RECEIPT FOR EMPLOYEE GUIDELINES

I have received my copy of the Operations Employee Guidelines and understand that I am required to follow these guidelines.
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Name: ______________________________Department: ____________________
Signature: __________________________________________________________
Date: ______________________________________________________________
Witnessed by: ______________________________________________________
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Note: Employees will be given updates to guidelines as required.
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1.
General Procedures

General Procedures

Operations consist of many diverse work groups with varying levels of management and supervision. The purpose of this procedure is to provide employees and all levels of management with a consistent message of performance standards and interpretation of policy. All guidelines and procedures in this document have been taken from or are based on existing school laws, policies, handbooks or practices.

Every Manager/Supervisor is responsible for implementing the guidelines and updating their department’s procedures, and maintains documentation as specified, providing employees with important phone numbers to use in the event of an emergency including but not limited to:

· Reverse Phone Tree Numbers

· Supervisors Contact Numbers

· Day time numbers

· Emergency numbers

· Hot line number for school crisis

· EAP (Employee Assistance Program)

· Department Coordinator

· Director of Operations

2.
Responsibilities

Responsibilities to Portsmouth Public Schools
Everyone’s responsibility is to do a good job on the work assigned by the supervisor or manager. Occasionally, we must put forth extra efforts to satisfy the demands of the work. Supervisors will appreciate the best effort demonstrated and will help identify strengths that contribute to the success of your job performance. 
Successful job performance includes maintaining good health and mental alertness, personal development, keeping your skills and job knowledge up-to-date, being prompt and regular in your attendance, being cooperative with your fellow workers, always striving for continuous improvement, and being loyal to Portsmouth Public Schools. Your supervisor is interested in your ideas and will appreciate your efforts in doing an outstanding job. 

Tardiness and Absences

Each of our work assignments are planned in advance and depends upon a team effort. Every job within Operations has a definite place in the successful fulfillment of our responsibilities. Therefore, you are expected to start your workday on time and to be punctual to all working appointments. 

If you must leave work early, you should notify your supervisor as far in advance as possible. This is requested so that proper arrangements can be made to handle your work while you are absent. Excessive tardiness (e.g., reporting to your work station after your established starting time or returning late from a scheduled break or lunch break) may result in notification of your tardiness to Human Resources. Everyone is expected to be at his or her assigned work area at the appropriate starting time!
Occasionally, it may be necessary for an employee to be absent from work as a result of the employee or dependent’s illness, injury, or for personal reasons. In such cases, the employee is encouraged to contact their manager/supervisor one day prior to the absence in order that proper arrangements can be made to handle their work during their absence. An absence is defined as any time away from work during the employees normal work schedule and/or required or scheduled work time, i.e., early departure or a full day(s). The employee must also complete a leave request for the absence. There are two types of leave that will be addressed: Annual Leave and Sick Leave.


Telephone Practice 

Many times our only contact with the general public is through the telephone. It is important to maintain a professional image. Always answer the telephone properly, pleasantly, and competently. If you customarily handle calls in your department and you must leave the vicinity of your telephone, please ask someone to handle the calls until you return or place your phone on voice-mail pick-up. If you should discover that a call you have received was meant for another department or involves several departments, please take a message and offer to have the call returned. When you call someone or if you answer the phone, identify yourself and your department. Always be courteous when talking with people on Portsmouth Public Schools phones. Proper telephone etiquette applies to any communication device – such as, but not limited to, cell phones and radios.

Use of Cell Phones, Pagers and Other Communication Equipment

The use of school board cell phones, pagers and other communication equipment is for Portsmouth Public Schools purposes only. Any long distance charges will be billed back to the employee. Employees must understand that reimbursement of charges is not an approval for usage of communication equipment for personal needs. Chronic abuse of the policy even with reimbursement will result in disciplinary action.  

Uniform and Office Attire 

Portsmouth Public Schools expects every employee to be professional and dedicated to providing service in a professional manner. One aspect of providing professional service is a personal appearance and the image projected to others. 

Portsmouth Public Schools provides specific departments and employees with uniforms (shirts, pants and safety shoes).  All employees receiving a uniform will be required to sign an agreement and receipt stating the number of items received.  Employees are responsible for their uniforms and will be charged the full purchase price if uniforms are not returned when requested or damaged as a result of employee negligence (see form H).

Uniforms are ordered through your immediate supervisor using a Uniform /Safety Shoe Order sheet (see attachment G). Uniforms are to be worn in a manner that best represents Portsmouth Public Schools.  Uniforms must look and smell clean at the start of each work day.  T-Shirts or undergarments below the shirt line must be tucked and not to be exposed. Pants must have a belt, sagging pants are not permitted. Collars are to be worn neatly folded as is appropriately designed. Caps can be worn within the school if it is a Portsmouth Public School issued cap. Black or blue caps without logos will be allowed during work hours as well. No other type of head wear should be worn unless approved through the Facility Coordinator or Human Resources as a religious or medical exemption. Exemptions will be made on a case by case basis by the department Coordinator. Portsmouth Public Schools reserves the right to determine an appropriate alternative as required.

Office employees may dress casually as designated by each department’s manager. However, under no circumstances will departments be allowed to dress in a manner that does not conform to the student dress code as a minimum.   
Substitute custodians must wear pants that are dark in color (i.e. navy, black) but will be issued a PPS T-shirt to be worn during school hours. Clothing with exposed holes are not permitted.                                                                                                                                                                                                               

Use of Tobacco and Tobacco Products  

All use of tobacco and tobacco products is prohibited on all Portsmouth Public Schools properties. 

Eating and Drinking of Non-Alcoholic Beverages and Use of Non-Smoking Tobacco 

Eating and drinking of non alcoholic beverages will be determined if appropriate and will be designated by each department’s manager. Contamination of food and beverages in unauthorized areas is a potential route for exposure to toxic substances. Food or beverages must not be consumed in areas where chemical applications are being carried out or in chemical storage areas. In addition, consuming food or beverage in areas other than designated compromises the PPS pest control management plan. The use of smoking or non-smoking tobacco is prohibited during work hours.
Care of Portsmouth Public Schools Property 

In addition to safety concerns, the care of Portsmouth Public Schools equipment and other property is significant in controlling operating costs. All employees must take proper care of equipment and notify their supervisor within 24 hours of the event that equipment or property is damaged or missing. Books, equipment, furniture or any PPS property shall not be disposed of without prior approval of the Department head. (Note: Please refer to the Transportation Procedure for Care of Portsmouth Public Schools Vehicles) 

Equipment Maintenance (other than automobiles)

As an employee, you will take good care of the equipment and machines which you must use to perform your responsibilities. Notify your supervisor within 24 hours of any maintenance needed on machinery, tools, or other devices. Do not attempt to adjust or repair any item of equipment without first consulting with your supervisor unless you have been previously trained and certified to do so. If performed properly, a few timely repairs may prevent complete breakdown of the equipment. 

Tools that have been personally assigned to employees for use in their jobs must be maintained by the employee.  Loss of items personally assigned will be the responsibility of the employee.  Damaged items must be turned in for replacement.  The first time an item is damaged, the employee will not be held responsible.  However, the second incident of a damaged item by the employee may result in the employee being held responsible for the repair or replacement of the item. 

Meal Period 

As a member of the Portsmouth Public Schools team you will receive either 30 or 60 minutes for your meal period depending upon the shift worked. Non-exempt employees shall not perform any work during the meal period. If so directed by the supervisor, an alternate lunch period will be determined.  Non-exempt employees must clock in and out for their meal period.
Conserving Supplies and Recycling
Letterhead paper, printed forms and other office supplies are important items in the operating expense budget. Conserve them at every opportunity. Notify your supervisor when you are in need of supplies. Consumable property, paper, and certain containers must be conserved and recycled whenever possible. Please discuss with your supervisor any procedures for recycling in your department.

Rules of Conduct 

Rules of conduct are intended to promote the efficient and smooth operation of the organization. Most employees know what behavior is acceptable and what is not. Certain kinds of actions or conduct are obviously unacceptable, and are subject to disciplinary action. 
Examples:

The following are grounds for immediate separation:

· Working or reporting to work under the influence of alcohol or any other intoxicant

· Possession of illegal drugs or alcoholic beverages on Portsmouth Public Schools property 

· The use or consumption of drugs or alcoholic beverages while on Portsmouth Public Schools property

· Violence or possession of a weapon or threats on Portsmouth Public Schools property 

· Deliberate falsification of timecards
· Deliberate theft of Portsmouth Public School Property
The following are grounds for disciplinary action that may lead up to and include separation:
· Unsafe conduct, verbal or non-verbal threats on Portsmouth Public School’s property

· Excessive absenteeism and tardiness
· Dishonesty or refusal to submit voluntarily to a package or personal effects inspection upon request of a security guard, manager or administrator (this request shall be made when reasonable suspicion of theft of school board property exists) .
· Insubordination or failure to carry out supervisor’s instructions
· Willful or negligent damage to Portsmouth Public Schools or co-workers’ property, equipment, supplies, products, or the like
· Failure to immediately report all accidents or injuries to your immediate Supervisor that may have incurred while on the job, regardless of severity
· Deliberate falsification of, or material omission from, Portsmouth Public Schools documents or other related employment and benefit records
· Loafing or doing other than Portsmouth Public Schools work while on Portsmouth Public Schools time, other neglect of or inattention to duty or conflict of interest 

· Conduct contrary to the best interest of the Portsmouth Public Schools
· Sleeping during scheduled work hours and / or unauthorized or unapproved breaks
· Unauthorized use of Portsmouth Public Schools property
The list simply provides examples of performance that will result in disciplinary action leading up to and including separation from Portsmouth Public Schools.  Circumstances not covered by these rules may arise that will also result in disciplinary action.
Supervision of Employees

One of the primary objectives of supervision is to ensure prompt, efficient and courteous service to the public.  To meet this goal, supervisors are responsible for training, assisting, motivating, directing and correcting behavior of staff.  In any organization it is essential that certain standards of personal conduct and work performance be maintained.  Most people prefer to work in an orderly environment and will readily conform to reasonable rules of conduct and standards of performance as long as they understand what is expected of them. Supervisors are responsible for informing their staff of Portsmouth Public Schools’ expectations. Where problems with employee behavior or performance arise, a supervisor should seek to correct the problem with the least amount of disruption to the work environment.  In the event problems persists, a letter of reprimand may be warranted and documentation compiled and forwarded to the Department of Human Resources.
3.
Safety

Safety in the Workplace 

If you, as a member of the Operations team, know or are made aware of any unsafe conditions or practices, please let your supervisor know immediately. He/she will take corrective action in a timely manner. 

There are certain safety regulations which everyone should observe to minimize the possibility of physical injury: 

· Avoid unsafe climbing. See your supervisor for a good ladder or step stool. Never stand on swivel chairs, wastebaskets, or similar objects

· Keep desk, file drawers, and tool cabinets closed when not in use 

· Do not put heavy objects on top shelves 

· Walk; never run 

· Do not read while walking; look where you are going
· No cell phone, blue-tooth, ear buds usage while performing work assignments (For safety purposes) 

· All employees operating company vehicles must have a valid driver’s license and have received operational instructions as required

· Wear proper safety shoes, glasses, and earplugs where required. Safety shoes or toecaps must be worn in all construction areas and hard hats when appropriate
This list does not include all safety aspects for the Operations’ Division.  Each member must understand and follow the safety guidelines based on their specific area or discipline.

Safety and Housekeeping 

Portsmouth Public Schools goes to great lengths to ensure a safe, healthy work environment and requires the same commitment from each employee. We are responsible for performing our jobs according to our immediate supervisor’s instructions, asking them for specific directions when in doubt, and reporting any unsafe conditions immediately to your supervisor. 

Virtually all accidents are preventable if we each accept responsibility for our own and our co-workers’ safety. In the event that an employee is involved in an accident, he/she must immediately report the incident to his/her supervisor regardless of whether an injury resulted. An employee who sustains an injury at work which requires off-site medical attention will be transported to one of the Portsmouth Public Schools panel providers (if the employee states that the injury arose from his/her job). Employees, who seek medical attention from a physician of their choice, or without prior approval, are responsible for filing their own medical bills with their personal health insurance carrier. 

If an employee encounters a fire, he or she should sound the alarm and follow the schools evacuation procedure. Once evacuated the employee should follow Operation’s Emergency Response Plan and Reverse Phone Tree requirements. 

Housekeeping is a crucial safety responsibility. Employees must ensure that aisles, stairways, ladders, etc. are free of all obstructions and hazards. Equipment and work areas must be kept clean and orderly. 

Personal belongings must be stored in designated areas. Portsmouth Public Schools is not responsible for damage to or loss of personal property. 

Personal Protective Equipment is issued to employees based on work conditions encountered on the job. Such equipment may include steel-toed shoes, earplugs, safety glasses, respirators, face shields, welding hoods, gloves, hard hats, etc., and are to be worn according to the instructions provided by the immediate supervisor. Employees are responsible for the proper use and maintenance of these items and are subject to disciplinary action for failure to meet those responsibilities. 
4.
Security

Identification (ID) Badges

All employees are issued an identification (ID) badge, which must be displayed whenever entering Portsmouth Public Schools premises. Employees are required at all times to wear their ID badge in a visible location of their uniform while at work or to have it in their possession while on Portsmouth Public Schools property during non-working hours. If, after 3 days, you have not recovered your original badge, you will be required to pay for a replacement badge. It is your responsibility to report the loss to your supervisor. 

Business and Personal Visitors 

Operation Facility- S.H. Clark 
Business Visitors are restricted to the lobby, conference rooms, and other common areas. Any additional access to offices, service areas, or any other work areas, the employee must accompany the visitor(s) at all times. 

Personal Visitors must be accompanied by the employee at all times. Personal visitors are not permitted in the service areas or construction areas.  Personal visitors are prohibited from using any Portsmouth Public Schools equipment.  Personal visitors are allowed only during lunches or before and after work hours. Visitors must park in the designated parking areas. Personal visitors must sign-in. Any exceptions to this requirement must be approved by the Coordinator of Operations. 

Schools

All Operations members not specifically assigned to a school must consider themselves as Business Visitors and are required to sign in at the main office.

Business Visitors must sign in at the main office. Access is only through the main office during school office hours.  

Personal Visitors should follow the school’s procedure and must check in at the main office FIRST. Operations’ employees are allowed to accept personal visitors only during breaks and lunches or before and after school hours. No personal visitations are allowed in the schools after the school office is closed. Personal visitation is restricted to the main office, cafeteria and library only.

5.
Performance and Timekeeping

Work Performance 

Portsmouth Public Schools provides on-the-job training and other development tools needed by each employee to meet the expected standards for his/her position. Employees receive follow- up training as necessary when a job is modified or when the employee is transferred to another position. In the event that the employee fails to meet the minimum standards for his/her job, retraining and re-instruction may also be available. Employees who believe that they require additional training or tools should promptly consult with their immediate supervisor.

Performance Reviews 

Your job performance will be observed on a regular basis. Formal written reviews will be conducted at least annually or more frequently. Each supervisor will discuss individual performance with employees at the time of the review and at other times when such a discussion is deemed appropriate. This performance review is designed as an opportunity to provide each Operations member with feedback regarding the strengths and weaknesses of their job performance, as well as to allow for discussion of developmental goals and objectives. Such reviews also provide the opportunity for Operations members to communicate with their supervisor regarding personal observations of their individual performance and offer suggestions as to how future improvements may be made. Should you have questions regarding your job performance and/or what you can do to improve, please contact your supervisor. 

Work Hours and Record Keeping 

Portsmouth Public Schools operates on several shifts, each of which includes work hours, and a meal break. All work shifts are subject to change to meet Portsmouth Public Schools overall needs. All employees will be given a 2 week notice prior to a permanent shift change.  Emergencies may result in temporary shift changes but in those instances, Operations management will work with each person affected on a case by case basis to ensure the best possible arrangements can be made.  Employees are expected to begin work promptly at their assigned starting time on each scheduled workday. Operations employees schedule will depend on the position he/she holds and the department to which he/she is assigned. 

Overtime is occasionally required to meet operational demands. You are asked to cooperate with your supervisor when approached about working overtime. All overtime will be distributed as equally as possible. Employees may not work overtime unless specifically authorized by their supervisor. In addition, non-exempt members are not to perform work during a scheduled lunch break without prior approval from their supervisor and an emergency has arised. 

The following types of leave will not count toward the 40-hour threshold, when calculating overtime: holiday, workers compensations, short-term disability, FMLA, excused leave, bereavement, military, leave without pay and administrative leave. Also included are: unexcused leave, late, no call, no show, and unpaid time due to no leave balance remaining. 

Exempt employees are not eligible for overtime. 

Federal and state regulations require that Portsmouth Public Schools keep an accurate record of the number of hours you work. Information contained on your time record is used for payroll computation and provides a record of your earnings. Through the activation of a timekeeping device, all non-exempt employees must properly make a record of their work time on a daily basis, showing the exact number of hours worked. When clocking out, employees may activate the timekeeping system no more than 7 minutes before the start of the shift or 7 minutes after the end of the shift without authorization from your immediate supervisor (This is for payroll and record keeping purpose). Clocking in 1 minute after the start of your assigned shift is considered tardiness.
Should you have to leave your job during the day and you are not on Portsmouth Public Schools business, you must record this time away from work by activating the timekeeping device.  This includes activating the time keeping device for lunch breaks. If you make an error on your time record, you should notify your supervisor. Your supervisor will make a correction on the timekeeping record and will initial the correction. Arriving at your work location prior to the beginning of your scheduled shift or working through your meal period without the permission of your supervisor is not considered work time. You should activate the timekeeping device only to record time that is actually worked. Failure to adhere to this critical requirement will result in disciplinary action. 

Time Clock Discrepancy

Each pay period, your time will be processed.  If during that time, your supervisor identifies a problem with your time, it will be documented on a “progressive log form” and will indicate the date and discrepancy. It is imperative that you contact your supervisor immediately if you have a problem with clocking in or out. Progressive log forms may be implemented when one of the following occurs:

· Missed punches
· Early clock in (resulting in overtime) / Late clock in
· Leave issues
Employees will be requested to sign the discrepancy form and will be given a copy.  See form OM-FC016. 
6.
Department Procedures
Privacy Matters
Your immediate supervisor and the Human Resources Department are available to discuss any questions or problems you may have concerning your job. It is requested that you do not hesitate to talk with these individuals should you have a problem. All such matters will, of course, be held in the strictest confidence. Medical information is strictly confidential between you and your healthcare taker. You are not required or expected to discuss the nature of any illness with your supervisor. 

Employee Meetings 

Periodically, employee meetings will be held and you are asked to participate actively when your attendance is requested. Divisional/Departmental meetings are held on an as needed basis to discuss and convey departmental or other information. Monthly communications meetings may be held each month throughout the organization to encourage two-way communication between employees and their supervisors. Employees are asked to present topics for discussion, ask questions, and communicate freely and informally. Also, employee committees may be established, such as safety committee, suggestion committee, and activities committee for group participation. 

Bulletin Boards

Bulletin boards are not for personal use.  Boards are to be maintained by each department as deemed suitable by the department coordinator/manager.

Coordinator’s Hotline

The Coordinator of Operations has an “Open-Door-Policy.”  However, members of Operations are encouraged to follow protocol and work through their immediate supervisor and manager prior to scheduling an appointment. 

Grievance Procedure 

Your grievances or problems are of concern to us, whether they be large or small. It is our purpose to provide effective and acceptable means for you to bring your problems and grievances to our attention. For your benefit, we have established a Grievance Procedure to be used by all employees inside the Operations Division. This procedure, if at all possible, should be used BEFORE a formal grievance is filed with Human Resources. 

Informal Grievance Procedure 

Step 1:
    If you have a grievance, talk to your immediate supervisor about it. Your supervisor knows more about you and your job than any other member of our management team and he/she is in the best position to handle your grievance or problem properly and quickly. If the problem or grievance is with your supervisor, you may omit Step 1 and go directly to: 

Step 2:
    If you are not satisfied with the recommendation provided by your supervisor or if the problem is with your supervisor, you should request an appointment for a personal interview with the department manager or supervisor who will discuss the problem with you and will review all aspects of it thoroughly. The department manager will respond to your request as soon as possible. 

Step 3:
    If the problem still is not resolved to your satisfaction, you should make an appointment to discuss your problem with the Coordinator of Operations. The Coordinator of Operations will investigate, mediate, and advise you and any other member involved regarding a resolution of the grievance. The Coordinator will confer with the Human Resources Compliance Officer.

Step 4:
    In the event that the preceding steps yield unsatisfactory results, Portsmouth Public Schools has a formal Grievance Procedure that employees can follow in the event the informal communication does not bring resolution. The employee should contact Human Resources Department for all documents and steps required for filing a formal grievance. 

Please remember that the purpose of our Grievance Procedure is to give everyone an opportunity to clear up any problems or grievances of any kind. In order for this procedure to work, you must use it in the event you would have a problem or grievance. It is for your benefit. If things go wrong, we would like a chance to correct them if we can. 

7.
Portsmouth Public Schools Vehicles
Assignment

Vehicles are assigned based on job requirements only. Employees on call may be allowed use of vehicles to travel from work to home. Any employee assigned a vehicle must sign a vehicle agreement form OM-FC010 in the Transportation Department. 

All other employees assigned a vehicle for use that include travel from work to home will be based on level of responsibility or day to day travel requirements as dictated by their responsibilities.

Maintenance staff will be assigned vehicles for use during the work day. Vehicle assignments will be made by the maintenance supervisor and typically do not change. Maintenance vehicles must be left at Operations, 2801 Turnpike Road, at the end of each work day. During an Emergency response the Coordinator may approve to assigned trades workers authorization to take maintenance vehicles home in order to respond in a timely manner when needed. (Such as inclement weather). 
Spare/Loaner department vehicles are available for check out and are maintained by the Management team. Vehicles are assigned on a first come first serve availability basis. Employees will be required to sign a “Daily Vehicle Assignment Request”. 

If You Have an Accident

ANY and ALL accidents must be reported to your immediate Supervisor and  the Transportation Department immediately, regardless of the extent of the damage or if the accident was on Portsmouth Public Schools property.

If any driver involved in any type of accident or incident receives any citation while operating any white fleet vehicle, they are required to report this to the Transportation Department Coordinator. If the Transportation Coordinator is not available, a designated member of the Transportation Department will respond. All accidents and or incidents are to be reported immediately and you must not leave the scene. (This does not include anyone who is injured and is leaving the scene by ambulance.)

Employees not reporting an accident immediately and/or leaving the scene of an accident without justification of injury will be subject to disciplinary actions leading up to and including separation. 

Employees involved in an accident are required to submit to a drug test. The Transportation Department will complete the “Vehicle Accident Investigation Report - White Fleet” for all accidents (see attached).

Note: Bus drivers are subject to following vehicle and driving procedures outlined in the Transportation Department Handbook.

Maintaining the Vehicle

All vehicles require periodic maintenance in order to extend the life, performance and safety standards.

Each employee MUST report their mileage weekly to their department manager.  A notice will be sent to each employee when maintenance is due. The employee has one week to make the necessary arrangements for vehicle maintenance.

Each month, all White Fleet vehicles must complete the “White Fleet Driver’s Inspection Form” and turn it in to the Transportation Department 
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