDL and may be called upton at any time, on an occasional or emergency basis, to operate a commercial motor vehicle (CMV).


  


  Although not specifically required by DOT regulations, the department will also conduct drug tests as described in this personnel policy for:


  


  A.External applicants who are offered non-CDL positions.


  


  B.Employees in non-CDL positions.


  


  Applicants, employees, and collection facilities must be notified whether a drug test is being conducted due to DOT requirements or department requirements. This notification may be provided by the local human resources staff for pre-employment/post-offer tests, the district/division risk management staff or by the supervisor for other categories of tests.

Employees who volunteer to perfrom safety-sensitive duties are required to sign the "Volunteer for Safety-Sensitive Job Duties Druge and Alcohol Testing Acknowledgment" form.


  


  SECTION III - TESTING CATEGORIES


  


  External Applicant Testing


  


  5. External applicants will be subject to pre-employment drug testing after accepting a conditional offer of employment to either a wage or a salaried position. External applicants who test positive will be informed in writing that the department's offer is withdrawn. These applicants (as well as applicants who refuse to be tested, adulterate or substitute a urine sample, or fail to report for a test) will be informed they will not be considered now, or in the future, for employment. They will be given information for referral to a local Substance Abuse Professional (SAP).


  


  Employee Testing


  


  6. Wage and salaried employees will be subject to drug testing as listed below. Further explanations of drug for testing are provided in paragraphs 7-10.


  


  A.Random testingis required for employees in CDL and other safety-sensitive positions. (See paragraph 7.) The DOT also requires random testing for employees who are not in CDL or safety-sensitive positions, but who hold a CDL and my be called upon at any time, on an occassional or emergency basis, to operate a commercial motor vehicle (CMV).


  B.Pre-employment testing is required, prior to the operation of a CMV, when an employee has not been subject to DOT random testing for more than 30 days. This includes employees who have been given a conditional offer to fill a CDL or other safety-sensitive position; employees who hold a CDL and volunteer to operate a CMV during winter operations; and employees who hold a CDL and are required to operate a CMV during winter operations (see paragrah 8).


  


  C.Reasonable suspicion testing is required when evidence provides reasonable suspicion that an employee is drug impaired while on duty (see paragraph 9).


  


  D.Post-accident testingis required when an employee is involved in a serious accident. (See paragraph 10.)


  


  Random Testing


  


  7. The department conducts random drug tests on wage and salaried employees as described below:

	A. DOT regulations require the department to conduct random drug tests on:

		1. Employees who are in a CDL position. These employees are subject to DOT reandom testing year-round.

		2. Employees who are not in a CDL position, but who have a CDL and volunteer or are required by the department to operate a CMV 	 during winter operations. These employees are subject to DOT Random Testing only for the winter operations season.

	B. Although not specifically required by DOT regulations, the department also conducts random drug tests on employees in positions which are safety-sensitive, but do not require a CDL.


  


  Pre-employment Testing


  


  8. The department conducts pre-employment drug tests on employees as described below:

	A.Wage and salaried employees in non-safety-sensitive positions selected tofill CDL or other safety-sensitive positions(promotion, demotion, or transfer) are required to take a pre-employment drug tests. Employees changing from wage to salaried status will be tested only if they are moving from non-CDL/non-safety-sensitive positions to CDL/safety-sensitive positions.

	B. Wage and salaried employees in non-CDL positions who hold a CDL and volunteer or are required to operate a CMV during winter operations are required to take a pre-employment drug test if they have not been subject to DOT random testing for more than 30 days.


  


  Reasonable Suspicion Testing


  


  9. Wage and salaried employees in any position will be required to complete a drug test when evidence showsreasonable suspicionan employee has:


  


  A.Used illegal drugs on the job.


  


  B.Performed job duties while affected by drugs.


  


  C.Used illegal drugs off the job (for employees performing safety-sensitive duties only).


  


   The decision to test must be based on a reasonable belief by a supervisor, who has been trained in the detection of illegal drug use, that the employee has worked while affected by drugs. Information on what may provide reasonable suspicion is outlined in Procedures Manual for Personnel Policy 2508. If a drug test is required, itmustbe completed within 32 hours after the suspicious behavior is observed and discussed with the employee. Employees tested due to reasonable suspicion will be suspended without pay between the time they provide a urine sample and the test results are known. Employees who have negative test results will be allowed to return to work with back pay and benefits. Employees whose results are positive on this test will be dismissed from employment with the department.


  


  Post-Accident Testing


  


  10. There are two categories of testing under post-accident testing, as noted below. Employees tested under post-accident testing criteria will not be suspended without pay while waiting for test results. These employees will be allowed to return to their normal assignments pending their tests results, per DOT regulations.


  


  A.DOT Required Testing: Wage and salaried employees who perform DOT safety-sensitive functions will be required to complete a drug test when directly involved in a serious accident - an accident in which they are driving a commercial motor vehicle (CMV) on a public road and the accident resulted in either:


  


  1)A human fatality; or


  


  2)A citation being issued, within 32 hours of the accident to the driver under state or local laws for a moving traffic violation arising from the accidentandone of the following two situations existed:


  


  a.Serious bodily injury occurred to one or more of the drivers or passengers, which required medical treatment away from the scene of the accident.


  


  b.Disabling damage occurred to one or more of the motor vehicles, which required the motor vehicles to be transported away from the scene of the accident.


  


  Due to the restrictions for testing of this category, especially that the accident be on a public road, supervisors are expected to contact law enforcement officials to help investigate the accident. Whether a law enforcement official arrives or not, supervisors are responsible for determining if a drug test should be required.


  


  If a drug test is required, itmustbe completed within 32 hours following the accident. A drug testcannotbe required after 32 hours.


  


  B..Department Personnel Policy Required Testing: Although not specifically required by DOT regulations, the department will also conduct post-accident drug testing on any employee under the circumstances described below. The criteria in both (1) and (2) below must be met to require a drug test bydepartmentpersonnel policy.


  


  


  1)When the employee is on department business and directly involved in an accident on public or private property in which the circumstances show the employee either caused the accident, or failed to take reasonable measures to avoid the accident.


  


  2)The accident caused either:


  


  a.A fatality or bodily injury requiring immediate medical treatment away from the scene of the accident; or


  


  b.Property damage (to public or private property) in excess of $5,000.


  


  If a drug test is required under department personnel policy, itmustbe completed within 32 hours following the accident. A drug testcannotbe required after 32 hours.


  


  SECTION IV – VOLUNTARY REHABILITATION OR EDUCATION


  


  11. The department encourages employees who feel they have a drug problem to voluntarily participate in a drug rehabilitation or drug education program, but these employees are subject to the same tests as any other employee.When employees have been charged with a violation of a criminal drug statute or told to complete a drug test, they may not enter a drug rehabilitation program to avoid disciplinary action.


  


   Employees are responsible for the cost of their rehabilitation or drug education program. Employees may contact the EmployeeAssistance Program or their insurance provider to learn what coverage they have for a drug rehabilitation or drug education program.


  


   Salaried employees who attend a drug rehabilitation or drug education program may utilize accumulated sick leave, annual leave, or compensatory time, if needed, for time spent in the program during which they are not able to work.


   ShareLeave will not be available for time spent in a drug rehabilitation or drugeducation program. Employees who use all their paid leave time may be placed on sick leave without pay status to complete the program; or they may be allowedto claim unpaid Family and Medical Leave (FMLA) leave, if they have not used their limit of FMLA leave during the previous 12 months and the leave time qualifies under the FMLA.


  


  SECTION V – DISCIPLINE


  


  12. Testing positive on a drug test is considered misconduct connected to work and will result in the employee being dismissed from employment.


  


  13.Employees who test positive, refuse to complete a required drug test, adulterate a sample, substitute a sample, or fail to report for a drug test when scheduled, will be dismissed from employment and will not be eligible for rehire with the department. If a test should be cancelled for any reason, then the employee will have a second test and, upon the recommendation of the Medical Review Officer (MRO), it may be a direct observation collection. The results of this second test will determine if the employee’s test is positive or negative.


  


  SECTION VI - TEST RESULT CHALLENGES


  


  14.Applicants and employees who wish to challenge test results when their original drug tests are positive may do so by requesting a test of their split specimen within 72 hours of when the MRO notifies them of their right to have the split specimen tested.Applicants and employees will be responsible for paying for transporting their sample to the second laboratory, laboratory testing, review by an MRO, and other related costs. The results of these second tests will determine what action will be taken.


  


  If the employee chooses to challenge the results of his/her test results by requesting a test of his/her split specimen, he/she will remain in a suspension without pay status pending the results of the split specimen test. If the results of the challenge come back positive, the employee will be terminated from employment. If the results come back negative, the suspension without pay will be cancelled and the employee will be granted back pay credit.


  


  15.Employees who feel they have unfairly been required to complete a drug test underreasonable suspicionmay file a grievance through Personnel Policy 2100, "Grievance Procedure." Employees may not file grievances related to other required drug tests, except that employees dismissed for a positive drug test may have rights to appeal such termination as outlined in Personnel Policy 2100, "Grievance Procedure." 


  


  SECTION VII - ADMINISTRATION


  


  16. Administration of the department's drug testing program will be handled by the Risk and Benefits Management Division who will be responsible for maintaining all records relating to the drug testing program. All information specifically related to drug testing of employees and external applicants is confidential and will be treated as such by those who have a need for the information in the performance of their duties.


  


  17. Except as specifically required by DOT regulations, the director of MoDOT shall have discretion to vary the terms of this personnel policy if individual circumstances warrant.


  


  


  


  


  


  CROSS REFERENCES


  


  Personnel Policy 2100, “Grievance Procedure”


  Personnel Policy 2507, “Federal Drug-Free Workplace Act”


  


  


  PROCEDURES


  


  Procedure 2508, "Drug Testing Program"


FORMS

"Volunteer for Safety-Sensitive Job Duties Drug and Alcohol Testing Acknowledgement" Form
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  Chapter Title: Employee Conduct


  Procedure for Policy Title: Drug Testing Program (2508)


  Policy Number: 2508


  Effective Date: January 1, 2018


  Prior Effective Date: October 4, 2017


  
    

  


  
    
      
        
          PROCEDURES


          
            

            
              
                
                  
                    

                    
                      	1. In accordance with U.S. Department of Transportation (DOT) regulations, drugs for which tests will be conducted include marijuana, cocaine, amphetamines, opioids, and phencyclidine (PCP). Urine specimens will be used to test for these drugs. Specimen collection, handling, and testing will be conducted according to DOT urine specimen collection procedures guidelines. These guidelines require a urine sample be divided between two containers (split specimen) to allow one container for immediate testing and one for testing at a later date, if the employee requests that the split specimen be tested.

                    


                    
                      	2. Applicants and employees subject to drug testing will be positively identified by a photo ID, such as a driver's license, and will be asked to remove their outer garments (hats, coveralls, coats, jackets, etc.) and empty their pockets prior to specimen collection. The collection site and procedure will be designed to allow individual privacy and preserve the dignity of each person tested. Direct observation of the urine sample collection will not normally be required but may be necessary if there is reason to believe a specimen could be adulterated or substituted. In these cases, collections will be observed by a person who is of the same sex as the person being tested.

                    


                    
                      	3. Reports of each drug test will be reviewed by a DOT qualified Medical Review Officer (MRO) who is a licensed physician with knowledge of controlled substance abuse disorders and issues relating to adulterated and substituted specimens as well as the possible medical causes of specimens having an invalid result. The MRO will interpret and evaluate the results of each test, along with relevant medical information about each applicant or employee. Verified positive test results will be reported to the Risk and Benefits Management Division who will notify the employee's supervisor and the local human resources staff for follow-up.

                    


                    
                      	4. Employees who are in positions which require a CDL (CDL positions) are subject to DOT randmon drug testing. For DOT random drug testing, the federal regulations specify the percentage of employees to be tested annually. Although not specifically required by DOT regulations, the department also conducts random drug tests on employees which are safety-sensitive, but do not require a CDL. For this non-DOT random drug testing, three employees per district are randomly selected every quarter to be drug tested. Employees in safety-sensitive positions that do not require a CDL and volunteer or are required to perform DOT safety-sensitive functions during winter operations will be included in the non-DOT random testing pool from May through October. They will be excused from testing or otherwise not available during the quarter in which they are selected for non-DOT random drug testing, an alternate employee will be selected. A computer generated selection process will be used to ensure each covered employee has an equal chance of being selected for testing.

                    


                    
                      	5. Safety-sensitive positions include positions that require a Commercial Drivers’ License (CDL), which is a DOT requirement, as well as positions that do not require a CDL but meet the department's safety-sensitive criteria described below. The safety-sensitive status of each position is identified in the Title (TITL) window in the SAM II HR/Payroll System.

                    


                    
                      	Criteria which makes an employee's position require a CDL is described in Personnel Policy 0510, "Commercial Driver's License." Employees are not required to obtain a CDL unless they meet the requirements of policy 0510.

                    


                    
                      	Activities considered to make a position safety-sensitive include, but are not limited to, those listed below. The amount of exposure or extent of operation is considered when determining whether or not to classify a position as safety-sensitive.

                    


                    
                      	
                        
                          	a. Exposure to traffic or heavy equipment while working on highways right-of-ways, construction sites, and other work zones.

                        

                      

                    


                    
                      	
                        
                          	b. Operation of aircraft.

                        

                      

                    


                    
                      	
                        
                          	c. Operation of heavy equipment.

                        

                      

                    


                    
                      	
                        
                          	d. Operation of forklifts.

                        

                      

                    


                    
                      	
                        
                          	e. Operation of department vehicles for a significant portion of the time; or driving in a manner inconsistent with normal traffic patterns (frequent entering and exiting traffic, driving much slower than speed limit, etc.).

                        

                      

                    


                    
                      	
                        
                          	f. Operation of power equipment or tools (lathes, drill presses, chain saws, etc.).

                        

                      

                    


                    
                      	
                        
                          	g. Performance of maintenance on department automobiles, trucks, heavy equipment, or aircraft.

                        

                      

                    


                    
                      	
                        
                          	h. Use of or exposure to corrosive chemicals (acids, alkalines, etc.).

                        

                      

                    


                    
                      	6. Wage and salaried employees in any position will be required to complete a drug test when evidence shows reasonable suspicion that an employee has used illegal drugs on the job; performed job duties while affected by drugs; or used illegal drugs off the job (for employees performing safety-sensitive duties only). Evidence which may provide a reasonable suspicion includes, but is not limited to, the following:

                    


                    
                      	
                        
                          	a. Employee is observed using or possessing what appears to be an illegal drug while on the job. Also see Personnel Policy 2507, "Federal Drug-Free Workplace Act.”

                        

                      

                    


                    
                      	
                        
                          	b. Employee's appearance, behavior, speech, or body odors indicate employee may be affected by illegally used drugs while on the job.

                        

                      

                    


                    
                      	
                        
                          	c. Employee is arrested for a drug-related offense, or identified as the focus of a criminal investigation into illegal drug possession, use, distribution, or manufacturing. (For employees in CDL and other safety-sensitive positions only.) Also see Personnel Policy 2507, "Federal Drug-Free Workplace Act.”

                        

                      

                    


                    
                      	
                        
                          	d. Information is provided either by reliable and credible sources or independently corroborated that an employee has used illegal drugs.

                        

                      

                    


                    
                      	7. If an applicant or employee wishes to challenge their drug test results, they may do so by requesting a test of their split specimen within 72 hours of when the MRO notifies them of their right to have the split specimen tested. THe MRO will make arrangements for the split specimen to be sent to another certified laboratory for testing. Applicants and employees will be responsible for paying for transporting their sample to the second laboratory, laboratory testing, review by an MRO, and all other related costs. The results of these second tests will determine what action will be taken. For applicants, if the results of the second test are positive, the conditional offer will be withdrawn. Applicants and employees will be reimbursed for the cost of the second test if it is negative. If the results of the second test are positive, the employee will be released from employment or the applicant's job offer will be withdrawn. Only one split specimen test is permitted under the DOT regulations. Employees may not request further tests or challenge the results of the confirmation test.

                    

                  

                

              

            

          

        

      

    

  


  
    
      
        
          
            
              
                
                  CROSS REFERENCE

                

              

            

          

        

      

    

  


  Policy 2507, "Federal Drug-Free Workplace Act"


Policy 0510 "Commerical Drivers License"


FORMS

DOT Random Testing Roster


Reasonable Suspicion Testing - Drugs Flowchart


Reasonable Suspicion Observation Form
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  Chapter Title: Employee Conduct


  Policy Title: Driving Privileges (2509)


  Policy Number: 2509


  Effective Date: July 1, 2009


  Prior Effective Date: January 1, 2009


  



  POLICY STATEMENT


  


  The department is committed to the safe operation of department vehicles used in the course of work activities and, has established procedures to be followed when employees are required to drive a department vehicle.


  


  


  DEFINITIONS


  


  Driving Privileges: Having the appropriate license and driving status as required by the State of Missouri Department of Revenue, to lawfully operate department vehicles.


  


  Restrictions: Conditions put on driving privileges including, but not limited to, certified ignition interlock devices.


  


  Interim Period: The period of time granted from the date driving privileges have been lost or restrictions are imposed on driving privileges for an employee to reinstate driving privileges or to remove restrictions from driving privileges.


  


  Certified Ignition Interlock Device: A breath-analyzing device that must show a negative reading for vehicle start-up.


  


  


  PROVISIONS / REQUIREMENTS


  


  1. All employees required to operate department vehicles must have a valid operator's license or commercial driver's licenseand, where required, the necessary endorsements. (See Personnel Policy 0510, "Commercial Driver's License.") Failure to report the loss of driving privileges or any restrictions on driving privileges and unlawfully operating department vehicles will result in disciplinary action, which could include termination. An employee whose job responsibilities include driving a department vehicle must immediately report the restriction of a certified ignition interlock device requirement to his/her supervisor. Failure to do so may result in discipline, up to and including termination.


  


  2. Employees covered under this personnel policy who have lost their driving privileges, or have changes to driving privileges, must inform their supervisor immediatelyand must provide the effective date for the loss of or change in driving privileges. At the discretion of the District Engineer or Division Leader/State Engineer, employees may have up to a 90 calendar day interim period from the day they lose or have restrictions imposed on their driving privileges to reinstate driving privileges or to remove restrictions from their driving privileges. Employees shall provide documentation to their supervisor of the specific efforts they have made to reinstate their driving privileges or to remove restrictions from their driving privileges. Driving privileges will be verified through the Missouri Department of Revenue for validity, and the record from the Missouri Department of Revenue will be the basis for the official driving status.


  


  3. Employees will not be allowed to operate department vehicles until they have obtained the necessary driving privileges or have removed restrictions from their driving privileges. The following action will be taken during this interim period the employee is attempting to secure the necessary driving privileges:


  


  a.Employees whose jobs require frequent use of a department vehicleto perform their job duties will not be permitted to work if they have lost their driving privileges or if they have restrictions on their driving privileges that prevent them from driving a department vehicle in accordance with the provisions of Personnel Policy 0504, “Vehicle Usage and Liability.” Employees may remain on the payroll by using accrued vacation or compensatory time, or may instead request and may be granted a leave of absence without pay special conditions to cover this time period, at the discretion of the Division Leader/District Engineer.


  


  b.Employees whose jobs requiredriving a department vehicle, but for whom other arrangements can reasonably be made to carry out these driving responsibilities, may be allowed to remain on the job if they have temporarily lost their driving privileges or have restrictions on their driving privileges.


  


  4. Failure to secure driving privileges or to remove restrictions from their driving privilegesby the end of the interim period will subject the employee to termination if the job requires frequent driving of a department vehicle to perform their job duties. An employee in a job that requires a CDL will not be allowed to remain on the job if the employee’s driving privilege does not include the operation of a commercial motor vehicle. Employees who secure driving privileges subject to restrictions on use, including but not limited to, a certified ignition interlock device requirement may be deemed to not have maintained driving privileges and may be subject to discipline, up to and including termination. A lesser disciplinary action may be appropriate for those employees where frequent use of a department vehicle to perform their job duties is not required and the use of another driver does not create a serious impact on productivity or the efficiency of the work unit's operations.


  


  If a vacancy exists that does not require frequent use of a department vehicle to perform job duties and the employee meets the qualifications for the vacant job, he or she may apply for and be considered for the vacancy, along with other qualified applicants. The department has no obligation to create a position or give preferential treatment to accommodate employees who have lost their driving privileges.


  


  5. Employees who have lost driving privileges for a second or subsequent time are subject to discipline, up to and including termination.


  


  6. At the discretion of the District Engineer or Division Leader/State Engineer, an employee who has been released from the department for failure to maintain driving privileges may be eligible for re-employment once he/she has secured the driving privileges required for the position for which he/she has applied.


  


  


  CROSS REFERENCES


  


  Personnel Policy 0510, “Commercial Driver’s License”



  Personnel Policy 0504, “Vehicle Usage and Liability”




  


  


  Chapter Title: Employee Conduct


  Policy Title: Alcohol Testing Program (2511)


  Policy Number: 2511


  Effective Date: September 5, 2018


  Prior Effective Date: October 4, 2017


  
    
      

    


    POLICY STATEMENT


    
      The department will conduct alcohol breath tests on employees as described in this policy. This testing will be done to provide an efficient, safe work environment for department employees, and protect the public by ensuring employees are free from the effects of alcohol impairment while on the job and to comply with the U.S. Department of Transportation (DOT) regulations. Testing procedures will comply with alcohol testing requirements of the DOT.
    


    
      

    


    PROVISIONS/REQUIREMENTS


    
      SECTION I - GENERAL
    


    
      

    


    
      1. Employees are prohibited from possessing or consuming alcohol on the job. Employees are also prohibited from performing work or reporting for work while affected by alcohol. Employees are prohibited from performing safety-sensitive functions within four hours after consuming alcohol (eight hours for pilots). Employees who perform safety-sensitive duties are also prohibited from consuming alcohol within eight hours following an on-the-job accident or until they complete an alcohol test, whichever occurs first.
    


    
      

    


    
      2. Wage employees and salaried employees who have not completed their initial probationary period (first six months in a salaried position) will be dismissed from employment with the department if they test positive on an alcohol test with a breath-alcohol content (BrAC) level of 0.02 or higher.
    


    
      

    


    
      3. Salaried employees who have completed their initial probationary period and test positive on an alcohol test with a BrAC level of 0.04 or higher will be dismissed from employment with the department.
    


    
      

    


    
      4. Salaried employees who have completed their initial probationary period and test positive on an alcohol test with a BrAC level of 0.02-0.039 will receive a 40-hour suspension without pay, a recommendation to contact the Employee Assistance Program (EAP), and will be subject to and must pass a return to duty test. These employees will also be on disciplinary probation for one year. If a second positive test occurs (at a BrAC level of 0.02 or above), the employee will be dismissed from employment with the department.
    


    
      

    


    
      5. The department will conduct alcohol tests on employees in positions which require a commercial driver's license (CDL position) if performing safety-sensitive functions during the work shift in which the test is to be conducted. The department will also conduct alcohol tests on employees who hold a CDL and volunteer or are required by the department to perform a safety-sensitive function during the work shift in which the test is to be conducted.




The department will also conduct alcohol tests on employees w ho work in positions which are safety-sensitive bu tdo not require a CDL. Alcohol testing conducted on these employees who work in positions which are safety-sensitive, but do not require a CDL, is done under department personnel policy rather than DOT requirements.


    
      

    


    
      Employees and collection facilities must be notified whether an alcohol test is being conducted due to DOT requirements or department requirements. This notification may be provided by the local human resources staff, district/division Risk and Benefits Management (RB) staff, or the supervisor.
    




Employees who volunteer to perform safety-sensitive duties are required to sign the "Volunteer for Safety-Sensitive Job Duties Drug and Alcohol Testing Acknowledgement" Form.


    
      

    


    
      6. The department will not conduct alcohol tests for:
    


    
      

    


    
      A. External applicants.
    


    
      

    


    
      B. Employees in non safety-sensitive positions, unless they hold a CDL and are required by the department to perform a safety-sensitive function during the work shift in which the test is to be conducted.


    
      

    


    
      C. Employees in safety-sensitive positions who are performing non safety-sensitive functions during their work shift. 
    


    
      

    


    
      Examples of when employees are performing entirely non safety-sensitive functions include, but are not limited to, the following:
    


    
      

    


    
      (1) Attendance at a training program such as computer training. If the training involves the use of a commercial motor vehicle (CMV), such as operation of equipment for snow removal, the training is considered to be a safety-sensitive function.
    


    
      

    


    
      (2) Attendance at an all-day staff meeting, team meeting, or conference. If employees drive a CMV to and from training programs, meetings, etc., they have performed safety-sensitive functions during their work shift and are subject to testing.
    


    
      

    


    
      

    


    
      SECTION II - TESTING CATEGORIES
    


    
      

    


    
      Employee Testing
    


    
      

    


    
      7. Wage and salaried employees who perform safety-sensitive functions will be subject to alcohol testing as listed below. Further explanations of these conditions for alcohol testing are provided in paragraphs 8-11.
    


    
      

    


    
      A. Random testing is required for employees who hold a CDL and are required by the department to perform a safety-sensitive function during the work shift in which the random alcohol test is to be conducted (see paragraph 8).
    


    
      

    


    
      B. Reasonable suspicion testing is required when evidence provides reasonable suspicion that an employee reported to work or performed work while affected by alcohol, or consumed alcohol on the job (see paragraph 9).
    


    
      

    


    
      C. Post-accident testing, is required when an employee is involved in a serious accident (see paragraph 10).
    


    
      

    


    
      D. Return to duty testingis required before a salaried employee is allowed to return to work if a salaried employee (beyond initial probation) tests positive on an alcohol test with a BrAC level of 0.02 - 0.039(see paragraph 11).
    


    
      

    


    
      Random Testing
    


    
      

    


    
      8. Wage and salaried employees who perform safety-sensitive functions will be subject to random alcohol testing. Alcohol tests will be conducted in this random category only if employees volunteer or are required by the department to perform a safety-sensitive function during the work shift in which the random alcohol test is to be conducted.
    


    
      

    


    
      Reasonable Suspicion Testing
    


    
      

    


    
      9. Wage and salaried employees performing safety-sensitive functions during their work shift will be required to complete an alcohol test when evidence shows reasonable suspicion that employees have:
    


    
      

    


    
      A. Reported for work while affected by alcohol;
    


    
      

    


    
      B. Performed safety-sensitive functions while affected by alcohol;
    


    
      

    


    
      C. Consumed alcohol while performing safety-sensitive functions;


    
      

    


    
      Alcohol tests will be conducted in this category only if employees are performing
    


    
      safety-sensitive functions during their work shift.
    




While possession of alcohol alone is not sufficient evidence to conduct a reasonable suspicion alcohol test, possession of alcohol may be a factor in determining whether reasonable suspicion exists. Also, per paragraph 1 of this policy, all employees are prohibited from possessing alcohol on the job.


    
      

    


    
      The decision to test must be based on a reasonable belief by a supervisor, who has been trained in the detection of alcohol abuse, that employees have violated A, B, C above. Information on what may provide reasonable suspicion is outlined in Procedure 2511, “Alcohol Testing Program.”
    


    
      

    


    
      If an alcohol test is required, it should be completed within two hours but must be completed within eight hours after the suspicious behavior was observed. Employees who pass this test will be allowed to return to work with no loss in pay.
    


    
      

    


    
      Post-Accident Testing
    


    
      

    


    
      10. There are two categories of testing under post-accident testing noted below. Employees tested under post-accident testing criteria will not be suspended without pay while waiting for test results. These employees will be allowed to return to their normal assignments pending their test results.
    


    
      

    


    
      A. DOT Required Testing: Wage and salaried employees who perform DOT safety-sensitive functions will be required to complete an alcohol test when directly involved in a serious accident - an accident in which they are driving a CMV on a public road and the accident resulted in either:
    


    
      

    


    
      (1) A human fatality; or
    


    
      

    


    
      (2) A citation being issued, within 8 hours of the accident, to the employee driver under state or local laws for a moving traffic violation arising from the accident and one of the following two situations existed: 
    


    
      

    


    
      a. Bodily injury occurred to oany person who, as a result of the injury, immediately receives medical treatment away from the scene of the accident; or
    


    
      

    


    
      b. Disabling damage occurred to one or more of the motor vehicles, which required the vehicle to be transported away from the scene of the accident.
    


    
      

    


    
      Due to the restrictions for testing under this category, especially when an accident occurs on a public road, supervisors are expected to contact law enforcement officials to help investigate the accident. Whether a law enforcement official arrives or not, supervisors are responsible for determining if an alcohol test should be required.
    


    
      

    


    
      If an alcohol test is required, it should be completed within two hours and must be completed within eight hours after the accident. Testing cannot be required after eight hours. Employees involved in serious accidents are to be told they cannot consume alcohol for eight hours following the accident or until an alcohol test is completed, whichever occurs first.
    


    
      

    


    
      B. Department Personnel Policy Required Testing: Although not specifically required by DOT regulations, the department will also conduct post-accident alcohol testing on wage and salaried employees in CDL positions and employees who perform safety-sensitive duties under the circumstances listed below. The criteria in (1), (2), and (3) below must all be met to require an alcohol test by department personnel policy.
    


    
      

    


    
      (1) When an employee is on department business and directly involved in an accident on public or private property, in which the circumstances show the employee either caused the accident or failed to take reasonable measures to avoid the accident.
    


    
      

    


    
      (2) The employee was operating a CMV or any type of heavy equipment other than a motor vehicle (car, pickup, etc.).
    


    
      

    


    
      (3) The accident caused either:
    


    
      

    


    
      a. A fatality or bodily injury requiring immediate medical treatment away from the scene of the accident; or
    


    
      

    


    
      b. Property damage (to public or private property) in excess of $5,000.00.
    


    
      

    


    
      Return to Duty Testing
    


    
      

    


    
      11. Salaried employees (beyond initial probation) who test positive on an alcohol test with a BrAC level of 0.02 – 0.039 will not be allowed to return to work until they pass an alcohol test (return to duty test) and complete the required suspension without pay.
    


    
      

    


    
      

    


    
      SECTION III - VOLUNTARY REHABILITATION OR EDUCATION
    


    
      

    


    
      12. The department encourages employees who feel they have problems with alcohol to voluntarily participate in an alcohol rehabilitation program; however, even if in such a program, employees should be aware that they are subject to the same tests as any other employee. Discipline for positive results will be administered in accordance with the this personnel policy. Employees are responsible for the cost of their alcohol rehabilitation program. Employees may contact the EAP or their insurance provider to learn what coverage they have for a rehabilitation program. Information about alcohol rehabilitation centers in Missouri will be provided by the RB Division. Employees who attend an alcohol rehabilitation program may utilize accumulated sick leave, annual leave, or compensatory time, if needed, for time spent in the program during which they are not able to work. ShareLeave will not be available for time spent in rehabilitation. Employees who use all their paid leave time may be placed on sick leave without pay status to complete the program; or they may be allowed to claim unpaid Family and Medical Leave (FMLA) leave, if they have not used their limit of FMLA leave during the previous 12 months and the leave time qualifies under the FMLA.


    
      

    


    
      

    


    
      SECTION IV - DISCIPLINE
    


    
      

    


    
      13. Testing positive on an alcohol test is considered misconduct connected to work.
    


    
      

    


    
      14. Employees who complete an alcohol test will be immediately informed of the results of their test. Employees who pass this test will be allowed to return to work.
    


    
      

    


    
      15. All employees who refuse to complete any required alcohol test or fail to report for an alcohol test when scheduled will be dismissed from employment. Salaried employees (beyond initial probation) who tested positive on an alcohol test at a BrAC level of 0.02-0.039 and refuse to take the required return to duty test will be dismissed from employment. Employees dismissed from employment under this paragraph may have rights to appeal such termination as outlined in Personnel Policy 2100, “Grievance Procedure”.


    
      

    


    
      16. Employees who are dismissed from employment or voluntarily resign as a result of any action related to alcohol testing will not be eligible for consideration for re-employment with the department.
    


    
      

    


    
      SECTION IV - TEST RESULT CHALLENGES
    


    
      

    


    
      17. When an alcohol test is performed, employees will be given a confirmation test if their initial (screening) test is at or above 0.02 BrAC. The confirmation test will be completed in no less than 15 minutes from the completion of the screening test. The confirmation test will be used to determine the results of the alcohol test. Employees may not request further tests or challenge the results of the confirmation test.
    


    
      

    


    
      18. Employees who feel they have unfairly been required to complete an alcohol test under reasonable suspicion may file a grievance through Personnel Policy 2100, "Grievance Procedure." Employees may not file grievances for other required tests or for discipline related to failing an alcohol test except that employees dismissed for a positive alcohol test may have rights to appeal such termination as outlined in Personnel Policy 2100, “Grievance Procedure”.


    
      

    


    
      SECTION V - ADMINISTRATION
    


    
      

    


    
      19. The department's alcohol testing program will be administered by the RB Division who will be responsible for maintaining all records relating to the alcohol testing program. All information specifically related to alcohol testing of employees is confidential and will be treated as such by those who have a need for the information in the performance of their duties.
    


    
      

    


    
      20. Except as specifically required by DOT regulations, the director of MoDOT shall have discretion to vary the terms of this personnel policy if individual circumstances warrant.
    


    
      

    


    
      

    


    CROSS REFERENCES


    
      Personnel Policy 2100, “Grievance Procedure”


    PROCEDURES


    
      Procedure 2511, “Alcohol Testing Program”

    




FORMS

"Volunteer for Safety-Sensitive Job Duties Drug and Alcohol Testing Acknowledgement" Form



  



  Chapter Title: Employee Conduct


  Procedure for Policy Title: Alcohol Testing Program (2511)


  Policy Number: 2511


  Effective Date: October 4, 2017


  Prior Effective Date: October 1, 2014


  
    

  


  
    
      
        
          PROCEDURES


          
            
              
                
                  
                    
                      

                      	
                        
                          
                            
                              
                                

                                
                                  	1. Employees required to complete an alcohol test will be positively identified by a photo ID, such as a driver’s license, prior to a test being conducted. The collection site and procedure will be designed to allow individual privacy and preserve the dignity of each person tested.

                                


                                
                                  	2. Alcohol breath tests will be conducted by a Department of Transportation (DOT) certified Breath Alcohol Technician (BAT).

                                


                                
                                  	3. Positive test results will be reported to the employee’s supervisor by the BAT. Results of each alcohol test will be reported to the Risk Management Division. The Risk Management Division will then report positive alcohol test results to the local human resources staff for follow-up.

                                


                                
                                  	4. Employees who work in safety-sensitive positions will be subject to random testing. A computer generated selection process will be used to ensure each covered employee has an equal chance of being selected for testing.

                                


                                
                                  	5. Safety-sensitive positions include positions that require a Commercial Driver’s License (CDL), which is a DOT requirement, as well as positions that do not require a CDL but meet the department's safety-sensitive criteria described below. The safety-sensitive status of each position is identified in the Title (TITL) window in the SAM II HR/Payroll System.

                                


                                
                                  	Criteria which makes an employee's position require a CDL is described in Personnel Policy 0510, "Commercial Driver's License." Employees are not required to obtain a CDL unless they meet the requirements of policy 0510.

                                


                                
                                  	Activities considered to make a position safety-sensitive include, but are not limited to, those listed below. The amount of exposure or extent of operation is considered when determining whether or not to classify a position as safety-sensitive.

                                


                                
                                  	
                                    
                                      	a. Exposure to traffic or heavy equipment while working on highways right-of-ways, construction sites, and other work zones.

                                    

                                  

                                


                                
                                  	
                                    
                                      	b. Operation of aircraft.

                                    

                                  

                                


                                
                                  	
                                    
                                      	c. Operation of heavy equipment.

                                    

                                  

                                


                                
                                  	
                                    
                                      	d. Operation of forklifts.

                                    

                                  

                                


                                
                                  	
                                    
                                      	e. Operation of department vehicles for a significant portion of the time; or driving in a manner inconsistent with normal traffic patterns (frequent entering and exiting traffic, driving much slower than speed limit, etc.).

                                    

                                  

                                


                                
                                  	
                                    
                                      	f. Operation of power equipment or tools (lathes, drill presses, chain saws, etc.).

                                    

                                  

                                


                                
                                  	
                                    
                                      	g. Performance of maintenance on department automobiles, trucks, heavy equipment, or aircraft.

                                    

                                  

                                


                                
                                  	
                                    
                                      	h. Use of or exposure to corrosive chemicals (acids, alkalines, etc.).

                                    

                                  

                                


                                
                                  	6. Wage and salaried employees who perform safety-sensitive functions during their work shift will be required to complete an alcohol test when evidence shows reasonable suspicion that employees have reported for work while affected by alcohol; performed safety-sensitive functions while affected by alcohol; or consumed alcohol while performing safety-sensitive functions. Alcohol tests will be conducted in this category only if employees are performing safety-sensitive functions during their work shift. Evidence which may provide a reasonable suspicion includes, but is not limited to, the following:

                                


                                
                                  	
                                    
                                      	a. Employee is observed consuming or possessing what appears to be alcohol while on the job.

                                    

                                  

                                


                                
                                  	
                                    
                                      	b. Employee's appearance, behavior, speech, or body odors indicate he/she may be affected by alcohol on the job.

                                    

                                  

                                


                                
                                  	7. Salaried employees (beyond initial probation) who test positive on an alcohol test with a breath alcohol content (BrAC) level between 0.02 and 0.039 will:

                                


                                
                                  	
                                    
                                      	a. Receive a 40 hour suspension without pay.

                                    

                                  

                                


                                
                                  	
                                    
                                      	b. Receive a recommendation to contact the Employee Assistance Program.

                                    

                                  

                                


                                
                                  	
                                    
                                      	c. Be subject to and must pass a return to duty test.

                                    

                                  

                                


                                
                                  	
                                    
                                      	d. Be on disciplinary probation for one year.

                                    

                                  

                                


                                
                                  	
                                    
                                      	e. Have a copy of the disciplinary letter detailing the terms mentioned above placed in their employee personnel files for two years from the date of suspension without pay (these letters will be removed from employee personnel files after two years, but permanent confidential records will be kept by the Risk Management Division).

                                    

                                  

                                


                                
                                  	
                                    
                                      	f. Be dismissed from employment with the department if a second positive test (with a BrAC level of 0.02 or above) occurs.

                                    

                                  

                                

                              

                            

                          

                        

                      

                    

                  

                

              

            

          

        

      

    

  


  
    
      
        
          
            
              
                
                  CROSS REFERENCE

                

              

            

          

        

      

    

  


  Policy 0510, Commercial Driver's License
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  Chapter Title: Employee Conduct


  Policy Title: Workplace Security (2512)


  Policy Number: 2512


  Effective Date: September 1, 2015


  Prior Effective Date: November 1, 2012


  


  POLICY STATEMENT


  


  The Missouri Department of Transportation is committed to increasing theThe Missouri Department of Transportation is committed to increasing the safety of its employees while at work by establishing procedures for reporting, investigating, and responding to incidents of threatened and/or actual violence. Discrimination, harassment, and retaliation against person(s) reporting or responding to behavior prohibited under this personnel policy are strictly prohibited. Also prohibited is any interference or obstruction by an employee with any departmental investigation that is deemed necessary under this personnel policy. Violation of this policy may result in discipline, up to and including termination.


  


  


  DEFINITION


  


  


  
    
      
        
          

          Prohibited Behavior - Includes any communication or physical actions intended or reasonably expected to threaten, intimidate, or harm another person. This includes, but is not limited to:


          
            	
              
                	A. Verbal comments, directly or indirectly expressed in a veiled or conditional manner to another person(s).

              

            

          


          
            	
              
                	B. Written or pictorial documentation, including computer memorandum(s).

              

            

          


          
            	
              
                	C. Hitting, pushing, kicking, holding, impeding, physical gestures, or forcibly blocking the movement of another person(s).

              

            

          


          
            	
              
                	D. Intimidating actions such as name calling, insults, yelling or shouting at coworkers, menacing looks or body posturing, abusive language, teasing, ridiculing, bullying, or demonstrations of aggressive actions either directly or indirectly towards another employee.

              

            

          

        

      

    

  


  


  


  


  


  PROVISIONS/REQUIREMENTS


  


  


  
    
      
        
          

          
            	1. The department prohibits any person from carrying a firearm or weapon of any kind that is readily capable of lethal use into a department-owned or occupied building as provided in Section 571.030.1(8) of the Revised Statutes of Missouri (RSMo), whether or not the person has a permit to carry a concealed firearm. The department will post signs prohibiting such firearms or weapons in MoDOT-owned or occupied buildings. The department further prohibits firearms or any weapon readily capable of lethal use in any department equipment or vehicles, whether or not the person has a permit to carry a concealed weapon. The department prohibits its employees from carrying a firearm or any weapon readily capable of lethal use while conducting MoDOT business, regardless of the location, whether or not the employee has a permit to carry a concealed firearm. This policy is not intended to prohibit storage of a concealed or unconcealed firearm or other weapon capable of lethal use in an employee’s personal vehicle, as long as the firearm or weapon capable of lethal use remains locked in the vehicle and not removed or brandished on department property or while conducting MoDOT business.

          


          
            	2. For the protection of other employees, any employee being stalked or otherwise threatened off the job is strongly urged to notify his/her immediate supervisor or the local Human Resources (HR) office or the district/Central Office security coordinator. Attached to this policy is guidance for domestic violence prevention. In those cases where a restraining order has been issued, the employee is required to notify his/her immediate supervisor, the local HR office, or the district/Central Office security coordinator. If reported to the immediate supervisor, the supervisor is required to immediately forward the information to the local HR office or the district/Central Office security coordinator.

          


          
            	3. Any employee who has been subjected to behavior prohibited by this personnel policy, or who has knowledge of behavior prohibited by this personnel policy, is required to immediately and accurately report the matter to his/her immediate supervisor (next higher supervisor if the concern is concerning the immediate supervisor), the local HR representative, or the district/Central Office security coordinator.

          


          
            	This includes any violations of this personnel policy an employee may have witnessed or heard that another person has received, and is job-related or might be carried out on department property or connected to department employment. Employees are responsible for making this report regardless of the nature of their relationship to the individual who initiated the prohibited behavior. The failure to report such incidents under this personnel policy could result in disciplinary action, up to and including termination.

          


          
            	4. This personnel policy does not preclude employees from contacting law enforcement or emergency personnel at any time should the incident/behavior, in their estimation, warrant an immediate intervention by law enforcement personnel.

          


          
            	5. Any employee intentionally making a false report under this personnel policy will be subject to disciplinary action, up to and including termination.

          


          
            	6. To effectively respond to incidents under this personnel policy, the department has established Threat Assessment Teams (TATs) within each district and the Central Office. These teams are responsible for investigating and coordinating responses to incidents occurring within their respective locations. The TATs will work in conjunction with appropriate department officials from the Central Office, as well as local law enforcement and emergency agencies when necessary, to coordinate and respond to incidents as they occur.

          


          
            	It is suggested, but not required, that the TATs should include the following representatives during an incident response: district/division management member, a HR manager, the district/Central Office security coordinator, Central Office Risk and Benefits (RB) management representative and, when appropriate, the immediate supervisor from the work unit where the incident occurred. Additionally, a chief counsel representative from the Central Office may be involved should an incident warrant such input. Members of the district TATs will be appointed by the respective district engineer, while the Central Office TATs will be appointed by the director of the department or a designated representative.

          


          
            	7. All incidents reported to supervisory personnel under this personnel policy shall be promptly forwarded to the HR manager/director or district/Central Office security coordinator to determine if the involvement of TAT is necessary. In the event of a report requiring immediate intervention by law enforcement personnel, the appropriate law enforcement agencies will be contacted immediately.

          


          
            	8. When appropriate, the department will cooperate and assist with any criminal investigation(s) or prosecution(s) that may result from reported incidents under this personnel policy.

          


          
            	9. All incidents reported under this personnel policy will be kept confidential by the department to the extent possible. However, the department, after receiving a report, is required to act appropriately and prudently based upon the information received to ensure the physical safety of its employees and others. Therefore, the department cannot promise anonymity to the person(s) who made the report. The identity of the person(s) making the report shall only be disclosed to those who have a legitimate need to know in those cases where disclosure is necessary.

          


          
            	10. Districts/divisions/offices are required to document all reported incidents under this personnel policy. On a periodic basis, districts/divisions/offices will be required to submit basic, non-confidential statistical information on these incidents to the Risk and Benefits Management Division.

          

        

      

    

  


  


  CROSS REFERENCE


  


  Section 571.030.1(8), RSMo



  


  


  ATTACHMENTS


  District/Central Office Security Coordinators



  Domestic/Relationship Violence Prevention Guidance




  District/Central Office Security Coordinators


  
    
      
        
          From Human Resources


          


          
            

          


          


          DISTRICT / CENTRAL OFFICE SECURITY COORDINATORS


          

          Northwest District, Dan Rosenbohm


          Northeast District, Shari Dye


          Kansas City District, Joe Jarboe


          Central District, Chris Engelbrecht


          St. Louis District, Lisa Lamons


          Southwest District, Brad Leonard


          Southeast District, Enos Criddle


          Central Office, Tim Taylor

        

      

    

  


  Domestic/Relationship Violence Prevention Guidance


  
    
      
        
          

          


          Domestic/relationship violence occurs when an individual uses a pattern of emotional, verbal, sexual, and/or physical abuse to control an intimate partner. Domestic/relationship violence can affect anyone, regardless of gender, sexual orientation, race, culture, age or religion. Disagreements develop from time to time in relationships. Domestic/relationship violence is not a disagreement; it is a pattern of behaviors that may cause psychological harm or physical injury and/or be criminal in nature.


          Domestic/relationship violence may begin with insults, name calling, shoving, or throwing and breaking objects, then proceed to driving recklessly to endanger or scare another person, isolating family members from others, and controlling resources like money, vehicles, credit, and time. More physically violent behaviors include threats of violence or suicide, threats to take children from the abused person, hurting pets, kidnapping, stalking, hitting, and strangling/choking. Abuse is a learned pattern of behavior and without intervention becomes more destructive and sometimes lethal over time. Abusive individuals may have a need for power or control over someone else to compensate for their own low self esteem, insecurity, fear, and confusion. Abusers or those concerned that they may become abusers should contact the EAP.


          


          
            
              
                
                  

                  Relationship Violence Warning Signs


                  A partner who:


                  
                    	• Makes all the decisions in the relationship; tries to control you by being bossy and giving orders. You might feel like you’re walking on eggshells around the abuser.


                    	• Loses his or her temper and then blames you for causing this loss of control; says you provoked them, led them on, made them do it; twists your words and makes you feel like you’re the “crazy one.”


                    	• Checks up on you frequently - listens in on phone calls, checks your e-mail, constantly asks about your whereabouts, calls you at work, checks your car mileage, always wants to be with you to the exclusion of anyone or anything else in your life.


                    	• Is jealous and possessive of you and/or won’t accept breaking up.


                    	• Doesn’t take your opinion seriously - puts down your thoughts or feelings, calls you names.


                    	• Threatens you, your friends or family or pets - uses or owns weapons, scares you because you are unsure of how he/she will react to the things you say or do. Says they can’t live without you and may threaten suicide.


                    	• Is violent - this may include “just” grabbing too hard or pinching up to serious physical violence, such as choking and hitting behaviors. They may have a history of fighting or losing their temper quickly, and brag about mistreating others.


                    	• Engages in reckless behavior, including dangerous driving, abuse of alcohol or other drugs - may pressure you to take them also.


                    	• Has a history of bad relationships - blames the other person for problems in the relationship(s).


                    	• Your friends and family have warned you about or told you they were worried for your safety.


                    	• “Too good to be true” - at least in the beginning.


                    	• Can’t stand to be away from you - this can include jealousy, possessiveness and stalking


                    	• Manipulative behaviors - makes you feel guilty or embarrassed to say no.


                    	• After a violent episode, the abuser is apologetic, sends flowers, etc., and promises to never do it again, then repeats the same behavior.

                  



                  Steps to Increase Your Safety


                  
                    	1. Tell someone you trust what is happening; a friend, relative or contact a counselor at the EAP.


                    	2. Report the situation to you local Security Coordinator


                    	3. Alert your supervisor of the situation.


                    	4. Develop a plan with a range of options for your safety. Keep this plan in a safe, private place away from your abuser. Do not tell anyone about this plan unless he/she is a part of it. Do not leave notes, addresses, appointments, or other clues lying around.


                    	5. Talk to schools and childcare providers about who has permission to pick up the children.


                    	6. Find a lawyer knowledgeable about family violence to explore custody, visitation, and divorce provisions that protect you and your children.


                    	7. Practice different exits from your home or office. Know what doors, windows, elevators, or stairwells to use. Plan how you are going to get to safe places.


                    	8. Have options for who you can call, where you can stay, and items you may need, such as money, clothing, medication, driver’s license, birth certificate, Social Security card, credit cards, insurance cards, police reports, any orders of protection you have filed, address book, car/house/bank keys, and photos of any of your injuries.


                    	9. Consider packing a bag in advance and leaving it with a friend, as well as an extra set of car/house keys.


                    	10. Always have someone walk you to your vehicle at night


                    	11. In an emergency call 911.


                    	12. File a protection order if you leave an abuser

                  



                  Steps to Follow if You Are Being Stalked


                  
                    	1. Be clear that the relationship is over. Tell the stalker “no” once and only once. The more you respond (even to say “no”), the more the stalker is encouraged.


                    	2. If the stalker has your phone number, do not change it. If you change your number this may upset the stalker and result in worse behavior. Always let calls go to voicemail and get another unlisted number. If he/she leaves messages, this can help your police case.


                    	3. Report stalking behaviors to the police.


                    	4. Report the situation to your local district/Central Office Workplace Security Coordinator.


                    	5. Alert your supervisor of the situation.


                    	6. Keep a detailed journal of all incidents and suspicious occurrences. Keep all e-mails, voice-mails, etc. Make sure to keep your records in a safe place.


                    	7. Let co-workers and neighbors know what is happening and give them a detailed description of the stalker and any vehicles he/she uses. Have them alert you if they see the stalker.


                    	8. Get to know the locations of police precincts, fire stations and all-night convenience stores. If you are being followed, do not go home. Go to one of these locations to get help.


                    	9. Find more resources online.

                  



                  Resources


                  
                    	• Missouri Coalition Against Domestic and Sexual Violence; www.mocadsv.org


                    	• United Way; www.unitedwaycemo.org, www.stl.unitedway.org


                    	• National Domestic Violence Hotline: 800-799-7233


                    	• National Sexual Assault Hotline: 800-656-4653

                  

                

              

            

          

        

      

    

  


  

  Chapter Title: Employee Conduct


  Policy Title: Workplace Relationships (2513)


  Policy Number: 2513


  Effective Date: January 1, 2009


  Prior Effective Date: July 1, 2005


  



  POLICY STATEMENT


  


  The department expects employees to work together as team members to achieve the goals of the department. The department recognizes that consensual social relationships between employees will occur and may occasionally disrupt department business. The department will take appropriate action to maintain a positive working relationship among its employees and to prevent disruption of department business.


  


  


  DEFINITIONS


  


  Consensual Social Relationship: a relationship to which both employees voluntarily and mutually consent including, but not limited to, dating, romantic relationships, sexual intimacies, marriages, marriages ending in dissolution, and the like.


  


  Disruption of Department Business: a consensual social relationship may disrupt department business, as that term is used in this policy, when such relationship causes: work disruptions; individual job performance to suffer; tension, uneasiness, or strife between employees in and outside the relationship; actual or perceived favoritism between the employees in the relationship; business decisions actually made or perceived to be made based on emotions or the relationship rather than on facts; an actual conflict of interest; the appearance of a conflict of interest based on the perception of employees or the public; the potential for sexual harassment complaints; or the like.


  


  Management: includes director’s management team, business unit leaders, district engineers, and division leaders/state engineers.


  


  Supervisor: an employee in a position of authority with responsibilities for assigning and evaluating work of other employees, approving time sheets of other employees, approving or denying requests for leaves of absences of other employees, issuing disciplinary actions to other employees, and the like.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. If employees enter into a consensual social relationship, the relationship will not be allowed to disrupt department business.


  


  2. If employees marry each other, they will not be allowed to report to the same immediate supervisor after they are married and one spouse will not be allowed to supervise the other.


  


  3. If a management level employee enters into a consensual social relationship with any MODOT employee, the management level employee shall promptly and confidentially provide a written notice of the relationship to his/her immediate supervisor and the human resources director. The human resources director, in consultation with the chief counsel or his/her designee, will immediately review the duties and business interactions between the employees to determine if their consensual social relationship may disrupt department business. Except as provided in paragraph 4, the relationship is not prohibited; however, the relationship will not be allowed to disrupt department business.


  


  4. The department prohibits any consensual social relationship, including marriage, between a supervisor or management level employee and an employee in his/her line of authority. However, if such a relationship develops despite this prohibition, the manager or supervisor shall promptly and confidentially provide a written notice of the relationship to his/her immediate supervisor and the human resources director.


  5. If a consensual social relationship is either prohibited under paragraph 4 or disrupts department business, the department will take appropriate action to transfer one or both of these employees if feasible and in the department's best interest. If transfer is not feasible or in the department's best interest, termination of the employment of one or both employees may be necessary. Failure to voluntarily and promptly report a consensual social relationship as required in paragraphs 3 and 4 above may result in immediate transfer or termination of one or both employees.


  

  Chapter Title: Employee Conduct


  Policy Title: Conflict of Interest (2514)


  Policy Number: 2514


  Effective Date: December 19, 2018


  Prior Effective Date: April 1, 2018


  



  POLICY STATEMENT


  


  Employees are expected to engage in activities that are compatible with the impartial and objective performance of their duties. Districts/divisions/offices are responsible for making their employees aware of this personnel policy at the time of employment. Violation of this personnel policy may lead to discipline up to and including termination. Certain prohibitions in this personnel policy are imposed by state law and could lead to criminal penalties upon prosecution. Employees are expected to regulary review this policy and ensure compliance with state law.


  


  PROVISIONS/REQUIREMENTS


  


  1. General


  


  A. In accordance with 105.452(5) RSMO, employees shall not use their decision-making authority for the purpose of obtaining a financial gain for themselves, a family member, or any other person.


  


  B. In accordance with Executive Order 92-04, employees shall avoid any interest, activity, or outside employment which improperly influences or gives the appearance of improperly influencing the performance of their official duties.


  


  C. In accordance with 226.090 RSMo, employees shall not have any monetary interest in, or act as agent for, the sale of road or bridge building material, equipment, tools, machinery or supplies, or in any contract for the construction or maintenance of state highways or bridges, or the financing thereof, or in any performance bond or workers' compensation or any other insurance furnished to the commission, or insurance furnished to any person, firm, or corporation contracting with the commission.


  


  D. In accordance with 229.090 RSMo, employees shall not be the sales agent in the sale to or purchase by the state, county, or road districts of road tools, culvert, or bridge materials or machinery, or have a monetary interest in any contract for the building of any bridge, culvert, or for the improvement of any public road to which the county or any road district is a party.

E. In accordance with Executive Order 17-02, employees shall not participate in a proceeding or decision in which the employee's impartiality might be reasonably questioned due to the employee's personal or financial relationship with a participant in the proceeding.

F. In accordance with Executive Order 17-02, employees shall not enter into or derive any benefit, directly or indirectly, from any contractual arrangement with the State of Missouri or any State Agency, which interferes with the conscientious performance of the employee's official duties.

G. In accordance with 105.452(1) RSMo, employees shall not act or refrain from acting in any capacity in which he or she is lawfully empowered to act by reason of any payment, offer to pay, promise to pay, or receipt of anything of actual pecuniary value paid or payable, or received or receivable, to him or herself or any third person, including any gift or campaign contribution, made or received in relationship to or as a condition of the performance of an official act, other than compensation to be paid by MoDOT.

H. In accordance with 105.452(4) RSMo, employees shall not favorably act on any matter that is so specifically designed so as to provide a special monetary benefit (i.e., being materially affected in a substantially different manner or degree than the manner or degree in which the public in general or a special class of persons will be affected) to such official or his/her spouse or dependent children.

I. Employees in job titles listed below shall comply with 105.483(5), (6), and (12) RSMo, 105.485 RSMo, and 105.487 RSMo, which require the filing of an annual personal financial disclosure statement with the Missouri Ethics Commission on or before May 1 of each year. Employees who held a job title listed below for any length of time within the required reporting period, including an interim position, are required to file a personal financial disclosure statement.

			Director											General Services Director

			Chief Engineer									Governmental Relations Director

			Chief Financial Officer								State Highway Safety and Traffic Engineer

			Assistant Chief Engineer							Human Resources Director

			Secretary to the Commission						Information Systems Director

			Audits and Investigations Director					Innovative Partnerships and Alternative Funding Director

			State Bridge Engineer								State Maintenance Engineer

			Chief Counsel									Motor Carrier Services Director

			Assistant Chief Counsel							Multimodal Operations Director

			Communications Director							Risk and Benefits Management Director

				 State Construction and Materials 

Engineer			 Transportation Planning Director	

			State Design Engineer							District Engineer

			Equal Opportunity and Diversity 

Director				Regional Counsel

			External Civil Rights Director

In addition to potential misdemeanor criminal penalties, individuals required to file a personal financial disclosure statement as outlined in Paragraph 1.I, may also have their salary suspended until such time as the personal financial disclosure statement is filed and shall be liable for late filing fees assessed by the Missouri Ethics Commission which comprises $10 per day for the first 30 days after May 1, and increasing to $100 per day starting the 30th day after the employee has been notified by the Missouri Ethics Commission that the employee has not filed their statement.

Employees in the above job titles are required to annually disclose service on boards, commissions, and committees pursuant to an annual review conducted by the Human Resources Division.

J. As applicable, employees serving in an executive or administrative capacity shall comply with 105.454.1 (1) – (4), RSMo. In addition, pursuant to 105.454 (5) and (6) RSMo, no employee serving in an executive or administrative capacity shall:

	(1) Perform any service for consideration, during one year after termination of his or her employment, by which performance he or she 	attempts to influence a decision of any agency of the state, in which he or she was an employee or over which he or she had 	supervisory power, except that this provision shall not be construed to prohibit any person from performing such service and 	receiving compensation therefor, in any adversary proceeding or in the preparation or filing of any public document or to prohibit an 	employee of the executive department from being employed by any other department, division or agency of the executive branch of 	state government.


	(2) Perform any service for any consideration for any person, firm, or corporation after termination of his or her employment in relation to 	any case, decision, proceeding, or application with respect to which he or she was directly concerned or in which he or she 	personally participated during the period of his or her service or employment.


	  In addition to loss of employment, failure to comply with these provisions could result in prosecution, and a finding of criminal 	violations which could result in misdemeanor or felony convictions.

K. Employees in the Divisions of Motor Carrier Services and Multimodal Operations (for the positions that conduct railroad administration activities) must comply with the following provisions:

	(1) In accordance with 622.120 RSMo, employees cannot be appointed to or continue employment in these divisions if they have any 	official relation to, own stocks or bonds in, or have any pecuniary interest in, any common carrier, railroad corporation, street railroad 	corporation, transportation of freight or property company, carrier, corporation or person subject to chapters 622, 387, 388, 389, 	390, or 391 RSMo.

	(2) In accordance with 622.130.1 RSMo, employees are prohibited from soliciting, suggesting, requesting, or recommending, directly or 	indirectly, to any common carrier or other person, subject to the supervision of these divisions, the appointment of any person to any 	office, place, position, or employment.


	(3) In accordance with 622.130.1 RSMo, such common carrier, person, and their officers, agents and employees are also prohibited 	from offering or giving to any employees of these divisions any free pass, transportation, or any reduction in fare to which the public 	generally is not entitled or free carriage for property or any present, gift, entertainment, or gratuity of any kind.


	  In addition to loss of employment, failure to comply with these provisions could result in complaints filed with the Missouri Ethics         Commission. Violation of these provisions by these employees could result in prosecution, and a criminal misdemeanor conviction     punishable by a fine not exceeding $1,000 or imprisonment in a county jail not exceeding one year, or both.





02. Employment Outside of the Missouri Department of Transportation (MoDOT)







  A. Employees working in the professional fields of engineering, law, or land surveying are prohibited from working outside the department in their professional fields. (See Right of Way Manual for outside employment restrictions applicable to all Right of Way employees.)


  


  B. Employees who choose to perform work outside MoDOT (self-employed, working for another employer, or volunteer work) will be held to the same performance standards for their work with MoDOT as employees who do not work outside MoDOT.


  


  3. Disclosure of Confidential Information


  


    In accordance with 105.452(2) and (3) RSMo, employees shall not use or disclose confidential information obtained in the course of or by reason of their employment or official capacity in any manner for any reason, with or without financial gain, for themselves, a family member, or any other person or any business with which they are associated.


  


  4. Political Activity


  


    	 A. Employees of MoDOT:


  


  1)Maybe a candidate for public office in a nonpartisan election;


  


  2)Maycampaign for and hold elective office in political clubs and organizations;


  


  3)Mayactively campaign for candidates for public office in partisan and nonpartisan elections;


  


  4)Maycontribute money to political organizations or attend political fundraising functions;


  


  5)Mayparticipate in any activity not specifically prohibited by law or regulation; and


  


  6)Mayreceive reimbursement of individual expenses (i.e., mileage, motel, etc.) from that city/county/political subdivision to attend meetings for the city/county/political subdivision.


  


    (The above activities may not occur during working hours or with/on state property.)


  


             B. Employees of the Missouri Department of Transportation:


  


  1)May notbe a candidate for public office in a partisan election;


  


  2)May notbe a candidate for or accept any elective or appointive office of any political subdivision for which any monetary consideration (i.e., annual or monthly payments) is prescribed;


  


  3)May notuse official authority or influence for the purpose of interfering with or affecting the results of an election or a nomination for office;


  


  4)May not not knowingly solicit or discourage the participation in any political activity of any person who has an application for any compensation, grant, contract, ruling, license, permit or certificate pending before the employing department of such employee or is the subject of, or participant in, an ongoing audit, investigation or enforcement action being carried out by the employing department of such employee;

5)May notdirectly or indirectly solicit contributions from subordinates in support of a political party or candidate; and,


  


  6)May notselect or remove employees based on political affiliation.


  


  5. Purchase of Department Property (real or personal)


  


  Employees of MoDOT:


  


  A. May purchase tools or equipment such as automobiles, tractors, trucks, and other items declared as surplus equipment either directly or indirectly when such purchases are made at public sale (i.e., auction, sealed bid, or dealer); and


  


  B. May not purchase real property if within an established corridor without approval from the director, department of transportation.


  


  6. In accordance with Executive Order 17-02 and this policy, employees must comply with the following provisions regarding the solicitation or acceptance of items:

	A. Employees of MoDOT shall not knowlingly accept or solicit any item of any value for their personal use or benefit from:

	  1)an outside person or organziation for workperformed as a department employee, or in connection with their official duties as a department employee; or

	  2) a lobbyist, even if it is not for work performed as a department employee, or in connection with their official duties as a department employee. A "lobbyist" is defined as any natural person who acts for the purpose of attempting to influence any action by the executive branch of government or by any elected or appointed official, employee, department, division, agency or board or commission thereof and in connection with such activiy, meets the requirements of any one or more of the following:

		(a) is acting in the ordinary course of employment on behalf of or for the benefit of such person's employer; or

		(b) is engaged for pay or for any valuable consideration for the purpose of performing such activity; or

		(c) is designated to act as a lobbyist by any person, business entity, governmental entity, religious organization, nonprofit corporation, association or other entity; or

		(d) Makes total expenditures of fifty dollars or more during the twelve-month period beginning January first and ending December thirty-first for the benefit of one or more public officials or one or more employees of the executive branch of state government inconnection with such activity.

	B.Employees of MoDOT shall not accept or solicit from an outside person or organization (except at a MoDOT sponsored activity orapproved activity)"give away" items unless they are sample merchandise, promotional items or appreciation tokens (including lightrefreshments) routinely given to customes, vendors/suppliers, or to potential customers, vendors/suppliers in the ordinary course of business, provided that any such items shall not be in a form which can be readily converted to cash and shall not have a value of not more than $25.

	  This prohibition includes items such as food items, beverages, or random drawings or contest prizes at hospitatlity events associated with conferences, association meetings or other industy-wide meetings.

	  Employees below the level of the senior management team (SMT) who are invited to attend hospitatlity-related events related to MoDOT business, or who are invited to speak/attend events related to MoDOT business with expenses (food, lodging, and transportation)covered by the inviting entity must receive advanced approval to attend from their respective SMT member.


  


  


  


  7. Removal or Use of State Property


  


  A. 	  A.	Employees shall not remove property found on the right-of-way for personal ownership or use or to give/sell the property to another personor entity. (See General Services policies for surplus disposal.)


  


  B. Employees shall not use state owned vehicles without authorization.


  


  C. Employees shall not remove state property for personal ownership or use, or give/sell the property regardless of the condition or the department's continued need for these items: such property could include tools, equipment, supplies, materials, scrap, broken items, discarded items, and surplus items.


  


  D. Employees shall not park privately owned vehicles or equipment inside department buildings.


  


  E. Employees shall not perform work on privately owned vehicles or equipment during work hours and/or while on department property. This includes employees not using department hoists and other equipment/tools to perform routine service like changing oil or rotating tires, as well as not performing more complex work like auto body or engine repairs.


  


  8. Use of Meeting/Conference Rooms


  


  Employees shall not use meeting/conference rooms before work or after work without authorization.
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Chapter Title: Employee Conduct

Policy Title: Data Breach (2515)

Policy Number: 2515

Effective Date: December 31, 2017

Prior Effective Date: N/A




POLICY STATEMENT





The purpose of this policy is to provide a process for the department to respond to a theft or unauthorized access of department data and to play a significant role in the department’s business continuity plan. This policy covers all department data and the people, processes, and technologies that handle it. As the data owner, the department is responsible for ensuring it meets or exceeds all compliance requirements driven by applicable data protection laws and regulations. Non-compliance with this policy may be cause for disciplinary action, up to and including, termination. 

DEFINITIONS

Data: Includes, but is not limited to, all documents, whether they are in paper, electronic, or some other format. The department should be aware of what data it has in its possession and its storage location(s). 

Theft or Unauthorized Access of Data: Includes, but is not limited to, a stolen, lost or improperly accessed laptop, phone, or other electronic device that contains data, along with stolen, lost, or improperly accessed electronic or paper documents or files containing data. 

Third Parties: Includes, but is not limited to, contractors, state agencies, other governmental entities, and private individuals. 

Physical Criminal Conduct: As it relates to this policy, includes, but is not limited to, breaking and entering into department property where data is located or stealing information technology resources or equipment that contains data.
Information Technology Resources: Networks, workstations, servers, computers, all supporting software, cellular and standard telephones, printers, fax machines, and copiers. 


Information Technology Equipment: Refers to hardware such as personal computers, notebook computers, hand-held electronic communication devices, cellular telephones and software, as well as operating systems and software required to perform activities such as word processing, statistical analysis, graphics, and computer aided drafting. 




PROVISIONS/REQUIREMENTS

1. The department is responsible for identifying and classifying its data in order to prepare for any data related disaster, including a breach. The data’s classification level plays a significant role in determining the magnitude of the breach and the department’s corresponding response. For more information about data classification, please review the Office of Administration (OA) Information Technology and Services Division’s (ITSD) Data Classification Policy. 

2. It is the responsibility of each district/division/office to instruct employees on the reporting procedures and requirements of the Data Breach policy. 

3. Any department employee or contractor who suspects theft or unauthorized access of department data shall immediately call the Audits and Investigations Division (AI) at 573-751-7446. 

4. AI will investigate all reported theft or unauthorized access, in coordination with the appropriate law enforcement agency as needed, and work with the Chief Counsel’s Office (CCO) and the Information Systems Division (IS) to determine the scope and nature of the breach. 

5. In addition to a theft or unauthorized access of data, signs of tampering with locked file cabinets or storage lockers, or indication of the exposure to unauthorized individuals or entities of confidential electronic data, or any other indication that data is, or might have been, potentially compromised must be reported to AI. 

6. Any third parties that are involved or impacted by any theft or exposure must be identified. 

7. The district engineer or division leader/state engineer where the reported theft or unauthorized access occurred must be notified as soon as possible. In addition, AI will assist in determining the data’s owner, and coordinate notification with the appropriate district/division/office if it has not already occurred. 
A. Based on the severity of the breach as determined by CCO, AI, and IS, a call center may need to be established to field questions from potentially impacted individuals. 
B. Based on the severity of the breach as determined by CCO, AI, and IS, a website with information about the breach may need to be established to inform the general public, impacted individuals, and the press. 
8. Depending upon the situation, one or more methods may be employed to provide any required notifications. Therefore, the department’s Communications Division (CR) may need to coordinate such efforts with legal guidance from CCO, which may include sharing information with the media. Notifications may include: 

	A. Print – Impacted individuals may need to be contacted about the details of the breach via post, email, or telephone. 

	B. Social Media – CR should have a social media plan in place to field questions and communicate directly with potentially impacted 	individuals. 

	C. Contractor Employees – In the event of a data breach that exposes contractor data, CR shall notify the affected contractors so that they 	may in turn notify their employees. 

9. In the event of a breach, the department may elect to offer credit monitoring and reporting services to impacted individuals. 

10. As a breach may disrupt critical human and information technology resources for a prolonged period of time, IS shall establish the necessary backup processes to ensure business continuity. 

11. In the event of a breach, IS will be responsible for the following. 

	A. IS will act as the primary technical incident responder. IS, with the assistance of the Security Operations Center within OA’s Office of 	Cyber Security (OCS), will lead the technical investigative efforts and work with legal guidance from CCO. IS will establish the root cause 	of the breach, quarantine impacted state managed hosts, remediate existing vulnerabilities, and provide a technical timeline of the 	incident. IS will manage multiple incident response procedures and will tailor them for the particular incident. If the breach reaches a 	magnitude of a statewide emergency, ITSD has a Memorandum of Understanding with the Missouri National Guard to assist in the incident 	response efforts. 


	B. Throughout the breach lifecycle, IS will provide technical assistance and guidance to AI and CCO, and to any designees. IS will guide 	the department through the technical aspects of the incident and work closely with OCS until incident closure. OCS will identify and 	interpret relevant information related to the breach, including but not limited to logs, technical reports, vulnerabilities, exploits, and attack 	vectors.

	C. Based on guidance from AI and CCO, IS and OCS will preserve any evidence associated with the breach, including but not limited to 	logs, databases, files, server images, endpoint images, mobile devices, and screenshots. IS and OCS will preserve the evidence based 	on the requirements handed down from CCO. Where applicable, IS will ensure proper chain of custody throughout the evidence collection 	and preservation lifecycle. 

	D. Based on guidance from IS and OCS, the department may disable or otherwise modify the operation of roadside message boards in 	the event of a data breach that threatens the department’s ability to exclusively control the operation of the boards. 

	E. If a data breach involves the theft or exposure of data concerning the design, operation, security, or structural vulnerabilities of the 	department’s infrastructure including, but not limited to, roads, bridges, or multimodal structures, the department shall alert the relevant local 	law enforcement agencies where that infrastructure is found. The department shall take all prudent precautions to protect customers if the 	data breach might precipitate or enable an attack on physical infrastructure.
CROSS REFERENCES
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  Chapter Title: Discipline


  Policy Title: Performance/Conduct Intervention (2600)


  Policy Number: 2600


  Effective Date: September 5, 2018


  Prior Effective Date: March 19, 2018


  
    

  


  POLICY STATEMENT


  


  The Missouri Department of Transportation’s (MoDOT) objective is to maintain a qualified workforce through performance management. When an employee cannot or will not follow department guidelines and/or department goals and expectations, corrective intervention in the form of probation, suspension, disciplinary demotion, or termination may be necessary. This personnel policy provides supervisors with tools necessary to manage performance/conduct issues. This policy does not entitle employees or require supervisors to take corrective intervention before an employee is terminated.


  


  ACCOUNTABILITY / RESPONSIBILITY


  


  1.Supervisors are responsible for documenting performance/conduct issues and identifying employees with performance/conduct needing improvement.


  


  2.Supervisors are responsible for consulting with the local human resources (HR) office for a consistency review/recommendation prior to administering any discipline greater than a verbal warning.


  


  3.Supervisors are responsible for ensuring the local HR office receives a copy of all disciplinary letters involving written warnings, or greater, to aid in future consistency reviews.


  


  4.The district engineer or division leader/state engineer is responsible for sending a copy of disciplinary letters above the written warning level to the HR director for filing in the appropriate employee’s file.


  


  5.The district engineer or division leader/state engineer is responsible for ensuring this personnel policy is communicated, enforced, and supported by his/her management team. The management team is responsible for assisting supervisors in identifying employees who are not meeting the department’s expectations.


  


  6.The district engineer or division leader/state engineer is responsible for signing letters or disciplinary probation, disciplinary demotion, suspension without pay, and termination.


  


  GUIDELINES


  


  7.Identify employees with performance/conduct issues. (Higher-level supervisors may have some knowledge and will need input to identify these employees.)


  


  8.Identify performance needing improvement as the gap demonstrated by an employee in the way tasks and activities are carried out compared to standards and measures.


  


  9.Pinpoint (observable and measurable) job-related conduct and the results (actions produced by the conduct).


  


  10.Hold frequent follow-up and ongoing performance development conversations.


  


  11.Disciplinary probation will primarily be used when performance problems are not resolved with lesser discipline. Consult with a HR representative on the appropriate period of time for the probation. The disciplinary probation period can be extended, at the discretion of the supervisor, and after consultation and approval of a HR representative. Suspension without pay will primarily be used for conduct issues.


  


  12.Provide a letter to each employee who is given a written warning, a disciplinary probation, a disciplinary demotion, or a suspension without pay. The information contained in these letters needs to be supported by documentation from the employee's performance management file. Each of these letters needs to identify what performance or conduct issue caused this discipline, what improvements are expected, and when these improvements are expected to be made. These letters also need to explain what discipline will result if the improvements are not made within the time allowed. Consult with a HR representative regarding the content of these letters before they are signed and issued.


  


  13.Provide a termination letter to each employee who is terminated. The information contained in the letter needs to be supported by documentation from the employee's performance management file. Consult with a Central Office HR representative and the Assistant Chief Counsel – HR (or that attorney’s designee) regarding the content of this letter before it is signed and issued.


  


  


  TOOLS FOR IMPROVEMENT


  


  14.Disciplinary Probation


  


  A.Disciplinary probation should be applied by the first line supervisor with the approval (signature) of the district engineer or division leader/state engineer.


  


  B.Key points that must be discussed when issuing a disciplinary probation are:


  


  1)Explain performance issues in detail; and


  


  2)Emphasize that continuation of the past level of performance is not acceptable.


  


  C.Review written expectations and provide the employee with a copy. Include, in the letter, the standards expected and how the standards will be measured.


  


  D.As a guideline, the disciplinary probationary period should address the following:


  


  1)Performance improvements may require more training, practice, etc.


  


  2)The employee’s continued employment will be determined during the length of the disciplinary probation.


  


  3)While on the disciplinary probation, the employee will not be eligible for a performance increase or a promotion.


  


  E.The following language should be incorporated into all letters of disciplinary probation:


  


  1)During your disciplinary probation, if evidence indicates you are not making an honest effort to meet expectations, your employment will be terminated. Termination can occur before the end of the disciplinary probation.


  


  2)Successful completion of the disciplinary probation does not guarantee employment. If your performance reverts back, termination may result without additional coaching or counseling.


  


  F.General Guidelines on Disciplinary Probation


  


  1) Documentation


  


  Discipline intervention should be a partnership between the supervisor and the employee setting a goal for the employee to improve his/her performance. Documentation of requirements, expectations, conditions, commitments made, etc., provides a record that is important to both the supervisor and the employee. Therefore, thorough documentation should be prepared by the supervisor and a copy of the documentation given to the employee. A copy must also be retained in the performance management file.


  


  Examples of documentation include:


  


  a.Probationary letter;


  b.Follow-up discussions and ongoing performance development; and


  c.Other letters concerning status of employment, such as successful completion of probationary period.


  


  2) The supervisor and employee should agree on the “tools” necessary to reach expectations (e.g., training, time, advice, standard measurement, feedback, etc.).


  


  3) The employee should be instructed who to contact if he/she has questions.


  


  4) The employee should be allowed to ask questions and obtain any clarifications needed to understand what is expected.


  


  5) The supervisor and employee should establish a schedule for periodic discussions.


  


  6) The supervisor should clearly state what the next step will be if expectations are not met.


  


  7)The supervisor should consult with an HR representative prior to the end of the probationary period to discuss the employee’s progress during the probationary period. The HR representative should facilitate the preparation and issuance of a letter to the employee regarding his/her employment status at the end of the probationary period but prior to the probationary period ending (e.g., probation extended, successfully completed, or employment terminated). In the event more time is needed to determine the employee’s status, the probation should be extended before its current end date and the employee should be notified in writing of such action. A copy of the letter issued to the employee regarding extended probationary status or the successful completion of probation should be maintained in the employee’s personnel file.


  


  


  15. Disciplinary Suspension Without Pay


  


  A.When serious conduct issues arise, such as violation of personnel policies or state/federal laws, suspension without pay will be the primary discipline to consider instead of disciplinary probation. Less serious violations could result in written warnings, while the most serious violations should result in termination.


  


  B.Occasionally a violation that results in a suspension without pay could also result in the employee being placed on a disciplinary probation.


  


  Generally the probation will be used in conjunction with suspension without pay when the violation was serious enough that termination was strongly considered.


  


  C.Suspension without pay should be applied by the first-line supervisor with the approval (signature) of the district engineer or division leader/state engineer.


  


  D.Suspension without pay should be done in one-day increments (one day, three days, etc.).


  


  16. Disciplinary Demotion


  


  Disciplinary demotions should be handled in accordance with Personnel Policy 1021, “Demotion.” Demotions may be used for either performance or conduct issues.


  


  17. Termination


  


  A. If improvement in either performance or conduct does not occur or if the conduct is of such seriousness that termination is determined appropriate regardless of prior disciplinary history, the following should be included in each termination letter:


  


  1)The effective date of termination;


  


  2) A general reference regarding discussions leading to the termination (letters, counseling sessions, etc.);


  


  3) Statements of facts leading to the employee’s termination (avoid any reference to conclusions drawn from those facts);


  


  4)The statement “I considered whether your continued employment was for the good of MoDOT's service. I considered whether less discipline was appropriate. However, I have determined that termination is for the good of the service of MoDOT and is the appropriate disciplinary action."


  that while discipline lesser than termination was considered, it was determined that termination was for the good of the service;


  


  5) State how and when the employee will receive his/her last paycheck and what period of time the check will cover along with annual leave, comp time, overtime, etc.;


  


  6) State who the employee is to contact to talk about the status of his/her benefits such as medical insurance, life insurance, cafeteria plan, retirement, deferred compensation, etc.; and,


  


  7) Advise the employee of the Audit and Investigations (AI) director’s address and his/her right to file an appeal under Personnel Policy 2100, "Grievance Procedure," or Personnel Policy 2101, "Equal Employment Opportunity Complaint Procedure," within 30 calendar days of the date of termination; appeals must be submitted in writing to the AI director (if an AI investigation led to the termination, the AI director will forward the appeal to the EEOD director for review), and that while this request must be in writing, it does not need to be in a particular form.


  


  B. In most cases, the employee should be given an opportunity to verbally respond to the reasons given for termination after he/she has been told of the termination.


  


  C.The termination letter must be signed by the district engineer or the division leader/state engineer.


  


  D.The termination letter does not have to be mailed “certified.”


  


  E.Copies of the termination letter must be provided to the HR director and to the immediate supervisor. In the district, a copy also needs to be provided to the HR manager.


  


  F.The supervisor should retrieve department property (identification badge, keys, lap top computer, etc.) from the employee before the employee leaves or as soon as possible after the employee is notified of the termination.


  


  CROSS REFERENCE


  Personnel Policy 1021, “Demotion”



  

  


  Chapter Title: Working Hours


  Policy Title: Working Hours and Overtime (3000)


  Policy Number: 3000


  Effective Date: December 6, 2017


  Prior Effective Date: November 1, 2013


  



  POLICY STATEMENT


  


  The department has established a uniform workweek for department employees and will provide earning of overtime for non-exempt positions as provided in the Fair Labor Standards Act (FLSA). The department will provide compensation for overtime to eligible exempt positions as stated in this policy. The department will also allow employees opportunities to adjust their work schedules, with their supervisor's approval. Supervisors will need to ensure their units are meeting their business operation needs, as well as the department's needs, when deciding whether or not to approve requests for work schedule changes.


  


  


  PROVISIONS/REQUIREMENTS


  


  WORKING HOURS AND FLEX SCHEDULES


  


  1.The workweek begins at 12:00 a.m. Sunday and ends at midnight the following Saturday night. The normal work schedule for most employees is five 8-hour days, Monday through Friday. Except for occasional variances, core hours for most employees will be 8:30 a.m. to 3:00 p.m. Special conditions may require a different schedule, such as four 10-hour days. If one or more days are observed as a holiday, the work schedule will be reduced by eight hours for each holiday observed.


  


  2.Work scheduleseach week (i.e. Monday-Friday, Tuesday-Friday, etc.) within the SAM II HR/Payroll System (SAM II system), for time reporting purposes, will be determined for each employee. These schedules will be based upon the number of days they will normally work each week, the number of hours they will normally work each shift, and when their regular hours are scheduled. A workday for the purpose of recording time into the SAM II system will be the calendar day when half or more of the time scheduled within a regular daily shift first occurs.


  


   Employees who are scheduled to work their regular hours on a night shift (when their regular shift schedule overlaps midnight) will have the first workday of each week identified as the calendar day they are first scheduled to work half or more of the hours in their scheduled shift. The first workday of a week will be used to define the workweek for these employees in the SAM II system.


  


  3. The normal workday for most employees is an eight and one-half hour period beginning at 7:30 a.m. with 30 minutes set aside for a meal period, which is not compensable. Special conditions or the nature of the work may require some other schedule. With their supervisor’s approval, employees may arrange for a meal period longer than 30 minutes. Although a supervisor may approve an occasional exception, employees will not be allowed to work through lunch to leave early.


  


   With their supervisor’s approval, employees may also arrange different work schedules, such as changing from five 8-hour days to four 10-hour days. Other optional schedules that might be approved are working four 9-hour days plus one 4-hour day per week, or working four 9-hour days plus one 8-hour day during one week, then working four 9-hour days with a full day off during the next week. Work may be either at MoDOT or from a remote location such as the employee’s residence. (See Personnel Policy 0513, “Telework.”) Supervisors will need to consider the impact to business operations within their units and to the department before deciding whether or not to approve requests for different work schedules. It is not necessary for the requested schedules to be of benefit to the department, but supervisors should not approve a request if the schedule will be a detriment to the operations of their units or the department.


  


  4. If the flex week (FLEX) procedures within the SAM II HR/Payroll System are needed to accommodate revised schedules, employees will be required to record their hours as stated in the Financial Policies & Procedures Manual. The Financial Payroll Policy article titled “Flex Time” describes the conditions in which FLEX coding can be used. The primary requirement for the use of FLEX coding is to ensure FLEX and ADDHR are coded within the same week (Sunday to Saturday).


  


  5. Flextime schedules (to begin work before or after 7:30 a.m.) may be arranged by employees with their supervisor's approval. These schedules will be on a continuing basis; however, supervisors may allow an occasional weekly or daily change.


  


  6. Supervisors will be responsible for ensuring an accurate record of time worked by each employee during a pay period, as well as ensuringany flexed hours and paid leave used is recorded. The SAM II/HR Payroll System will be the source of documentation for this information.


  


  7. District offices and the Central Office divisions/offices will be open for business from 7:30 a.m. to 4:00 p.m., Monday through Friday. Maintenance buildings, construction project offices, and other satellite offices may open later or close earlier than normal business hours, provided customer service needs and emergency situations can be handled.


  


  8. When travel in connection with work away from an employee’s normal work location is required between an employee's assigned headquarters and the site of this work, or between the employee's temporary point of residence and the site of this work, it should be done during normal work hours, if possible. If it is not possible to travel during normal work hours, any travel time of at least 15 minutes outside normal working hours will be recognized as time worked.


  


  9. Salaried and permanent part-time employees are authorized a minimum of two hours of work credit when called out to work before or after their normal work schedule, provided the call-out period is not immediately preceding or following the scheduled normal workday. Each 15 minutes worked in excess of the two hours unscheduled overtime is credited as additional time worked. Scheduled overtime, unlike the above, does not provide a minimum allowance of two hours but is credited for each actual 15 minutes authorized to be worked. Also, making phone calls as part of an emergency-call procedure or answering questions while at home does not qualify for the minimum allowance of two hourscall-outwork credit, but is credited for each actual 15 minutes worked.


  


   Work time for call-out, in most situations, starts when employees arrive at their assigned work location (i.e.: maintenance building, construction project office, district or division office) to begin the work they were called to perform or to obtain the equipment needed to perform work at another location. Their work time ends when they complete the assigned work and leave their work area (or after returning the equipment). For employees who are designated as emergency responders (“Incidence Response” and similar needs) and are provided with a department vehicle that is taken home for the evening, their work time begins when they leave their homes and ends when they return to their homes after completing their assignments.


  


  OVERTIME AND EMERGENCY OPERATIONS


  


  10. The FLSA provides that all department employees in positions determined to be non-exempt are eligible for time-and-a-half overtime earnings for all hours physically worked over 40 in a workweek. Employees in positions determined to be exempt are not subject to overtime earnings unless designated by the department. The department will provide straight overtime earnings to exempt employees with the following exceptions: management positions and employees in salary grades 18 through 21 (including unclassified jobs). Overtime compensation categories for classified positions can be found on the Sub-Title (STTL) screen in the SAM II HR/Payroll System.


  


  11. Employees will be required to work in excess of their normal work schedule, or on a holiday, whenever it becomes necessary to carry out the work of the department. Exempt employees (excludingthe exceptions described in paragraph 10) will receive straight overtime earnings for each authorized 15 minutes on payroll (work or paid leave) in excess of 40 hours in a workweek. Non-exempt salaried employees will receive straight overtime earnings for each authorized 15 minutes in excess of 40 hours on payroll in a workweek until they have physically worked over 40 hours in the workweek. For wage and non-exempt salaried employees, each 15 minutes worked in excess of 40 hours physically worked in a workweek is recognized as time-and-a-half overtime.


  


  12. The occurrence of overtime is for productive work only and is to be incurred only when necessary. In some situations, the work may dictate certain employees alter their work schedules and report to work at a time other than their regular starting time.


  


  A.At the discretion of the immediate supervisor, employees may be relieved from duty once they have completed their normal number of hours for the day if the workload, contractor schedule, weather, etc., indicates the employee is not needed for the remainder of the day.


  


  B.At the discretion of a district or division/office management team member, employees may be relieved from duty for the remainder of the workweek once they have completed a 40-hour week on payroll (i.e. hours worked and on paid leave).


  


  C.At the discretion of a district or division/office management team member, employees may be relieved from duty prior to having completed a 40-hour week on payroll (i.e. hours worked and on paid leave) in order to flex hoursthat will be worked later in the week, as long as the employee will be on payroll for a minimum of 40 hours for the workweek. To ensure sufficient staff is available to perform necessary work for the duration of the normal scheduled workweek, employees may be asked to flex out additional hours worked on a staggered daily basis.


  


  Additional guidance regarding these and other provisions of this policy are found within the department’s Overtime Administration Guide. The guidelines found within the Overtime Administration Guide are not all inclusive of the department’s policies and practices regarding overtime and are subject to change, without notice, based uponthe department’s business needs.


  


  13. Emergency maintenance operations may require employees to work one of two 12-hour shifts. For safety reasons, employees operating these shifts are expected to take a 30-minute meal period, which is not compensable; however, when conditions do not allow this break, employees may be allowed to work a 12-hour shift without a meal break. In most instances, the normal work shifts during emergency operations (snow and ice removal, flooding, etc.) are 7:30 a.m. to 7:30 p.m. (day shift) and 7:30 p.m. to 7:30 a.m. (night shift). Supervisors will be responsible for assigning overtime. Employees not assigned for overtime will complete their standard day (8 hours, 10 hours, etc.) as directed by their supervisors. Employees are not permitted to work beyond their standard day unless directed by their supervisors. For safety reasons, supervisors will limit employees to working no more than 12 consecutive hours per shift. In the event an employee is needed to work more than 12 consecutive hours, approval from a maintenance management position in salary grade 18 or above is required.


  


   On the first day of the emergency condition, night shift employees may be sent home prior to the completion of their standard day, if the emergency condition is forecasted to continue into the night shift hours. These employees will be expected to return that evening to begin their shift at a time that allows them to complete their standard number of hours for that day. If conditions change and these employees are not needed for emergency operations, they will be assigned to other productive activities to complete their standard number of hours.


  


  14. The necessity for overtime work shall be determined by an employee's immediate supervisor or higher authority. Supervisors should not permit employees who are compensated for overtime to work overtime unless authorized, and are not to authorize overtime of less than 15-minute increments. Supervisors will determine the assignment of overtime work to employees on a fair and impartial basis, with advance notice, when circumstances permit. Failure on the part of any employee to work assigned overtime without an adequate reason will subject the employee to disciplinary action.


  


  15. The department supports the military and will try to avoid conflicts of scheduling overtime work on weekends when employees who are members of the National Guard or reserve component are scheduled for weekend drills. Employees are required to inform their supervisors if a weekend drill may occur when weekend overtime is expected by the department. If a supervisor believes an employee's presence is critical to the department, the supervisor may write a request to the employee's guard or reserve commander requesting the employee be excused from the weekend drill. If the employee is not excused, the employee must be allowed to attend the weekend drill.


  


  


  COMPENSATORY TIME


  


  16.The department reserves the right to pay cash or provide compensatory (comp) time for part or all of any overtime earned or accumulated. Full-time salaried employees may accumulate comp time not to exceed a maximum accumulation of 240 hours for overtime worked. Non-exempt salaried employees will have a choice to receive either comp time or cash for overtime worked, with one exception. Cash will be provided when non-exempt salaried employees work additional overtime while having a balance of 240 hours of comp time.


  


   Exempt salaried employees who are eligible for overtime earnings (in salary grades 17 and under) and have the maximum accumulation of 240 hours comp time, will not receive any compensation for additional overtime worked, with one exception. Exempt salaried employees in salary grades 16 and under will have the choice to receive either cash or comp time for their straight time overtime earnings. Because of this choice, if one of these employees has a comp time balance of 240 hours, he/she can choose to be paid cash for additional overtime work while having a balance of 240 hours. When employees in non-exempt jobs move into exempt jobs in salary grades 16 and under, they will need to complete a new Employee Overtime Choice Request Form if they want to receive cash for overtime while in the exempt job.


  


   Exempt salaried employees in salary grade 17 will receive comp time only (no cash) for their overtime earnings, up to the maximum balance of 240 hours.


  


   Wage employees will receive cash for their overtime earnings.


  


  17. When an employee is promoted into a salary grade 17 position, making him/her no longer eligible for the cash option for his/her overtime earnings, the employee will be given an opportunity to sell back any comp time over 120 hours. This will give the employee a better opportunity to "manage" his/her comp time while in this salary grade 17 position.


  


   Since employees in jobs in salary grades 18 and higher are not eligible to receive overtime earnings, they will not need assistance to “manage” their comp time so the option to sell comp time is not available when an employee moves into one of these jobs.


  


  18. Comp time shall be treated the same as annual leave. Comp time off may not be taken until earned and must be taken in increments of 15 minutes. Comp time off may not be taken unless approved by an employee's supervisor in advance. An employee shall be permitted to take comp time off within a reasonable period after making a request, if such time off does not unduly disrupt the operations of the work unit.


  


   Once accumulated, comp time may not later be converted to paid overtime by an employee. An employee separating from the department for any cause will be paid for any comp time balance remaining after the last day worked. Employees who are retiring may elect to use comp time prior to their effective date of retirement.


  


  HOLIDAY WORK


  


  19.Salaried, permanent part-time, co-op, and wage (seasonal, summer, temporary part-time/retirees, and emergency) employees who earn straight time overtime (DOT 2 employees) or time-and-a half for overtime work (DOT 1 and DOT H employees) are eligible for the holiday differentialfor all work which they are required to perform on a holiday (official and observed). This differential will not be available for employees who, by their own choice and with supervisory approval, request to work on a holiday (e.g. to get “caught up”) or when switching days off within their normal workweek schedule as described in paragraph 20. See the Holiday Differential link under the COMPENSATION section of the Human Resources (HR) Division’s website for the current hourly differential rate. The event type code to be used on the timesheet to record time worked on a holiday that is outside an employee’s normal work schedule is ADDHR. Time worked on a holiday that is coded to ADDHR will be counted toward work time for the purpose of earning time-and-a-half overtime for physically working over 40 hours in a workweek. The event code to be used on the timesheet to receive the holiday differential for time worked on a holiday is HDIFF.


  


  When the HDIFF event code is used by employees who work day-shift schedules, the amount of time coded to HDIFF for the holiday must equal the amount of time coded to ADDHR as this work on the holiday is outside their normal work schedule. When the HDIFF event code is used by employees who work night-shift schedules (shift time overlaps midnight), the amount of time coded to HDIFF will not necessarily be the same as the time coded to ADDHR, as employees on night shifts could perform work on a holiday that is within their normal work schedule. The regular time worked within their normal schedule while working on a holiday will be recorded on the corresponding date as designated by their work shift schedule in SAM II. The time that is eligible for the holiday differential is to be recorded on the actual day of the holiday by using the HDIFF event code. When employees on night shifts perform work on a holiday that is outside their regular night shift schedules, they will code this time worked to ADDHR and will be eligible for the holiday differential for this time.


  


  20. The dates of the official and observed holidays can be seen in the ADMINISTRATION section of the HR web site. For holidays that occur on a weekend, the holiday differential will be provided when work is performed on the official holiday (Saturday or Sunday). Work performed on the day the holiday is observed by the department (offices closed on Friday or Monday), will also qualify for the holiday differential.


  


   For holidays that occur on a weekday (Monday through Friday), the observed holiday and the official holiday will be the same day for all employees. Employees who normally work a schedule other than Monday through Friday, such as four 10-hour days, may take off for the observed holidays on different days (replacement holidays) than the department will be closed to observe these holidays. Employees who switch days off work (either employee choice or management choice) during their normal workweek schedule (i.e.: Monday through Thursday), to observe a holiday on a day other than the department's observed holiday or the employee’s replacement holiday, will not be eligible to receive the holiday differential for time they work on the department's observed holiday. When switching days off within their normal workweek, the time they work on the holiday is to be coded to the event code REGLR, and they will not be eligible to code any time to the event code HDIFF.


  


  NIGHT WORK


  


  21. A night shift differential will be provided to eligible employees under the three provisions listed below:


  


  A. Whenever they are scheduled to work for a full workweek at a time and a majority of the hours they are scheduled to work during that workweek are between 7:30 p.m. and 7:30 a.m. The differential will be applied to all time worked, including time that does not fall between 7:30 p.m. and 7:30 a.m. provided the majority of the hours scheduled are between these times. The night shift differential will also be applied to time on paid leave (annual leave, funeral leave, holidays, etc.) taken during the night shift workweek whenever eligible employees are scheduled to be on a night shift for a full week at a time.


  


  B. Whenever they are scheduled to work nights for less than a full workweek (daily basis or longer), the night shift differential will be applied to the time physically worked between 7:30 p.m. and 7:30 a.m. that is not part of an employee's regular day shift hours, provided the employee is required by his/her supervisor to work during this time. The night shift differential will not apply to a situation where the supervisor requests work that requires overtime but the employee, for his/her convenience or personal reasons, provides such overtime work between 7:30 p.m. and 7:30 a.m. When an employee works a night shift during emergencies (such as snow storm), all time worked between 7:30 p.m. and 7:30 a.m. will be eligible for the night shift differential, regardless of the employee's regular day shift hours. Also, time worked on a day that is outside an employee's regular daily schedule (such as weekends or holidays) that occurs between 7:30 p.m. and 7:30 a.m. will be eligible for the night shift differential, regardless of the employee's regular day shift hours.

C. When an employee works a night shift during emergencies (such as a snow storm), and the majority of the hours worked are between 7:30 p.m. and 7:30 a.m. the employee will be eligible for the night shift differential for all hours worked, regardless of the employee's regular day shift hours. Also, if the majority of the time worked on a day that is outside an employee's regular daily schedule (such as weekends or holidays) occurs between 7:30 p.m. and 7:30 a.m. the employee will be eligible for the night shift differential for all hours worked, regardless of the employee's regular day shift hours.


  


  D. Whenever they are called out to work outside their regular shift hours on a regularly scheduled workday as described in paragraph 9 above and this time occurs between 7:30 p.m. and 7:30 a.m. Also, time credited for call-out on a day that is outside an employee's regular daily schedule (such as weekends or holidays) that occurs between 7:30 p.m. and 7:30 a.m. will be eligible for the night shift differential, regardless of the employee's regular day shift hours.


  


  To receive the night shift differential, the event code of RDIFF is to beentered on the timesheet for all time on payroll that is eligible for the night shift differential as described above, in addition to the regular coding requirements for the work performed. Salaried, permanent part-time, co-op, and wage (seasonal, summer, temporary part-time/retirees, and emergency) employees who earn straight time overtime (DOT 2 employees) or time-and-a half for overtime work (DOT 1 and DOT H employees) are eligible for the night shift differential. See the Night Shift Differential link under the COMPENSATION section of the HR website for the current hourly differential rate.


  


  Employees who are not eligible for the night shift differential include exempt employees who do not receive overtime earnings (DOT 3 employees) and employees who work at home. Work-at-home situations are considered daytime schedules, and these employees will not be eligible for the night shift differential for their normal daily work. However, if their supervisors specifically require them to perform work between 7:30 p.m. and 7:30 a.m., they would be eligible for the night shift differential for the time worked at night.


  


  22. Employees who are required to attend department-sponsored training programs or travel to or from such training programs outside of normal working hours will be compensated based on their eligibility for overtime as stated in this policy.


  


   Training programs, including travel time, should be scheduled within normal working hours if possible. If not possible, any training or travel time of at least 15 minutes outside of normal working hours is recognized as time worked. When an employee, by personal preference, requests and is authorized to travel to or from a training program outside of the normal work hours, this travel time will not be compensated if the department would have provided lodging for the employee at the location of the training.
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  Personnel Policy 0513, “Telework”
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  Adjusting Days Worked Within the Workweek


  
    November 1, 2013
  


  
    

  


  Issue:


  Department policy has allowed the flexibility to adjust the hours and days worked of employees to better manage overtime costs. Personnel Policy 3000, “Working Hours and Overtime,” allows the following to occur:


  
    	At the discretion of the immediate supervisor, employees may be relieved from duty once they have completed their normal number of hours for the day.



    	At the discretion of a district or division/office management team member, employees may be relieved from duty for the remainder of the workweek once they have completed a 40-hour week on payroll (i.e., hours worked and on paid leave).



    	At the discretion of a district or division/office management team member, employees may be relieved from duty prior to having completed a 40-hour week on payroll (i.e., hours worked and on paid leave) in order to flex hours that will be worked later in the week, as long as the employee will be on payroll for a minimum of 40 hours for the workweek. To ensure sufficient staff is available to perform necessary work for the duration of the normal scheduled workweek, employees may be asked to flex out additional hours on a staggered daily basis.


  


  The policy provisions noted above apply subject to the guidelines below. Greater consistency in application of these policy provisions is necessary across district lines, particularly within a given emergency event. The guidelines below are not all inclusive of the department’s policies and practices regarding overtime and are subject to change, without notice, based upon the department’s business needs.


  Guidelines:


  
    	Employees should be given as much advance notice as possible regarding potential schedule changes.



    	Employees should, when legitimate business reasons exist, be required to flex their time within each workweek (Sunday at 12:00 a.m. to midnight Saturday) to avoid going over 40 hours on payroll during the week. Exceptions will be made for additional hours worked due to call-out, or due to winter or emergency operations conducted on weekends or holidays, as explained below.



    	Employees who are required to work due to winter or emergency operations on their regular days off within the workweek (e.g., weekends for most employees), will be given the choice to flex the additional time out later in the workweek (if possible) or receive overtime compensation for that additional time worked.



    	Employees who are required to work due to winter or emergency operations, on the actual, observed, or replacement date (i.e., switched date) of a department holiday, will be given the choice to flex the additional time out later in the workweek (if possible) or receive overtime compensation for that additional time worked.



    	In order to ensure employees receive overtime compensation for their call out hours, employees will not be required to flex out additional hours when they are called out to work before or after their normal work schedule, under the provisions of Personnel Policy 3000, Paragraph 9 (i.e., minimum of two hours of work credit if call out period does not immediately precede or follow their normal work schedule). Making calls or answering questions from home does not qualify for the minimum two hour allowance and only the actual time worked in counted; however, employees are responsible for accurately reporting all time worked in these situations. When possible, employees must obtain advance supervisory approval to use their personal or department issued phone or other electronic device to place or receive business related calls, texts, or email messages during hours outside of their work schedule.


    	Employees should be relieved from duty prior to the completion of their normal workweek based on the need to return later in the week due to a planned event such as a concrete pour tied to the contractor’s work schedule or making repairs to a roadway or bridge at times when traffic volume is lower (e.g., nights or weekends). Responding to snowfall or other winter weather will not be considered as a planned event for the purposes of preflexing.



    	Employees should be relieved from duty upon completion of their normal workweek (i.e., 40 hours), unless it is necessary for them to continue working in response to winter or emergency operations (e.g., snow, flood, etc.). Once the winter or emergency situation begins to wind down, employees may be relieved from duty based on the department’s levels of priority operations. The Engineering Policy Guide (EPG) sets out the priority operations which require 24-hour per day attention and those operations which can be postponed until normal working hours. All districts should use the EPG consistently when determining when to send employees home upon reaching 40 hours of work.



    	Employees should not be required to begin their workweek in advance of their normally scheduled workweek or be relieved from duty prior to the completion of their normal workweek based on the presumption that they will be needed later in the week in anticipation of winter weather or an emergency (e.g., snow, flood, etc.) since these cannot be accurately predicted. In other words, “preflexing” for anticipated snow later in the week is not allowable. This is not allowable because if employees are asked to “preflex” and an anticipated event does not occur, it is possible employees might have to work over the weekend or other planned days off to ensure they work 40 hours during the week.



    	Personnel Policy 3000, “Working Hours and Overtime,” states that “on the first day of the emergency condition, night shift employees may be sent home prior to the completion of their standard day, if the emergency condition is forecasted to continue into the night shift hours. These employees will be expected to return that evening to begin their shift at a time that allows them to complete their standard number of hours for that day. If conditions change and these employees are not needed for emergency operations, they will be assigned to other productive activities to complete their standard number of hours.” This remains an acceptable practice and is not considered “preflexing.”



    	Employees must not be sent home immediately upon arrival at work in order to accommodate a shift to winter or emergency schedules as outlined in the preceding bullet. In the event advance notice cannot be given to employees prior to their arrival at work, they must be allowed to work for at least four hours before being sent home. Employees may request approval to return home in this situation and after it is determined how many hours they will work the remainder of the day, they may charge time to annual leave or comp time, or flex the number of hours necessary to complete their schedule for the day (if a sufficient number of additional hours are worked within the workweek).



    	Please be aware that employees’ leave accruals may be shorted should they be required to flex more hours in the pay period than additional hours worked. In the event base pay and leave accruals are adjusted, employees will be made whole in their following paycheck.



    	If employees must perform productive and necessary work through their lunch break in order to not impede the progress of a special project (e.g., chip seal or emergency work), this time must be recorded as hours worked. Employees should make every effort to receive approval from their supervisor before working through their scheduled lunch break. Even if employees are unable to obtain advanced supervisory approval prior to performing this productive and necessary work through their lunch break, their supervisor must approve the hours worked.


  


  District / Division _______________________________________________________



  MISSOURI DEPARTMENT OF TRANSPORTATION



  EMPLOYEE OVERTIME CHOICE


  REQUEST FORM


  
    Revision Date (11/2011)
  


  



  Employee’s Full Name __________________________________________________


  (First, Middle Initial, Last)


  Last Four Digits of SSN _______________________


  Org. Number _______________________________


  Effective Month/Year ____________________________________________________


  (Month) (Year) Effective Month must be one of the following designated months: January, March, May, July, September and November. *


  * For a list of submission dates refer to the Financial Services Division Intranet, under “Reference Information” link.


  OPTIONS:


  0  I choose to have my overtime compensation banked as compensatory time.


  0  I choose to have my overtime compensation paid as cash.


  Employee’s Signature ______________________________ Date: _______________


  Immediate Supervisor’s Signature: _____________________ Date: _______________


  



  Read before signing: The above signatures indicate that the employee is eligible for Employee Overtime Choice.


  IMPORTANT:


  If the employee is nonexempt, the above selected overtime compensation status will remain in effect until the employee submits another “Employee Overtime Choice Request Form” indicating a change or when the employee reaches the maximum 240-hour comp time balance (totals of federal, state and holiday comp time balances). When the nonexempt employee who has chosen to bank overtime hours reaches the 240-hour comp time max, the Employee Overtime Choice will be automatically switched by the Financial Services Division-Payroll Section to pay cash for eligible overtime hours worked. If an employee reduces their comp time balance below 240 hours and wants to resume banking overtime as comp time, a new form must be submitted.


  If the employee is exempt, the above selected overtime compensation status will remain in effect until the employee submits another “Employee Overtime Choice Request Form” indicating a change. When the exempt employee who has chosen to bank overtime hours reaches the 240-hour comp time max, the excess hours banked will be automatically donated to the ShareLeave program.


  1. Enter the employee’s District or Division.


  2. Enter the employee's full name (first name, middle initial and last name).


  3. Enter last four digits of employee's social security number.


  4. Enter employee’s organization number.


  5. Effective month/year – Enter the month and year the “Employee Overtime Choice” becomes effective.


  Note: Eligible employees are given the opportunity to request a change to their employee choice record(s) six times a year. The


  Effective Month must be one of the months designated by the Department as an “ Employee Overtime Choice Effective Date”.


  6. Select the appropriate box indicating the choice of either banking overtime as comp time or receiving cash for overtime.


  7. The employee’s signature, as well as the employee’s immediate supervisor’s signature is required.


  District SSM/Division Payroll Contact – Enter information from this form into the Employee Overtime Choice spreadsheet and electronically forward the spreadsheet to the Financial Services Division-Payroll Section. Do not route the Employee Overtime Choice Request Form to Financial Services Division-Payroll Section. File the original form in the employee payroll file at the district or division office.


  

  Chapter Title: Leaves of Absence


  Policy Title: Annual Leave (3001)


  Policy Number: 3001


  Effective Date: September 1, 2015


  Prior Effective Date: July 1, 2010


  



  POLICY STATEMENT


  


  Salaried and eligible permanent part-time employees will accrue annual leave (vacation) for each pay period during which they have been on the payroll (work or paid leave) for 40 or more regular hours. The accrual and use of annual leave for salaried and eligible permanent part-time employees will be as described in this policy.


  


  


  PROVISIONS / REQUIREMENTS


  


  


  
    
      
        
          

          
            	1. Annual leave may not be used until the hours have been credited to an employee’s leave balance in the SAM II HR/Payroll System. The employee’s supervisor must approve use of annual leave in advance of the employee taking time off from work. Annual leave must be taken in a minimum of 15-minute increments.

          


          
            	2. Annual leave is accrued at variable rates based on the employee's tenure with Missouri state agencies for which employment can be verified. Rates for accruing annual leave and the accrual limits for employees are shown below:

          


          



          
            	
              
                
                  
                    	Years With Missouri Government

                    	Maximum Accrual Rate Per Pay Period

                    	Accrual Limit
                  


                  
                    	Less than 10

                    	5 hours

                    	240 hours
                  


                  
                    	From 10 to less than 15

                    	6 hours

                    	288 hours
                  


                  
                    	15 or more

                    	7 hours

                    	336 hours
                  

                
              

            

          


          



          
            	3. Employees will accrue annual leave at the full-time rate described in paragraph 2 each pay period they are on payroll for 80 or more hours. Employees will accrue annual leave at one-half of the full-time accrual rate each pay period they are on payroll for 40 hours. Employees will accrue a prorated amount of annual


            	leave according to the percent of time they are on payroll between 40 and 80 hours.

          


          
            	4. The accrual limits stated in paragraph 2 will be applied as follows: The maximum accrual limits as stated in paragraph 3 will be applied as follows:

          


          
            	
              
                	A. At the end of each 12-month period from November 1 through October 31, annual leave balances exceeding the maximum accrual limits will lapse and be reduced to the allowed accrual limit. These adjustments will be made based on the employee’s annual leave balance in the SAM II HR/Payroll System following the last regular payroll run for the month of October.

              

            

          


          
            	
              
                	B. Annual leave accrued with other Missouri state agencies prior to employment with the department may be transferred to the department as annual leave credit, provided the individual assumes employment with the department within 30 days after terminating from the payroll of the other agency. The individual may transfer up to their accrual limit. Colleges/universities in Missouri and some other public entities or organizations are not considered “state agencies” under this policy. The transfer of accrued annual leave from one of these organizations will be allowed only if the State of Missouri has a “Leave Reciprocity” agreement with the organization. Contact the local human resources office to learn if an organization has signed a Leave Reciprocity agreement with the state.

              

            

          


          
            	
              
                	C. Salaried and permanent part-time employees who are retiring or terminating employment with the department will be paid for their accrued time, up to their accrual limit, after their last day on payroll.

              

            

          


          
            	5. If an official holiday falls on an employee's normal workday and the employee is scheduled to be on annual leave, the employee will not be charged eight hours of annual leave for this day.

          


          
            	6. Employees who sustain a lost time, compensable injury on the job may elect to receive payment for part or all of their accrued annual leave and/or compensatory time concurrently with weekly workers' compensation indemnity payments. Refer to Personnel Policy 0507, "Workers' Compensation." The accrued annual leave and/or compensatory time paid cannot exceed the number of days the employee is eligible for workers' compensation indemnity payments. While receiving workers’ compensation indemnity payments, employees will continue to accrue annual leave based on the rates stated in paragraph 2.

          


          
            	7. Employees who are terminating or taking an approved leave of absence without pay do not accrue additional annual leave following their last day of work, unless using paid leave while off work due to an illness/injury/condition. If any illness/injury/condition is involved, documentation from a treating physician will be required.

          


          
            	8. At the discretion of the district engineer or division leader/state engineer or designee, employees who are retiring may elect to use annual leave (or compensatory time) to bridge the time between their last day of work and their effective date of retirement. This time will be considered as creditable service in the retirement system. Once employees have signed their retirement papers, they will continue to accrue annual leave while using paid leave between their last day of work and their effective date of retirement.

          


          
            	9. Employees who have been granted a long-term (three months or longer) military leave or educational leave without pay have the option of retaining any portion of annual leave and/or compensatory time, up to their accrual limit. Any annual leave or compensatory time paid will be considered as creditable service in the retirement system. Refer to Personnel Policies 3502, “Military Service or Training Leave,” and 3504, “Educational Leave Without Pay.”

          


          
            	10. In the event of the death of an employee, compensation for any accrued annual leave (including that which may be beyond their accrual limit) shall be forwarded to the employee's designated beneficiary or to his/her estate.

          


          
            	11. When an employee is approved to take a leave of absence without pay, including unpaid Family and Medical Leave Act (FMLA) leave, he/she must determine in advance if he/she wants to use a portion or all of his/her accrued annual leave and/or compensatory time. If an employee elects to utilize any of his/her annual leave and/or compensatory time, it must be used prior to changing to leave without pay status. Once leave without pay status has started, intermittent use of annual leave and/or compensatory time will not be allowed, except as appropriate in cases of intermittent FMLA leave. Refer to Personnel Policy 3512, “Family and Medical Leave.”

          


          
            	12. An employee on suspension without pay due to a felony charge has the option to use a portion or all of his/her accrued annual leave and/or compensatory time (not to exceed the time on suspension). At the discretion of the district engineer or division leader/state engineer, employees on suspension for reasons other than a felony charge may be allowed to use annual leave or compensatory time while on suspension. The time must be used consecutively and will be counted as creditable service in the retirement system. Refer to Personnel Policy 2500, “Standard Rules of Conduct.”

          

        

      

    

  


  


  


  


  


  


  CROSS REFERENCES


  


  Personnel Policy 0507, “Workers’ Compensation”



  Personnel Policy 2500, “Standard Rules of Conduct”



  Personnel Policy 3502, “Military Service or Training Leave”



  Personnel Policy 3504, “Educational Leave Without Pay.”



  Personnel Policy 3512, “Family and Medical Leave”



  


  


  PROCEDURE


  


  Procedure 3001, “Annual Leave”




  Chapter Title: Leaves of Absence


  Procedure for Policy Title: Annual Leave (3001)


  Policy Number: 3001


  Effective Date: July 1, 2009


  Prior Effective Date: April 16, 2007


  
    

  


  
    
      
        
          PROCEDURES


          
            

            
              
                
                  
                    

                    
                      	1. Under twice-a-month pay, some pay periods will have 9 days (72 hours), some will have 10 days (80 hours), some will have 11 days (88 hours), and some will have 12 days (96 hours). To maintain a standard twice-a-month pay rate for exception paid employees (salaried) in the SAM II/HR Payroll System, a standard number of hours per pay period is being used. The standard number of hours for full-time employees is 86.667 hours (86 hours and 40 minutes) per pay period. The system assumes that exception paid employees work 86 hours and 40 minutes each pay period. If exception paid employees are in a leave without pay situation during a pay period, the number of hours of leave without pay is subtracted from the standard hours (86.667) to determine the hours of leave accrual for the pay period. For positive paid employees (permanent part-time) the hours in pay status each pay period will determine the employees’ leave accruals for the pay period.

                    


                    
                      	2. Upon employment, districts/divisions/offices will inform employees who have prior service with other state agencies to have the previous employers provide, in writing, the dates of employment, total month(s) of service with the State of Missouri, and the employees’ final annual leave accrual rates.

                    


                    
                      	3. If employees are transferring from a Missouri state agency that is not on-line with the SAM II HR/Payroll System, the employees must submit written verification from the previous employer specifying the rate at which the annual leave credit was earned with the other agency, the period of service involved, and the total unused vacation credit at the time of transfer that was not paid.

                    


                    
                      	4. It is not within the intent of this personnel policy to allow employees to take a lengthy vacation and then return to work for a brief period in order to accrue additional annual leave for the time they were off immediately prior to either taking an approved leave of absence without pay or terminating their employment with the department.

                    

                  

                

              

            

          

        

      

    

  


  

  
    Chapter Title: Leaves of Absence


    Policy Title: Holidays (3002)


    Policy Number: 3002


    Effective Date: June 16, 2009


    Prior Effective Date: July 1, 2005


    



    POLICY STATEMENT


    


    The department will observe official state holidays and will provide holiday pay to full-time and permanent part-time employees as described in this policy.


    

  


  



  


  PROVISIONS/REQUIREMENTS


  


  1. The following holidays will be observed by the department:


  


  New Year's Day January 1


  Martin Luther King, Jr. Day Third Monday in January


  Lincoln's Birthday February 12


  Washington's Birthday Third Monday in February


  Truman's Birthday May 8


  Memorial Day Last Monday in May


  Independence Day July 4


  Labor Day First Monday in September


  Columbus Day Second Monday in October


  Veteran's Day November 11


  Thanksgiving Day Fourth Thursday in November


  Christmas Day December 25


  


  2. When any of the above holidays fall on a Saturday, the holiday will be


  observed on the preceding Friday. Any holidays which fall on a Sunday, will be observed on the following Monday. Employees with workdays other than Monday through Friday will observe holidays on revised schedules to be determined by their supervisors.


  


  3. Full-time employees will receive eight hours straight-time pay for each holiday. Permanent part-time employees will receive prorated straight-time pay based on the number of hours on payroll during each pay period. See Personnel Policy 0515, “Permanent Part-Time and Job Share Employment,” for the prorated earning rates.


  


  4. Full-time employees who normally work four, 10-hour days per week will receive eight hours holiday pay and must use two hours accumulated annual leave (vacation) or compensatory time on each holiday to complete the normal 10 hour schedule. Exceptions can be made to allow extra time worked sometime during that week, including time worked on the holiday, to be used to “FLEX” for the two hours annual leave or comp time. Refer to the Financial Policies and Procedures “Holidays” for procedures on how “FLEX” coding can be used on a holiday.


  


  5. To receive holiday pay, employees must be on the payroll (work or paid leave) immediately before and immediately after each holiday – with the following four exceptions:


  


  a. When new employees are hired to start at the beginning of January and New Year’s Day is observed in January. For this exception, employees must work their first scheduled workday in January to receive holiday pay for New Year’s Day.


  


  b. When employees are returning from a workers’ compensation injury or an approved leave of absence without pay, and the workday they are released to return to work is an observed holiday. For this exception, the appropriate holiday pay will be provided. If the return to work date is after an observed holiday, holiday pay will not be provided.


  


  c. When employees are resigning in good standing or going on an approved leave of absence without pay, and they work their last scheduled workday before the holiday. For this exception, employees must work their normal (full) schedule to receive holiday pay. Any other holidays occurring between the last day physically worked, and the effective date of resignation or leave of absence without pay will be charged to annual leave or compensatory time, unless a documented injury or illness is involved. When a documented injury or illness is involved, an employee will continue to earn holiday pay as long as he/she is on payroll on the last normally scheduled workday before the holiday.


  


  d. When employees have signed papers to retire from the department. For this exception, employees who are in paid leave status will continue to receive holiday pay between their last day of work and their effective date of retirement.


  


  


  CROSS REFERENCES


  


  Personnel Policy 0515, “Permanent Part-time and Job Share Employment”



  “Holidays” (refer to Financial Services Policies and Procedures)



  

  Chapter Title: Working Hours


  Policy Title: Rest Breaks (3003)


  Policy Number: 3003


  Effective Date: September 1, 2016


  Prior Effective Date: July 1, 2010


  



  POLICY STATEMENT


  


  The department will allow employees rest breaks as described in this policy, which will give them a chance to renew their energy and remain both alert and efficient while performing their job duties.


  


  


  PROVISIONS / REQUIREMENTS


  


  


  
    
      
        
          

          
            	1. The department will allow two 15-minute breaks in a full workday (i.e., normally eight hours). Breaks should normally be taken approximately halfway through each four-hour work period; however, operating conditions may require supervisors to adjust when breaks are taken or temporarily suspend breaks. Breaks are not required by law and are not guaranteed.

          


          
            	2. Employees scheduled to work overtime will be allowed an additional five minutes of break time for each additional hour of overtime.

          


          
            	3. It is the responsibility of each employee to respect rest breaks as approved by their supervisor. It is each supervisor's responsibility to communicate changes in break schedules and any necessary restrictions.

          


          
            	4. The department supports the use of breaks by nursing mothers for the purpose of expressing milk. A designated space other than a restroom will be provided that is shielded from view and free from intrusion for such breaks. A vacant office, conference room, or other area will be designated that is not accessible or visible to the public or other employees while the nursing employee is using the room to express milk. At a minimum, the space will include a place for the nursing employee to sit and a flat surface for the pump other than the floor. In order to ensure privacy, the space should have a door that can be locked or a sign should be posted that the space is in use. Nursing mothers should give adequate notice and work with their supervisors and/or local human resources representative to coordinate arrangements. If these breaks should exceed the normal break time allowed, the additional time may be flexed or covered by annual leave/compensatory time.

          

        

      

    

  


  


  

  Chapter Title: Working Hours


  Policy Title: Voting - Request For Leave (3004)


  Policy Number: 3004


  Effective Date: July 1, 2005


  Prior Effective Date: March 1, 2005


  



  POLICY STATEMENT


  


  In accordance with sections 115.639 and 115.102 of the revised statues of Missouri (RSMo), the department encourages employees to exercise their privileges and duties as citizens, including their right to vote. Employees who do not have sufficient time outside their normal work schedules to vote may request time off to vote in accordance with the guidelines outlined below.


  


  


  PROVISIONS/REQUIREMENTS


  


  1.Only registered voters are eligible for paid voting leave.


  


  2.An employee who requests time off to vote in a general or primary election is entitled, if eligible, to paid leave at the beginning or end of his/her shift of up to three successive nonworking hours when the polls are open. To be eligible, the employee must be scheduled to work so that there are not three successive non-working hours while the polls are open and the employee must request time off in advance of the election day with their immediate supervisor. The supervisor may adjust the work schedule accordingly.


  


  3.The department does not consider paid voting leave as time worked for purposes of computing overtime pay. The supervisor cannot schedule overtime on election days without first making sure that the overtime does not interfere with the affected employee's voting rights.


  


  4. An employee requesting voting leave is responsible for having his/her current voter registration card available for the supervisor to review.


  


  5. The supervisor is responsible for verifying eligibility, approving, and scheduling voting request leaves.


  


  6.The department will not provide paid time off for an employee to work the polls and/or to act as an election judge; however, the employee can use annual or compensatory leave. An employee must notify his/her supervisor seven days in advance of election day that he/she must be absent from work on election day to serve as an election judge.


  


  


  CROSS REFERENCES


  


  Revised statues of Missouri (RSMo) sections 115.639 and 115.102




  Chapter Title: Working Hours


  Policy Title: Solicitation, Fundraising, and Posting of Information (3005)


  Policy Number: 3005


  Effective Date: January 16, 2009


  Prior Effective Date: July 1, 2005


  



  POLICY STATEMENT


  


  The department recognizes many organizations provide valuable services and benefits to their communities. The department also recognizes it has a responsibility to maintain employee productivity and to protect confidentiality of information maintained in work areas, as well as the privacy of employees. This policy will describe the criteria by which fundraising and solicitation activities and posting of information will be allowed on department property.


  


  


  DEFINITIONS


  


  Fundraising: selling or promoting products, goods, or services; or requesting and/or collecting money or items, such as non-perishable food or clothing for a non-profit or charitable organization such as a school club or a voluntary health organization. Fundraising also includes the selling of raffle tickets or tickets to events such as dinners or dances to benefit individuals, groups of people, or organizations.


  


  Solicitation: selling or promoting products, goods, or services if not included within the definition of fundraising.


  


  Nonwork Areas: breakrooms, designated smoking areas, parking lots, and building grounds.


  


  Nonwork Time: lunch and break times during normal business hours Monday through Friday, and anytime before or after an employee's normal work hours if the facility is open to the public during that time.


  


  Prior Approval: authorization may be granted for access at the discretion of the department representative but only if the request is made 24 hours in advance. For districts, the department representative is the district engineer or delegated representative. For the Central Office, the designated representative is the chief financial officer or a delegated representative.


  


  Emergency Situation:an incident involving an employee, represented by a union that can reasonably be expected to result in the serious disciplinary action of either a suspension or termination.


  


  State-Sponsored Fundraising Activity: any fundraising or charitable activity endorsed by the Governor in which state employees are encouraged to participate, such as the Missouri State Employees Charitable Campaign and the Missouri State Employees Blood Drive.


  


  Department-Sponsored Fundraising Activity:any fundraising or charitable activity endorsed by the director, or his designee.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. At the discretion of the director or his designee, state and department-sponsored fundraising activities may occasionally be conducted on department property during working hours and in work areas, which may include the use of a limited amount of state time and non-monetary state resources.


  


  2. In addition to the state or department sponsored activities allowed under paragraph 1 above, employees will also be allowed to conduct other fundraising activities in nonwork areas on nonwork time. In conducting non-state or non-department-sponsored activities, employees must comply with the department’s policies prohibiting or limiting personal use of state property.


  


  3. Employees will be allowed to post information such as personal items for sale, fundraising activities, and community events in nonwork areas on nonwork bulletin boards.


  


  4. External individuals and organizations will not be allowed to conduct fundraising activities on department property.


  


  5. Solicitation will not be allowed on department property, except as specifically otherwise provided for in this policy.


  


  6. A union or organization that represents department employees will be provided access to:


  


  a. post information on nonwork area bulletin boards;


  


  b. meet with department employees on nonwork time in nonwork areas, so long as prior approval has been given; and,


  


  c. meet with employees represented by the union, on nonwork time in nonwork areas, without obtaining prior approval if an emergency situation has occurred but solely to discuss the emergency situation. However, this does not prohibit the department from taking immediate disciplinary action against any employee, up to and including termination, prior to such a meeting between the employee and the union representative.


  


  7. A union or organization seeking to be recognized as an employee representative will be provided the following access:


  


  a.posting information on nonwork area bulletin boards; and


  


  b. upon prior approval being given, meeting with department employees on nonwork time in nonwork areas.



  Chapter Title: Leaves of Absence


  Policy Title: Sick Leave (3500)


  Policy Number: 3500


  Effective Date: March 27, 2017


  Prior Effective Date: May 15, 2014


  
    

  


  



  POLICY STATEMENT


  


  The department will allow the accrual and use of paid sick leave for salaried and eligible permanent part-time employees, and will allow the conversion of accrued sick leave to creditable service upon retirement, as described in this policy. Accrued paid sick leave may be used to cover absences related to an employee’s illness/injury/condition, or when an illness/injury/condition in the immediate family requires the employee’s presence.


  


  


  DEFINITIONS


  


  Immediate Family: In this policy only, refers to the employee’s mother, father, son, daughter, sister, brother, spouse or domestic partner, and spouse’s or domestic partner’s parents. Adoption is the same as blood relationship; a “half” relationship is the same as a “whole” relationship; and “step” relationships are covered but only apply to stepfather, stepmother, stepson, and stepdaughter. Also, another relative of the employee who is a member of the employee’s immediate household, as well as any other relative of the employee or person who, by unique relationship, maintains a family role similar to a relative stated above, are included in this definition of immediate family. It is the responsibility of the employee to provide documentation to support why paid sick leave should be granted in cases of these unique relationships.


  


  Domestic Partner: Identifies the personal relationship between individuals who are living together and sharing a common domestic life together and are jointly responsible for the basic necessities of life but are not joined in any type of legal partnership, marriage, or civil union.


  


  


  PROVISIONS / REQUIREMENTS


  


  1. Salaried and eligible permanent part-time employees will accrue sick leave at the rate of 5 hours for each pay period during which they are on the payroll (work or on paid leave) for 80 or more regular hours. They will accrue at one-half (50 percent) the full-time accrual rate for each pay period during which they are on payroll 40 hours, and if on payroll between 40 and 80 hours, they will accrue on a prorated basis according to the percentage of time they are on payroll.


  


  2. Sick leave maynotbe used until such leave has been earned from prior pay periods. Sick leave must be taken in a minimum of 15-minute increments and leave may be accumulated to an unlimited amount. Sick leave may only be used as described in this policy and employees have the responsibility to establish the legitimate need for the use of sick leave.


  


  3. Employees may use accrued sick leave during periods of absence from work in the event of a personal illness/injury/condition, or in the event of an illness/injury/condition in the immediate family that requires the employee’s presence. Employees may be required to provide medical documentation from a health care provider to verify the need for paid sick leave and/or demonstrate they are able to safely return to work. Employees required to provide such documentation should use the Sick Leave/Return to Work Form. Depending on the length of absence requested and whether the absence is Family and Medical Leave Act (FMLA)-qualifying, medical documentation may be requested on a recurring basis, such as weekly or monthly, to verify the ongoing need for use of paid sick leave.


  


  4. Employees must differentiate between a personal illness/injury/condition and an illness/injury/condition in the immediate family when using sick leave. Supervisors are to ensure timesheets are properly coded according to whether the sick leave is because of the employee’s illness/injury/condition or for the illness/injury/condition of the employee’s immediate family.


  


  Employees must consult with their supervisors when scheduling planned medical treatments for themselves, covered family members, or covered service members, and make a reasonable effort not to unduly disrupt work schedules.


  


  5. If employees choose, time off for a personal illness/injury/condition or illness/injury/condition in the immediate family may be charged against part or all of their accrued annual leave or compensatory time. In such cases, the annual leave or compensatory time used cannot later be restored by transferring the time used to earned sick leave. If employees choose to charge this time off to other paid leaves instead of sick leave, they may still be required to provide medical documentation from a health care provider (Sick Leave/Return to Work Form) to verify the need for paid leave related to the illness/injury/condition.


  


  6. If leave is taken for a personal illness/injury/condition, employees should read Personnel Policy 0509, “Temporary Modified Duty Assignments,” to determine if this type of assignment could be used in lieu of sick leave.


  


  7. Employees must exhaust all accrued sick leave before taking unpaid FMLA leave for their own serious health condition or to care for their spouse child, or parent with a serious health condition. While not referred to as FMLA leave, an employee with a domestic partner is also entitled to the same amount of unpaid leave as provided in MoDOT’s FMLA leave policy and under the same requirements and qualifications. Employees requesting FMLA leave to care for a covered servicemember with an injury or illness are also required to first exhaust accrued paid sick leave before taking unpaid FMLA leave, unless the service member being cared for does not fall under the definition of immediate family and sick leave cannot be used. Employees may use accrued sick leave to cover absences related to other FMLA-qualifying events as permitted by the FMLA and described in Personnel Policy 3512, “Family and Medical Leave.”


  


  Employees are permitted to use up to six weeks of parental leave upon the birth or adoption of a child for purposes of nurturing and bonding. Additional paid sick leave may only be used if circumstances exist which meet the usual requirements for the use of paid sick leave. Refer to Personnel Policy 3516 ("Parental Leave").


  


  8. Employees must exhaust all accrued paid leave before taking extended sick leave. Refer to Personnel Policy 3501, “Extended Sick Leave.”


  


  9. If employees have no sick leave, annual leave, or compensatory time credits, and FMLA leave is not applicable, the district engineer/division leader/state engineer may grant time off without pay, not to exceed 80 consecutive hours, without affecting employees’ retirement service record date. If additional time is needed, the district engineer/division leader/state engineer may grant a special leave without pay. Refer to Personnel Policy 3509, “Special Leave Without Pay.”


  


  10. Employees who have been granted a leave of absence without pay retain any unused sick leave credits they have accrued at the time of the leave.


  


  11. Accrued sick leave may be restored to, or transferredto, the department in an unlimited amount by an individual previously employed with the department or other Missouri state agency. The individual must begin employment with the department within five years after terminating employment with the department or the other state agency. Before the transfer of accrued sick leave will be accepted from another state agency, the individual must submit written certification from the previous employer specifying the basis on which the sick leave was earned, the period of service involved, and the total unused sick leave at the time of employment termination. Sick leave will not be accepted in an amount exceeding the five hours per pay period earned by department employees.

  

  Colleges/universities in Missouri and some other public entities and/or organizations are not considered “state agencies” under this policy. The transfer of accrued sick leave from one of these organizations will be allowed only if the State of Missouri has a “Leave Reciprocity” agreement with that organization. Contact the local human resources office to learn if an organization has signed a Leave Reciprocity agreement with the state.


  


  12. Sick leave is accrued by salaried employees or eligible permanent part-time employees who are receiving compensation payments provided under the Workers’ Compensation Law. Employees who sustain a compensable injury on the job must complete Form A-450, “Workers’ Compensation Disability Preference,” indicating whether they wish to supplement workers’ compensation lost time benefits with sick leave benefits. Refer to Personnel Policy 0507, “Workers’ Compensation.”


  


  13. Employees who are terminating employment or taking an approved leave of absence without pay may not use sick leave immediately prior to the leave and will not accrue additional sick leave following their last day of work. The only exception is when they are using paid leave while off work due to a documented illness/injury/condition, prior to terminating or beginning the leave of absence without pay. While still in paid leave status, they will accrue additional sick leave. If an illness/injury/condition is involved, documentation from a treating physician will be required before the use of sick leave will be approved.


  


  14. Employees who are retiring will continue to accrue sick leave between the date they sign their retirement papers and their effective date of retirement if they are on payroll (work or paid leave) until their date of retirement.


  


  15. Employees who are members of the retirement system and who retire directly from employment with the department will have their unused accrued sick leave converted to creditable retirement service. For the purpose of calculating an annuity, the rate of one month of creditable service for each 168 hours of unused sick leave will be allowed. Conversion of sick leave will be madeonlyfor full increments of 168 hours andnotprorated for portions thereof. There is no other conversion of, or payment for, unused sick leave upon termination of employment, including members vested in the retirement system.


  


  16. Employees suspended due to felony charges will not be allowed to use accrued sick leave during the suspension, even though they may elect to use accrued annual leave or compensatory time while suspended.


  


  17. Employees are allowed to use up to one (1) hour of accrued sick leave per month for personal wellness activities related to physical fitness, such as: attending a gym or fitness class; taking a walk, jogging, bicycling; attending a yoga, aerobics, kickboxing or health-related course. This time must be `requested in advance, pre-approved by the employee’s supervisor, and recorded in the Time Reporting


  System as Personal Wellness Leave (SLPW). Employees in an unpaid sick leave status will not be allowed to use PWL.

  

  Examples of inappropriate use of PWL include, but are not limited to: shopping; running errands; visiting family members and friends; taking extended lunch periods wherein health and wellness is not the focus of the lunch.


  


  CROSS REFERENCES


  


  Personnel Policy 0507, “Workers’ Compensation”



  Personnel Policy 0509, “Temporary Modified Duty Assignments”



  Personnel Policy 3501, “Extended Sick Leave”



  Personnel Policy 3509, “Special Leave Without Pay”



  Personnel Policy 3512, “Family and Medical Leave”



  


  PROCEDURE


  


  Procedure 3500, “Sick Leave”



  


  FORMS


  


  Sick Leave/Return to Work Form



  A-450, Workers’ CompensationLost Time Preference




  Chapter Title: Leaves of Absence


  Procedure for Policy Title: Sick Leave (3500)


  Policy Number: 3500


  Effective Date: August 16, 2007


  Prior Effective Date: July 1, 2005


  
    

  


  
    
      
        
          PROCEDURES


          
            
              
                
                  
                    
                      

                      	
                        
                          
                            
                              
                                

                                
                                  	1. Under twice-a-month pay, some pay periods will have 9 days (72 hours), some will have 10 days (80 hours), some will have 11 days (88 hours), and some will have 12 days (96 hours). To maintain a standard twice-a-month pay rate for exception paid employees (salaried) in the SAM II HR/Payroll System, a standard number of hours per pay period is being used. The standard number of hours for a full-time employee is 86.667 hours (86 hours and 40 minutes) per pay period. The system assumes that an exception paid employee works 86 hours and 40 minutes each pay period. If an exception paid employee is in a leave without pay situation during a pay period, the number of hours of leave without pay are subtracted from the standard hours (86.667) to determine the hours of leave accrual for the pay period. For a positive paid employee (permanent part-time) the hours in pay status each pay period will determine the employee's leave accrual for the pay period.

                                


                                
                                  	2. Upon employment, districts/divisions/offices will inform each employee who has prior service with other state agencies within the past five years to have the previous employers provide, in writing, the dates of employment, total month(s) of service with the State of Missouri, the employee’s sick leave accrual rate, and the amount of unused sick leave at the time of separation from that agency.

                                


                                
                                  	3. If an employee is transferring from a Missouri state agency that is not on-line with the SAM II HR/Payroll System, the employee must submit written verification from the previous employer specifying the rate at which the sick leave credit was earned with the other agency, the period of service involved, and the total unused sick leave credit at the time of the transfer.

                                

                              

                            

                          

                        

                      

                    

                  

                

              

            

          

        

      

    

  


  


  MISSOURI DEPARTMENT OF TRANSPORTATION


  SICK LEAVE/RETURN TO WORK FORM


  Human Resources Division


  March 2011


  



  Employee’s Name:  


  Patient’s Name (if different from employee):  


  Relationship to Employee:  


  Date of Appointment:  


  Reason for absence from work:


  0 Medical appointment for employee


  0 Medical appointment for employee’s family member


  0 Personal illness, injury, or condition of employee


  0 Illness, injury, or condition of employee’s family member


  Please describe the illness, injury, or condition that supports the employee’s need for absence from work and how the illness/injury/condition prevents the employee from performing the essential functions of his/her job. (Let us know if you need the employee’s job essential functions.) If the employee’s absence is to care for or assist a family member, please describe the illness/injury/condition that requires the employee’s care and explain the need for the employee’s presence to care for the family member.


    


  How much time do you anticipate the employee will need to be absent from work directly related to the situation described above?


  Date:  to Date:



  Is the employee able to return to work without restrictions?


  0 No. Please proceed to second page of this form and complete as necessary.


  0 Yes, can return without restrictions on the following date   


  ____________________________ ________________________________  


  Signature of Health Care Provider Type of Practice


    


  ____________________________ ________________________________   



  Printed Name of Health Care Provider Telephone Number


    


  _____________________________ _________________________________  


  Address Date


  



  NOTE: The Genetic Information Nondiscrimination Act (GINA) prohibits employers and other entities covered by GINA Title II from requesting or requiring genetic information of employees or their family members. In order to comply with this law, we are asking that you not provide any genetic information when responding to this request for medical information. “Genetic information” as defined by GINA includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive reproductive services


  



  



  



  EMPLOYEE’S NAME:  


  DATE OF APPOINTMENT:  


  



  DESCRIBE THE REASON FOR WORK RESTRICTIONS (ILLNESS/INJURY/CONDITION):


    


  



  



  MEDICAL STATUS:


  0 MAX. MED. IMPROVEMENT


  0 IMPROVED


  0 SAME


  0 WORSE


  



  RETURN TO WORK STATUS (TEMPORARY MODIFIED DUTY MAY BE AVAILABLE WITH CERTAIN RESTRICTIONS)


  0 CAN RETURN TO WORK WITH RESTRICTIONS FOR FULL DAYS ON FOLLOWING     DATE: _______________


  0 CAN RETURN TO WORK WITH RESTRICTIONS FOR ____                       HOURS PER DAY ON FOLLOWING DATE: _____________________


  



  PATIENT CAN, IN A DAY: MUST (HOURS AT ONE TIME) (TOTAL HOURS DURING DAY)


  AVOID  0-22-44-66-88-10    0-22-44-66-88-1010-12


  STAND/WALK NO RESTRICTIONS 0  0  0  0  0 0   0  0  0  0   0


  SIT NO RESTRICTIONS 0  0  0  0  0 0   0  0  0  0   0


  DATA ENTRY/TYPING NO RESTRICTIONS 0  0  0  0  0 0   0  0  0  0  


  SIMPLE GRASPING NO RESTRICTIONS 0  0  0  0  0 0   0  0  0  0  


  TWIST NO RESTRICTIONS 0  0  0  0  0 0   0  0  0  0   0


  BEND NO RESTRICTIONS 0  0  0  0   0 0   0  0  0  0   0


  SQUAT NO RESTRICTIONS 0  0  0  0   0 0   0  0  0  0   0


  KNEEL NO RESTRICTIONS 0  0  0  0   0 0   0  0  0  0   0


  CLIMB NO RESTRICTIONS 0  0  0  0   0 0   0  0  0  0   0


  REACH NO RESTRICTIONS 0  0  0  0   0 0   0  0  0  0   0


  JACK HAMMER NO RESTRICTIONS 0  0  0  0   0 0   0  0  0  0   0



  PUSHING & PULLING __LBS. NO RESTRICTIONS 0  0  0  0   00   0  0  0  0   0


  OPERATE FOOT CONTROLS NO RESTRICTIONS 0  0  0  0   00   0  0  0  0   0


  DRIVE CAR/TRUCK NO RESTRICTIONS 0  0  0  0   0 0   0  0  0  0   0


  0 AUTOMATIC  0 STANDARD/MANUAL


  PATIENT HAS THE FOLLOWING LIFTING RESTRICTIONS:


  0 NO LIFTING RESTRICTIONS


  FLOOR TO WAIST ___ LBS.


  WAIST TO SHOULDER ___ LBS.


  SHOULDER TO OVERHEAD ____ LBS.


  CARRY ___ LBS.


  OTHER PHYSICAL RESTRICTIONS AND/OR INSTRUCTIONS:


    


  



  LIST ANY RESTRICTIONS AND/OR INSTRUCTIONS RELATED TO ANY PRESCRIPTION MEDICATIONS:


    


  __________________________________ _____________________  


  SIGNATURE OF HEALTH CARE PROVIDER DATE


  



  NEXT APPOINTMENT DATE: ______________________________________


  



  

  Chapter Title: Leaves of Absence


  Policy Title: Extended Sick Leave (3501)


  Policy Number: 3501


  Effective Date: April 1, 2010


  Prior Effective Date: July 1, 2005


  



  POLICY STATEMENT


  


  The department will allow employees who are members of the Missouri Department of Transportation and Highway Patrol Employees’ Retirement System to be on an extended sick leave without pay for a personal illness/injury/condition as described in this policy. District engineers and division leaders/state engineers will determine if a leave request will be approved within their respective areas.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. Extended sick leave may be requested when an employee has exhausted all paid leave (and Family and Medical Leave Act leave, if applicable), and must be dropped from the department payroll due to an extended personal illness/injury/condition. This extended sick leave may be approved for monthly increments of up to, but no more than 12 consecutive months. When employees are on an approved extended sick leave without pay, they will retain and earn creditable service in the retirement system and the department.


  


  2. Extended sick leave must be requested in writing and must be based on a current certification by the employee's health care provider stating the employee is not capable of returning to work. Certifications should indicate the medical reason and expected duration of the absence from work. Failure to provide timely certification may be a basis for denial of a request for an extended sick leave without pay.


  


  3.While on an extended sick leave without pay, insurance coverage will continue to be available without state participation. Eligible employees will need to make manual payments if they want to continue health, life, or disability insurance coverage.


  


  4. Being placed in an approved extended sick leave status does not guarantee that an employee’s previous job will be available for the employee to return to if the employee becomes capable of working while on extended sick leave. The department will make decisions on retaining the employee’s previous job and/or filling it, based on its business needs. If the employee’s position is no longer available at the end of the approved extended sick leave, the employee will be released from employment. If the employee’s position is still available and open, but the employee is unable to affirmatively demonstrate by the end of the approved period of extended sick leave that he/she can perform the essential functions of the position, with or without reasonable accommodation, the employee will be released from employment. If an employee is approved for disability payments while on extended sick leave, the extended sick leave will end and the employee will be released from employment.


  


  


  CROSS REFERENCE


  


  Personnel Policy 3512, “Family and Medical Leave”




  

  


  Chapter Title: Leaves of Absence


  Policy Title: Military Service or Training Leave (3502)


  Policy Number: 3502


  Effective Date: August 28, 2012


  Prior Effective Date: July 1, 2005


  
    

  


  



  POLICY STATEMENT


  


  The Missouri Department of Transportation supports the United States of America’s military efforts and will provide paid or unpaid leave to employees who perform military service as described in this policy. The department will administer applicable state and federal laws and regulations regarding military absence without discrimination.


  


  


  DEFINITIONS


  


  Military Service or Uniformed Service: Service in the United States Army, Air Force, Navy, Marine Corps, Coast Guard, and members of the United States Public Health Service or any women's auxiliary thereof; and service in the Army National Guard and Air National Guard when engaged in active duty for training, inactive duty training, or full-time National Guard duty; and service by any other category or persons designated by the President of the United States in time of war or emergency.


  


  Reserve Component: Includes the federally recognized National Guard and Air National Guard of the United States, the Officers Reserve Corps, the regular Army Reserve, the Air Force Reserve, the enlisted Reserve Corps, the Naval Reserve, the Marine Corps Reserve, and the Coast Guard Reserve.


  


  


  PROVISIONS/REQUIREMENTS


  


  MILITARY LEAVE OF ABSENCE WITH PAY


  


  1. All salaried and wage employees who are members of the Missouri Department of Transportation and Highway Patrol Employees’ Retirement System (MPERS), and either are currently or become a member of the National Guard or any reserve component of the Armed Forces of the United States, will be eligible for military leave with pay as provided below.


  


  2. The Revised Statutes of Missouri provide that employees of the state who are members of the National Guard or any reserve component of the Armed Forces of the United States will be entitled to a leave of absence, as provided below, from their respective duties without loss of time, loss of pay, loss of regular leave, impairment of efficiency rating, or loss of any other rights or benefits including retirement benefits.


  


  3. Military leave with pay will be provided for:


  


  A. All periods of military service during which an employee is engaged in the performance of duty or training in the service of the state at the call of the Governor and as ordered by the Adjutant General without regard to length of time; and,


  


  B. All periods of military service during which an employee is engaged in the performance of duty in the service of the United States under competent orders, for a period not to exceed a total of 120 hours in any federal fiscal year. This paid leave will be tracked in one-hour increments. Only days during which an employee would otherwise have worked and received pay will be counted toward the 120-hour limit of paid leave. Military leave taken December 21, 2000, and thereafter will be reviewed to ensure leave during this time is provided for up to 120 hours.


  


  4. To receive pay for the above military leave, prior to beginning the leave, an employee must file with the district/division/office to which the employee is assigned a copy of appropriate official orders authorizing attendance, and upon return, a certification from the commanding officer of performance of duty in accordance with the terms of the orders. If it is not possible to provide a copy of the official orders prior to beginning the leave, the employee must provide a copy as soon as possible after beginning this leave.


  


  5. The Reserve Officers Training Corps (R.O.T.C.) is not an official reserve component as covered by this policy and individuals required to attend summer training under the R.O.T.C. program do not qualify for military training leave with pay.


  


  6. If an employee, who is a member of the National Guard or a reserve component, volunteers or is required to serve on federal active duty beyond 120 hours during any federal fiscal year, the employee, after utilizing military leave with pay, has the option of taking unused annual leave and compensatory time or be granted a military leave without pay as provided below.


  


  


  MILITARY LEAVE OF ABSENCE WITHOUT PAY


  


  7. Any salaried or wage employee who is a member of MPERS may be granted a leave of absence without pay in accordance with the Uniform Services Employment and Reemployment Rights Act. The employee may be granted a leave of absence for the performance of duty on a voluntary or involuntary basis in a uniformed service under competent authority including active duty, active duty for training, full-time national guard duty, and a period for which a person is absent for the purpose of an examination to determine the fitness of the person to perform any such duty.


  


  8. A military leave of absence will be granted and the absence will be considered as creditable service with MPERS and the department provided the following conditions are met:


  


  A.An employee provides advance written or verbal notice of the service;


  


  B.The cumulative length of the absence and previous absences with the department by reason of service does not exceed five years; and,


  


  C.Upon completion of the period of service, the employee submits a new application for reemployment showing the military service and any other changes occurring in personal status during the absence within the time period required by law after completion of a period of service.


  


  Upon request, the employee may also be required to submit documentation which reflects the character of the service, the timeliness of the application for reemployment, and that the cumulative time in service has not exceeded five years.


  


  9. An Employment Status Maintenance (ESMT) transaction is required to place an employee on military leave without pay whenever the employee will be on leave without pay for more than 80 consecutive work hours (more than 10 consecutive workdays for employees on 5x8 schedules and more than 8 consecutive workdays for employees on 4x10 schedules). An ESMT is also required if an employee will be on unpaid leave for all the normal workdays and holidays within an entire pay period, even if this time is equal to or less than 80 hours.


  


  10. While on military leave without pay, insurance coverage will continue to be available without state participation. Eligible employees will need to make manual payments if they want to continue health, life, or disability insurance coverage.


  


  11. Reporting to Work Requirements


  


  A. An employee, serving for a period of service less than 31 days or who is absent for the purpose of an examination to determine fitness for duty, must report for work no later than the beginning of the first full regularly scheduled workday following completion of the period of service and the expiration of eight hours after the period allowing for safe transportation from the place of service to the employee's residence. An application for reemployment need not be submitted for periods of service less than 31 days.


  


  B. An employee serving for a period of service which is more than 30 days, but less than 181 days, must contact his/her supervisor no later than 14 days after the completion of the period of service to make arrangements to return to work. If contacting the supervisor within the 14 day period is impossible or unreasonable, through no fault of the employee, contact should be made on the next full calendar day when the employee is capable of making contact. An application for reemployment need not be submitted for periods of service of more than 30 and less than 181 days.


  


  C. An employee serving for a period of more than 180 days must submit an application for reemployment with the department no later than 90 days after the completion of the period of service. The employee should submit the application to the local Human Resources office and notify his/her most recent supervisor that he/she has submitted the application for reemployment.


  


  12. Reporting to Work After Illness or Injury Incurred in, or Aggravated During, the Performance of Service


  


  An employee hospitalized for or convalescing from an injury or illness incurred in or aggravated during the performance of military service shall, at the end of the period necessary for recovery, either report to work or submit an application for reemployment in accordance with the above paragraphs.


  


  13. Return to Work


  


  Human Resources (district or Central Office) will handle all requests for reemployment. Employees who have been on military leave without pay for a cumulative length of less than five years will be placed into the same or a similar job upon return from leave, as described below. Positions for employees on leave for up to 180 days will be held open (or filled temporarily) until they return. Positions for employees who are on leave more than 180 days can be considered for permanent filling. Employees on leave more than 180 days will be placed in the same or a job similar to the one they were in before going on this leave.


  


  If an employee would have normally been provided with a change in jobs (to a job for which he/she is qualified such as through a career ladder promotion) if he/she had not gone on military leave without pay, he/she will be placed in this new job upon returning from a leave of 180 days or less.


  


  If the job change would have occurred while the employee was on leave and the leave is for more than 180 days, the employee will be placed in the new job (if one is available) or in a similar job in the same salary grade when he/she returns, if qualified to perform those duties.


  


  CIVIL AIR PATROL


  


  14. Salaried and wage employees will be eligible for paid leave for civil air patrol duty if they are a member of the civil air patrol and have qualified for a civil air patrol emergency service specialty rating.


  


  Leave for such emergency service shall not be for more than 15 working days in any state fiscal year or without regard to length of time when responding to a state or nationally declared emergency or disaster in the state of Missouri. To receive pay for this emergency service, an employee will need to provide evidence of this service from the Missouri wing commander or the wing commander’s designated representative.


  


  15. An employee will be released from work for civil air patrol duty upon request from the Missouri wing commander or the wing commander's designated representative.


  


  COAST GUARD AUXILIARY


  


  16. Salaried and wage employees will be eligible for paid leave if they are members of the Coast Guard Auxiliary and are required to be engaged in declared emergency service as authorized by the United States Coast Guard issuing authority.


  


  17. Paid leave for such emergency service can be unlimited to meet the needs of the United States Coast Guard when responding to a state or nationally declared emergency or disaster within the state of Missouri or upon the navigable waterways within or adjacent to the state of Missouri.


  


  18. Paid leave for such emergency service shall be for no more than 15 working days in any state fiscal year when responding to an emergency or disaster outside the state of Missouri or upon waterways outside of or not adjacent to the state of Missouri.


  


  FORM


  


  Application for Reemployment Following Completion of Military Leave




  MISSOURI DEPARTMENT OF TRANSPORTATION 


  AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER


  Application For Reemployment Following Completion of Military Leave


  
    January 2011
  


  
    

  


  
    

  


  
    Employee Name: __________________________________________________
  


  
    

  


  
    Social Security Number (Last four digits): _______________________________
  


  
    

  


  
    Date of Application: _______________________________________________  
  


  
    

  


  
    Mailing Address: __________________________________________________
  


  
    

  


  
    ________________________________________________________________
  


  
    

  


  
    Email Address: __________________________________
  


  
    

  


  
    Phone Number: (_______)__________________________
  


  
    

  


  
    

  


  
    Dates of military leave: From:__________________To:____________________
  


  
    

  


  
    Date released from active duty: _______________________________________
  


  
    

  


  
    Date expected to return to work: ______________________________________
  


  
    

  


  
    Position held prior to going on military leave: ____________________________
  


  
    

  


  
    Division/District/Office where last worked: ______________________________
  


  
    

  


  
    Describe work related training received and/or special skills developed while on military leave: ________________________________________________________________
  


  
    ______________________________________________________________________
  


  
    ______________________________________________________________________
  


  
    

  


  
    Describe work related experience gained while on military leave: __________________
  


  
    _____________________________________________________________________
  


  
    _____________________________________________________________________
  


  
    

  


  
    List college or technical school courses (or GED if appropriate) completed while on military leave: ________________________________________________________________
  


  
    ______________________________________________________________________
  


  
    ______________________________________________________________________
  


  
    

  


  
    List work related licenses or certifications earned while on military leave: ____________
  


  
    _____________________________________________________________________
  


  
    _____________________________________________________________________
  


  
    

  


  
    List work related restrictions incurred while on military leave (and provide medical documentation): _______________________________________________________
  


  
    _____________________________________________________________________
  


  
    _____________________________________________________________________
  


  
    

  


  Employee Certification and Signature


  
    I certify the information provided herein is true and complete to the best of my knowledge. I understand misrepresentation or omission of information on this application could be cause for my subsequent dismissal from employment.
  


  
    

  


  
    

  


  
    Employee Signature: ____________________________(Date)______________
  


  
    

  


  
    Send this application to the human resources representative below
  


  
    who will contact you regarding your reemployment opportunities.
  


  
    

  


  Human Resources Representative


  
    

  


  
    Name/Title: ______________________________________________________
  


  
    

  


  
    Mailing Address: __________________________________________________
  


  
    

  


  
    ________________________________________________________________
  


  
    

  


  
    ________________________________________________________________
  


  
    

  


  
    Phone Number: (__________)______________________ 
  


  
    

  


  
    NOTE: The Genetic Information Nondiscrimination Act (GINA) prohibits employers and other entities covered by GINA Title II from requesting or requiring genetic information of employees or their family members. In order to comply with this law, we are asking that you not provide any genetic information when responding to this request for medical information. “Genetic information,” as defined by GINA, includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive reproductive services.
  


  


  


  


  Chapter Title: Leaves of Absence


  Policy Title: Educational Leave without Pay (3504)


  Policy Number: 3504


  Effective Date: July 1, 2009


  Prior Effective Date: July 1, 2005


  



  POLICY STATEMENT


  


  The department will allow full-time employees to be approved for a leave of absence without pay for educational purposes. Employees will retain prior creditable service with the retirement system and the department while on an approved educational leave.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. A full-time employee who is a member of the retirement system may apply for and, with the approval of the district engineer or the division leader/state engineer, receive an educational leave without pay not exceeding a consecutive nine-month period, to work toward a college diploma or degree in a field of study beneficial to both the department and the employee. Attendance must be at an educational institution accredited to award the diploma or degree to be attained.


  


  2. It is not mandatory that educational leave be automatically issued upon an employee's request. All requests should be reviewed against the following criteria:


  


  A. Requests to pursue a one-year, two-year, or four-year diploma or degree will be limited to the curriculum required in department job specifications or for which the department normally would recruit; or, the curriculum must be one for which a future special need has been recognized and sanctioned by the department. Approval of requests will be subject to expected staffing needs by the department at the time the employee expects to graduate.


  


  B. Requests to pursue an advanced degree will be limited to instances where an advanced degree is required on a job specification and effective utilization of this background can be substantiated.


  


  C. The ability of the district/division/office to meet their business operation needs, as well as the department's needs, if each leave request is approved.


  


  3. Approval of educational leave without pay entitles the employee to retain prior creditable/credited service with both the retirement system and the department. However, the time away from employment while on leave without pay will not be counted as creditable/credited service with either the retirement system or the department. An employee going on educational leave without pay retains all of his/her unused sick leave credits he/she had at the beginning of the leave.


  


  4. An employee has the option of either retaining or using accrued annual leave and compensatory time after his/her last day of work and prior to switching to leave without pay for an educational leave. No annual or sick leave will be earned after the employee switches to leave without pay status. Any holidays occurring while the employee is using his/her accrued leave will be paid provided he/she is on paid leave immediately before and immediately after each holiday.


  


  5. While on educational leave without pay, insurance coverage will continue to be available without state participation. Eligible employees will need to make manual payments if they want to continue health, life, or disability insurance coverage.


  


  6. An extension beyond a nine-month leave period may be requested by the employee, if attendance at the educational institution beyond that period is either required or warranted. If the employee does not return to work at the expiration of the educational leave and has neither requested nor received an extension, the educational leave automatically expires and the employee is considered to have voluntarily resigned.


  


  7. Participants in the department’s Co-operative Civil Engineer Training Program are exempt from the above provisions, as issuance of leave is automatic.


  


  8. An Employment Status Maintenance (ESMT) transaction placing the employee in a leave without pay employment status is required when the educational leave without pay is for more than 80 consecutive work hours (more than 10 consecutive workdays for employees on 5x8 schedules and more than 8 consecutive workdays for employees on 4x10 schedules.) An ESMT is also required if an employee will be on unpaid leave for all the normal workdays and holidays within an entire pay period, even if this time is equal to or less than 80 hours. The Certificates/Remarks section of the ESMT should include a statement that the position has been retained for the employee while on leave. When the employee returns from educational leave, an ESMT is again submitted to place the employee in active status. The employee must provide an official copy of his or her grade report for the academic period, a copy of which is to be forwarded to the Human Resources Division to be placed in the employee’s official personnel file.


  


  9. If the employee violates any provisions of the educational leave or fails to return at expiration of the leave, an ESMT will be submitted indicating voluntary resignation. The effective date of the action will be either the expiration date of the leave, or in the case of a violation, the date on which such violation becomes known.


  10. Since the time away on leave without pay (if the leave exceeds 80 work hours) does not count toward creditable/credited service in the retirement system or department, it will be necessary to bridge the absence by adjusting the service record dates. The Human Resources Division will be responsible for determining the revised dates, modifying the dates on the SAM II HR/Payroll System, and notifying the relevant district/division/office of the revised date.



  

  
    Chapter Title: Leaves of Absence


    Policy Title: Funeral Leave (3506)


    Policy Number: 3506


    Effective Date: January 1, 2013


    Prior Effective Date: April 1, 2009


    



    POLICY STATEMENT


    


    The department will provide time off from work with pay to full-time and permanentpart-time employees due to the death of a family member or friend as described below. The department will also designate appropriate employees to attend funerals of current employees.


    


    PROVISIONS / REQUIREMENTS


    


    1. Absence Due to Death of Immediate Family Member


    


    A. A full-time employee will be allowed up to 40 hours absence from work due to bereavement in the event of the death of a member of the employee’s immediate family. This time is primarily for bereavement, but may also be used for travel time as well as time needed to assist with funeral arrangements and other matters related to the family member’s death. If more than 40 hours is needed, the employee will need to use other types of accrued paid leave.


    


    B. A permanent part-time employee will be allowed funeral leave in the event of the death of a member of his/her immediate family at a rate based on the number of hours in pay status. (See Personnel Policy 0515, “Permanent Part-Time and Job Share Employment,” for the appropriate leave rate). If more than this pro-rated amount of funeral leave is needed, additional time off must be charged to other types of accrued paid leave.


    


    C.A member of the immediate family for purposes of this policy includes an:


    


    1)Employee’s spouse or domestic partner;


    2)Employee’s child;


    3)Employee’s parent;


    4)Employee’s stepparent;


    5)Employee’s brother;


    6)Employee’s half- brother;


    7)Employee’s sister;


    8)Employee’s half- sister;


    9)Employee’s grandparent;


    10)Employee’s grandchild;


    11)Employee’s son-in-law;


    12)Employee’s daughter-in-law;


    13)Employee’s spouse’s or domestic partner’s child, parent, stepparent, grandparent, and grandchild; and


    14)Any other relative who is a member of the employee’s immediate household.


    


    Adoption is the same as a blood relationship, a “half” relationship is the same as a “whole relationship,” and “step” relationships apply to stepparents and stepchildren.


    


    2. Absence Due to Death of a Friend or Non-Immediate Family Member


    


    With the approval of his/her supervisor, an employee may be granted paid time off for actual time needed but not to exceed eight hours to attend or participate in the funeral of a friend or a relative who is not an immediate member of the family (other relative). This eight-hour limit applies regardless of the work schedule an employee is working, such as 5X8, 4X10, etc. Under this section, the provisions stated below are to be used if the particular circumstances are as outlined below. Please note that while these provisions cover a number of situations when funeral leave can/cannot be used, they do not cover all situations. These can be used as a guide to help supervisors when other situations arise.

  


  


  A. Friends in this section are intended to include those people whom an employee considers as close personal friends, rather than just acquaintances of the employee. Also included in the friend category are immediate family members of co-workers. When immediate family members (such as parents, spouse, domestic partner and children) of employees pass away, their co-workers may be allowed to attend the funerals as a means of supporting these employees in their times of loss. The friends category does not include everyone who is a member of the same church or social/civic group (Jaycees, etc.) whom an employee may see only occasionally and who is an acquaintance instead of a personal friend.


  


  B.Attendanceat funerals of friends or other relatives can involve such activities as:


  


  1)Changing into clothes more appropriate for a funeral.


  2)Traveling to the location of the funeral.


  3)Talking with family members of the person who passed away, if a visitation occurs immediately prior to the funeral services.


  4)Sitting through the funeral services.

  

  


  5)Going to the graveside services.


  6)Eating with the family if a meal is provided (with the normal 30 minutes of unpaid lunch time not being coded to funeral leave).


  7)Traveling back to the work site.


  8)Changing back into normal work clothes.


  


  For services held a short distance away, time off for some or all of the above activities should not take a full eight hours. Many employees can attend local services and use from one to four hours of paid funeral leave. A full eight hours of leave should only be needed when there is a long drive to the funeral site, such as to two hours each way.


  


  C.Participationin funerals of friends or other relatives may involve such activities as being a pallbearer, reading scripture, singing, playing music, or even conducting the service. These activities can be eligible for funeral leave provided employees are not being paid to perform the particular functions or employees do not do this on a regular voluntary basis because of their membership in a church or social/civic group. Another function not eligible for paid funeral leave is when members of a church volunteer to prepare meals for funerals held on or off church property and whether these funerals are for members of their church or not.


  


  D.When an employee’s work schedule prevents him/her from attending the funeral services of a friend or other relative, the employee’s supervisor may approve the employee to use funeral leave to allow the employee time to leave work early to attend the visitation in lieu of attending the funeral. This is when the visitation is held a day or more prior to the funeral service. A supervisor should consider such items as the travel time to the visitation and whether or not the employee needs to change clothes in determining how much leave should be approved for the employee to go to the visitation when the employee will not be able to attend the funeral services.


  


  3. Absence Due to Death of Department Employee


  


  The appropriate district engineer or division leader/state engineer may specify who is to attend the funeral of a current employee and the amount of paid time off to be allowed, generally not to exceed eight hours.


  


  


  CROSS REFERENCE


  


  Personnel Policy 0515, “Permanent Part-Time and Job Share Employment”




  

  Chapter Title: Leaves of Absence


  Policy Title: Jury Duty (3507)


  Policy Number: 3507


  Effective Date: December 1, 2014


  Prior Effective Date: July 1, 2005


  



  POLICY STATEMENT


  


  The department expects employees to assume their full responsibility when called upon to serve on a jury or as a witness. All employees requested to accept jury service or to appear as a witness as required by a court of law will be allowed sufficient time absent from work to fulfill their responsibility.


  



  PROVISIONS/REQUIREMENTS



  


  


  
    
      
        
          

          
            	1. Full-time and permanent part-time employees will be authorized absence from work to serve on a jury or as a witness without loss of pay in accordance with their regular compensation by the department, provided they are not a party to the suit or the case is not self-serving. Wage employees are not eligible for leave with pay, but will be authorized absence from work when called for duty under this paragraph.

          


          
            	2. Employees may retain any compensation received for serving on a jury or witness fees received for testimony in a non-department case. If an employee is subpoenaed as a witness in a court proceeding for the purpose of testifying with respect to facts involving work or records of the Commission or department, the witness fees received are to be transmitted to the Financial Services Division for deposit in the state road fund. All employees will be paid for their time away from work when testifying under this paragraph, as this is considered as work time.

          

        

      

    

  



  Chapter Title: Leaves of Absence


  Policy Title: Special Leave Without Pay (3509)


  Policy Number: 3509


  Effective Date: September 1, 2010


  Prior Effective Date: July 1, 2009


  
    

  


  POLICY STATEMENT


  


  At the discretion of the district engineer or division leader/state engineer, employees may be authorized for a leave of absence without pay for special conditions. Employees will retain prior creditable/credited service with the retirement system and the department while on an approved special leave without pay.


  


  


  PROVISIONS / REQUIREMENTS


  


  


  
    
      
        
          

          
            	1. Employees should first review Personnel Policy 3512, "Family and Medical Leave,” to determine if they qualify for this type of leave before requesting special leave without pay. Special leave without pay is primarily considered for extraordinary reasons requiring the employee's absence from work. Special leave without pay may be approved for monthly increments of up to, but no more than, 12 consecutive months.

          


          
            	2. Special leave without pay must be requested in writing. Requests must include the reason(s) for leave and be submitted to the district engineer or division leader/state engineer. Supporting documentation may be requested and failure to provide timely documentation may be a basis for denial of a request for special leave without pay.

          


          
            	3. Employees must exhaust all accrued annual leave and compensatory time after their last day of work and prior to switching to special leave without pay. No annual leave will be earned after employees switch to leave without pay status. Any holidays occurring while the employee is using his/her accrued leave will be paid provided he/she is on paid leave immediately before and immediately after each holiday.

          


          
            	4. If the reason for special leave without pay qualifies for sick leave usage under Personnel Policy 3500, “Sick Leave,” employees must exhaust all accrued sick leave prior to switching to special leave without pay. If the reason for special leave without pay does not qualify for sick leave usage, employees will retain any unused sick leave while on special leave without pay. No sick leave will be earned while employees are in leave without pay status.

          


          
            	5. While on special leave without pay, insurance coverage will continue to be available without state participation. Eligible employees will need to make manual payments if they want to continue health, life, or disability insurance coverage.

          


          
            	6. The period of the employee's absence without pay (when it exceeds 80 consecutive work hours) does not count toward creditable/credited service in the retirement system or with the department.

          


          
            	7. An employee on special leave without pay must keep his/her supervisor informed of his/her current status, intent to return to work, and contact information.

          


          
            	8. Being placed in an approved special leave without pay status does not guarantee that an employee’s previous job will be available at the expiration of the special leave without pay. The department will make decisions regarding the employee’s previous position, which may include filling or eliminating the position, based on its business needs. If the employee’s position is no longer available at the end of the approved special leave without pay, the employee will be released from employment. If the employee’s position is available or a similar position is offered and the employee fails to return or declines an available position at the expiration of the leave, the employee will be considered to have voluntarily resigned employment with the department. 

          

        

      

    

  


  


  CROSS REFERENCES


  


  Personnel Policy 3500, "Sick Leave"



  Personnel Policy 3512, "Family and Medical Leave"



  

  
    


    Chapter Title: Leaves of Absence


    Policy Title: ShareLeave Program (3511)


    Policy Number: 3511


    Effective Date: October 1, 2015


    Prior Effective Date: January 1, 2013


    



    POLICY STATEMENT


    


    


    
      
        
          
            The department has established a ShareLeave program to provide additional paid leave to eligible employees who have exhausted all of their own applicable paid leave time (sick leave, annual leave, and/or comp time). For eligible employees, ShareLeave is available for illness or injury (personal or immediate family) which is life threatening, catastrophic, or resulting in a potentially permanent disability or for the purpose of arranging for a foster or adopted child’s placement or caring for the child after placement. All donations of eligible leave shall be voluntary. No employee may intimidate, threaten, or coerce any other employee with respect to donating or requesting leave under this program. Individual leave records are confidential, and no individual employees shall receive remuneration of any kind for leave donated. This program is available to salaried (full-time) and permanent part-time employees (not seasonal, summer, or emergency) of the department as described in this policy.

          

        

      

    

  


  



  


  


  DEFINITIONS


  


  


  
    
      
        
          

          Employee Pool: Defined as a single department-wide pool, which receives voluntary contributions of annual leave (vacation) or compensatory time from salaried and permanent part-time employees and converts them into paid leave credits to be used by eligible salaried and permanent part-time employees on behalf of themselves.


          Family Pool: Defined as a single department-wide pool, which receives voluntary contributions of annual leave (vacation) or compensatory time from salaried and permanent part-time employees and converts them into paid leave credits to be used by eligible salaried and permanent part-time employees on behalf of covered family members.


          Foster and Adoptive Placement and Care Pool: Defined as a department-wide pool, separate from the Employee and Family Pool, which receives voluntary contributions of annual leave (vacation) or compensatory time from salaried and permanent part-time employees and converts them into paid leave credits to be used by eligible salaried and permanent part-time employees for the purpose of arranging for a foster or adopted child’s placement or caring for the child after placement. The leave available in this pool may be requested by the employee only if the employee is the person who is primarily responsible for furnishing the care and nurture of the child.

        

      

    

  


  


  


  PROVISIONS / REQUIREMENTS


  


  


  
    
      
        
          

          
            	1. The "ShareLeave Committee" is a statewide committee, which is responsible for administering the ShareLeave Program. This committee has five members who are appointed by the department director or his designee. Members are appointed from various teams and locations throughout the department.

          


          
            	2. Donation of Annual Leave (Vacation) or Compensatory Time

          


          
            	The program is based on a "pool" concept, rather than donations to a specific department employee. Any salaried or permanent part-time employee is eligible to donate annual leave (vacation) or compensatory (comp) time to the Employee Pool, the Family Pool, or the Foster and Adoptive Placement and Care Pool subject to the following conditions:

          


          
            	
              
                	A. Annual leave (vacation) or comp time donations must be in 15-minute increments, with the exception of automatic donations of time in excess of the maximum allowable accumulation.

              

            

          


          
            	
              
                	B. Donations may not be designated for a specific department employee or an employee's family member;

              

            

          


          
            	
              
                	C. Donations will be converted to paid leave credits on an hour-for-hour basis; and

              

            

          


          
            	
              
                	D. Donations made cannot subsequently be returned to the employee who made the donations.

              

            

          


          
            	
              
                	Employees may donate to any pool by submitting a ShareLeave One-Time Donation Form to their supervisor. Supervisors should submit the completed forms as soon as possible in order for the leave time to be made available to the respective pool the following pay period. Employees may also elect to donate a specified number of hours to any pool each month by submitting a ShareLeave Monthly Re-Occurring Donation Form to their supervisor. Donations will be processed on the last day of the month.

              

            

          


          
            	3. Lost Annual Leave or Comp Time

          


          
            	In addition to employee donations of annual leave or comp time as described in paragraph 2, “lost” annual leave or comp time may also be donated. Lost annual leave occurs when an employee’s annual leave balance exceeds the maximum permissible accumulation at the end of each 12-month period of November 1 through October 31 each year. See Personnel Policy 3001, “Annual Leave,” for accumulation limits. Lost comp time occurs when an exempt employee who earns comp time has the maximum comp time balance of 240 hours, and works additional overtime during a pay period. Unless an employee directly opts out of this, by completing and submitting the ShareLeave Automatic Donation Exemption Form to their supervisor, such lost time will be deemed voluntarily donated.

          


          
            	4. Eligibility to Make Withdrawals From Employee and Family Pools and Foster and Adoptive Placement and Care Pool

          


          
            	
              
                	A. Any salaried or permanent part-time employee who is not on probationary status (initial six-month or disciplinary probation) is considered eligible to receive additional paid leave under the Employee and Family pools and Foster and Adoptive Placement and Care pool provided they meet one of the following qualifying events:

              

            

          


          
            	
              
                	
                  
                    	1) To qualify for the Employee Pool, the employee must have experienced an illness or injury which is life threatening, catastrophic, or resulting in a potentially permanent disability. The illness or injury must be of an extended duration where it is anticipated the employee will not be able to return to work for at least three months. The illness or injury does not have to be job related.


                    	2) To qualify for the Family pool, a member of the employee's immediate household must have experienced an illness or injury which is life threatening, catastrophic, or resulting in a potentially permanent disability. A member of an employee's immediate household includes a spouse or domestic partner or unemancipated child who resides in the employee's home. Under this personnel policy, an unemancipated child means a biological, foster, or adopted child, or a stepchild, who (at any age) is under the employee's care, custody, and control.


                    	
                      3) To qualify for the Foster and Adoptive Placement and Care pool, the employee must be the person who is primarily responsible for furnishing the care and nurture of the child. The request must be for the purposes of arranging for a foster or adopted child’s placement or caring for the child after placement, which includes, but is not limited to:

                      
                        	a. Appointments with state officials, child placing agencies, social workers, health professionals, or attorneys;


                        	b. Court proceedings;


                        	c. Required travel;


                        	d. Training and licensure as a foster parent;


                        	e. Any periods of time during which foster or adoptive parents are ordered or required by the state, a child placing agency, or by a court to take time off from work to care for the foster or adopted child; or


                        	f. Any other activities necessary to allow the foster care or adoption to proceed.

                      

                    

                  

                

              

            

          


          
            	
              
                	B. The employee may withdraw from only one pool per qualifying event. The employee must have exhausted all of his/her own applicable paid leave time (sick leave, annual leave, and/or comp time) before being eligible to withdraw from any pool.

              

            

          


          
            	
              
                	C. The employee must have exhausted all workers' compensation lost time benefits (if applicable) before being eligible to withdraw from the Employee Pool.

              

            

          


          
            	
              
                	D. The employee cannot receive ShareLeave benefits while receiving disability benefits.

              

            

          


          
            	
              
                	E. The employee is not required to have previously contributed to any pool to be eligible to receive ShareLeave.

              

            

          


          
            	5. Application to Make Withdrawals From ShareLeave Pools

          


          
            	Employees (or a designated representative) may request paid leave from the respective pool by submitting a ShareLeave Request Form to their respective district engineer or division director/state engineer. A doctor's statement describing the illness or injury must accompany the request for Employee or Family ShareLeave and must include the diagnosis of the illness or injury, and a prognosis. A medical certification stating why the employee's absence is required for the personal attention and care of the immediate family member must also accompany requests for sick leave from the Family Pool. Documentation (such as a court order, notice of court proceeding, or letter from a placement agency) stating why the employee's absence is required and the anticipated duration of absence must accompany requests for Foster and Adoptive Placement and Care ShareLeave. Additional documentation may be required.

          


          
            	6. Responsibilities Related to ShareLeave Request

          


          
            	
              
                	
                  A. ShareLeave Committee Responsibilities:

                  
                    	1) Reviewing ShareLeave requests to verify whether or not employees meet the eligibility requirements for receiving benefits, as provided in paragraph 4.


                    	2) Approving or disapproving each request based on eligibility requirements, and notifying the Financial Services Division-Payroll, the appropriate supervisor/manager, and each employee accordingly.


                    	3) Monitoring the ShareLeave pools' balances to determine the amount of paid leave eligible employees will receive as established in paragraph 7.


                    	4) Issuing interpretations and clarifications of the program.


                    	5) Recommending personnel policy changes to the Human Resources Director.


                    	6) Keeping the Communications Division informed of ShareLeave activities.

                  

                

              

            

          


          
            	
              
                	
                  B. District Engineer or Division Leader/State Engineer Responsibilities:

                  
                    	1) Ensuring the employee is not on probationary status.


                    	2) For Employee and Family ShareLeave requests, securing adequate medical documentation from the employee, including medical diagnosis and prognosis, which justifies that the illness is life threatening, catastrophic, or could potentially result in a permanent disability. For Foster and Adoptive Placement and Care ShareLeave requests, securing adequate documentation stating why the employee's absence is required and the anticipated duration of absence.


                    	3) Ensuring the employee has exhausted all of his/her own applicable paid leave time (sick leave, annual leave, and/or comp time), and (if applicable) workers' compensation lost time benefits. Also, if applicable, contact should be made with the retirement board to learn the status of the employee’s request to receive disability benefits from the retirement system.


                    	4) Notifying the Financial Services Division-Payroll immediately upon becoming aware when a leave recipient's medical emergency or Adoptive and Foster Placement and/or Care need terminates.

                  

                

              

            

          


          
            	
              
                	
                  C. Financial Services Division - Payroll’s Responsibilities:

                  
                    	1) Maintaining appropriate leave records for donors and recipients.


                    	2) Verifying an employee has exhausted all of their own applicable paid leave time and (if applicable) workers' compensation lost time benefits.


                    	3) Keeping records of the pools' balances.

                  

                

              

            

          


          
            	
              
                	
                  D. Communications Division’s Responsibilities:

                  
                    	1) Assisting the ShareLeave Committee with ShareLeave correspondence.


                    	2) Preparing employee communications regarding the ShareLeave Program.

                  

                

              

            

          


          
            	7. Awarding of ShareLeave Benefits

          


          
            	In those cases where an employee is eligible to receive benefits, the payment of benefits will be handled as follows:

          


          
            	
              
                	A. The amount of paid ShareLeave an employee is eligible to receive will be based on documentation verifying the need and duration for attendance for qualifying events outlined in paragraph 4. The maximum amount of paid ShareLeave an employee may receive is 504 hours per qualifying event. The amount of paid ShareLeave for the Foster and Adoptive Placement and Care pool will be issued in 1-hour increments. The amount of paid ShareLeave for the Employee and Family pool will be issued in 168-hour increments.

              

            

          


          
            	
              
                	B. The amount of paid leave to be granted will be determined on a month-by-month basis and is dependent upon the pools’ balances and the number of eligible recipients. Each recipient will receive a proportionate share of paid leave each month, provided it does not exceed the amount he/she is eligible to receive.

              

            

          


          
            	
              
                	C. If the pools’ balances cannot accommodate the amount an employee is eligible to receive, the balance of leave the employee is eligible to receive will be carried over to subsequent months. An employee will continue to receive additional paid leave each succeeding month until he/she reaches the amount for which he/she is eligible, provided he/she is still eligible. The Employee Pool can draw hours from the Family Pool if the balance is insufficient; but, the Family Pool cannot draw hours from the Employee Pool. The Employee and Family Pools cannot draw hours from the Foster and Adoptive Placement and Care Pool. The Foster and Adoptive Placement and Care Pool cannot draw hours from the Family Pool or the Employee Pool.

              

            

          


          
            	
              
                	D. The ShareLeave Committee has the right to require an updated medical statement and/or documentation from an employee on an as-needed basis. When requested, these statements must be submitted immediately for continued eligibility.

              

            

          


          
            	
              
                	E. Any amount of paid leave granted, but not needed, will be returned to the respective pool.

              

            

          


          
            	
              
                	F. An employee may accrue annual leave, sick leave, or holiday credits while using donated leave; however, annual leave and sick leave credits will be used during the next pay period before ShareLeave credits are used.

              

            

          


          
            	
              
                	G. An employee who uses paid leave from any pool is not required to pay back any paid leave received.

              

            

          

        

      

    

  


  


  


  CROSS REFERENCE


  


  Personnel Policy 3001, “Annual Leave”



  Personnel Policy 3500, "Sick Leave"



  


  


  FORMS


  


  ShareLeave One-Time Donation Form



  ShareLeave Monthly Re-Occurring Donation Form



  ShareLeave Automatic Donation Exemption Form



  ShareLeave Request Form


  ShareLeave One-Time Donation Form


  Date:


  Last 4 Digits of SSN:


  Last Name, First Name:



  One-Time Donation to Employee Pool:


  I wish to donate _______ hours of Annual Leave to the ShareLeave - Employee Pool.


  I wish to donate _______ hours of Federal Comp to the ShareLeave - Employee Pool.


  I wish to donate _______ hours of State Comp to the ShareLeave - Employee Pool.


  I wish to donate _______ hours of Holiday Comp to the ShareLeave - Employee Pool.


  



  One-Time Donation to Family Pool:


  I wish to donate _______ hours of Annual Leave to the ShareLeave - Family Pool.


  I wish to donate _______ hours of Federal Comp to the ShareLeave - Family Pool.


  I wish to donate _______ hours of State Comp to the ShareLeave - Family Pool.


  I wish to donate _______ hours of Holiday Comp to the ShareLeave - Family Pool.


  



  One-Time Donation to Foster and Adoptive Placement and Care Pool:


  I wish to donate _______ hours of Annual Leave to the ShareLeave - Foster and Adoptive Placement and Care Pooll.


  I wish to donate _______ hours of Federal Comp to the ShareLeave - Foster and Adoptive Placement and Care Pool.


  I wish to donate _______ hours of State Comp to the ShareLeave - Foster and Adoptive Placement and Care Pool.


  I wish to donate _______ hours of Holiday Comp to the ShareLeave - Foster and Adoptive Placement and Care Pool.


  



  X__________________________    X_______________________


  Employee's Signature Supervisor's Signature


  


  ShareLeave Monthly Re-Occurring Donation Form


  Date:


  Last 4 Digits of SSN:



  Last Name, First Name:



  Monthly Re-Occurring Donation to Employee Pool:


  I wish to donate ______ hours of Annual Leave to the ShareLeave - Employee Pool.


  I wish to donate ______ hours of Federal Comp to the ShareLeave - Employee Pool.


  I wish to donate ______ hours of State Comp to the ShareLeave - Employee Pool.


  I wish to donate ______ hours of Holiday Comp to the ShareLeave - Employee Pool.


  Monthly Re-Occurring Donation to Family Pool:


  I wish to donate ______ hours of Annual Leave to the ShareLeave - Family Pool.


  I wish to donate ______ hours of Federal Comp to the ShareLeave - Family Pool.


  I wish to donate ______ hours of State Comp to the ShareLeave - Family Pool.


  I wish to donate ______ hours of Holiday Comp to the ShareLeave - Family Pool.


  Monthly Re-Occurring Donation to Foster and Adoptive Placement and Care Pool:


  I wish to donate ______ hours ofAnnual Leaveto the ShareLeave - Foster and Adoptive Placement and Care Pool.


  I wish to donate ______ hours ofFederal Compto the ShareLeave - Foster and Adoptive Placement and Care Pool.


  I wish to donate ______ hours ofState Compto the ShareLeave - Foster and Adoptive Placement and Care Pool.


  I wish to donate ______ hours ofHoliday Compto the ShareLeave - Foster and Adoptive Placement and Care Pool.


  Cancellation of Monthly Re-Occurring Donation to Family Pool:


  I wish to cancel my monthly re-occurring donation of:


  0 Employee Pool


  0 Family Pool


  0 Foster and Adoptive Placement and Care Pool


  0 Annual Leave


  0 Federal Comp


  0 State Comp


  0 Holiday Comp


  



  NOTE: Monthly re-occurring donations occur on the last day of the month.



  X_______________________    X________________________


  Employee's Signature Supervisor's Signature


  
    

  


  ShareLeave Automatic Donation Exemption Form


  Date:


  Last 4 Digits of SSN:



  Last Name, First Name:



  Exemption From Annual Leave Sweep (October 31st):


  0 I do NOT want to donate my Annual Leave that is over the maximum allowed on October     31st of each year.


  



  Exemption From Comp Time Over 240 Transfer for DOT2 Employees Only:


  0 I do NOT want to donate my Comp Time that exceeds 240 hour


  X___________________________________


  Employee's Signature


  
    

  


  ShareLeave Request Form


  Date:


  District/Division/Office:


  Name:


  Last 4 Digits of SSN:


  Job Title:



  Address:


  



  Reason for Employee or Family Pool Request: ________________________________________________________


  _________________________________________________________


  Reason for Foster or Adoptive Placement and Care Pool:


  0 Appointment with state official, child placing agency, social worker


  0 Court proceeding


  0 Required travel


  0 Training and lisensure as foster parent


  0 Order or requirement by the state, a child placing agency, or a court to take time off from work to care for foster or adopted child


  0 Other activity necessary to allow foster or adoption to proceed


  0 Other: ___________________________________________________


  



  (For employee and family pool request, include information about the nature of your illness or injury and anticipated time off from work. A physician’s statement must be attached including diagnosis and prognosis. 


  For foster and adoptive placement and care, official documentation stating why the employee’s absence is required and the anticipated duration of absence must accompany request.)

  


  For employee and family leave, I authorize any hospital, physician, or any other provider of service to release information which is needed to determine benefits applicable with this request.


  Print Name (Last, First, MI): _______________________________________________


  Date: __________________________________________


  Employee/Designated Representative's Signature: _______________________________________________


  Date: __________________________________________


  



  District/Division/Office Comments:


  Yes No


  0 0 Is employee on probation?


  0 0 Is all applicable documentation from employee attached?


  0 0 For employee and family leave, has employee exhausted all accrued leave time (sick, annual, compensatory) and, if applicable, workers' compensation indemnity payments? As of _______________________________________


  0 0 Is employee eligible for long-term disability benefits?


  0 0 For foster and adoptive placement and care leave, has the employee exhausted all forms of paid leave available for use?


  District Engineer or Division Leader/State Engineer's Signature: __________________________________________________


  Date: _____________________________________________

  


  FOR SHARELEAVE COMMITTEE USE ONLY


  
    
      Total Number of Hours Approved _________________
    


    
      

    


    
      Date Approved ______________   Effectve Date ______________


      Pool Category:


      0 Family  


      0 Employee  


      0 Foster and Adoptive Placement Care


      


      “Do not provide information about genetic tests, as defined in 29 C.F.R. 1635.3(f), genetic services defined in 29 C.F.R. 1635.3(e) or the manifestation of disease or disorder in the employee’s family members 29 C.F.R. 1635.3(b).”

    

  


  Chapter Title: Leaves of Absence


  Policy Title: Family and Medical Leave (3512)


  Policy Number: 3512


  Effective Date: March 27, 2017


  Prior Effective Date: July 1, 2010


  



  POLICY STATEMENT


  


  The department will comply with the federal Family and Medical Leave Act (FMLA) of 1993 by providing up to 12 workweeks of unpaid, job-protected leave to eligible employees.


  


  PROVISIONS / REQUIREMENTS


  


  
    
      
        
          

          
            	1. Employees may be eligible for up to 12 workweeks of FMLA leave per a 12-month period if they have worked for the State of Missouri at least 12 months and have physically worked at least 1,250 hours in the 12 months preceding the leave. The 12-month period in which employees are entitled to 12 workweeks of FMLA leave is the 12 months measured backwards from the date employees use any FMLA leave, excluding military caregiver leave which is 26 workweeks within a 12-month period calculated by the 12 months following the first day of leave used.

          


          
            	2. FMLA leave may be used by eligible employees for:

          


          
            	
              
                	A. Incapacity due to pregnancy, prenatal medical care, or childbirth.

              

            

          


          
            	
              
                	B. The care of the employee’s child after birth or placement (adoption or foster care).

              

            

          


          
            	
              
                	C. The care of the employee’s spouse, child, or parent when the spouse, child, or parent has a serious health condition.

              

            

          


          
            	
              
                	D. The serious health condition of the employee, which makes the employee unable to perform the essential functions of his/her position.

              

            

          


          
            	
              
                	E. The qualifying exigency arising out of the fact that the employee’s spouse, child, or parent is on covered active duty (or has been notified of an impending call or order to covered active duty).

              

            

          


          
            	
              
                	F. The care of a covered servicemember with a serious injury or illness if the employee is the spouse, child, parent, or next of kin of the servicemember.

              

            

          


          
            	If accrued paid leave (sick leave, annual leave, or compensatory time) is used for any of the above purposes, it will not apply toward the total 12 workweeks of unpaid FMLA leave available.

          


          
            	3. If situations require that leave be taken in increments less than one week, employees may be eligible to take the 12 workweeks intermittently during the 12-month period and should contact their local human resources representative to discuss such arrangements. Unpaid leave taken intermittently or involving a reduced work schedule may equal, but not exceed, 12 workweeks total leave during the 12-month period.

          


          
            	Holidays that occur in a workweek in which unpaid FMLA leave is used may count towards employees’ FMLA leave entitlement.

          


          
            	Employees will be notified if leave is being designated as FMLA leave.

          


          
            	When spouses both work for the State of Missouri, they may take a combined total of 12 workweeks of FMLA leave for the birth or placement of a child. In all other FMLA leave situations, excluding military caregiver leave, each spouse is individually entitled to a total of 12 workweeks FMLA leave. Spouses who both work for the State of Missouri are entitled to a combined 26 workweeks of military caregiver leave.

          


          
            	4. Employees requesting FMLA leave for their own serious health condition (including leave for incapacity due to pregnancy, prenatal medical care, or childbirth), or to care for their spouse, parent, or child with a serious health condition, must first exhaust their accrued paid sick leave before taking unpaid FMLA leave. Employees requesting FMLA leave to care for a covered servicemember with an injury or illness are also required to first exhaust accrued paid sick leave before taking unpaid FMLA leave, unless the servicemember being cared for does not fall under the sick leave policy definition of immediate family and sick leave cannot be used. Refer to Personnel Policy 3500, “Sick Leave.”

          


          
            	Employees have the option of using their other applicable accrued paid leaves before taking unpaid FMLA leave. However, once the unpaid FMLA leave status has started intermittent use of annual leave and/or compensatory time will not be allowed, except as appropriate in cases of intermittent FMLA leave. Refer to Personnel Policy 3001, "Annual Leave."

          


          
            	Employees should review Personnel Policy 3511, “ShareLeave Program,” before taking unpaid FMLA leave for their own serious health condition, or the serious health condition of their spouse, child, or parent.

          


          
            	5. Employees are permitted to use up to 6 weeks of parental leave upon the birth or adoption of a child for purposes of nurturing and bonding. This parental leave must be used within the first 12 weeks following the birth or adoption. Refer to Personnel Policy 3516 ("Parental Leave").

	


	For the birth of a child, the parent that gave birth to the child is also permitted to use up to two workweeks of their accrued sick leave for the purpose of recovering from childbirth even if circumstances do not exist which meet the usual requirements for the use of paid sick leave. The sick leave must be used within the first 12 weeks following the birth or adoption. Any use of sick leave must immediatelyfollow the use of parental leave. Additional paid sick leave may only be used if circumstances exist which meet the usual requirements for the use of paid sick leave.

	


	The leave permitted under this paragraph must be used before using unpaid FMLA. FMLA leave taken for the birth or placement of a child must be used within a 12-month period after the birth or placement of the child.




          


          
            	The “Family and Medical Leave Act (FMLA) Leave Reference Chart” (Attachment 1) provides further guidance on the types and amounts of leave that may be used.

          


          
            	6. Employees are required to give at least 30 days advance notice of their intention to take FMLA leave when the leave is foreseeable (such as expected birth or placement of a child, or planned medical treatments). If advance notice is not possible due to unforeseeable or emergency situations, the department requires notice to be given as soon as is practical. Form FMLA1, “Notice of Need,” is to be used by employees to give supervisors notice of their need for or intention to use FMLA leave.

          


          
            	Employees must consult with their supervisors when scheduling planned medical treatments for themselves, covered family members, or covered servicemembers, and make a reasonable effort not to unduly disrupt work schedules.

          


          
            	7. In cases of leave taken for the serious health condition of employees or a covered family member, the department requires certification of the serious health condition from a health care provider. Form FMLA3A, “Certification for Employee’s Serious Health Condition,” and Form FMLA3B, “Certification for Family Member’s Serious Health Condition,” should be used by employees to provide this information.

          


          
            	Certification is also required in cases of leave used for a qualifying exigency or to care for a covered servicemember. Form FMLA3C, “Certification of Qualifying Exigency,” and Form FMLA3D, “Certification for Serious Injury or Illness of Covered Servicemember,” should be used by employees to provide this information.

          


          
            	Employees must provide the requested certification within 15 calendar days unless it is not practicable under the particular circumstances to do so despite the employees’ diligent, good faith efforts. If the certification is not complete or is insufficient, employees will be required to obtain and provide the additional information necessary to make the certification complete and sufficient.

          


          
            	The department may request a second certification at the department's expense. When those two certifications differ, a third and binding certification from a jointly approved health care provider, also at the department's expense, shall be obtained.

          


          
            	Recertification may be required by the department every 30 days once the minimum duration of the condition has passed, if circumstances have changed, or information has been received that casts doubt on employees’ stated reason for the absence.

          


          
            	8. Employees absent under FMLA leave due to their own serious health condition may be offered return to work in temporary modified duty assignments. Refer to Personnel Policy 0509, “Temporary Modified Duty Assignments.”

          


          
            	9. Employees using FMLA leave because of their own serious health condition are required to provide a release from their health care provider stating when they are able to return to work and what, if any, restrictions they have.

          


          
            	If employees take leave for incapacity due to pregnancy, prenatal medical care, or childbirth, and wish to return to work before the normal recovery period has passed (typically six weeks after the birth), a release from the health care provider must be provided stating when employees are able to return to work and what, if any, restrictions they have.

          


          
            	10. The department shall continue to provide the department's share of health insurance coverage to eligible employees who receive department paid insurance, while they are taking unpaid FMLA leave. Any part of the health insurance premium, which is employees’ responsibility and normally deducted from their paychecks, must be paid manually by employees while they are on unpaid FMLA leave, or coverage may lapse.

          


          
            	State sponsored life insurance and disability insurance coverage, typically provided to salaried employees and qualified wage employees at no cost, is not included in the department's share of health insurance coverage provided to employees on unpaid FMLA leave. Employees have the option of continuing coverage for life or disability insurance by making manual payments or this coverage may also lapse.

          


          
            	In cases involving serious health conditions, and in situations beyond employees’ control, when employees are not able to return to work at the end of the leave period, certification from the their health care provider or their covered family member’s health care provider is required to show employees’ inability to return to work. Employees who fail to return to work for any reason, which is neither involving a serious health condition nor beyond employees’ control, will be required to reimburse the department for paid insurance premiums provided while they were on unpaid FMLA leave.

          


          
            	11. When employees return to work after taking FMLA leave, they are guaranteed the return to the same position provided they return to work at the expiration of the approved FMLA leave time. If the same position is not available due to some type of business decision by the department, employees will be returned to a position with the same pay and with similar responsibilities and duties. The department has no obligation to restore seasonal employees to positions when seasonal work has ended or when employees were hired for a specific time period and that time period has ended.

          


          
            	Unused annual leave, compensatory time, and sick leave benefits earned prior to taking unpaid FMLA leave are not lost, but additional benefits do not accrue during unpaid leave. The time away from work on unpaid FMLA leave counts as creditable service towards retirement.

          


          
            	12. If employees exhaust all available paid leave and unpaid FMLA leave, and because of their own serious health condition are still unable to return to work, they may request approval for extended sick leave. Refer to Personnel Policy 3501, “Extended Sick Leave.”

          


          
            	If employees exhaust all available paid leave and unpaid FMLA leave and are still unable to return to work for reasons other than their own serious health condition, they may request approval for special leave without pay. Refer to Personnel Policy 3509, “Special Leave Without Pay.”

          

        

      

    

  


  


  


  CROSS REFERENCES


  


  Personnel Policy 0509, “Temporary Modified Duty Assignments”



  



  Personnel Policy 3001, “Annual Leave”



  Personnel Policy 3500, “Sick Leave”



  Personnel Policy 3501, “Extended Sick Leave”



  



  Personnel Policy 3511, “ShareLeave Program”



  Personnel Policy 3509, “Special Leave Without Pay”


Peronnel Policy 3516, "Parental Leave"



  


  


  ATTACHMENT


  


  Family and Medical Leave Act (FMLA) Leave Reference Chart



  FMLA Poster



  


  


  FORMS


  


  Form FMLA1 - Notice of Need



  Form FMLA2A - Notice of Eligibility and Rights and Responsibilities



  Form FMLA2B - Designation Notice



  Form FMLA3A - Certification for Employee’s Serious Health Condition



  Form FMLA3B - Certification for Family Member’s Serious Health Condition



  Form FMLA3C - Certification of Qualifying Exigency
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*Spouses' combined total FMLA leave may not exceed 12 workweeks in a 12-month period if both spouses work for the State of Missouri

**Spouses' combined total FMLA leave may not exceed 26 workweeks in a 12-month period if both spouses work for the State of Missouri

Leave usuage examples for scenarios involving incapcity due to pregnancy, prenatal medical care, or childbirth; and the birth or placement of a child:

For the birth or adoption of a child, a primary caregiver will receive six workweeks of parental leave while a secondary caregiver will receive three workweeks of parental leave. Parental leave is for the purpose of nurturing and bonding and it must be taken within the first 12 weeks following the birth or adoption of a child.

Following parental leave usage, the parent who gave birth to the child could also use up to 2 weeks of accrued paid sick leave for the purpose of recovering from childbirth. Additional accrued paid sick leave may be used if the sick leave qualifies for sick leave usuage under the regular sick leave policy. The parent who gave birth also has the option of using his/her other applicable paid leaves within the first 12 workweeks following the birth of a child before requesting unpaid FMLA. The parent who gave birth can then take up to 12 workweeks of unpaid FMLA leave within the first 12 months following the birth of the child.



	If the expectant mother is placed on bed rest prior to delivery she must use accrued paid sick leave before taking unpaid FMLA leave to cover this absence. Parental leave for nurturing and bonding and 2 weeks of accrued paid sick leave for recovering from childbirth may only be used after the birth of the child occurs. If the mother exhausts all of her accrued paid sick leave during a period of incapacity, she could then use as much or as little accrued annual leave/comp time as desired, if the "Annual Leave" and "Working Hours & Overtime" policy requirements are met, and up to 12 workweeks of unpaid FMLA. Whether the unpaid FMLA leave is taken for the expectant mother's incapacity or the birth of her child, there are still only 12 workweeks total unpaid FMLA leave available per 12-month period.



Following parental leave usuage, the father or adoptive parent has the option of using his/her other applicable accrued paid leave within the first 12 workweeks following the birth of a child before taking unpaid FMLA. The father or adoptive parent may then take up to 12 workweeks of unpaid FMLA leave within the first 12 months aft the birth or adoption of a child.

	If the father is needed to care for his spouse for her own condition related to pregnancy and/or child birth he must exhaust accrued paid sick leave before taking any unpaid FMLA leave to cover such related absences.



If the child has an illness/injury/condition which requires the employee's presence, the mother, father, or adoptive parent must exhaust accrued paid sick leave before taking any unpaid FMLA leave to cover such related absences.






Please note: Parental Leave, the 2 weeks of accrued paid sick leave available to the parent who gave birth to the child, and any other paid leave taken for the birth or placement of a child must be taken within the first 12 weeks following the birth or placement. Unpaid FMLA leave for the birth or placement of a child must be taken within the 12-month period following birth or placement. Also, if the leave is taken for the birth or placement of a child and both spouses work for the State of Missouri, the spouses' combined total unpaid FMLA leave may not exceed 12 workweeks in a 12-month period.





  EMPLOYEE RIGHTS AND RESPONSIBILITIES


  UNDER THE FAMILY AND MEDICAL LEAVE ACT


  Revised February 2013


  



  Basic Leave Entitlement


  FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to eligible employees for the following reasons:


  • for incapacity due to pregnancy, prenatal medical care or child birth;


  • to care for the employee’s child after birth, or placement for adoption or foster care;


  • to care for the employee’s spouse, son, daughter or parent, who has a serious health condition; or


  • for a serious health condition that makes the employee unable to perform the employee’s job.


  Military Family Leave Entitlements


  Eligible employees whose spouse, son, daughter or parent is on covered active duty or call to covered active duty status may use their 12-week leave entitlement to address certain qualifying exigencies. Qualifying exigencies may include attending certain military events, arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain counseling sessions, and attending post-deployment reintegration briefings.


  FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to care for a covered servicemember during a single 12-month period. A covered servicemember is: (1) a current member of the Armed Forces, including a member of the National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or illness*; or (2) a veteran who was discharged or released under conditions other than dishonorable at any time during the five-year period prior to the first date the eligible employee takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness.*


  *The FMLA definitions of “serious injury or illness” for current servicemembers and veterans are distinct from the FMLA definition of “serious health condition”.


  Benefits and Protections



  During FMLA leave, the employer must maintain the employee’s health coverage under any “group health plan” on the same terms as if the employee had continued to work. Upon return from FMLA leave, most employees must be restored to their original or equivalent positions with equivalent pay, benefits, and other employment terms.


  Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an employee’s leave.


  Eligibility Requirements


  Employees are eligible if they have worked for a covered employer for at least 12 months, have 1,250 hours of service in the previous 12 months*, and if at least 50 employees are employed by the employer within 75 miles.


  *Special hours of service eligibility requirements apply to airline flight crew employees.


  Definition of Serious Health Condition


  A serious health condition is an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either prevents the employee from performing the functions of the employee’s job, or prevents the qualified family member from participating in school or other daily activities.


  Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than 3 consecutive calendar days combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of continuing treatment.


  Use of Leave


  An employee does not need to use this leave entitlement in one block. Leave can be taken intermittently or on a reduced leave schedule when medically necessary. Employees must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the employer’s operations. Leave due to qualifying exigencies may also be taken on an intermittent basis.


  Substitution of Paid Leave for Unpaid Leave


  Employees may choose or employers may require use of accrued paid leave while taking FMLA leave. In order to use paid leave for FMLA leave, employees must comply with the employer’s normal paid leave policies.


  Employee Responsibilities


  Employees must provide 30 days advance notice of the need to take FMLA leave when the need is foreseeable. When 30 days notice is not possible, the employee must provide notice as soon as practicable and generally must comply with an employer’s normal call-in procedures.


  Employees must provide sufficient information for the employer to determine if the leave may qualify for FMLA protection and the anticipated timing and duration of the leave. Sufficient information may include that the employee is unable to perform job functions, the family member is unable to perform daily activities, the need for hospitalization or continuing treatment by a health care provider, or circumstances supporting the need for military family leave. Employees also must inform the employer if the requested leave is for a reason for which FMLA leave was previously taken or certified. Employees also may be required to provide a certification and periodic recertification supporting the need for leave.


  Employer Responsibilities


  Covered employers must inform employees requesting leave whether they are eligible under FMLA. If they are, the notice must specify any additional information required as well as the employees’ rights and responsibilities. If they are not eligible, the employer must provide a reason for the ineligibility.


  Covered employers must inform employees if leave will be designated as FMLA-protected and the amount of leave counted against the employee’s leave entitlement. If the employer determines that the leave is not FMLA-protected, the employer must notify the employee.


  Unlawful Acts by Employers


  FMLA makes it unlawful for any employer to:


  • interfere with, restrain, or deny the exercise of any right pro vided under FMLA; and


  • discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for involvement in any proceeding under or relating to FMLA.


  Enforcement


  An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against an employer.


  FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or collective bargaining agreement which provides greater family or medical leave rights.


  



  FMLA section 109 (29 U.S.C. § 2619) r equires FMLA covered employers to post the text of this notice. Regulation 29 C.F.R. § 825.300(a) may require additional disclosures.


  

  
    
      
        	
          MISSOURI DEPARTMENT OF TRANSPORTATION


          NOTICE OF NEED


          FAMILY AND MEDICAL LEAVE ACT (FMLA) LEAVE

        
      

    
  


  


  
    Form FMLA1
  





  
    March 2017


  
    

  


  
    

  


  
    Name:             __________________________________________________
  


  
    

  


  
    Home Address:   __________________________________________________
  


  
    

  


  
    Home Phone Number: __________________________________________________
  


  
    

  


  
    Job Title:           __________________________________________________
  


  
    

  


  
    District/Division/Office: __________________________________________________
  


  
    

  


  
    Supervisor:          __________________________________________________
  


  
    

  


  
    

  


  
    
      I have reviewed Personnel Policy 3512, “Family and Medical Leave” to determine my eligibility and am now requesting leave under the FMLA for:
    


    
      

    


    
      0  the birth of my child
    


    
      • expected due date: ___________
    


    
      

    


    
      0  the placement (adoption or foster care) of a child with me
    


    
      • expected placement date: _____________
    


    
       
    


    
      0 my serious health condition (including incapacity due to pregnancy, prenatal medical care, childbirth)
    


    
      • describe: __________
    


    
      

    


    
      0 the care of my spouse/child/parent with a serious health condition
    


    
      • describe: __________
    


    
      

    


    
      0 the qualifying exigency arising out of the fact that my spouse/child/parent is a member of the Armed Forces on covered active duty or call to covered active duty status
    


    
      • describe: __________
    


    
      

    


    
      0 the care of an injured/ill servicemember for whom I am the spouse/child/parent/next of kin
    


    
      • describe: _________
    

  


  
    

  


  
    

  


  
    
      Expected start date of leave:  ____________________________________________
    


    
      
    


    
      Expected date of return to work:   _______________________________________
    

  


  
    

  


  
    

  


  
    
      The type of leave I plan to use to cover this absence* (check all that apply and rank in order)
    


    
      

    

0 Parental leave 0 use all   0 use ______ hours   Apply  0 1st  0 2nd  0 3rd  0 4th






    
      0 Paid sick leave 0 use all   0 use ______ hours  Apply  0 1st  0 2nd  0 3rd  0 4th
    


    
      

    


    
      0 Paid annual leave 0 use all   0 use ______ hours  Apply 0 1st  0 2nd  0 3rd  0 4th
    


    
      

    


    
      0 Compensatory time 0 use all  0 use _______hours Apply 0 1st  0 2nd 0 3rd  0 4th
    


    
      

    


    
      0 Unpaid FMLA leave 0 use all   0 use _______ hours Apply 0 1st 0 2nd 0 3rd 0 4th
    

  


  
    

  


  
    
      *Please refer to leave usage policies to determine which types of leave are appropriate for this absence. Note that you may be required to exhaust paid sick leave prior to taking unpaid FMLA leave. Rank the types of leave in the order you would like them applied to cover your period of absence.
    

  


  
    

  


  
    

  


  
    Employee Name: _____________________________________________________
  


  
    

  


  
    
      In requesting this FMLA leave, I understand the following:
    


    
      1. When requested, I must provide certification describing the details that make my condition a qualifying event under the FMLA, within the required time frame.
    


    
      2. If I am requesting leave for my own serious health condition, to care for my family member with a serious health condition, or to care for an injured/ill servicemember, I must first exhaust my accrued paid sick leave before taking unpaid FMLA leave (unless the servicemember being cared for does not fall under the department’s sick leave policy definition of immediate family and sick leave cannot be used).
    


    
      3. I have the right, but will not be required to, use other accrued paid leave before taking unpaid FMLA leave. If approved, all unpaid leave I take for the reason designated on this form is being/will be designated by the department as FMLA leave and will count toward my FMLA leave entitlement.
    


    
      4. While I am on unpaid FMLA leave, the department will continue to provide its share of premiums for health insurance coverage; however, I am responsible for manually making my share of premium payments during this time. State sponsored life insurance and disability insurance coverage provided to me at no cost is not included in the department's share of health insurance coverage provided to employees on unpaid FMLA leave. I have the option of continuing coverage for health, life, or disability insurance by making manual payments during my approved FMLA leave. If my premium payments are not made on or before the due date, coverage may lapse.
    


    
      5. I may be required to furnish periodic reports of my status and intent to return to work.
    


    
      6. Prior to returning to work from leave for my own serious health condition, I will be required to provide a certification from my health care provider indicating whether I am able to return to full duty or with restrictions. I will not be allowed to return to work until the department receives a completed certification from my treating physician.
    


    
      7. I will be restored to the same or an equivalent job upon return from FMLA leave.
    


    
      8. Failure to return to work at the end of my approved leave period may be treated as a resignation unless an extension has been agreed upon and approved in writing by the department.
    


    
      9. If I fail to return to work after taking FMLA leave, I may be required to reimburse health insurance premiums paid by the department on my behalf while I was on unpaid FMLA leave.
    

  


  
    

  


  
    

  


  
    Supervisor Signature: _________________________   Date: _________________
  


  
    

  


  
    Employee Signature: _________________________   Date: __________________
  


  
    

  


  
    
      

    


    
      Both the employee and the supervisor should sign and date this form and retain a copy for their records. This form should then be forwarded to your local human resources representative. Please refer to Personnel Policy 3512, “Family and Medical Leave,” for further information about FMLA leave.
    


    
      

    


    
      NOTE: The Genetic Information Nondiscrimination Act (GINA) prohibits employers and other entities covered by GINA Title II from requesting or requiring genetic information of employees or their family members. In order to comply with this law, we are asking that you not provide any genetic information when responding to this request for medical information. “Genetic information,” as defined by GINA, includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive reproductive services.
    

  


  MISSOURI DEPARTMENT OF TRANSPORTATION


  NOTICE OF ELIGIBILITY AND RIGHTS AND RESPONSIBILITIES


  FAMILY AND MEDICAL LEAVE ACT (FMLA) LEAVE


  Form FMLA2A


  March 2017


  



  Employee’s Name:


  Home Address:



  Home Phone Number:



  Job Title:



  District/Division/Office:



  Date:



  



  Dear _________________________________


  We have received your notice of need for FMLA leave. You have requested leave under the FMLA for:


  0 the birth of your child


  0 the placement (adoption or foster care) of a child with you



  
    
      0 your serious health condition __________________________________________
    


    
      

    


    
      0 the care of your spouse/child/parent with a serious health condition ________________
    


    
      

    


    
      0 the qualifying exigency arising out of the fact that your spouse/child/parent is a member of the Armed Forces on covered active duty or call to covered active duty status
    


    
      

    


    
      0 the care of an injured/ill servicemember for whom you are the spouse/child/parent/next of kin
    


    
      

    


    
      

    


    
      This notice is to inform you that you:
    


    
      0 are eligible for FMLA leave (see rights and responsibilities described below and on following page)

    


    
      

    


    
      0 are not eligible for FMLA leave, because
    


    
      

    


    
      0 you have not met the FMLA’s 12-month length of service requirement
    


    
      

    


    
      0 you have not met the FMLA’s 1,250-hours-worked requirement
    


    
      

    


    
      

    


    
      If you meet the eligibility requirements for taking FMLA leave, we may need additional information. In order to determine whether your absence qualifies as FMLA leave, you must return the following information to us as soon as possible, but no later than ___________ (15 days from the date of this notice). If sufficient information or an explanation of why you have been unable to obtain the information is not provided by this deadline, absences will be considered unauthorized and appropriate disciplinary action, up to and including termination, may be taken.
    


    
      

    


    
      0 sufficient certification to support your request for FMLA leave (the certification form is enclosed)
    


    
      

    


    
      0 sufficient documentation to establish the required relationship between you and your family member
    


    
      

    


    
      0 other information needed: ________________________________________________
    


    
      

    


    
      0 no additional information requested
    

  


  
    

  


  
    
      

    


    
      Employee Name:
    


    
      

    


    
      You have anticipated the following dates of leave:

    


    
      expected start date: ______________ expected date of return to work: ______________

    


    
      

    


    
      You have also indicated you would like to use the following type(s) of leave to cover this absence, in accordance with the department’s leave usage policies, and in this order:
    




0 Parental leave 0 use all   0 use ______ hours   Apply  0 1st  0 2nd  0 3rd  0 4th



    
      

    


    
      0 Paid sick leave      0 use all  0 use ____hours  Apply  0 1st  0 2nd  0 3rd  0 4th
    


    
      

    


    
      0 Paid annual leave   0 use all  0 use ____hours  Apply  0 1st  0 2nd  0 3rd  0 4th
    


    
      

    


    
      0 Compensatory time  0 use all  0 use ____hours  Apply  0 1st  0 2nd  0 3rd  0 4th
    


    
      

    


    
      0 Unpaid FMLA leave  0 use all  0 use ____hours  Apply  0 1st  0 2nd  0 3rd  0 4th

    


    
      

    

  


  
    
      If it is determined that the period of absence is for an FMLA qualifying event, please be aware:
    


    
      1. If you are requesting leave for your own serious health condition, to care for your family member with a serious health condition, or to care for an injured/ill servicemember, you must first exhaust your accrued paid sick leave before taking unpaid FMLA leave (unless the servicemember being cared for does not fall under the department’s sick leave policy definition of immediate family and sick leave cannot be used).

    


    
      2. You have the right, but will not be required to, use other accrued paid leave before taking unpaid FMLA leave.

    


    
      3. All unpaid leave taken for the reason listed on this form is being/will be designated by the department as FMLA leave and will count toward your FMLA leave entitlement.

    


    
      4. While you are on unpaid FMLA leave, the department will continue to provide its share of premiums for health insurance coverage; however, you are responsible for manually making your share of premium payments during this time. State sponsored life insurance and disability insurance coverage provided to you at no cost is not included in the department's share of health insurance coverage provided to employees on unpaid FMLA leave. You have the option of continuing coverage for health, life, or disability insurance by making manual payments during your approved FMLA leave. If you have any questions regarding your benefits or the amount of premium payments due while on unpaid FMLA leave, please contact your benefits representative,
    


    
      Name: ______________________  Telephone Number: _______________________
    


    
      If premium payments are not made on or before the due date, coverage may lapse.

    


    
      5. You may be required to furnish periodic reports of your status and intent to return to work.

    


    
      6. Prior to returning to work from leave for your own serious health condition, you will be required to provide a certification from your health care provider indicating whether you are able to return to full duty or with restrictions. You will not be allowed to return to work until we receive a completed certification from your treating physician.

    


    
      7. You will be restored to the same or an equivalent job upon return from FMLA leave.

    


    
      8. Failure to return to work at the end of your approved leave period may be treated as a resignation unless an extension has been agreed upon and approved in writing by the department.

    


    
      9. If you fail to return to work after taking FMLA leave, you may be required to reimburse health insurance premiums paid by the department on your behalf while you were on unpaid FMLA leave.

    

  


  
    

  


  
    Please refer to Personnel Policy 3512, "Family and Medical Leave," for further information about FMLA leave. If you have any questions, please contact me at telephone number: ____________________ .
  


  
    

  


  
    Sincerely,
  


  
    

  


  
    ______________________________________      _________________________
  


  
    HR Signature   Date
  


  
    

  


  
    Both the employee and the local human resources representative should retain a copy of this form.
  


  
    

  


  MISSOURI DEPARTMENT OF TRANSPORTATION


  DESIGNATION NOTICE


  FAMILY AND MEDICAL LEAVE ACT (FMLA) LEAVE


  Form FMLA2B


  March 2017


  



  Employee’s Name:


  Home Address:



  Home Phone Number:



  Job Title:



  District/Division/Office:



  Date:



  



  Dear _________________________________


  We have received your request for leave under the FMLA and any supporting documnet you have provided. We received your most recent information on ______________ . You have requested leave under the FMLA for:


  0 the birth of your child


  0 the placement (adoption or foster care) of a child with you



  
    
      0 your serious health condition __________________________________________
    


    
      

    


    
      0 the care of your spouse/child/parent with a serious health condition ________________
    


    
      

    


    
      0 the qualifying exigency arising out of the fact that your spouse/child/parent is a member of the Armed Forces on covered active duty or call to covered active duty status
    


    
      

    


    
      0 the care of an injured/ill servicemember for whom you are the spouse/child/parent/next of kin
    


    
      

    


    
      

    


    
      0  We have approved your request for FMLA leave. The approved FMLA leave is only for absences related to the reason indicated above. If leave is taken on an intermittent basis you will be required to indicate if an absence is related to your FMLA qualifying event, or if you are requesting leave for another reason, so the department will know how to designate leave. You have anticipated, and we have approved, absences during the following dates: (expected start date) ________________ through (expected date of return to work) _______________ . You are entitled to 0 12 0 26 work weeks of leave under the FMLA. Your approved leave may end sooner than the dates listed above if your qualifying event no longer exists (conditions improve), or if you have exhausted your entitlement during the current 12-month period. The FMLA requires that you notify us as soon as practicable if dates of scheduled leave change or are extended, or were initially unknown. If it becomes necessary to request additional times away from work you should do so in writing. (Please see page 2 for additional information about your FMLA leave.)
    


    
      

    


    
      0  Additional information is needed to determine if your FMLA leave request can be approved. (Please see additional attached page(s) detailing the information needed)
    


    
      

    


    
      0 Your FMLA leave is not approved .
    


    
      

    


    
      0  The FMLA does not apply to your leave request.
    


    
      

    


    
      0  You have exhausted your FMLA leave entitlement in the applicable 12-month period.
    


    
      

    

  


  
    

  


  
    
      

    


    
      Employee Name:
    


    
      

    


    
      The following type(s) of leave will be used to cover this absence, in this order:
    




0 Parental leave 0 use all   0 use ______ hours   Apply  0 1st  0 2nd  0 3rd  0 4th



    
      

    


    
      0 Paid sick leave      0 use all  0 use ____hours  Apply  0 1st  0 2nd  0 3rd  0 4th
    


    
      

    


    
      0 Paid annual leave   0 use all  0 use ____hours  Apply  0 1st  0 2nd  0 3rd  0 4th
    


    
      

    


    
      0 Compensatory time  0 use all  0 use ____hours  Apply  0 1st  0 2nd  0 3rd  0 4th
    


    
      

    


    
      0 Unpaid FMLA leave  0 use all  0 use ____hours  Apply  0 1st  0 2nd  0 3rd  0 4th

    


    
      

    


    
      You must work with your supervisor to ensure that your timesheets are coded appropriately to reflect use of these leave balances during your absence. Should it become necessary for your unpaid leave to exceed 80 consecutive work hours an ESMT will be processed placing you on unpaid FMLA status, otherwise timesheets will need to continue being entered.
    


    
      

    

  


  
    
      Because you are taking leave for an FMLA-qualifying event, please note the following:
    


    
      1. If you are requesting leave for your own serious health condition, to care for your family member with a serious health condition, or to care for an injured/ill servicemember, you must first exhaust your accrued paid sick leave before taking unpaid FMLA leave (unless the servicemember being cared for does not fall under the department’s sick leave policy definition of immediate family and sick leave cannot be used).

    


    
      2. You have the right, but will not be required to, use other accrued paid leave before taking unpaid FMLA leave.

    


    
      3. All unpaid leave taken for the reason listed on this form is being/will be designated by the department as FMLA leave and will count toward your FMLA leave entitlement.

    


    
      4. While you are on unpaid FMLA leave, the department will continue to provide its share of premiums for health insurance coverage; however, you are responsible for manually making your share of premium payments during this time. State sponsored life insurance and disability insurance coverage provided to you at no cost is not included in the department's share of health insurance coverage provided to employees on unpaid FMLA leave. You have the option of continuing coverage for health, life, or disability insurance by making manual payments during your approved FMLA leave. If you have any questions regarding your benefits or the amount of premium payments due while on unpaid FMLA leave, please contact your benefits representative,
    


    
      Name: ______________________  Telephone Number: _______________________
    


    
      If premium payments are not made on or before the due date, coverage may lapse.

    


    
      5. You may be required to furnish periodic reports of your status and intent to return to work.

    


    
      6. Prior to returning to work from leave for your own serious health condition, you will be required to provide a certification from your health care provider indicating whether you are able to return to full duty or with restrictions. You will not be allowed to return to work until we receive a completed certification from your treating physician.

    


    
      7. You will be restored to the same or an equivalent job upon return from FMLA leave.

    


    
      8. Failure to return to work at the end of your approved leave period may be treated as a resignation unless an extension has been agreed upon and approved in writing by the department.

    


    
      9. If you fail to return to work after taking FMLA leave, you may be required to reimburse health insurance premiums paid by the department on your behalf while you were on unpaid FMLA leave.

    

  


  
    

  


  
    Please refer to Personnel Policy 3512, "Family and Medical Leave," for further information about FMLA leave. If you have any questions, please contact me at telephone number: ____________________ .
  


  
    

  


  
    Sincerely,
  


  
    

  


  
    ______________________________________      _________________________
  


  
    HR Signature    Date
  


  
    

  


  
    Both the employee and the local human resources representative should retain a copy of this form.
  


  


  MISSOURI DEPARTMENT OF TRANSPORTATION


  CERTIFICATION FOR EMPLOYEE’S SERIOUS HEALTH CONDITION


  FAMILY AND MEDICAL LEAVE ACT (FMLA) LEAVE


  
    Form FMLA3A
  


  
    January 2011
  


  
    

  


  
    

  


  
    
      SECTION I : For completion by MoDOT Human Resources (complete prior to giving form to employee)
    


    
      

    


    
      Employer name and contact: ______________________________________________
    


    
      

    


    
      Employee’s job title:   _______________________________________________
    


    
      

    


    
      Employee’s regular work schedule:   _______________________________________
    


    
      

    


    
      Employee’s essential job functions:   _______________________________________
    


    
       
    

  


  
    

  


  
    0 Check here if job description is attached
  


  
    

  


  
    

  


  
    
      SECTION II: For completion by the Employee
    


    
      Please read and complete Section II before giving this form to your health care provider. The FMLA permits MoDOT to require that you submit a timely, complete, and sufficient medical certification to support a request for FMLA leave due to your own serious health condition. Your response is required to obtain or retain the benefit of FMLA protections. Failure to provide a complete and sufficient medical certification may result in a denial of your FMLA request. You must provide the completed medical certification (or an explanation of why you have been unable to obtain the completed medical certification) within 15 calendar days.
    


    
      

    


    
      Your full name:   ____________________________________________________
    

  


  
    

  


  
    

  


  
    
      SECTION III: For completion by the Health Care Provider
    


    
      Your patient (our employee) has requested leave under the FMLA. Answer, fully and completely, all applicable parts. Several questions seek a response as to the frequency or duration of a condition, treatment, etc. Your answer should be your best estimate based upon your medical knowledge, experience, and examination of the patient. Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate” may not be sufficient to determine FMLA coverage. Limit your responses to the condition for which the employee is seeking leave. Please be sure to sign the form on the last page.
    


    
      

    


    
      Provider’s name:   ____________________________________________________
    


    
      

    


    
      Provider’s business address:   ____________________________________________
    


    
      

    


    
      Type of practice/medical specialty:   _________________________________________
    


    
      

    


    
      Telephone:   ________________________________________________________
    


    
      

    


    
      Fax:   ________________________________________________________________
    

  


  
    

  


  
    

  


  
    
      PART A : MEDICAL FACTS
    


    
      1. Approximate date condition commenced: ______  
    


    
      Probable duration of condition:   ______
    


    
      Was the patient admitted for an overnight stay in a hospital, hospice, or residential medical care facility?
    


    
      0 No
    


    
      0 Yes   If so, date(s) of admission: _____________________
    


    
       
    


    
      Date(s) you treated the patient for condition: ________________________________
    


    
       
    


    
      Will the patient need to have treatment visits at least twice per year due to the condition? 0 No   0 Yes
    


    
      

    


    
      Was medication, other than over-the-counter medication, prescribed? 0 No   0 Yes
    


    
      

    


    
      Was the patient referred to other health care provider(s) for evaluation or treatment (e.g., physical therapist)?
    


    
      0 No   0 Yes   If so, state the nature of such treatments and expected duration of treatment: _____________
    


    
      

    


    
      
        2. Is the medical condition pregnancy? 0 No 0 Yes  If so, expected delivery date: ______
      

    


    
      

    


    
      
        3. Use the information provided in Section I to answer this question. If the list of the employee’s essential functions or a job description is not provided in Section I, answer these questions based upon the employee’s own description of his/her job functions.
      


      
        

      


      
        Is the employee unable to perform any of his/her job functions due to the condition?
      


      
        0 No   0 Yes   If so, identify the job functions the employee is unable to perform: __________________________________________________________
      


      
        

      


      
        4. Describe other relevant medical facts, if any, related to the condition for which the employee seeks leave (such medical facts may include symptoms, diagnosis, or any regimen of continuing treatment such as the use of specialized equipment):

      


      
        _______________________________________________________________________
      


      
        _______________________________________________________________________
      


      
        _______________________________________________________________________
      


      
        

      


      
        

      


      
        PART B : AMOUNT OF LEAVE NEEDED
      


      
        5. Will the employee be incapacitated for a single continuous period of time due to his/her medical condition, including any time for treatment and recovery?
      


      
        0 No   0 Yes  
      


      
        If so, estimate the beginning and ending dates for the period ofincapacity: ________
      


      
        

      


      
        6. Will the employee need to attend follow-up treatment appointments or work part-time or on a reduced schedule because of the employee’s medical condition?
      


      
        0 No   0 Yes
      


      
        If so, are the treatments or the reduced number of hours of work medically necessary? 0 No
      


      
        0 Yes
      


      
        Estimate treatment schedule, if any, including the dates of any scheduled appointments and the time required for each appointment, including any recovery period: ____________________________________________________________
      


      
         
      


      
        Estimate the part-time or reduced work schedule the employee needs, if any:
      


      
         
      


      
        ______hour(s) per day;  
      


      
        ______days per week ______ from ______ through   
      


      
        

      


      
        
          7. Will the condition cause episodic flare-ups periodically preventing the employee from performing his/her job functions?
        


        
          0 No   0 Yes
        


        
          

        


        
          Is it medically necessary for the employee to be absent from work during the flare-ups?
        


        
          0 No   0 Yes   If so, please explain: _____________________________________
        


        
          ______________________________________________________
        


        
           
        


        
          Based upon the patient’s medical history and your knowledge of the medical condition, estimate the frequency of flare-ups and the duration of related incapacity that the patient may have over the next 6 months (e.g., 1 episode every 3 months lasting 1-2 days):
        


        
          Frequency: ______ times per ______ week(s) ______ month(s) ______
        


        
          Duration:  ______  hours or ______ day(s) per episode ____________
        

      


      
        

      


      
        

      


      
        ADDITIONAL INFORMATION: IDENTIFY QUESTION NUMBER WITH YOUR ADDITIONAL ANSWER
      


      
        _______________________________________________________________________
      


      
        _______________________________________________________________________
      


      
        _______________________________________________________________________
      


      
        _______________________________________________________________________
      


      
        _______________________________________________________________________
      


      
        _______________________________________________________________________
      


      
        _______________________________________________________________________
      


      
        _______________________________________________________________________
      


      
        

      


      
        

      


      
        __________________________________________     ____________________
      


      
        Signature of Health Care Provider Date
      


      
        

      


      
        Return completed form to the patient.
      


      
        

      


      
        NOTE: The Genetic Information Nondiscrimination Act (GINA) prohibits employers and other entities covered by GINA Title II from requesting or requiring genetic information of employees or their family members. In order to comply with this law, we are asking that you not provide any genetic information when responding to this request for medical information. “Genetic information,” as defined by GINA, includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive reproductive services.
      

    

  


  MISSOURI DEPARTMENT OF TRANSPORTATION


  CERTIFICATION FOR FAMILY MEMBER’S SERIOUS HEALTH CONDITION


  FAMILY AND MEDICAL LEAVE ACT (FMLA) LEAVE


  
    Form FMLA3B
  


  
    January 2011
  


  
    

  


  
    

  


  
    
      SECTION I : For completion by MoDOT Human Resources (complete prior to giving form to employee)
    


    
      

    


    
      Employer name and contact: _____________________________________________________________________
    


    
      

    


    
      

    


    
      SECTION II : For completion by the Employee
    


    
      Please read and complete Section II before giving this form to your family member or his/her medical provider. The FMLA permits MoDOT to require that you submit a timely, complete, and sufficient medical certification to support a request for FMLA leave to care for a covered family member with a serious health condition. Your response is required to obtain or retain the benefit of FMLA protections. Failure to provide a complete and sufficient medical certification may result in a denial of your FMLA request. You must provide the completed medical certification (or an explanation of why you have been unable to obtain the completed medical certification) within 15 calendar days.
    


    
      

    


    
      Your full name: __________________________________________________________
    


    
        
    


    
      Full name of family member for whom you will provide care: ____-___________________
    


    
      

    


    
      Relationship of family member to you: ________________________________________
    


    
      

    


    
      If family member is your son or daughter, date of birth: ___________________________
    


    
      

    


    
      Describe care you will provide to your family member and estimate leave needed to provide care: _______________________________________________________________________
    


    
      _______________________________________________________________________
    


    
      _______________________________________________________________________
    


    
      _______________________________________________________________________
    


    
      

    


    
      ____________________________________________     ______________________
    


    
      Employee Signature  Date
    


    
      

    


    
      

    


    
      
        SECTION III: For completion by the Health Care Provider
      


      
        The employee listed on the previous page has requested leave under the FMLA to care for your patient. Answer, fully and completely, all applicable parts below. Several questions seek a response as to the frequency or duration of a condition, treatment, etc. Your answer should be your best estimate based upon your medical knowledge, experience, and examination of the patient. Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate” may not be sufficient to determine FMLA coverage. Limit your responses to the condition for which the patient needs leave. Page 3 provides space for additional information, should you need it.  Please be sure to sign the form on the last page.
      


      
        

      


      
        Provider’s name:   ____________________________________________________
      


      
        

      


      
        Provider’s business address:   ____________________________________________
      


      
        

      


      
        Type of practice/medical specialty:   ________________________________________
      


      
        

      


      
        Telephone:   ______________________   Fax:  ________________________
      


      
        

      


      
          
      

    


    
      
        PART A: MEDICAL FACTS
      


      
        1. Approximate date condition commenced: ________________________________ 
      


      
        
      


      
        Probable duration of condition:   __________________________________
      


      
        

      


      
        Was the patient admitted for an overnight stay in a hospital, hospice, or residential medical care facility?
      


      
        0 No   0 Yes
      


      
        If so, date(s) of admission: ___________________________________________  
      


      
        

      


      
        Date(s) you treated the patient for condition: ____________________________
      


      
         
      


      
        Will the patient need to have treatment visits at least twice per year due to the condition?
      


      
        0 No   0 Yes
      


      
        

      


      
        Was medication, other than over-the-counter medication, prescribed?
      


      
        0 No   0 Yes
      


      
        

      


      
        Was the patient referred to other health care provider(s) for evaluation or treatment (e.g., physical therapist)?
      


      
        0 No   0 Yes
      


      
        If so, state the nature of such treatments and expected duration of treatment: _______
      


      
        ___________________________________________________________________
      


      
             
      


      
        2. Is the medical condition pregnancy?
      


      
        0 No   0 Yes
      


      
        If so, expected delivery date: ___________
      


      
        

      


      
        3. Describe other relevant medical facts, if any, related to the condition for which thepatient needs care (such medical facts may include symptoms, diagnosis, or any regimen of continuing treatment such as the use of specialized equipment):

      


      
        ________________________________________________________________________
      


      
        ________________________________________________________________________
      


      
        ________________________________________________________________________
      


      
        ________________________________________________________________________
      


      
        

      


      
        
          PART B : AMOUNT OF CARE NEEDED
        


        
          When answering these questions, keep in mind that your patient’s need for care by the employee seeking leave may include assistance with basic medical, hygienic, nutritional, safety or transportation needs, or the provision of physical or psychological care.
        


        
          

        


        
          4. Will the patient be incapacitated for a single continuous period of time due to his/hermedical condition, including any time for treatment and recovery?
        


        
          0 No   0 Yes
        


        
          

        


        
          If so, estimate the beginning and ending dates for the period of incapacity:______  
        


        
          

        


        
          During this time, will the patient need care?
        


        
          0 No   0 Yes
        


        
          

        


        
          Explain the care needed by the patient and why such care is medically necessary:  __________________________________________________________________
        


        
          __________________________________________________________________
        


        
          

        


        
          5. Will the patient require follow-up treatments, including any time for recovery?
        


        
          0 No   0 Yes
        


        
          

        


        
          Estimate treatment schedule, if any, including the dates of any scheduled appointments and the time required for each appointment, including any recovery period: ____________________________________________________________
        


        
          

        


        
          Explain the care needed by the patient and why such care is medically necessary:   
        


        
          ___________________________________________________________________
        


        
          ___________________________________________________________________
        


        
          ___________________________________________________________________
        


        
          

        


        
          
            6. Will the patient require care on an intermittent or reduced schedule basis, including any time for recovery?
          


          
            0 No   0 Yes
          


          
            

          


          
            Estimate the hours the patient needs care on an intermittent basis, if any:
          


          
            ______hour(s) per day; ______ days per week from ______ through _______   
          


          
            

          


          
            Explain the care needed by the patient and why such care is medically necessary:  
          


          
            ___________________________________________________________________
          


          
            ___________________________________________________________________
          


          
            ___________________________________________________________________
          


          
            

          


          
            7. Will the condition cause episodic flare-ups periodically preventing the patient from participating in normal daily activities?
          


          
            0 No   0 Yes
          


          
            

          


          
            Based upon the patient’s medical history and your knowledge of the medical condition, estimate the frequency of flare-ups and the duration of related incapacity that the patient may have over the next 6 months (e.g., 1 episode every 3 months lasting 1-2 days):
          


          
            Frequency: ______ times per ______ week(s) ______ month(s) ______
          


          
            Duration:   ______ hours or  ______ day(s) per episode ______
          


          
            

          


          
            Does the patient need care during these flare-ups?
          


          
            0 No   0 Yes
          


          
            

          


          
            Explain the care needed by the patient and why such care is medically necessary:  
          


          
            ____________________________________________________________________
          


          
            ____________________________________________________________________
          


          
            ____________________________________________________________________
          


          
             
          

        


        
          

        


        
          ADDITIONAL INFORMATION : IDENTIFY QUESTION NUMBER WITH YOUR ADDITIONAL ANSWER
        


        
          ________________________________________________________________________
        


        
          ________________________________________________________________________
        


        
          ________________________________________________________________________
        


        
          ________________________________________________________________________
        


        
          ________________________________________________________________________
        


        
          

        


        
          

        


        
          _________________________________________      ________________________
        


        
          Signature of Health Care Provider    Date
        


        
          

        


        
          Returen completed form to the patient.
        


        
          

        


        
          NOTE: The Genetic Information Nondiscrimination Act (GINA) prohibits employers and other entities covered by GINA Title II from requesting or requiring genetic information of employees or their family members. In order to comply with this law, we are asking that you not provide any genetic information when responding to this request for medical information. “Genetic information,” as defined by GINA, includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive reproductive services.
        

      

    

  


  MISSOURI DEPARTMENT OF TRANSPORTATION


  CERTIFICATION OF QUALIFYING EXIGENCY


  FAMILY AND MEDICAL LEAVE ACT (FMLA) LEAVE


  
    Form FMLA3C
  


  
    July 2010
  


  
    

  


  
    

  


  
    
      SECTION I : For completion by MoDOT Human Resources (complete prior to giving form to employee)
    


    
      

    


    
      Employer name and contact: _____________________________________________________________________
    


    
      

    


    
      

    


    
      SECTION II : For completion by the Employee
    


    
      Please read and complete Section II. The FMLA permits MoDOT to require that you submit a timely, complete, and sufficient certification to support a request for FMLA leave to due to a qualifying exigency. Several questions in this section seek a response as to the frequency or duration of the qualifying exigency. Be as specific as you can; terms such as "unknown" or "indeterminate" may not be sufficient to determine FMLA coverage. Your response is required to obtain a benefit. While you are not required to provide this information, failure to do so may result in a denial of your request for FMLA leave. You must provide the completed certification (or an explanation of why you have been unable to obtain the completed medical certification) within 15 calendar days.
    


    
      

    


    
      Your full name: __________________________________________________________
    


    
        
    


    
      Full name of military member on covered active duty or call to covered active duty status: _______________________________________________________________________
    


    
      

    


    
      Relationship of military member on covered active duty to you:______________________
    


    
      

    


    
      Period of military member's covered active duty: ________________________________
    


    
      

    


    
      

    


    
      A completed and sufficient certification to support a request for FMLA leave due to a qualifying exigency includes written documentation confirming a military member's covered active duty or call to covered active duty status. Please check one of the following:
    


    
      

    


    
      0 A copy of the military member's covered active duty orders is attached.
    


    
      

    


    
      0 Other documentation form the military certifying that the military member is on covered active duty (or has been notified of an impending call to covered active duty) is attached.
    


    
      

    


    
      0 I have previously provided MoDOT with sufficient written documentation confirming the military member's covered active duty or call to covered active duty status.
    


    
      

    


    
      

    


    
      
        PART A: QUALIFYING REASON FOR LEAVE
      


      
        1. Describe the reason you are requesting FMLA leave due to a qualifying exigency (including the specific reason you are requesting leave: ___________________________
      


      
        ____________________________________________________________________
      


      
        ____________________________________________________________________
      


      
             
      


      
        2. A completed and sufficient certification to support a request for FMLA leave due to a qualifying exigency includes any available written documentation which supports the need for leave.; such documenation may include a copy of a meeting announcement for informational briefings sponsered by the military, a document confirming an appointment with a counselor or school official, or a copy of a bill for services for the handling of legal or financials affairs. Available written documentation supporting this request for leave is attached.
      


      
        0 No   0 Yes   0 None available
      


      
        

      


      
        
          PART B : AMOUNT OF LEAVE NEEDED
        


        
          3. Approximate date exigency commenced: ___________________________________
        


        
          Probable duration of exigency: __________________________________________
        


        
          

        


        
          4. Will you need to be absent form work for a single continuous period of time due to the qualifying exigency?
        


        
          0 No   0 Yes
        


        
          If so, estimate the beginning and ending dates for the period of absence: _________
        


        
          

        


        
          5. Will you need to be absent form work periodically to address this qualifying exigency?
        


        
          0 No   0 Yes
        


        
          Estimate schedule of leave, including the dates of any scheduled meetings or appointments:________________________________________________________
        


        
          ___________________________________________________________________
        


        
          

        


        
          
            Estimate the frequency and duration of each appointment, meeting, or leave event, including any travel time (i.e. 1 deployment-related meeting every month lasting 4 hours):
          


          
            Frequency: ______ times per ______ week(s) month(s) ______
          


          
            Duration:   ______ hours or  ______ day(s) per episode ______
          

        


        
          

        


        
          
            PART C : THIRD PARTY CONTACT INFORMATION

          


          
            If leave is requested to meet with a third party (such as to arrange for childcare, to attend counseling, to attend meetings with school or childcare providers, to make financial or legal arrangements, to act as the covered military member's representative before a federal, state, or local agency for purposes of obtaining, arranging or applealing military service benefits, or to attend any event sponsered by the military or military service organizations), a complete and sufficient certification includes the name, address, and appropriate contact information of the individual or entity with whom you are meeting (i.e., either the telephone or fax number or email address of the individual or entity). This information may be used by your employer to verify that the information contained on this form is accurate.
          


          
            

          


          
            Name of Individual: _________________________ Title: _______________________
          


          
            

          


          
            Organization: ___________________________________________________________
          


          
            

          


          
            Address: _______________________________________________________________
          


          
            

          


          
            Telephone: _______________________________ Fax: _________________________
          


          
            

          


          
            Email: _________________________________________________________________
          


          
            

          


          
            Describe nature of meeting: ________________________________________________
          


          
            _______________________________________________________________________
          


          
            _______________________________________________________________________
          


          
            _______________________________________________________________________
          


          
             
          

        


        
          

        


        
          PART D : SIGNATURE
        


        
          I certify that the information I provided above is true and correct.
        


        
          

        


        
          _________________________________________      ________________________
        


        
          Employee Signature    Date
        


        
          

        


        
          Returen completed form to your local human resources representative.
        

      

    

  


  MISSOURI DEPARTMENT OF TRANSPORTATION


  CERTIFICATION FOR SERIOUS INJURY OR ILLNESS OF COVERED SERVICEMEMBER


  FAMILY AND MEDICAL LEAVE ACT (FMLA) LEAVE


  Form FMLA3D


  January 2011


  



  



  SECTION I: For completion by the Employee and/or the Covered Servicemember for whom the employee is requesting leave


  Please read and complete Section I before having Section II completed. The FMLA permits MoDOT to require that an employee submit a timely, complete, and sufficient certification to support a request for FMLA leave due to a serious injury or illness of a covered servicemember. Your response is required to obtain or retain the benefit of FMLA-protected leave. Failure to do so may result in a denial of your FMLA request. You must provide the completed certification (or an explanation of why you have been unable to complete the certification) within 15 calendar days.


  



  PART A: EMPLOYEE AND COVERED SERVICEMEMBER INFORMATION


  Name and address of employer (of the employee requesting leave to care for covered servicemember): _________________________________________________________


  Full name of employee requesting leave to care for covered servicemember: ___________


  ______________________________________________________________________


  Full name of covered servicemember (for whom employee is requesting leave to care): _____________________________________________________________________


  Relationship of employee to covered servicemember requesting leave to care:


  0 Spouse  0 Parent  0 Son  0 Daughter  0 Next of Kin


  



  1. Is the covered servicemember a current member of the Regular Armed Forces, the National Guard or Reserves?


  0 Yes   0 No


  If yes, please provide the covered servicemember’s military branch, rank and unit currently assigned to: _____________________________________________________________


  _______________________________________________________________________


  Is the covered servicemember assigned to a military medical treatment facility as an outpatient or to a unit established for the purpose of providing command and control of members of the Armed Forces receiving medical care as outpatients (such as a medical hold or warrior transition unit)?


  0 Yes   0 No


  If yes, please provide the name of the medical treatment facility or unit: ______________


  _______________________________________________________________________


  



  2. Is the covered servicemember on the Temporary Disability Retired List (TDRL)?


  0 Yes   0 No


  



  PART B: CARE TO BE PROVIDED TO THE COVERED SERVICEMEMBER


  Describe the care to be provided to the covered servicemember and an estimate of the leave needed to provide the care: ___________________________________________


  _______________________________________________________________________


  ________________________________________________________________________


  



  SECTION II: For completion by a United States Department of Defense (“DOD”) health care provider or a health care provider who is either: (1) a United States Department of Veterans Affairs (“VA”) health care provider; (2) a DOD TRICARE network authorized private health care provider; or (3) a DOD non-network TRICARE authorized private health care provider.


  If you are unable to make certain of the military-related determinations contained below in Part B, you are permitted to rely upon determinations from an authorized DOD representative (such as a DOD recovery care coordinator).


  The employee listed on Page 1 has requested leave under the FMLA to care for a family member who is a member of the Regular Armed Forces, the National Guard, or the Reserves who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list for a serious injury or illness. For purposes of FMLA leave, a serious injury or illness is one that was incurred in the line of duty on active duty that may render the servicemember medically unfit to perform the duties of his or her office, grade, rank, or rating.


  A complete and sufficient certification to support a request for FMLA leave due to a covered servicemember’s serious injury or illness includes written documentation confirming that the covered servicemember’s injury or illness was incurred in the line of duty on active duty and that the covered servicemember is undergoing treatment for such injury or illness by a health care provider listed above. Answer, fully and completely, all applicable parts. Several questions seek a response as to the frequency or duration of a condition, treatment, etc. Your answer should be your best estimate based upon your medical knowledge, experience, and examination of the patient. Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate” may not be sufficient to determine FMLA coverage. Limit your responses to the condition for which the employee is seeking leave.


  Please ensure that Section I has been completed before completing this section. Please be sure to sign the form on the last page.


  



  PART A: HEALTH CARE PROVIDER INFORMATION


  Health care provider’s name: ________________________________________________


  Provider’s business address: _________________________________________________


  Type of practice/medical specialty: ___________________________________________


  Please indicate which of the following you are:


  0 a DOD health care provider


  0 a VA health care provider


  0 a DOD TRICARE network authorized private health care provider


  0 a DOD non-network TRICARE authorized private health care provider


  Telephone: _______________   Fax: _______________   Email: _______________


  



  PART B: MEDICAL STATUS


  1. Covered servicemember’s medical condition is classified as (check one of the appropriate boxes):


  0 (VSI) Very Seriously Ill/Injured – Illness/injury is of such a severity that life is imminently endangered. Family members are requested at bedside immediately. (Please note this is an internal DOD casualty assistance designation used by DOD health care providers.)


  0 (SI) Seriously Ill/Injured – Illness/injury is of such severity that there is cause for immediate concern, but there is no imminent danger to life. Family members are requested at bedside. (Please note this is an internal DOD casualty assistance designation used by DOD health care providers.)


  0 Other Ill/Injured – A serious injury or illness that may render the servicemember medically unfit to perform the duties of the servicemember’s office, grade, rank, or rating.


  0 None of the above (Note to employee: If this box is checked, you may still be eligible to take leave to care for a covered family member with a “serious health condition” under the FMLA. If such leave is requested, you may be required to complete MoDOT Form FMLA3B - Certification for Family Member’s Serious Health Condition.)


  2. Was the condition for which the covered servicemember is being treated incurred in line of duty on active duty in the armed forces?


  0 Yes   0 No


  3. Approximate date condition commenced: ___________________________________


  4. Probable duration of condition and/or need for care: ___________________________


  5. Is the covered servicemember undergoing medical treatment, recuperation, or therapy? 0 Yes   0 No


  If yes, please describe medical treatment, recuperation, or therapy: ______________


  ____________________________________________________________________


  



  PART C: COVERED SERVICEMEMBER’S NEED FOR CARE BY FAMILY MEMBER


  1. Will the covered servicemember need care for a single continuous period of time, including any time for treatment and recovery?


  0 Yes   0 No


  If yes, estimate the beginning and ending dates for this period of time: ___________


  ____________________________________________________________________


  



  2. Will the covered servicemember require periodic follow-up treatment appointments?


  0 Yes   0 No


  If yes, estimate the treatment schedule: ___________________________________


  ____________________________________________________________________


  



  3. Is there a medical necessity for the covered servicemember to have periodic care for these follow-up treatment appointments?


  0 Yes   0 No


  4. Is there a medical necessity for the covered servicemember to have periodic care for other than scheduled follow-up treatment appointments (e.g., episodic flare-ups of medical condition)?


  0 Yes   0 No


  If yes, please estimate the frequency and duration of the periodic care: ___________


  ____________________________________________________________________


  



  



  ________________________________________        _______________________


  Signature of Health Care Provider Date


  



  Return completed form to the patient.


  Chapter Title: Leaves of Absence


  Policy Title: Leave for Disaster and Firefighter Relief (3513)


  Policy Number: 3513


  Effective Date: April 15, 2011


  Prior Effective Date: August 28, 2005


  



  POLICY STATEMENT


  


  The department will provide employees an opportunity to assist the American Red Cross or similar volunteer organizations in disaster relief operations, as provided through the State of Missouri Disaster Leave Law, and/or other regulations.


  


  


  PROVISIONS/REQUIREMENTS


  1.Section 105.267 RSMo provides paid leave to salaried (full time and permanent part time) employees who volunteer for the American Red Cross or similar volunteer organizations with a disaster service commitment during disasters. Leave under this law is limited to those employees who have completed the necessary training for, and have been certified as, disaster service specialists by the American Red Cross or certified by a volunteer organization with disaster service commitment recognized by the state emergency management agency. Necessary training or classes for disaster services specialists must be completed on the employee's own personal time, except for First Aid/CPR training, for which the department currently allows employees to participate on state time.


  


  2. A maximum of 25 state employees may be granted leave for a period not to exceed a total of 120 work hours for each employee in any state fiscal year. Any approved absence in excess of 120 work hours will be charged to the employee's annual leave, compensatory time, or leave of absence without pay - special conditions. The 120 work hours, which are to be used for leave for disaster relief, are specified in the letter of instructions received from the volunteer organization.


  


  3. In the event of a need for the employee's services, the volunteer organization will send a request for the services to the employee and the employee's supervisor with a copy to the Office of Administration, Division of Personnel, stating the employee has met all requirements for assignment as a disaster specialist volunteer. The employee may be released from work to participate in specialized disaster relief services upon this request from the volunteer organization and upon the approval by the district engineer or division leader/state engineer.


  A copy of the request for services and any subsequent letters or memos, including the approval or denial of the request, should be forwarded to the Human Resources Division to be placed in the employee's personnel file.


  


  4. Upon returning to work, these employees will be placed in the position they held before providing disaster relief assistance.


  


  5. Per Sections 320.333 to 320.339 RSMo, public and private employers are barred from firing an employee for joining any fire department as a volunteer, or for missing work for responding to an emergency as a volunteer firefighter. Employees are required to use either paid annual leave or compensatory time, or will be allowed to use flex time earned within the workweek to fulfill his/her volunteer firefighter duties. Employees who do not have paid leave may be approved for Leave No Pay (LNP). Employees must make a reasonable effort to notify their employers before they miss work or are late for work, and the employer may request the employee to provide the employer with a written statement from the supervisor of the volunteer fire department stating that the employee responded to an emergency and the time and date of such emergency.


  


  6. Employees who are volunteer firefighters, members of Missouri-1 Disaster Medical Assistance Team, Missouri Task Force One, or Urban Search and Rescue Team will not be terminated from employment because they are absent from or late to their employment in order to respond to an emergency during work hours.


  


  


  CROSS REFERENCES


  


  RSMo Chapter 105, Section A, 105.267 (Public Officers and Employees--Miscellaneous Provisions)


  RSMo Chapter 320, Sections 320.333 to 320.339 (Volunteer Fire Fighter Job Protection Act)



  Chapter Title: Leaves of Absence


  Policy Title: Human Organ and/or Bone Marrow Donation (3514)


  Policy Number: 3514


  Effective Date: September 1, 2015


  Prior Effective Date: July 1, 2005


  



  POLICY STATEMENT


  


  


  
    
      
        
          

          The department will provide employees paid leave to participate as a bone marrow and/or human organ(s) donor.


          
            	1. The Missouri Revised Statute (RSMo) 105.266, effective August 28, 2001, provides paid leave to all employees who participate as a bone marrow and/or human organ donor, as long as these employees provide advance written verification of the event.

          


          
            	2. A maximum of five workdays is allowed to serve as a bone marrow donor. Employees should record this leave on their timesheets to Paid Leave – Bone Marrow Donor (LWPDM).

          


          
            	3. A maximum of 30 workdays is allowed to serve as a human organ donor. Employees should record this leave on their timesheets to Paid Leave – Human Organ Donor (LWPDM).

          


          
            	4. Verification letters and any subsequent letters or memos related to the donation and recovery period should be forwarded to the Human Resources Division to be placed in the employee’s personnel file.

          


          
            	5. Supervisors may allow employees up to two hours of work time, for the actual amount of time necessary to donate blood or plasma, without requiring the use of paid leave for a state or local community sponsored blood drive. Any time approved in excess of two hours should be coded to annual leave, compensatory time, or flexed within the same workweek.

          

        

      

    

  


  


  


  CROSS REFERENCE


  


  RSMo Section 105.266 Leave of Absence Granted, State Employees, Bone Marrow or Organ Donation






Chapter Title: Leave of Absence

Policy Title: Parental Leave (3516)

Policy Number: 3516

Effective Date: December 1, 2018

Prior Effective Date: March 13, 2017




POLICY STATEMENT



The department will provide paid parental leave to all full-time and permanent part-time salaried employees upon the birth or adoption of a child for purposes of nurturing and bonding.

DEFINITIONS

Parent: For purposes of this policy only, the parent is the lawful mother or father of a child either through birth or adoption.




Parental Leave: Department provided paid leave taken within 12 weeks following the birth or adoption of a child.




Primary Caregiver: An employee who provides parental care at least 50 percent of the time.




Secondary Caregiver: An employee who provides parental care less than 50 percent of the time.



PROVISIONS / REQUIREMENTS



	1. Full-time and permanent part-time employees shall receive parental leave following the birth or adoption of a child. The "Parental Leave Request Form" is to be completed by the employee and signed by the employee's supervisor. Supervisors should retain the original form and provide a copy to the local Human Resources office.



		A. Every parent who is a primary caregiver shall receive six weeks of parental leave. If both parents provide parental care at least 50 percent of the time, each parent is entitled to six weeks of parental leave.






		B. Every parent who is a secondary caregiver shall receive three weeks of parental leave.






		C. If both parents are MoDOT employees, each parent will receive parental leave, which may be taken concurrently, consecutivley, or at different times.






	2. Parental leave must be taken within the 12 weeks following the birth or adoption of a child. Adoption, for the purposes of this policy, will begin upon formal placement of the child with the employee(s) by a court or adoption agency. Parental leave may not be donated or carried over to future years.



	3. Parental leave provides leave with 100 percent of regular salary. Employees are required to give at least 30 days advance notice of their intention to take parental leave. If advance notice is not possible due to unforeseeable or emergency situations, the department requires notice to be given as soon as practical. This leave needs to be pre-approved by the employee's supervisor, and recorded in the Time Reporting System as "LWPP" for primary caregivers and "LWPS" for secondary caregivers. Supervisors are to ensure timesheets are properly coded.



	4. Parental leave will not be counted against annual leave, sick leave, or compensatory time. Sick leave and annual leave will continue to accrue during the period of parental leave. Holidays will not be counted against parental leave and should be coded as holiday pay.



	5. Medical documentation from a health care provided may be necessary to verify the birth of a child. Documentation verifying the legal adoption of a child may be required.



	6. Parental leave and accrued paid leave (sick leave, annual leave, compensatory time) used will notapply toward unpaid FMLA leave that may be available to the employee. (Refer to Personnel Policy 3512, "Family and Medical Leave.")



	7. Parental leave is available to full-time and permanent part-time salaried employees who are receiving compensation payments provided under the Workers' Compensation Law. Employees who sustain a compensable injury on the job must complete Form A-450, "Workers' Compensation Disability Preference," indicating whether they wish to supplement workers' compensation lost time benefits with parental leave benefits. (Refer to Personnel Policy 0507, "Workers' Compensation.")















CROSS REFERENCES

Personnel Policy 3500, "Sick Leave"





Personnel Policy 3512, "Family and Medical Leave"





Personnel Policy 0507, "Workers' Compensation"





Executive Order 17-09



[image: Executive Order]

[image: Executive Order 2]



  Parental Leave Request Form, Policy 3516


  December 1, 2018


  
    

  




The department will provide paid parental leave to all full-time and permanent part-time salaried employees upon the birth or adoption of a child for the purposes of nurturing and bonding. This request form must be completed and signed by the employee and by the supervisor at least 30 days before the leave will occur. If advance notice is not possible due to unforeseeable or emergency situations, the department requires this form to be completed and submitted by your supervisor as soon as practical.


  
    

  


  
    DEFINITIONS

Parent: For purposees of this policy only, the parent is the lawful mother or father of a child either through birth or adoption.




Parental Leave: Department provided paid leave taken within 12 weeks following the birth or adoption of a child.




Primary Caregiver: An employee who provides parental care at least 50 percent of the time.




Secondary Caregiver: An employee who provides parental care less than 50 percent of the time.


    






    
      

    


    Employee Requesting Leave: __________________________________________________________



    
        
    


    
      Anticipated Date of Birth or Adoption Placement:                                                 


    
      

    


    
      Anticipated Dates to Take Parental Leave (leave can be taken in weekly increments, but must be taken within the 12 weeks following the birth or adoption of the child):

                                                                                                                                                                                                                                                     


    Please Check Which Applies to You:




0 Primary Caregiver (6 weeks - LWWP)							0 Secondary Caregiver (3 weeks - LWPS)


    
      

    


    
      Employee Signature:  _________________________________________________		Date: _____________________


    Supervisor's Signature: ________________________________________________		Date: _____________________
    


    








Employees and Supervisors are encouraged to keep a copy for their records, send completed Parental Leave Request Form to HR.




Human Resources Signature: _____________________________________________	Date: ______________________


    
      _______________________________________________________________________
    


    
      

    


    Notes/Additional Information: _____________________________________________________________________________________________________________

______________________________________________________________________________________________________________
    


    



      

    

  


  

  
    


    Chapter Title: Separations


    Policy Title: Unauthorized Absences (4001)


    Policy Number: 4001


    Effective Date: January 1, 2009


    Prior Effective Date: July 1, 2005


    
      

    


    POLICY STATEMENT

  


  


  The department relies heavily upon its employees to achieve its tangible results. Dependability and commitment to the job are essential at all times. Employees are expected to notify their supervisors, in advance, when they will be absent from work.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. Any employee absent from work without authorization is deemed to have abandoned his/her position and should be considered as a voluntary resignation from the department. If conditions beyond the employee’s control made it impossible for him/her to request authorization in advance to be absent, authorization may be granted later upon proper explanation of the circumstances.


  


  2. The department will proceed to staff an abandoned position after three consecutive working days of unauthorized absence.


  


  3. No payment of wage or salary will be made for unauthorized absences.


  


  4.Employees terminated from the department under this policy shall be reported as a resignation by job abandonment on the Employment Status Maintenance (ESMT) transaction. Refer to Financial Policies and Procedures, “Separating an Employee,” for these procedures.


  


  


  CROSS REFERENCE


  Financial Policies and Procedures “Separating an Employee”(refer to Financial Services Policies and Procedures)



  Chapter Title: Separations


  Policy Title: Notification of Death of Current or Former Employee (4004)


  Policy Number: 4004


  Effective Date: January 1, 2009


  Prior Effective Date: July 1, 2005


  



  POLICY STATEMENT


  Districts/divisions/offices will provide notification to the Human Resources Division of either the death of an active employee or a member of the retirement system (including vested members and disability recipients) from their areas. The Human Resources Division will inform all districts/divisions/offices following receipt of these notifications.


  


  


  PROVISIONS/REQUIREMENTS


  


  1. If the death of an active employee occurred while at work, details as to whether or not it was job related must be provided to the Human Resources (HR) Division. If the death is job related, the district/division/office should also notify the Risk Management Division immediately.


  


  2. Each district/division/office is responsible for maintaining contact with vested and retired members (including disability benefit recipients) who separated from the department from their area. Upon learning of the death of a former employee, the district/division/office is to notify the HR Division.


  


  3. Upon notification, the HR Division will immediately notify the Director’s Office and if the death was job related, the Community Relations Unit. If the deceased was a former employee, the HR Division will notify the executive director of the retirement system.


  


  4. Districts/divisions/offices are to confirm the announcement of each death by completing a "Notification of Death" form, which is to be faxed to the HR Division. Upon receipt, the HR Division will notify all districts/divisions/offices of the death, arrangements, and survivors.


  


  5. When a current employee dies, an Employment Status Maintenance (ESMT) transaction must be completed by the district/division/office, providing information about the date of death, remaining leave balances to be paid, and other relevant information.


  


  6. The appropriate district/division/office will assist the deceased employee's or retirement system member's surviving spouse, or other eligible beneficiaries, by fully informing them of any benefits to which they may be entitled from the retirement system, their credit union, department insurance programs, or the State Employees' Deferred Compensation Program. This assistance will include helping fill out any forms related to survivor benefits, death benefit claims, etc.


  


  7.The relevant district/division/office is responsible for notifying the executive director of the retirement system by letter of the death of a surviving spouse or other beneficiary receiving a benefit from the system.



  

  
    Chapter Title: Separations


    Policy Title: Public Service Officer or Employee's Child Survivor Grant Program (4006)


    Policy Number: 4006


    Effective Date: February 16, 2010


    Prior Effective Date: January 1, 2009


    
      

    


    POLICY STATEMENT

  


  The Public Service Officer or Employee’s Child Survivor Grant Program was enacted effective July 1, 1987, and revised several times since then. The current program provides for post-high school educational assistance to children of full-time MoDOT employees who are killed or permanently and totally disabled in the line of duty while engaged in the construction or maintenance of the state’s highways, roads, or bridges. The department expects supervisors/managers to inform eligible employees or their survivors about this program.


  The program also provides for post-high school educational assistance for public safety officers and/or their family members under certain conditions. MoDOT employees do not fall under the coverage provided for public safety officers. Eligible coverage under MoDOT will be provided only to eligible employees’ children.


  


  DEFINITIONS


  


  Eligible Child- a natural, adopted, or stepchild who is less than twenty-four (24) years of age and who is a dependent of the employee, or was at the time of the death or permanent and total disability of the employee.


  


  Permanent and Total Disability- a disability that renders a person unable to engage in any gainful work.


  


  


  PROVISIONS/REQUIREMENTS


  


  The employee, surviving spouse, or children of the employee should be informed of this program and provided the information below to contact the Missouri Coordinating Board for Higher Education. This board will determine eligibility for children of MoDOT employees and provide information about the availability of funds. The address, phone number, and web site location are:


  Missouri Coordinating Board for Higher Education


  3515 Amazonas Drive


  Jefferson City, MO 65109-5717


  Phone: 1-800-473-6757


  Web site:Coordinating Board



  

  
    Chapter Title: Department Awards


    Policy Title: Service Awards (6000)


    Policy Number: 6000


    Effective Date: July 1, 2008


    Prior Effective Date: December 1, 2005


    



    POLICY STATEMENT


    


    Full time and permanent part-time employees will be honored for their long tenure with the department during annual presentation programs. Service awards will be provided at five-year intervals, beginning when employees complete five years of employment. Districts/divisions/offices will follow the requirements of Financial Policy “Department Provided Food,” for the service award receptions and banquets.


    


    


    PROVISIONS/REQUIREMENTS


    


    1.Service awards will be provided to employees in recognition of their years of employment with the department. Years of employment will be calculated based upon employees’ department hire dates, unless their department service dates are adjusted due to absences that are not creditable service with the department. Absences that will not be counted as creditable department service time include:


    


    a.A break in employment of greater than 30 days, such as when an employee resigns and is re-hired a year later.


    


    b.Leaves of absence of at least 80 consecutive hours under Personnel Policy 3504, “Educational Leave Without Pay,” or Personnel Policy 3509, “Special Leave Without Pay.”


    


    2.Employees who transfer from another state agency to MoDOT under an Executive Order will have their service with the prior state agency counted as if it was service with MoDOT for the purpose of this Service Award program. Employees who transfer to MoDOT and were not part of a transfer under an Executive Order will receive service awards based on their department hire dates as adjusted under the provisions stated in paragraph 1.


    


    3.The 5, 10, and 15-year awards will be presented by the district/division/office in which honored employees are assigned. Twenty years and higher awards (five-year increments) will be presented at a banquet each year in each of the districts and at the Central Office. Service awards will include a certificate showing the years of employment achieved with the Missouri Department Of Transportation (MoDOT) and a gift bearing the MoDOT logo. Employees will select from a brochure that will provide several options for each five-year level achieved.


    4.The annual listing of employees eligible for awards will be compiled and verified by the Human Resources (HR) Division. The General Services Division will serve as the liaison for the Service Awards program and will provide service award certificates to the districts/divisions/offices. The HR Division will schedule the banquet for Central Office employees with 20 or more years of service and make arrangements for the presentation of the awards. Districts will schedule their banquets and make arrangements for presentation of their awards.

  


  


  


  CROSS REFERENCES


  


  Financial Policy “Department Provided Food”(refer to Financial Services Policies and Procedures)


  Personnel Policy 3504, “Educational Leave Without Pay”



  Personnel Policy 3509, “Special Leave Without Pay”



  

  


  Chapter Title: Department Awards


  Policy Title: Employee Recognition (6001)


  Policy Number: 6001


  Effective Date: July 1, 2010


  Prior Effective Date: February 1, 2010


  



  POLICY STATEMENT


  


  The department is committed to supporting and developing employees to allow them to become as successful as possible in their jobs. The department may create incentive programs when approved by the Director (or designee) designed to award individual employees or employee teams for achieving standards that are unique for each incentive program. In addition, district engineers and division leaders/state engineers are authorized to provide High Achiever and Note Worthy recognition to employees as described in this policy.


  


  


  DEFINITIONS


  


  Gift: (For purposes of this policy only) includes, but is not limited to, work related items such as clothing (shirts, hats, etc.), lapel pins, ink pen sets, and coffee mugs.


  


  Recognition:A positive reinforcement to acknowledge employees’ achievements that support the department’s Values and Tangible Results.


  


  


  PROVISIONS / REQUIREMENTS


  


  1.Districts/divisions/offices are expected to support employee recognition procedures to acknowledge achievements of employees. Supervisors and managers are expected to use various methods of recognition to encourage employees to perform their work safer, improve quality, and increase productivity to help the department achieve its Tangible Results.Any performance that compromises safety, quality, or productivity is not eligible for recognition. Each district/division/office is to develop a quality assurance review program to monitor employee recognition within their areas to ensure consistency in awards issued.


  


  2.All employees of the department are eligible for a recognition award, with the exception of those listed below. Although these employees are not eligible to receive an award, supervisors should recognize them for their achievements.

  

  


  A. The Director, Missouri Department of Transportation.


  


  B. Employees who have received a disciplinary action above a written warning within the preceding 12 months.


  


  C. Other employees identified as being ineligible in the criteria stated for each award program.


  


  3.Recognitions authorized under this policy are intended to show appreciation for contributions employees make to the department. Not all recognitions will include awards. MoDOT provides three programs for achievement recognition:


  


  A. Incentive Programs


  


  B. High Achiever


  


  C. Note Worthy


  


  4.Recognition awards can include cash, paid time off, tangible gifts, or non-monetary recognition, depending on available funding and the award options defined by the recognition program being used.


  


  A. Cash, cash-like gifts (such as gift cards or gift certificates), and paid time off awards are taxable. These awards will be reported as part of an employee’s income and will be processed with the employee’s paycheck.


  


  B. Tangible gifts should include the MoDOT logo and must not exceed the value limits of the award program. Gifts valued at $100 or more may be included in taxable income. Contact the Controller’s Division – Policy Development Section to determine taxability.


  


  C. Non-monetary recognition may be given through any of the following options:


  


  (1)Verbal statements of appreciation.


  


  (2)Written statements of appreciation (hand-written “thank you” notes, pre-printed “thank you” cards with handwritten notes, etc.).


  


  (3)Certificates of appreciation.


  


  5.Award limits, per calendar year, per employee, are $2,000 (excluding overtime) for the combined total of cash, cash-like, and taxable gift awards and 24 hours for paid leave awards. Additional limitations are:


  


  A. When permanent part-time employees are eligible under an award program, they will be eligible to receive a pro-rated amount of the award, at either 50 percent or 75 percent, based on their normal part-time work schedules (see Personnel Policy 0515, “Permanent Part-Time and Job Share Employment”).


  


  B. No recognition awards will be issued to employees after they have separated (retired, quit, etc.) from the department. Employees in a leave-without-pay status will not receive an award while on leave but will be given their award when/if they return to work.


  


  C. Paid leave awarded to employees must be used before annual leave or compensatory time. Award leave balances will not be paid out when employees separate from the department.


  


  6.Each recognition program will state the limitations on the number of times an employee can receive an award during a particular timeframe (quarter, year, etc.), or a limit on the cash, gift, or paid-time-off an employee can receive for each award. Employees receiving an award for a specific achievement may receive only one award for the achievement from MoDOT funds. Employees may receive additional awards from non-MoDOT sources.


  


  7.Existing district/division/office budgets are to be used to fund most awards for employees within the district/division/office. Department management may define specific funding sources for incentive programs, such as the savings generated through a Performance Plus program.


  


  8.Grievances related to awards provided under this policy will be considered within a district/division/office only. These grievances will not be allowed to continue above the level of the district engineer or division leader/state engineer.


  


  9.When purchasing taxable gifts (including cash-like gifts), districts/divisions/offices are not to purchase more than the quantity of gifts to be immediately awarded. Employee Recognition Procedures are to be followed regarding collecting signatures of employees who are receiving taxable gifts and notifying the Controller’s Division or District Business and Benefits Services.


  


  Recognition Programs


  


  10. Incentive Programs


  


  A. Incentive programs have specific standards to be met before individual employees or employee teams are eligible for awards. The incentive program sponsor (district engineer or division leader/state engineer) will propose the standards to qualify for an award, the value of the award, the group of employees who will be eligible for the incentive program, and a funding mechanism (savings generated, etc.) for the incentive program.


  


  B. The Director (or designee) will approve appropriate incentive programs prior to implementation. The program sponsor will communicate information about incentive program awards when they are established or revised. Examples of incentive programs are: Performance Plus and Solutions At Work.


  


  11. High Achiever


  


  A. District engineers or division leaders/state engineers (or designees) may provide High Achiever awards to eligible full-time or permanent part-time employees whose measurable performance is above and beyond what might be expected of an average employee in a position. Achievements should support the department’s Values and Tangible Results to receive this award. Examples of achievements that could be recognized are:


  


  (1) Completing projects or assigned tasks significantly ahead of schedule.


  


  (2) Demonstrating performance on a project/task that results in a significant one-time achievement (cost saving, higher quality, etc.).


  


  (3) Exceeding expected production levels for at least three months.


  


  (4) Showing highly improved working relationships with partners/customers.


  


  B. High Achiever awards will be either two hours paid leave or $40 (in paycheck or cash-like gifts such as gift cards or gift certificates). These awards are reported as part of an employee’s income with applicable taxes withheld. Employees are limited to receiving no more than two High Achiever awards per calendar year.


  


  C. Supervisors will submit the names of nominated employees and their achievements for a High Achiever award to the district engineer or division leader/state engineer (or designee) soon after noticing a particular achievement they believe should be recognized. After supervisors’ recommendations are reviewed, the district engineer or division leader/state engineer (or designee) will determine which employees will be chosen to receive a High Achiever award. To ensure these awards are provided soon after an accomplishment, these decisions will be made as each recommendation is submitted rather than waiting until the end of the quarter to make the award decisions. This award is intended for individual employees rather than for employee teams. The maximum number of employees that should be nominated for a High Achiever award by each supervisor is:


  


  (1) Supervisors with 21 or more employees; up to 3 awards every quarter.


  


  (2) Supervisors with 11 to 20 employees; up to 2 awards every quarter.


  


  (3) Supervisors with 5 to 10 employees; up to 1 award every quarter.


  


  (4) Supervisors with 1 to 4 employees; up to 1 award every two quarters.


  


  12. Note Worthy


  


  A. District engineers and division leaders/state engineers (or designees) are authorized to purchase “Thank You” notes, Certificates of Appreciation, and work-related gifts valued at less than $40 for an employee’s occasional Note Worthy achievement that does not qualify for an incentive program or a High Achiever recognition. If they propose to provide a gift worth $40 or more at the department’s expense, they must receive prior approval from the Director (or designee). The total value of gifts awarded to an employee through this program is not to exceed $100 each calendar year. This recognition can be for individual employees or employee teams. Meals and cash-like gifts (such as gift cards or gift certificates) cannot be issued for Note Worthy achievements.


  


  B. District engineers and division leaders/state engineers (or designees) will develop guidelines within their areas for consistent implementation of gifts provided in this program.


  


  


  CROSS REFERENCE


  


  Personnel Policy 0515, “Permanent Part-Time and Job Share Employment”



  


  


  PROCEDURE


  


  Procedure 6001, “Employee Recognition”




  Chapter Title: Department Awards


  Procedure for Policy Title: Employee Recognition (6001)


  Policy Number: 6001


  Effective Date: January 1, 2009


  Prior Effective Date: December 10, 2007


  
    

  


  
    
      
        
          PROCEDURES


          General


          1. Employee Recognition programs are intended to recognize and praise employees’ accomplishments that help an organization be successful. Supervisors who say “Thank you” to employees for jobs done well help create a positive work environment that is critical for the retention of better employees in an organization. In addition to saying “Thanks,” providing recognition and awards for certain accomplishments are also valuable in showing employees their efforts and results are appreciated.


          2. The incentive program sponsor (i.e. Solutions at Work administrator) or the district/division/office approving High Achiever or Note Worthy recognitions will grant awards to employees.


          a. Supervisors should encourage employees to apply for any MoDOT or State of Missouri incentive program award prior to nominating employees’ achievements for High Achiever recognition. If the achievement does not receive an award through an incentive program or the High Achiever recognition program, the district engineer or division leader/state engineer (or designee) may consider giving an employee a Note Worthy recognition.


          b. The incentive program sponsor granting awards and the supervisor nominating employees for High Achiever recognition are responsible for ensuring the employees are eligible to receive the award based on each recognition program’s rules and Personnel Policy 6001, “Employee Recognition.” Contact the local Human Resources (HR) representative by email with the names of employees being considered for awards to receive information on disciplinary actions that may impact potential awards. The HR representative will respond by email to provide written documentation about which employees are eligible and which are not eligible to receive an award.


          c. When an award is provided, an explanation of the specific achievements must be stated to ensure each employee understands why he/she is receiving the award.


          d. Awards or recognitions are to be given with sincere statements of thanks and within a brief time following when the achievements occurred.


          e. Awards and eligibility are defined within each incentive program; they may include cash, cash-like gifts (such as gift cards or gift certificates), gifts or paid leave.


          f. When an incentive program provides an amount to be divided among team members, the amount of the award each employee can receive will be determined based on the total number of team members, regardless of each individual’s eligibility. If the team is selected for an award, the individual employee amount will be distributed to award-eligible members of the team.


          g. If presentations are made in group sessions and refreshments are provided, see Financial Policies and Procedures, “Department Provided Food” policy. Not all award presentation sessions should include refreshments.


          3. Cash and cash-like gifts (such as gift cards or gift certificates) are taxable income and subject to tax withholding.


          4. Tangible gifts valued at $100 or more may be included in taxable income. Contact the Controller’s (CT) Division – Policy Development Section to determine taxability of gifts.


          5. Cash, cash-like gifts, and taxable gifts are reported on each employee’s year-end W-2. These gifts and paid leave awards must be reported to the CT Division-Payroll Section. See specific procedures below.


          6. Existing district/division/office budgets fund the awards, unless department management specifies a different funding source. Work with the Resource Management Division if a transfer of funds is appropriate.


          7. Purchases of gift cards must be from merchandising vendors. Do not purchase cash-like gifts such as gift cards/gift certificates through programs such as fund raising events or any vendor/service that charges a service/processing fee (shipping fees are an acceptable fee).


          8. Wage employees (seasonal, summer, temporary part-time/retirees, and emergency) do not earn and cannot be awarded paid time off.


          9. No recognition awards will be issued to employees after they have separated (retired, quit, etc.) from the department. Employees in a leave-without-pay status will not receive an award while on leave but will be given their award when/if they return to work.


          Paid Leave Awards


          10. The incentive program sponsor, or the district/division/office approving High Achiever paid leave awards, emails the Employee Recognition Form to the CT Division – Payroll Section (userid: CT Payroll). The local HR representative is copied to signify confirmation of employee eligibility. If someone other than the district engineer or division leader/state engineer provides the information, also copy him/her on the email to signify his/her consent for the awards. The following information is listed on the Employee Recognition Form:


          a. Employee organization code.


          b. Employee full name (Last, First, Middle Initial).


          c. Employee’s social security number (last 4-digits).


          d. Reason for the award (general reason such as safety award).


          e. Number of hours of paid leave awarded.


          11. The CT Division – Payroll Section determines paid leave to be awarded does not exceed the employee recognition limit of 24 hours issued per calendar year (See report: Total Leave Award by Employee and Calendar Year). If the limit is exceeded, hours awarded are reduced for the employee, and the incentive program sponsor or the district/division/office is notified.


          12. The CT Division – Payroll Section records hours of paid leave awarded in SAM II.


          13. The employee schedules use of leave with the supervisor and codes usage to “LWPPA” (Leave With Pay-Performance Award).


          14. Awarded leave must be used before annual leave or compensatory leave. Payment will not be made for award leave balances when employees separate (retire, quit, etc.).


          
            

            
              
                
                  
                    

                    Cash Awards


                    15. The incentive program sponsor, or the district/division/office approving High Achiever cash awards, emails the Employee Recognition Form to the CT Division – Payroll Section (userid: CT Payroll). The local HR representative is copied to signify confirmation of employee eligibility. If someone other than the district engineer or division leader/state engineer provides the information, also copy him/her on the email to signify his/her consent for the awards. The following information is to be listed on the Employee Recognition Form:


                    a. Employee organization code.


                    b. Employee full name (Last, First, Middle Initial).


                    c. Employee’s social security number (last 4-digits).


                    d. Reason for the award (general reason such as Performance Plus Construction Cost  Savings).


                    e. Dollar amount awarded.


                    f. Account coding information (if other than DEFAULT time coding).


                    g. Requested pay date (default will be the next available pay date).


                    16. The CT Division – Payroll Section determines cash award amount to be awarded does not exceed the employee recognition limit of $2,000 for the combined total of cash, cash-like, and taxable gifts issued per calendar year. (See report: Total Cash & Taxable Gift Awards by Employee and Calendar Year). If the limit will be exceeded, cash awarded is reduced for the employee and the incentive program sponsor or the district/division/office is notified.


                    17. The CT Division – Payroll Section adds the cash award to the employee’s paycheck.

                  

                

              

            

          


          
            

            
              
                
                  
                    

                    Cash-Like Gifts and Taxable Gift Awards


                    18. The incentive program sponsor, or the district/division/office approving cash-like or taxable gifts, emails the Employee Recognition Form to the CT Division (for Central Office awards-userid: CT AP) or to District Business & Benefits Support Services [DBBS] (for district awards). The local HR representative is copied to signify confirmation of employee eligibility. If someone other than the district engineer or division leader/state engineer provides the information, also copy him/her on the email to signify his/her consent for the awards. The Employee Recognition Form becomes an invoice request and includes the following information:


                    a. Vendor name, address, and SAM II vendor number.


                    b. Employee organization code.


                    c. Employee full name (Last, First, Middle Initial).


                    d. Employee’s social security number (last 4-digits).


                    e. Reason for the award.


                    f. Dollar amount awarded.


                    g. Account coding information, use object code 2253 Recognition Awards.


                    h. Contact name and phone number.


                    19. The CT Division – Payroll Section (Central Office awards) or DBBS (district awards) determines the taxable gift award amount to be awarded does not exceed the employee recognition limit of $2,000 for the combined total of cash, cash-like and taxable gifts per employee per calendar year (See report: Total Cash & Taxable Gift Awards by Employee and Calendar Year). If the limit will be exceeded, the incentive program sponsor or the district/division/office and the CT Division – Accounts Payable Section (Central Office awards) is notified of gift requests that exceed an employee’s annual limit. The invoice request total is adjusted so the gift is not purchased. If an employee is on leave-without-pay status, the gift cannot be purchased until the employee returns to work.


                    20. The CT Division – Accounts Payable Section (Central Office awards) or DBBS (district awards) provides the check and a copy of the Employee Recognition Form with payment document number to the incentive award program sponsor or the district/division/office to purchase the gifts.


                    21. The program sponsor or the district/division/office awarding the gift, and a person from the CT Division (Central Office awards) or DBBS (district awards), will confirm and document the receipt, storage (if not immediately distributed), and distribution of taxable gifts. All cash-like gifts not immediately distributed will be secured by the CT Division – Accounts Receivable Section (Central Office awards) or DBBS (district awards).


                    a. The documentation of receipt of gifts includes the count of gifts received, the date received, the signature of the incentive award program sponsor or the district/division/office awarding the gift, and the signature of a person from the CT Division (Central Office awards) or DBBS (district awards) confirming the receipt and count of gifts received.


                    b. Partial distributions of gifts require a log to show the original quantity of gifts, the date of distribution with the number distributed, and a new total of gifts still secured. The log will contain signatures of two people confirming the quantity taken for distribution and the quantity remaining in storage. When all gifts are distributed, forward the log to the CT Division – Accounts Receivable Section (Central Office awards) or to DBBS (district awards) to be attached to the original invoice request form.


                    22. The distribution of cash-like and taxable gifts should be completed within two weeks of purchase of the gifts. When cash-like gifts or taxable gifts are distributed to employees, the incentive program sponsor or the district/division/office obtains each employee’s signature and the received date of the gift on the Employee Recognition Form.


                    23. Incentive program sponsors or the district/division/office makes a copy of the signed form(s). The signed original form is sent to the CT Division – Accounts Payable Section with a copy sent to the CT Division – Payroll Section (Central Office awards) or to DBBS (district awards).


                    24. The CT Division – Accounts Payable Section (Central Office awards) or DBBS (district awards) ensures forms are returned and signed for each taxable gift purchased.


                    25. The CT Division – Payroll Section (Central Office awards) or DBBS (district awards) adds the gift amount to the employee paycheck according to Financial Policies and Procedures, “Miscellaneous Deductions” policy. This needs to be completed within two weeks of the date of the check to purchase the cash-like and taxable gifts.


                    26. The CT Division – Accounts Payable Section and the CT Division – Payroll Section perform quality assurance reviews for receipt of signed forms and applicable updates in the payroll system.


                    27. Incentive program sponsor or the district/division/office shall coordinate the return of unused gift cards, gift certificates or taxable gifts with the CT Division – Accounts Receivable Section prior to returning any undistributed gifts to the vendor for a refund.


                    Quality Assurance Guidelines


                    28. District engineers and division leaders/state engineers will designate a point of contact to conduct employee recognition quality assurance reviews within their district/division/office. The review will need to ensure award programs are administered consistently within their areas. Items to consider during the review include:


                    a. What types of recognition/awards are being given to employees (Performance Plus, Solutions At Work, Safety, High Achiever, Note Worthy)?


                    b. Who is granting or recommending the recognition/award (district engineer, division leader/state engineer, or supervisor)?


                    c. When and how frequent are awards being given?


                    d. Why is each award being given (was achievement significant, what was the achievement, etc.)?


                    e. Does documentation exist to show who is receiving each award?


                    f. Does each employee meet the specific eligibility requirements of the recognition program’s rules?


                    g. Have disciplinary histories been considered?


                    h. Are employees being given duplicate department awards for the same achievement?


                    i. Have awards given to permanent part-time employees been pro-rated when applicable?


                    j. Has an employee been awarded more than the annual maximum amount under any award program or the calendar year limit for a combination of awards? Example, has an employee exceeded the $100 limit on Note Worthy awards?


                    k. Has the CT Division been consulted to determine taxability and have employees receiving awards been informed of the taxability of awards they received?


                    l. Have leave and cash awards been reported to the CT Division? Have cash-like gifts and taxable gift awards been reported to the CT Division and or to DBBS?


                    m. Has the signed Employee Recognition form indicating the employee’s receipt of cash-like gifts and taxable gift awards been forwarded to the CT Division-Accounts Payable Section with a copy sent to the CT Division-Payroll Section (Central Office awards) or to DBBS (district awards)?


                    n. Does the district/division/office have guidelines they use to ensure consistency for Note Worthy awards?


                    CROSS REFERENCES



                    
                      Financial Policies and Procedures, "Miscellaneous Deductions" policy (refer to Financial Services Policies and Procedures)
                    


                    
                      

                    


                    
                      Financial Policies and Procedures, "Department Provided Food" policy
                    


                    
                      

                    


                    FORM


                    
                      "Employee Recognition Award" Form 
                    

                  

                

              

            

          

        

      

    

  


  MoDOT Employee Recognition Award Form


  
    Revision Date 04/2013
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  Chapter Title: Training and Professional Development


  Policy Title: Professional/Technical Work Certification/License and Job-Related Organizational Memberships (6502)


  Policy Number: 6502


  Effective Date: May 1, 2009


  Prior Effective Date: March 1, 2009


  



  POLICY STATEMENT


  


  The department may provide payment of or reimbursement for selected professional/ technical certifications/licenses and selected organization memberships. The department may also provide paid absence from work to take job-related professional/ technical examinations and to attend required continuing education courses as described in this policy.


  


  


  DEFINITIONS


  


  Job-Related Organizations: Memberships in an organization that are not a direct requirement of an employee’s position, but are related to the employee’s field of expertise.


  


  Study or Refresher Course: A course taken in preparation for a certification/license.


  


  Continuing Education Course: A course taken after certification/license has been earned, to obtain continuing education units/professional development hours which is required to keep the certification/license up-to-date.


  


  


  PROVISIONS / REQUIREMENTS


  1.Each district/division/office is responsible for:


  
    a.Approving payment or reimbursement, if appropriate, for professional/technical certification/license fees and/or job-related organizational membership fees.


    b.Providing written approval to eligible employees for up to eight hours paid time off to take a job-related certification/license examination.


    c.Providing paid time off and paying/reimbursing expenses for the employee to attend required continuing education courses. If necessary, additional paid time will be allowed if so required to take a job-related exam.

  


  2. Employees are responsible for providing proof of costs, including expenses, and proof of successful completion of each approved course and/or attainment of certification/license. Copies of the certificate/license should be forwarded to the local human resources office.


  3. The local human resources office is responsible for verifying employee’s attainment of certifications/licenses and entering information into the Learning Management System (LMS) and the HR/Payroll System.


  4. Reimbursements will be made for study or refresher courses as follows:


  


  
    a. An employee who is pursuing a registered land surveyor certification, regardless of current job title or whether the employee is pursuing the certification, voluntarily or through a job requirement, must meet the education and experience requirements as defined by the Missouri Board of Architects, Professional Engineers, and Land Surveyors before taking the study or refresher course.


    b. For positions other than those requiring a professional engineer license, reimbursement for study or refresher courses will only be paid when the employee is in a position that requires certification/license on the job specification.


    c. A graduate engineer, regardless of current job title, may receive reimbursement for taking the professional engineer refresher or study course.


    d. An employee may, at the discretion of the district engineer/division leader/state engineer, be reimbursed for a study or refresher course taken in preparation for a department-required certification/license after the employee has completed the course and successfully passed the appropriate certification/license examination. The course should be the most cost-effective and practical option.

  


  


  5. Continuing education units/professional development hours will be reimbursed as follows:


  
    a.An employee who attends a course which is required to keep his/her certification/license up to date will be reimbursed for the cost of the course, provided the employee’s job specification requires the certification/license and he/she successfully completed the course. Districts/divisions/offices are authorized to approve reimbursement of costs related to courses taken to keep an employee’s certifications/ licenses up to date if not required by the employee’s job specification. Reimbursement should be limited to certifications/licenses that are to the benefit of MoDOT and relate to the employee’s job. The course should be the most cost-effective and practical option.


    b. An employee will be reimbursed for meals, lodging, and other associated expenses of attending the course after successful completion of the course. The employee will also be provided paid time off to attend this course. Expenses will be reimbursed according to the Financial Policy, “Travel Policy,” and the Financial Procedure, “Expense Report Form.”

  


  


  6. Certification/License renewal fees will be paid or reimbursed as follows:


  
    a. An employee registered as a professional engineer in the state of Missouri will be reimbursed for the annual renewal fees of his/her professional engineer registration license.


    b. An employee licensed to practice law in the state of Missouri will be reimbursed for the annual renewal fees of his/her Missouri Bar Association license.


    c. An employee certified as a real estate appraiser in the state of Missouri will be reimbursed for the renewal fees of his/her annual certification.

  


  
    d. An employee registered as a land surveyor with the state of Missouri will be reimbursed for the annual renewal fees of his/her registered land surveyor license.


    e. An employee certified as a professional planner by the American Institute of Certified Planners (AICP) will be reimbursed for the annual renewal fees of his/her planning license.


    f. An employee certified as an automotive services examination (ASE) master technician will be reimbursed for renewal of the master technician certification.


    g. The department may reimburse employees for renewals of other selected job-related certification/license fees which are not required in job specifications.


    h.Any employee who currently has NICET certification will be allowed to retain that certification and the department will continue to pay annual recertification fees to maintain the certification at that level. Any employee wishing to continue to participate in the NICET program to accomplish certification to a higher NICET test level will do so at their own expense.

  


  


  


  


  7. For those licenses and certifications for which the department will reimburse the renewal fees as outlined in Paragraph 6 above, paid time off will be provided as follows:


  


  
    a. Up to eight hours on the day of the initial examination (does not include study or refresher courses). If necessary, additional paid time will be allowed to take an exam. One additional day for one retake test may be authorized, if warranted.

  


  


  
    b. Reasonable travel time to and from the location where the examination is being held.

  


  8.An eligible employee may elect for the department to make his/her annual renewal payment directly to the appropriate certification/licensing board. If this method is preferred, an employee must submit his/her renewal notice to his/her immediate supervisor when received. An employee who pays his/her renewal fees or dues directly to the professional/technical organization must present appropriate invoices and proof of payment to his/her supervisor for reimbursement.


  9. Department reimbursement will be made for the initial certification fee as follows:


  
    a. If related to their job, an employee will be reimbursed for the certification fee for a real estate appraiser certification upon passing the exam.

  


  


  
    b. If related to their job, an employee will be reimbursed by the General Services Division and his/her district after the employee has successfully passed an ASE exam for certification on A6 electrical systems, T6 electrical/electronics systems, or any of the exams required to become an ASE certified master automobile or medium heavy truck technician.

  


  


  
    c. Districts/divisions/offices are authorized to approve reimbursement of fees related to obtaining initial certifications/licenses as approved by the district engineer/division leader/state engineer. Budgetary funding and consideration of whether or not all employees within a respective job title need certification/license or specialized training should be reviewed. Reimbursement should be limited to certifications/licenses that benefit MoDOT and relate to the employee’s job. Approved reimbursements will be processed upon providing proof of cost and proof of successful completion of the exam.

  


  10. Reimbursement will be made for job-related organizational memberships as follows:



  


  
    a. Employees will be reimbursed for one-half of the membership fee for one job-related organization, not to exceed $100 per calendar year.


    b. At the discretion of the district engineer/division leader/state engineer, or their designee, memberships directly related to an employee’s position, and which serve to further the business of the department, may be paid in full. This decision is based on the needs of the district/division/office and budgetary funding. Employees taking advantage of this membership reimbursement are expected toactivelyparticipate in such organizations to provide networking and job learning opportunities.

  


  11. The following are considerednonreimbursable/noncovereditems under this policy:


  
    
      a. Transportation to and from the examination site is not provided nor will costs be reimbursed.
    


    
      b. Overtime compensation.
    


    
      c. Cost related to preparation for the Engineer-in-Training (EIT) examination.
    


    
      d. Initial registration fees, licensing dues, initial examination, and application fees for professional engineer registration, Missouri Bar Association, land surveyor, and certified planner unless approved by district engineer/division leader/state engineer in accordance with paragraph 9c .
    


    
      e. Paid time off to attend a study or refresher course .
    


    
      f. Costs for travel, meals, lodging, and other expenses associated with a study or refresher course.
    


    
      

    

  


  12.Following are the repayment provisions when a signed Form P-25, “Policy 6502- Repayment Agreement Form,” is required:


  
    
      a. In cases where an initial obtainment of a certification/license represents a considerable expenditure on behalf of the department, the district engineer/ division leader/state engineer, after consultation with Central Office Human Resources Division, has the discretion to require an employee to sign a Form P-25, “Policy 6502-Repayment Agreement Form,” before the department expends monies per this policy (see “Forms” section of policy for Form P-25). The employee’s agreement to repay the department may include, but is not limited to, repayment of certification fees, testing fees, licensing fees, class fees, or study materials reimbursed or paid within the last 24 months from his/her effective date of termination for pursuing or obtaining such certification/license. By signing the agreement, the employee agrees the department will be fully repaid within 30 days of the employee’s date of termination of employment.
    


    
      

    


    
      b. Per this agreement, the employee agrees to repay the department the expenditures listed above, should the employee’s employment be terminated for any reason, voluntarily or involuntarily. If the employee fails to sign the repayment form after being requested to do so, the department will not pay for nor reimburse the employee as outlined in this policy and the employee is responsible for paying all of his/her costs associated with obtaining the certification/license.
    


    
      

    


    
      c. The employee, upon being notified that he/she owes money to the department under this policy, will be allowed a review period of no more than two business days to contest any or all of the repayment expense amounts owed. The department will provide the employee with documentation that supports the repayment expense amounts owed by the employee to the department under this policy. The employee’s review period of two business days will begin when the department provides the employee with the documentation outlined herein.
    


    
      

    


    
      d. An employee may elect to make a personal payment to the department to repay all or a portion of the repayment amount owed the department instead of having money withheld from his/her remaining paychecks and/or remaining annual or compensatory leave balances. However, if the employee requests to pay by personal payment, the payment must be received by the department by the end of the two-day review period. If the personal payment is not for the full repayment amount owed, the remaining amount owed will be withheld from the employee’s remaining paychecks and/or remaining annual or compensatory leave balances.
    


    
      

    


    
      e. If the full repayment amount owed is still not recovered by means of salary withholding and/or remaining leave balance withholding, the department may establish a payment plan with the employee for the remaining amount owed.
    


    
      

    


    
      f. If a payment plan is not entered into, or should an employee fail to comply with the established terms and conditions of the payment plan, the department may elect to pursue any or all lawful means to collect this repayment owed to the department.
    


    
      

    


    
      g. Any expenses inadvertently reimbursed to an employee in excess of the stated amounts allowed under this policy, unless otherwise previously authorized, may also be recovered from the employee by the department under the procedures outlined herein.
    


    
      

    


    
      h. The immediate supervisor, upon being notified of a voluntary or involuntary termination, should immediately notify the local HR or support services representative to determine if repayment provisions will apply.
    


    
      

    


    
      i. The Controller’s Division will coordinate and handle the collection of employee repayment on behalf of the department.
    

  


  
    


    


    CROSS REFERENCES


    


    "Expense and Reimbursement Policies/Travel Policy"(refer to Financial Services Policies and Procedures)


    


    


    FORMS


    


    Form P-25, “Policy 6502-Repayment Agreement Form”



    “Expense Report Form”(refer to Financial Services Policies and Procedures)

  


  Chapter Title: Training and Professional Development


  Policy Title: Educational Assistance (6504)


  Policy Number: 6504


  Effective Date: April 1, 2018


  Prior Effective Date: March 1, 2016


  



  POLICY STATEMENT


  


  The department encourages employees to continue their education in order to develop their work skills and enhance their ability to compete for promotional opportunities. Educational assistance is provided through tuition and/or test reimbursement and flexibility in work scheduling to eligible active and inactive employees.


  


  


  DEFINITIONS


  


  Active Employee: An employee working or on paid leave, such as annual leave, workers’ compensation, sick leave, military training, etc.


  


  Inactive Employee: An employee on unpaid leave, such as military leave, educational leave, or extended sick leave without pay. This also includes an employee approved for/receiving a work-related disability through the MoDOT and Patrol Employees’ Retirement System (MPERS).


  


  Eligible Active/Inactive Employee: An employee who meets the criteria as stated in


  paragraphs 1 through 3 under Provisions/Requirements.


  


  Graduate Course: A course taken by an individual to be credited toward a master’s degree. Courses to obtain post-graduate doctorate degrees will not be reimbursed.


  


  PROVISIONS / REQUIREMENTS


  


  Active Employees


  


  1.An active employee must meetallof the following criteria to be eligible for the benefits under this personnel policy:


  


  A.Be a full-time salariedor permanent part-timeemployee who has successfully completed the department’s initial six-month probationary period prior to enrollment in a course. For graduate course reimbursement, an employee must be in salary grade 11 or higher and must have a minimum of four years of service with MoDOT. Newly hired/promoted employees in salary grade 15 or above are eligible for graduate course reimbursement after they have completed their 6-month probationary period.


  


  B.Meets performance expectations.


  


  C.An active employee who has received additional education or training may compete for available positions. He/she will not be given priority placement consideration over other active employees who earned their degree prior to or during their employment with the department.


  


  Inactive Employees


  


  2. An inactive employee must meet all of the following criteria to be eligible for the benefits under this personnel policy:


  


  A.Was approved for/is currently receiving work-related disability benefits from MPERS and is receiving workers’ compensation lost time benefits at the same time.


  


  B.Was a full-time salariedor permanent part-timeemployee at the time approved for work-related disability and had successfully completed the department’s initial six-month probationary period.


  


  C.Met performance expectations, was not on disciplinary probation, and had not received suspension or demotion within the last 12 months when approved for work-related disability.


  


  General Provisions


  3.An eligible active or inactive employeewho fails to complete a course, terminates his/her employment, or is released from department employment prior to course completion will not be eligible to receive reimbursement for the course.


  


  4.An eligible inactive employee will not be eligible to receive reimbursement if workers’ compensation lost time benefits ceaseprior tocourse completion or the employee fails to complete the course.


  


  5. Prior to enrolling in any course(s), he/she should also complete the Educational Assistance Program Eligibility Checklist to ensure that he/she qualifies for reimbursement, that his/her learning institution qualifies as an accredited university, that the degree he/she is pursuing qualifies for reimbursement, and that he/she is fully familiar with all of the parameters of this program. Further, by completing the Educational Assistance Program Eligibility Checklist , the employee is also obtaining confirmation that there are budgetary funds available for reimbursement.


  


  6. The district engineer/division leader/state engineer has the discretion to approve or deny educational assistance and limit the number of credit hours allowed based upon available budgetary funding.


  


  7. Employees must also sign theEducational Assistance Reimbursement Request and Repayment Agreement upon course(s) completion,accepting the terms and conditions for the repayment of reimbursed expenses each time the form is submitted. Failure to sign the form will result in a denial of eligibility for tuition reimbursement.


  


  8. Educational reimbursement amounts are subject to IRS regulations. Amounts reimbursed to employees in excess of IRS regulations will be included in taxable income and subject to applicable taxes.


  


  9. A list of eligible degrees is provided on HR Division’s SharePoint. However, in order to qualify for educational assistance, there must be a direct correlation between the degree and the benefit to MoDOT. The degree declared must be one which can reasonably be expected to lead to improved department work performance, increase an employee’s ability to assume further responsibilities within the department, further the department’s tangible results, and/or provide new skills to an eligible inactive employee.


  


  10. The course workmustbe taken at an accredited institution as listed by the U.S. Department of Education or the Council for Higher Education. A link is provided on HR SharePoint for students to reference. It is the student’s responsibility to make this determination prior to enrolling in classes.


  


  11. No overtime will be earned for an “adjusted workday” unless the actual hours worked qualifies an employee for overtime pay as described in Personnel Policy 3000, “Working Hours and Overtime.”


  


  12. Reimbursement may be provided for the following:


  


  A.Cost of test up to the department-approved rate relating to a Certificate of High School Equivalency diploma offered through the Missouri Department of Elementary and Secondary Education (DESE) or up to the department-approved rate for other accredited programs.


  


  B.Employees will be allowed to take the exam three times through DESE at MoDOT’s expense.


  


  C.Course work at a vocational/technical school.


  


  D.Graduate (master’s degree) or undergraduate course work including correspondence courses through classroom, interactive television, videotape, computer, and other training sources as long as it is an accredited institution as listed by the U.S. Department of Education or the Council or Higher Education and meets requirements of item 9 above.


  


  E.Courses to obtain post-graduate doctorate degrees will not be reimbursed.


  


  13. Reimbursement for course(s) will be limited to 12 credit hours that are completed during a calendar year. Any credit hours taken over that limit will not be eligible for reimbursement, and no extensions or waivers of that limit will be granted.


  


  14. MoDOT will NOT reimburse for multiple degrees of the same level (only one associate’s, one bachelor’s, and one master’s degree).


  


  15. Reimbursement for grades of A, B, C, or “pass” (if course is graded pass/fail) will receive 75 percent reimbursement of the eligible amount. Grades D, F or “fail” (if course is graded pass/fail) are not be eligible for reimbursement.


  


  Reimbursement will be granted at the rate of 75 percent of either the actual tuition cost per credit hour for the student at the school they are attending or 75 percent of the University of Missouri-Columbia (MU) per credit hour, whichever is lower.


  


  A.For colleges/universities that are flat-rate tuition, the allowable reimbursement will be capped by converting the 12-hour annual maximum multiplied by 75 percent of the MU rate.


  


  B.One College Level Examination Program (CLEP) test is equivalent to three credit hours.


  


  C.Reimbursement for the cost of courses may be subject to withholding tax and, if so, will be reported on the employee’s W-2 Form.


  


  D. The net employee cost before reimbursement is determined by subtracting financial assistance from either the actual tuition cost or the University of Missouri rate for the credit hours earned, whichever is lower.


  


  E. Reimbursement will be made per the procedures set forth in Procedure 6504, “Educational Assistance.” TheEducational Assistance Reimbursement Request and Repayment Agreementmust be received by Central Office HR -Employment no later than 60 days after the completion of the course(s). Late submittals will not receive reimbursement and will not be waived.


  


  16. Reimbursement will not be provided for the following:


  


  A.Books, travel, meals, or other miscellaneous expenses.


  


  B.Tuition exceeding the highest prevailing per credit hour tuition rate charged by the University of Missouri-Columbia.


  


  C.Lab fees, activity fees, or miscellaneous fees.


  


  D.Courses to obtain post-graduate doctorate degrees will not be reimbursed.


  


  17. Repayment Provisions:


  


  A.Subsequent to signing theEducational Assistance Reimbursement Request and Repayment Agreement, any employee who voluntarily or involuntarily terminates employment for any reason will be required to repay the department 100 percent of any tuition/educational reimbursement they received within the last 24 months from the employee’s effective date of termination. Per theEducational Assistance Reimbursement Request and Repayment Agreement, the employee agrees to repay the department these monies and agrees the repayment amount must be fully paid to the department no later than 30 days after the effective termination date of employment.


  


  B.The immediate supervisor, upon being notified of a voluntary or involuntary termination, must notify the local HR or support services representative to determine if repayment provisions will apply.


  


  C.Upon being notified that he/she owes money to the department as outlined in this policy, the employee will be allowed a review period of no more than two business days to contest any or all of the repayment expense amounts owed. The department will provide the employee with documentation that supports the repayment expense amounts owed. The employee’s review period of two business days will begin when thedepartment provides the employee with the documentation outlined herein.


  


  D.An employee may elect to make a personal payment to the department to repay all or a portion of the repayment amount owed the department instead of having money withheld from his/her remaining paychecks and/or remaining annual or compensatory leave balances. However, if the employee requests to pay by personal payment, the payment must be received by the department by the end of the two-day review period.If the personal payment is not for the full repayment amount owed, the remaining amount owed will be withheld from the employee’s remaining paychecks and/or remaining annual or compensatory leave balances.


  


  E.If the full repayment amount owed is still not recovered by means of salary withholding and/or remaining leave balance withholding, the department may elect to establish a payment plan with the employee for the remaining amount owed.


  


  F.If a payment plan is not entered into, or should an employee fail to comply with the established terms and conditions of the payment plan, the department may elect to pursue any/all lawful means to collect this repayment owed to the department.


  


  G.Any expenses inadvertently reimbursed to an employee in excess of the stated amounts allowed in this policy, unless otherwise previously authorized in writing, may also be recovered from the employee by the department under the procedures outlined herein.


  


  H.The Financial Services Division will coordinate the collection of employee repayment on behalf of the department.


  


  


  CROSS REFERENCE


  


  Personnel Policy 3000, “Working Hours and Overtime”



  


  


  PROCEDURE


  


  Procedure 6504, “Educational Assistance”



  


  


  FORMS


  


  Educational Assistance Reimbursement Request and Repayment Agreement



  Educational Assistance Program Eligibility Checklist




  Chapter Title: Training and Professional Development 


  Procedure for Policy Title: Educational Assistance (6504)


  Policy Number: 6504


  Effective Date: September 1, 2013


  Prior Effective Date: January 15, 2011


  
    

  


  
    
      
        
          PROCEDURES


          


          
            
              
                
                  

                  COURSE ENROLLMENT:


                  Prior to enrolling in a course, employees should complete the Educational Assistance Program Eligibility Checklist to ensure they qualify for reimbursement, that their learning institution qualifies as an accredited university, that the degree they are pursuing qualifies for reimbursement, and they meet all other requirements of the program.


                  
                    	1. An eligible inactive employee with a disability applying for educational assistance through the department must also apply for financial assistance through the Missouri Department of Elementary and Secondary Education (DESE), Division of Vocational Rehabilitation.

                  


                  
                    	The employee is responsible for ensuring that if he is a male between 18 and 26 years of age, he has registered with the Selective Service System prior to processing his Educational Assistance Reimbursement Request and Repayment Agreement. A supervisor can verify registration status for Selective Service by accessing the web site http://www.sss.gov/records.htm. Forms for registration may be picked up at a local post office or accessed through the Internet at http://www.sss.gov.

                  


                  
                    	2. Prior to enrolling, the employee should obtain approval from their supervisor. By completing the Educational Assistance Program Eligibility Checklist , the employee is also obtaining confirmation that there are budgetary funds available for reimbursement.

                  


                  
                    	The district/division/office is responsible for approving any adjustments to an employee’s work hours, but should only do so as long as it does not create an undue hardship on the work unit. If the work hours are adjusted, the eligible active employee must make up the time absent from work on the same day the absence occurs, or take accrued annual leave or compensatory time

                  


                  
                    	3. The Human Resources Division, Central Office, is responsible for notifying the districts/divisions/offices when the University of Missouri rates change.

                  


                  COURSE COMPLETION:


                  
                    	1. An eligible active or inactive employee requesting must complete and submit an Educational Assistance Reimbursement Request and Repayment Agreement to Central Office HR-Emp within 60 days of receiving a grade report. If the form is not received within 60 days, it may result in a denial of reimbursement. The following documents must be attached to the form:

                  


                  
                    	
                      
                        	A. A copy of the detailed invoice/statement showing full payment (it may also be necessary to include a copy of the payment receipt if the statement does not show payment).

                      

                    

                  


                  
                    	
                      
                        	B. An official notification of the grade. Reimbursement for grades of A, B, C, or “pass” (if course is graded pass/fail) will receive 75 percent reimbursement of the eligible amount. Grades D, F or “fail” (if course is graded pass/fail) are not be eligible for reimbursement.

                      

                    

                  


                  
                    	
                      
                        	Reimbursement will be granted at the rate of 75 percent of either the actual tuition cost per credit hour for the student at the school they are attending or 75 percent of the University of Missouri-Columbia (MU) per credit hour, whichever is lower.

                      

                    

                  


                  
                    	
                      
                        	C. A copy of any material related to the amount of financial aid received.

                      

                    

                  


                  
                    	2. The Educational Assistance Reimbursement Request and Repayment Agreement form must contain all necessary signatures as required and all documentation listed in Sections A thru C of the form. Failure to sign the form will result in a denial of eligibility for tuition reimbursement. An eligible active or inactive employee must include information regarding scholarships, grants, or other financial aid received (not including personal or student loans) on the application form. Such amounts will be subtracted before reimbursement is determined. Failing to notify the department of scholarships, grants, or other financial aid could result in discipline up to and including termination. 

                  

                

              

            

          


          
            
              
                
                  
                    
                      

                    


                    FORM

                  

                

              

            

          

        

      

    

  


  Educational Assistance Reimbursement Request and Repayment Agreement



  Educational Assistance Program Eligibility Checklist



  Revision Date 08/2013


  [image: Educational Assistance 1]


  EDUCATIONAL ASSISTANCE REIMBURSEMENT REQUEST AND REPAYMENT FORM


  I have read, understand, and agree to the terms and conditions of Personnel Policy 6504, “Educational Assistance." I voluntarily accept the benefits MoDOT is providing under Personnel Policy 6504. I understand that in consideration for my receipt of those benefits, I agree to repay MoDOT for these benefits as outlined in this application/agreement and Personnel Policy 6504.


  I understand and agree that should I voluntarily or involuntarily terminate my employment with MoDOT for any reason, I will fully repay the department 100 percent of the tuition reimbursement I received from the department subsequent to signing this application/agreement and within the twenty-four (24) months prior to my effective date of termination. I agree to fully repay these amounts no later than thirty (30) days after the effective date of termination of my employment with the department. I acknowledge and further agree that the department may withhold any money owed under the policy and this application/agreement from my remaining paychecks and/or remaining annual or compensatory leave balances to fully repay MoDOT for the amount owed. If the full repayment is not recovered by means of salary withholding and/or remaining leave balance withholding, I understand that the department may elect to establish a payment plan for the remaining repayment amount owed. If a payment plan is not entered into or if I fail to comply with the terms of an established payment plan, I understand that the department may elect to pursue any other lawful means to collect the money owed.  This includes offsetting any tax refund payable by the Missouri Department of Revenue. I agree to waive the right to appeal this offset due to nonpayment.



  I agree that any action at law, suit in equity, or other proceeding to enforce or construe this Agreement, or regarding its alleged breach, shall be instituted in the Circuit Court of Cole County, Missouri.



  I also agree to reimburse the department any monies that are mistakenly or inadvertently reimbursed to me in excess of the amounts allowed under the policy immediately upon discovery. 



  I understand and agree that nothing in this repayment application/agreement is intended to create any guarantee of employment by MoDOT and recognize that my employment is at-will at all times and MoDOT may terminate my employment with or without cause.



  



  ___________________________ _______________________________________


  Date Employee Signature (please use blue ink)


  



  



  INSTRUCTIONS:


  Part II: Course Information and Costs


  Course Title – Course name as indicated in the school’s course catalogs or other school documents (do not abbreviate titles).


  Section (A): Credit Hours – Number of credit hours or actual course hours if no credit hours given, or GED and hours (if available) for General Educational Diplomas.


  Section (B): Grade – Normally A, B, C, or Pass for undergraduate courses or CLEP tests will be entered. Reimbursement costs will not be provided for course grades of D, F, or Fail. Therefore, submission of this form will not be necessary for D, F, or Fail grades.


  Section (C): Tuition Cost Per Course – 75% of the Actual tuition cost, excluding lab, activity, and miscellaneous fees associated with the course (course cost x .75).


  Section (D): Maximum Approved Course Rates – Maximum amount approved to be paid per course, amount of credit hours in Section A times $275.52 for undergraduate courses, or $306.94 for graduate courses.


  Section (E): Lower of Tuition Cost Per Course or Maximum Approved Course Rates – Enter the lower of the actual tuition cost per course or the Maximum Approved Course Rate.


  Section (F): Financial Assistance Per Course – Total financial assistance received from sources other than the department for courses indicated on this form. (Note: Loans requiring repayment by the student are not considered financial assistance. If the amount of financial assistance applicable to each course cannot be determined, it will be necessary to prorate the financial assistance to each course. (*See example below)


  Section (G): Employee Cost Eligible for Reimbursement – Amount entered in E minus amount entered in F.


  *Example:



  An employee takes 15 credit hours for the calendar year and receives $540 of financial assistance. $540.00/15=$36.00 per credit hour. The financial assistance per credit hour amount would then be applied to the number of credit hours for each course listed to determine the financial assistance per course. When determining the rate of financial assistance per credit hour, the financial assistance received for the calendar year should be divided by the total number of credit hours applicable regardless of whether some of those hours exceed the 12-hour cap and are not reimbursable by MoDOT.


  



  REQUIRED DOCUMENTATION:


  Submit the following with the completed Educational Assistance Reimbursement Request and Repayment form:


  1. A copy of the detailed invoice/statement showing full payment. Include a copy of the payment receipt if the statement does not show payment in full.


  2. An official notification of the grade.


  3. An copy (with signatures) of the “Educational Assistance Reimbursement Checklist.”


  4. A copy of any material related to the amount of financial aid received.


  



  REIMBURSEMENT POLICY:


  Tuition will be reimbursed as outlined in Personnel Policy and Procedure 6504, “Educational Assistance,” posted on MoDOT’s Intranet, in the Human Resources Division Personnel Policy Manual.



  Educational reimbursement amounts are subject to IRS regulations. Amounts reimbursed to employees in excess of IRS regulations will be included in taxable income and subject to applicable taxes.



  Education reimbursement amounts are subject to the repayment provision outlined above.



  A copy of the approved/disapproved application/agreement will be provided to the employee and retained by the Central Office and local HR and Support Services Representatives for the purpose of recordkeeping.



  Note: Refer to Financial Educational Assistance Reimbursement Procedure for more information


  Personnel Policy 6504, "Educational Assistance" Program Eligibility Checklist


  Human Resources Division


  April 2018


  



  ·I have my supervisor’s approval that funds are available for me to enroll in approved course(s) for:


  
    
      
        	
          o3 credit hours

        

        	
          o6 credit hours

        

        	
          o9 credit hours

        

        	
          o12 credit hours

        
      

    
  


  



  SUPERVISOR PRINTED NAME:    SUPERVISOR SIGNATURE DATE


  


  _________________________   _____________________ ______________


  


  ·My employment status is as follows:


  
    
      
        	
          oFull-Time


          (40 hours/week, salaried status)

        

        	
          oPermanent Part-Time


          (30-39 hours/week)

        

        	
          oPermanent Part-Time


          (20-29 hours/week)

        
      

    
  


  ·Employment start date:_____________


  *Refer to Policy 6504/FAQs for requirements of MoDOT service before eligible for Educational Assistance


  ·Number of credit hours enrolled in this semester: _____


  ·Number of credit hours reimbursed this calendar year:______


  * Maximum 12 credit hours (full-time) allowed per calendar year.


  ·Tuition/course cost (per credit hour) __________


  * Reimbursement will be based on lower of 75% of actual cost or maximum approved rates


  ·The school in which I plan to enroll is on accredited list. oYes oNo


  * For full approved list, please visithttp://ope.ed.gov/accreditation/Search.aspx


  ·The degree being pursued is on the approved list. oYes oNo


  Degree:­­­­­­­­­­­­­­­­­­_________________________________


  * For full approved list, please visit:http://sharepoint/facilitation/HR/Pages/Educational-Assistance.aspx               


  ·Are you a male between 18 and 26 years of age?oYesoNo


  ●If yes, have you registered with the selective service system?oYes oNooN/A


  ·Are you receiving or going to receive financial assistance? oYes oNo


  ●If yes, list type and amount______________________________________________


  ·I have not received any disciplinary suspensions or probation within the past 12 months.


  oCorrectoIncorrect 


  ·I have met or exceeded my performance expectations.oYesoNo


  ·I will report grades, pass/fail, or CLEP results, and submit an “Educational Assistance Reimbursement Request and Repayment Agreement” to Human Resources within 60 daysof coursecompletion.oAgree oDisagree


  ·I have read and understand Personnel Policy 6504, “Educational Assistance,” including the repayment provisions. oAgree oDisagree


  


  EMPLOYEE PRINTED NAME:       EMPLOYEE SIGNATURE DATE


  


  ________________________   ________________________    ____________


  


  By signing this form I acknowledge that the above information is true to my current knowledge and that I have read and agree to abide by the procedures outlined in Personnel Policy 6504, “Educational Assistance.”


  Failure to comply with checklist may result in denial of reimbursable funds.


  The employee is to complete this checklist prior to each school enrollment session, make a copy of this form and give the original form to supervisor and keep the copy for personal records. A copy of this form must be submitted with an "Educational Assistance Reimbursement and Repayment Agreement" upon completion of the course(s).



  

  Chapter Title: Training and Professional Development


  Policy Title: Employee Training (6505)


  Policy Number: 6505


  Effective Date: April 1, 2018


  Prior Effective Date: April 1, 2018


  



  POLICY STATEMENT


  


  
    
      
        
          The department intends for all employees to receive the necessary training to perform their jobs and/or prepare them for assuming increased responsibilities. This policy provides guidance for employee training and development in order to maintain a qualified workforce consistent with the needs and mission of the department as stated in the department's Strategic and Business Plans. Supervisors should work with their employees to identify training courses needed for each employee’s position and incorporate this into each employee's performance management plan.

        

      

    

  


  DEFINITIONS


  


  
    
      
        
          

          Class: A specific training event where participants receive knowledge and development opportunities.


          Contact Hour: One clock hour of interaction between a participant and facilitator/trainer or materials which have been prepared to facilitate learning or development.


          Course: Training information delivered during a class.


          Internal Training: Any training facilitated/provided through the department’s internal resources.


          External Training: Any training facilitated/provided by an external vendor.


          Fiscal Year: State of Missouri’s fiscal year is defined as July 1 through June 30.


          Management Training: Classes or courses and development plans for supervisory job title codes/families.


          MoDOT U: MoDOT’s learning management system, which is an on-line tool that enables employees to access their My Courses (course assignments or development plan); register for classes (including on-line); and view their training records.


          My Courses: Like a development plan, My Courses is a list of courses found within MoDOT U that an employee is expected to complete. The plan may be determined by job function and/or the supervisor.


          On-line/Computer-Based Training (CBT): A class completed by using a computer and/or phone or video conference.


          Subject Matter Experts (SME): MoDOT employees called upon to assist in the development and evaluation of training based on their education and experience in a given field of expertise.


          Supervisor: An employee in a position of authority with responsibilities for assigning and evaluating work of other employees, approving or denying requests for leaves of absence of other employees, issuing disciplinary actions to other employees, etc.

        

      

    

  


  PROVISIONS / REQUIREMENTS


  


  
    
      
        
          

          
            	1. Classes are available to all employees (supervisory and/or non-supervisory) to increase their productivity and effectiveness. Classes can be required as a development opportunity by an employee’s supervisor. Classes that are required by an employee’s supervisor are to be added to the employee’s My Courses tab within MoDOT U. Employees must obtain their supervisor’s approval prior to enrolling in any class.

          


          
            	These classes may satisfy the additional 16 hours of continuing education for managers/supervisors that are required per fiscal year. The HR Division will determine whether a class will qualify, based upon recommendations and evaluations from subject matter experts and the Office of Administration Center For Management and Professional Development.

          


          
            	2. Employees entering into or who are currently in a supervisory position are required to complete a minimum of 40 hours of management training within their first year in the position. Thereafter, supervisors are required to complete at least 16 hours of training that can reasonably be expected to lead to improved work performance and increasing an employee’s ability to ensure increased responsibilities within the department or meet the goals of the strategic plan for each fiscal year.

          


          
            	3. The MoDOT Employee Enrichment Zone (MEE Zone) is a program designed to provide employees work time to access resources to help balance their work and family obligations by making community resources and employee benefits easily available. Full-time employees are allowed up to 24 hours of work time per calendar year to utilize MEE Zone resources. This is in addition to training required for an employee’s job titles and training expectations specified by their supervisor. Permanent part-time employees and seasonal employees may utilize up to 12 MEE Zone hours per calendar year.

          


          
            	4. CBT

          


          
            	The department may provide opportunities for employees to satisfy training needs through the use of on-line or CBT. Employees are responsible for following the criteria regarding attendance, standard rules of conduct, and working hours as outlined in this and other relevant policies. Participation in CBT must be approved by an employee’s supervisor prior to enrolling.

          


          
            	5. Training Records and MoDOT U

          


          
            	The Human Resources Division – Employee Development (HRED) will administer MoDOT U. See Procedure 6505, “Employee Training,” for additional information.

          


          
            	MoDOT U Catalog lists classes that can be taken either in person or online through MoDOT U and that may be contained in or added to development plans tailored to each employee’s job title code/family. Among the classes defined within an employee’s My Courses tab within MoDOT U are the ones the employee must complete.

          


          
            	To receive credit, it is expected that employees:

          


          
            	
              
                	A. Have their supervisor’s approval prior to enrolling or attending a class or completing CBT.


                	B. Meet all course requirements.


                	C. Attend the full period for classes or courses.


                	D. Complete all assignments and tests to receive credit for course completion.

              

            

          


          
            	Employees will have access to their MoDOT U transcript that includes the classes in which they are enrolled or that they have completed, and status information. This information can be used with performance management as a development tool.

          


          
            	6. Certifications and Contact Hours

          


          
            	Training contact hours will be tracked in MoDOT U. Individual professional certification boards have approval authority for the hours (continuing education units, professional development hours, and contact hours) they accept for certification. Ultimately it is the employee’s responsibility to follow through and submit his/her specific documentation supporting his/her professional development. MoDOT U provides a transcript of all classes enrolled in or completed, which may be helpful to meet professional registration or other requirements.

          


          
            	7. Request for Training or Authorization to Purchase External Training

          


          
            	If a supervisor/manager perceives that a training need cannot be met by any available internal training, they should consult with HRED to determine whether external training is available that can meet the training need. This does not include seminars or conferences attended by individual employees at the request of or permission by their supervisor.

          


          
            	The HR Division will work with the appropriate district engineers or division leaders/state engineers and SME to determine whether external training is the appropriate solution and how best to provide the training, as well as to determine if repayment provisions will apply.

          


          
            	If the evaluation of training needs indicates that training will benefit MoDOT (regionally or statewide), the appropriate district/division will consult with the HR Division to provide an implementation plan which may include use or modification of an existing course, development of a new internal course, or purchase of a course from an outside vendor. Training requests will be implemented as resources and priorities allow. Credit for training completed at other agencies (state or non-state) that is comparable to MoDOT’s will be reviewed on a case-by-case basis by the appropriate district/division. If approved, the approving authority will designate the information that will be entered into MoDOT U for record keeping purposes.

          


          
            	8. Repayment

          


          
            	
              
                	A. In cases where attending an external training/conference/seminar has been approved and represents a considerable expenditure (generally costing over $1,000 per employee), it is required that a P-26, “External Training Repayment Agreement Form,” (see “Forms” section of policy) be signed by the employee, his/her supervisor, and local HR representative prior to taking/enrolling in the training/conference/seminar. The employee’s repayment includes any costs associated with taking the training/conference/seminar, excluding any lodging/meal/travel expenses. In cases where lodging/meals/travel expenses are not distinguishable or separate from training/conference/seminar expenses, then lodging/meals/travel expenses may be considered eligible for repayment. See Procedure 6505, “Employee Training,” for additional information.

              

            

          


          
            	
              
                	B. If an employee fails to sign the form, he/she is responsible for paying all of his/her costs associated with the training/conference/seminar. Additionally, if the training/conference/seminar is required and the employee fails to complete the training/conference/seminar within a specified period of time as defined by their immediate supervisor, disciplinary action up to and including termination may occur.

              

            

          


          
            	
              
                	C. By signing the agreement, the employee agrees to repay the department 100 percent of the costs identified on the P-26, “External Training Repayment Agreement Form,” should his/her employment be terminated for any reason, voluntarily or involuntarily, within twelve (12) months of the date of attending/completing the training/conference/seminar.

              

            

          


          
            	
              
                	D. The repayment amount must be reimbursed within 30 days of the effective termination date of employment.

              

            

          


          
            	
              
                	E. Any expenses inadvertently reimbursed to an employee in excess of the stated amounts allowed under this policy, unless otherwise previously authorized, may also be recovered from the employee by the department under the procedures outlined herein.

              

            

          


          
            	
              
                	F. Financial Services Division – Payroll will coordinate and handle the collection of employee repayment on behalf of the department. See Procedure 6505, “Employee Training,” for additional information.

              

            

          


          
            	9. Training and Working Hours

          


          
            	The department adheres to the guidelines stated in Personnel Policy 3000, “Working Hours and Overtime,” as it applies to time spent completing training and its requirements. Although training classes should have set schedules as to when they will begin and end, the department recognizes that some classes may exceed the scheduled time or finish early. It is the responsibility of the employee to obtain his/her supervisor’s approval for attendance and the time spent completing training and training assignments.

          


          
            	10. Attendance and Course Completion

          


          
            	Employees must obtain their supervisor’s approval prior to enrolling in and attending any class/course. A supervisor may approve attendance for classes that are not designated as available for the employee’s current position if the supervisor believes the training would be of benefit to the employee's development. The supervisor should contact their administrator to have the class added to the employee's My Courses tab within MoDOT U. Furthermore, time, expenses, etc. should be approved prior to attendance.

          


          
            	Supervisors who fail to provide reasonable opportunities for their employees to complete required training within the specified timeframes may be subject to disciplinary action. Failure of employees to complete the required classes or courses and the failure of supervisors to ensure that their employees complete required training should be considered when determining if their performance expectations have been met and could lead to disciplinary action. In cases where employees fail to take a required training within a specified period of time due to their refusal to sign a repayment agreement form, the supervisor shall not be subject to disciplinary action.

          

        

      

    

  


  


  CROSS REFERENCE


  Personnel Policy 3000, “Working Hours and Overtime”


  FORMS/ATTACHMENTS


  MoDOT U Course Number Request Form



  P-26, External Training Repayment Agreement Form


  PROCEDURE


  Procedure 6505, “Employee Training”




  MoDOT U COURSE NUMBER REQUEST FORM


  Human Resources Division


  Revised 05/26/2015


  



  


  Please complete the required information in the boxes to the right of each question. If there is no response to a question, please write NONE in the box. When completed, please send to Amanda Woody – 573-526-5617. Please feel free to use additional paper if completing by hand.


  



  What is the name you want to assign to this course? _____________________________________________


  How will this course be delivered: 0 Online   0 Classroom/VC


  Will there be a test or proficiency associated with this course? What is the minimum score needed to "pass" this course?                   0 Yes  ______ Passing Score    0 No


  How many contact hours should be assigned to this course? _________________



  How many days will this course last? _________________


  In what district will this course usually be held? (Check only one box)  0 All  0 NW  0 NE  0 KC  0 CD  0 CO  0 SL  0 SW  0 SE


  Will there need to be an email sent to employees, which are enrolled, to remind them that they are signed up for the class?                  0 Yes   How many days in advance? _______   0 No


  What catalog would this class best fit under?   0 Equipment and Technical Training   0 CADD Training    0 Employee Development   0 Environmental Training   0 Diversity & Inclusion   0 Train the Trainers   0 Safety and Health   0 Computer Skills & Software


  Give teh name of the MoDOT unit goverment agency, or private vendor that developed this course: __________________________________


  For courses delivered by MoDOT, who will usually train this course? (List as individuals or unit section.)   ____________________________ Primary Instructor/Unit   ___________________________ Alternate Instructor/Unit


  What is the telephone number that employees can call to get more information? ________________________________________________


  Is there another class in MoDOT's course catalog that would meet the same requirements as this course? If so, please give the name and number of that course: _____________________________________


  Is there a prerequisite for this course? 0 Yes   0 No                If yes, what course(s): ______________________________________


  Is this training required to maintain a professional certification or license? If so, please name the type of certification or license.                0 Yes   0 No   Type of Certification or License: ___________________


  Who will be eligible to attend this course? (Include names of units/sections, job titles, job title codes, etc.) _______________________


  Will this be a required/mandatory course? If the course is required or mandatory, what is the documentation that confirms this?             0 Yes   0 No   0 Federal Regulation   0 State Regulation   0 Department Policy       0 District Requirement  0 Other


  Is there an evalution that goes with this course?  0 Yes   0 No       If yes, is it going to be assigned through MoDOT U? 0 Yes   0 No


  Is there a certificate that is awarded after this course is completed?    0 Yes   0 No


  Provide a brief description (one or two paragraphs) of this course.


  



  



  Provide a list of objectives that will be covered in this course.


  



  



  What assignments will the employee need to complete following attendance in this course?



  



  


  What materials will the employee need to bring with them to this course?



  



  



  How often, throughout the year, will classes be offered?   


  



  ONLINE CLASSES:


  Is there a SCORM or AICC fille that needs to be updated to MoDOT U?   0 Yes   0 No


  Is there a test that is not programmed within the SCORM or AICC file that will accompany this course?  0 Yes   0 No


  



  Name, Job Title, and Telephone Number of person completing this form.   


  __________________________________________________________


  Chapter Title: Training and Professional Development 


  Procedure for Policy Title: Employee Training (6505)


  Policy Number: 6505


  Effective Date: October 1, 2015


  Prior Effective Date: July 16, 2013


  
    

  


  
    
      
        
          DEFINITION


          


          
            
              
                
                  


                  
                    
                      
                        
                          Core Workforce Values Training: Specific classes that are required for all employees or certain segments of the workforce as determined by Central Office Human Resources to meet department requirements. These classes are not one-time-only training efforts and can be provided internally, externally, and/or through on-line computer-based training.

                        

                      

                    

                  

                

              

            

          


          PROCEDURES


          
            
              
                
                  


                  
                    
                      
                        
                          

                          


                          
                            
                              
                                
                                  

                                  
                                    	1. Training Records

                                  


                                  
                                    	The Human Resources (HR) Division will administer the statewide learning management system MoDOT U:

                                  


                                  
                                    	
                                      
                                        	A. Provide access to district/division/office system administrators.


                                        	B. Assign all course codes using the MoDOT U Course Number Request Form.


                                        	C. Input and maintain employee records for courses trained by the HR Division.


                                        	D. Track the number and type of external courses taken for future consideration of course development.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	The designated system administrator in the appropriate district/division will be responsible for inputting and maintaining attendance records for all classes provided by them or their work units.

                                      

                                    

                                  


                                  
                                    	2. Class Cancellation

                                  


                                  
                                    	Class cancellation shall be at the discretion of the appropriate division for Central Office and district engineers for the district classes.

                                  


                                  



                                  
                                    	3. MoDOT U Course Numbers

                                  


                                  
                                    	
                                      
                                        	A. Districts/divisions that need to register training within the LMS must complete a MoDOT U Course Number Request Form.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	B. The MoDOT U Course Number Request Form applies to internal and external training initiatives. The form should be completed and submitted to Central Office Human Resources - Employee Development (HRED) prior to the training being offered to allow enough time for review of the request.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	C. Upon receipt of the MoDOT U Course Number Request form and a subsequent review of the request, Central Office HRED will advise the requesting district/division of the approval or denial of the request.

                                      

                                    

                                  


                                  
                                    	4. Required Training

                                  


                                  
                                    	The HR Division, in consultation with the district engineers/division leaders/state engineers, will determine which classes will be required for their positions. The appropriate business unit leader will issue a communication to all affected employees and their supervisors notifying them of the required training. It is the employee's and his/her supervisor's responsibility to plan and/or complete the required training by the established deadlines. Classes offered outside the department may sometimes be used to satisfy this requirement. If an employee wishes to use external training to meet this requirement, the employee should submit supporting material, prior to enrolling, to the HR Division. The HR Division, in consultation with subject matter experts, will determine whether or not the external training meets the guidelines identified for required training.

                                  


                                  
                                    	Newly hired employees must receive Core Workforce Values Training within 90 calendar days of hire. New supervisory employees must receive required Core Workforce Values Training within 120 calendar days of their promotion/hire date. See attachment titled “Core Workforce Values Training Matrix.”

                                  


                                  
                                    	5. Core Workforce Values Training – Administrative Guidance

                                  


                                  
                                    	
                                      
                                        	A. Course content for Core Workforce Values training cannot be revised, modified, or altered unless approved by Central Office HR Employment (HREmp) unit. This includes no substituting or alteration of video and/or DVD presentations, Power Points, manuals, training guides, handouts, or any related materials that might be included within the training course/class.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	B. Core Workforce Values classes will be periodically reviewed by Central Office HR along with district/division to ensure appropriateness of content, as well as to update materials. Districts/divisions can request revisions or alterations to training by contacting Central Office HREmp.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	C. Core Workforce Values classes will include recommended providers/trainers for each course/class within the respective training guides.

                                      

                                    

                                  


                                  
                                    	6. Notification of Terminations

                                  


                                  
                                    	
                                      
                                        	A. The local HR representative should immediately notify Central Office HREmp when there is an employment termination of an employee with a repayment obligation.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	B. Central Office HREmp will notify Central Office Financial Services Division –Payroll of the termination of any employee for whom repayment provisions will apply.

                                      

                                    

                                  


                                  
                                    	7. Repayment

                                  


                                  
                                    	
                                      
                                        	A. The P-26, “External Training Repayment Agreement Form,” must be completed as required by Personnel Policy 6505, “Employee Training.”

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	B. It is the responsibility of the district HR and district support service functions to ensure that the requirements of Personnel Policy 6505, “Employee Training,” are met. Therefore, it is each district’s/division’s responsibility to ensure that sufficient processes are established to make certain that the requirements of Personnel Policy 6505 are met. Specifically, this means ensuring that when circumstances within Personnel Policy 6505 require a P-26 form to be completed, that such form is completed prior to the training taking place.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	The immediate supervisors of employee(s) with a P-26 form must understand the repayment timeline obligations and their subsequent responsibility to immediately inform local HR offices of any employment termination, voluntary or involuntary, that occur within the repayment obligation timeframe.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	C. The completed P-26 form should be forwarded to the local HR office. The local HR office is then responsible for ensuring that the following parties receive a copy of the form for recordkeeping:

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	1) Employee


                                        	2) Employee’s immediate supervisor


                                        	3) Local HR office


                                        	4) Local support services office


                                        	5) Central Office HREmp office

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	D. If an employee fails to sign the P-26 form, he/she is responsible for paying all of his/her costs associated with the training/ conference/ seminar. Additionally, if the training/conference/seminar is required and the employee fails to complete the training/conference/seminar within a specified period of time as defined by their immediate supervisor, disciplinary action up to and including termination may occur.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	E. By signing the agreement, the employee agrees to repay the department 100 percent of the costs identified on the P-26, “External Training Repayment Agreement Form,” should his/her employment be terminated for any reason, voluntarily or involuntarily, within twelve (12) months of the date of attending/completing the training/conference/seminar.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	F. The repayment amount must be reimbursed within 30 days of the effective termination date of employment.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	G. The employee, upon being notified that he/she owes money to the department under this policy, will be allowed a review period of no more than two business days to contest any or all of the repayment expense amounts owed. The department will provide the employee with documentation that supports the repayment expense amounts owed by the employee to the department under this policy. The employee’s review period of two business days will begin when the department provides the employee with the documentation.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	H. An employee can elect to make a personal payment to repay all or a portion of the repayment amount owed instead of having money withheld from his/her remaining paychecks and/or remaining annual or compensatory leave balance. However, if the employee requests to pay by personal payment, the payment must be made by the end of the “review period.” If personal payment is not for the full repayment amount owed, then the remaining amount owed will be withheld from remaining paychecks and/or remaining annual or compensatory leave balances.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	I. If the full repayment is still not recovered by means of salary withholding and/or remaining leave balances withholding, the department may establish a payment plan with the employee for the remaining amount.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	J. If a payment plan is not entered into, or if an employee fails to comply with the established terms and conditions of the payment plan, the department may elect to pursue any or all lawful means to collect the repayment owed to the department.

                                      

                                    

                                  


                                  
                                    	
                                      
                                        	K. The immediate supervisor, upon being notified of a voluntary or involuntary termination, should immediately notify the local HR or support services representative to determine if repayment provisions apply. The local HR representative should immediately notify Central Office HREmp and Central Office Financial Services Division - Payroll if there is a repayment obligation.

                                      

                                    

                                  

                                

                              

                            

                          

                        

                      

                    

                  

                

              

            

          


          
            
              
                
                  
                    FORMS

                  

                

              

            

          

        

      

    

  


  MoDOT U Course Number Request Form



  Form P-26, External Training Repayment Agreement Form



  ATTACHMENT


  
    Core Workforce Values Training Matrix

  


  


  Human Resources Division


  April 2018


  



  CORE WORKFORCE VALUES TRAINING MATRIX


  
    Core Workforce Values Training
  


  
    

  


  
    Core Workforce Values Training: Specific courses that are required for all employees or certain segments of the workforce as determined by Central Office Human Resources. These courses are not one-time-only training efforts and can be provided through internal or external training and/or on-line, computer-based training.

  


  
    

  


  					EEO/Diversity
  


  					and Inclusion		Drugs/Alcohol	PD		Situational Leadership Training		Interviewing	 WST
  


  
    * Employee-Level		 X 				X 			X 											X  		  X


  
    Program
  


  
    **Supervisor-Level		X				X			 X					X						X		  X


  
    Program

  


  
    

  


  
    * Must be trained within 90 calendar days of hire date.
  


  
    ** Must be trained within 120 calendar days of hire/promotion to supervisory level position.
  


  
    

  


  
    All employees (including supervisors) receive that same training course for Workplace Security Training (WST).
  


  
    

  


  
    Core Workforce Values Refresher Training
  


  
    

    Core Workforce Values Refresher Training: Core Workforce Values Training courses that are required to be provided to all employees or certain segments of the workforce on a repeated, periodic basis as determined by Central Office Human Resources. These courses can be provided through internal or external training and/or on-line, computer-based training. 


    Unless otherwise noted, refresher training is to be provided every 3 years from the last training date of the particular training topic. 



    					EEO/Diversity

					and Inclusion		Drugs/Alcohol	PD		Situational Leadership Training		Interviewing	WST

*Employee-Level		X				

Program

**Supervisor-Level		X															

Program




    
      

    


    
      All employees (including supervisors) receive the same refresher training course for EEO/Diversity and Inclusion Training.
    


    
      

    


    
      

    

  


  

  Chapter Title: Training and Professional Development


  Policy Title: Performance Development (6506)


  Policy Number: 6506


  Effective Date: April 1, 2018


  Prior Effective Date: March 19, 2018


  



  POLICY STATEMENT


  It is the department’s intent that all employees receive continuous, prompt communication and feedback on their performance, and that supervisors evaluate and document performance in a fair and consistent manner.


  DEFINITIONS


  


  
    
      
        
          

          Performance Development Conversation:Formal or information communication between a supervisor and his/her employee to develop and/or review the employee's performance expectations, discuss what the employee needs in order to perform their job well, review progress toward meeting performance expectations, and creating individual development plans for the employee.


          Performance Development: The method of managing performance of salaried and permanent part-time employees through setting and monitoring expectations, planning and monitoring employee development, coaching employees regarding performance, and providing continuous feedback to employees.


          Performance Management File: A secure paper file, maintained by the employee's immediate supervisor, containing the supervisor's documentation for performance development conversations for each employee.

        

      

    

  


  PROVISIONS / REQUIREMENTS


  1. Performance development conversations as outlined below are to be conduced for all salaried and permanent part-time employees, except for attorney and law clerk positions in the Chief Counsel's Office.

2. Peformance development conversations must occur as frequently as needed to mee the employee's specific needs. The frequency of these conversations will vary depending on the employee and his/her needs.

3. An initial probationary period of six months is required for all employees upon employment or re-employment on a salaried or permanent part-time basis, including those previously employed as seasonal/wage employees. A discussion should be held with an employee before the end of the sixth month of the new employee probationary period, at which time a determination will be made as to whether the employee should be retained by the department or be terminated. Personnel Policy 2600, "Performance/Conduct Intervention," should be reviewed for specific details on the termination process. Extensions of the six-month probationary period are rare and must be requested through the HR Division.

4. Immediate supervisors are responsible for conducting performance development conversations for all salaried and permanent part-time employees under their direct supervision. Lead workers may provide input on all areas of performance development, but should not conduct any of the performance development conversations with employees. In the absence of the immediate supervisor, the second-level supervisor is responsible for conducting performance development conversations.

5. Each district/division/office is responsible for ensuring performance development conversations are occuring for all salaried and permanent part-time employees in their area. Supervisors will be evaluated continuously on the performance of their supervisory responsibilities. Supervisors who fail to plan and accurately evaluate employees in their area, or who fail to address subordinates’ performance or conduct deficiencies, or fail to maintain performance development documentation may be subject to disciplinary action. =

6. If an employee is not meeting the expectations established during his/her performance development conversation, the supervisor should contact his/her local HR office to determine if any disciplinary action is required.

	Previous disciplinary history or performance issues can be taken into account to determine if discipline is required for current performance issues.

7. Performance expectations, requirements, conditions, commitments made, or other documentation produced through performance development conversations is to be placed in the employee's performance management file. Though documents placed in the employee's perofrmance management file are considered official, supervisors may provide employees copies of documents produced through performance development conversations. Refer to Personnel Policy 0520, "Personnel Files and Employee Records," for details on the maintenance of and the access to performance management files.



          Compliance and Quality Assurance Process.

8. Directors, district engineers, division leaders/state engineers, and second-level supervisors (supervisor's manager) are responsible for ensuring performance development conversations are occuring between supervisors and direct reports and are being documented properly.


          Dispute Resolution Process

9. Before a disciplinary action resulting from not meeting performance expectations may be issued, the local HR manager must review the supporting documentation prior to issuing any disciplinary action.

10. Disputes in performance development conversations are to be handled informally between the employee, his/her immediate supervisor, and the second-level supervisor. If the dispute is not resolved to the employee's satisfaction, the employee may forward the dispute to his/her district engineer or division leader/state engineer with copies to his/her immediate and second-level supervisor. The local HR should be consulted to determine if disciplinary action is required.


          Personnel Additions/Changes During Evaluation Period

11. When an employee is transferred or promoted to a different position:

	A. The current supervisor should have a closing performance development conversation with the employee for the prior position and must 	distribute the employee's performance management file to the receiving supervisor. The current supervisor should discuss the employee's 	performance development with the receiving supervisor.

	B. The receiving supervisor should have a performance development conversation to set expectations with the employee as soon as 	possible, but must be within 30 days of the transfer or promotion.

12. When an employee is newly hired into a position, the supervisor should have a performance development conversation to set expectation with the employee as soon as possible, but must be within 30 days of hire.

13. When a supervisor is transferred, promoted, or otherwise leaves his/her position, the supervisor should have closing performance development conversations for current employees and discuss his/her current employees' performance development with the incoming supervisor. The supervisor must distribute performance management files to the incoming supervisor prior to leaving.




	
              

            

          

        

      

    

  


  CROSS REFERENCES


  Personnel Policy 0520, “Personnel Files and Employee Records”



  Personnel Policy 1016, "Salary Increases"



  Personnel Policy 2600, “Performance/Conduct Intervention”



  


  


  



  FORMS


  



  MAPS Forms


  



  Summary Performance Rating for Wage/Seasonal Employees



  April 1, 2004


  Missouri Department of Transportation


  Summary Performance Rating


  For Wage/Seasonal Employees


  ______________________


  (Year)


  



  Name __________________________________________________


  Job Title __________________________________________________


  District/Division/Office  __________________________________________________


  Supervisor __________________________________________________


  



  In summary, the employee listed above has performed at the following level during the past year:


  0 Below Average


  0 Average


  0 Above Average


  ______________________________________________________________________


  ______________________________________________________________________


  ______________________________________________________________________


  ______________________________________________________________________


  Employee Comments:



  



  



  I verify that the information above is consistent with and supported by performance documentation on file.


  



  Supervisor Signature: ______________________________ Date: _______________


  



  Employee Signature: _______________________________ Date: _______________
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Drug and Alcohol Testing Acknowledgement Form

1 acknowledge I have freely volurteeredto perfom safety-sensiive job duties forthe
Missouri Departmentof Transportation (MoDOT)

1 acknowledge that, by reely volunteering fo assist with safety-sensiive job duties,
subjectmyselfto all o the requiremerts under Personnel Policy 2508 “Drug Testing
Program’ and Personnel Policy 2511 “Alcchol Testing Prograr thatapply. |also
acknowledge that have been provided a copy of both policies.

Specifically, | acknowledge thatl am subjectto a pre-employment drugtest, which must
betaken at a designatedtime detemmined by the Departmert,prior to my assumption of
the safety-senstive job duies. | also understandinat should test positive on my pre-
employment drug test, my employmentwith the departmert will be terminatedin
accordance with the Personnel Policy 2508"Drug Testing Program”

1 also acknowledgethat under Personnel Policy 2508 “Drug Testing Program’| am
sbjectio random,reasonable suspicion and post-acadent drugtesting. | understand
that should| test positive on a random, reasonable suspicion, or post-accidert drug test
my employmentwith the depariment will be terminated in accordancewith Personnel
Policy2508 “Drug Testing Program” |also acknowledge thatrefusing to complete a
required drug test, adulterating  urine specimen,subsituting a urine specimen, orfailing
to reportfor a drugtest when scheduled, will resultin termination of my employrmert,

1 also acknowledgethat under Personnel Policy 2511 “Alcohol Testing Progran | am
subjectio random, reasonable suspicion, and post-accident alcohl testing. | understand
that shouldltest positive on a random,reasoniable suspicion, or post accidert alcohol
testorif refuseto complete arequired alconol test.| may be subjectto discipline, upto
andincluding termination of my employmen.

By signing this acknowledgementform, | agree to perform safety-sensitive job duties and
partcipate in all equired drug andior aicohol testing | understandthis will startfrom the
date this acknowledgemertformis signed | also understandthat,ifl should choose to
stop volunteering| must provide one week advance written notice fo myimmediate
supervisor as well as the supervisor of the bulding! am assignedto performsafety-
sensitive duties or.

1 understandthatl cannot stop volunteeringto perform safety-sensitive job duties during
the course of performing those duties, Upon recelving an emergency callout. or upon
recelving notification that| musttake 2 drug or alcoholtest | understandthat i stop

2
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Supervisor:
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