
 
 
 
 
 

An 
 
 
 

AGREEMENT 
 
 
 

between 
 
 
 

THE SYLVANIA TOWNSHIP BOARD OF TRUSTEES 
 
 
 

and 
 
 
 

THE OHIO PATROLMEN’S BENEVOLENT ASSOCIATION 
 

DISPATCHERS, SECRETARIES AND CLERKS 
 
 

 
 

Effective – January 1, 2020 
 

Expires –December 31, 2022 
 
 

2019-MED-10-1084

01/14/2021 
1469-02 
19-MED-10-1084 
39934



  

 
 

TABLE OF CONTENTS – DISPATCHERS, SECRETARIES & CLERKS 
 
ARTICLE   SUBJECT      PAGE 
 
1 Agreement ...................................................................  1 
2 Management Rights .....................................................  1 
3 Recognition Clause ......................................................  1 
4 Agency Shop ...............................................................  2 
5 Non-Discrimination .....................................................  2 
6 Union Business ............................................................  2 
7 Grievance Procedure ...................................................  3 
8 No-Strike .....................................................................  4 
9 Disciplinary Procedures ...............................................  4  
10 Bill of Rights ...............................................................  5 
11 Seniority ......................................................................  6 
12 Layoff and Recall ........................................................  7 
13 Safety and Health ........................................................  8 
14 Rules and Orders .........................................................  8 
15 Personnel File ..............................................................  9 
16 Labor/Management Meetings ......................................  10 
17 Vacancies.....................................................................  10 
18 Hours of Work and Overtime ......................................  10 
19 Acting Time and Court Time.......................................  12 
20 Leaves of Absence .......................................................  13 
21 Sick Leave ...................................................................  13 
 Attendance Policy ........................................................  15 
22 Holidays ......................................................................  19 
23 Vacation ......................................................................  19  
24 Wages ..........................................................................  20 
24 Longevity…………………………………… .............  22 
25 Insurance .....................................................................  23 
26 Uniforms and Equipment ............................................  23 
27 Injury Leave ................................................................  23 
28 Jury Duty .....................................................................  24 
29 Training Courses .........................................................  24 
30 Retirement and Severance Pay ....................................  24 
31 Tuition Reimbursement ...............................................  24 
32 Substance Abuse Policy……………………. ..............  25 
32 Miscellaneous Provisions ............................................  25 
33 Gender and Plural ........................................................  25 
34 Headings ......................................................................  26 
35 Total Agreement ..........................................................  26 
36 Separability and Savings Clause ..................................  26 
37 Duration of Agreement ................................................  26 
38 Execution .....................................................................  27 



 

 1 

ARTICLE 1    AGREEMENT 
 
 
1.01 THIS AGREEMENT is made and entered into in the Township of Sylvania, County of Lucas, State of 
Ohio, by and between the Sylvania Township Board of Trustees (hereinafter referred to as the “Employer”) and the 
Ohio Patrolmen’s Benevolent Association (hereinafter referred to as the “Union”). 
 
1.02 It is the general purpose of this Agreement to increase the efficiency of the Sylvania Township Police 
Department, to recognize the common interest in public service to the citizens of Sylvania Township, to achieve 
better understanding between the parties, and to provide for the peaceful settlement of any differences that may arise 
between the parties.  The parties to this Agreement will cooperate fully to secure the advancement and achievement 
of the above purposes. 
   
ARTICLE 2    MANAGEMENT RIGHTS 
 
2.01 Except as otherwise agreed herein, the Employer retains its right to manage its operations and direct and 
supervise the working force, including the rights to: 
 
 A. Determine matters of inherent managerial policy, such as functions, programs,   
 standards of service, overall budget, utilization of technology, and organizational   
 structure. 
 
 B. Direct, supervise, evaluate or hire employees. 
 
 C. Maintain and improve the efficiency and effectiveness of governmental    
  operations. 
 
 D. Determine overall methods, processes, means and personnel by which     
  governmental operations are to be conducted. 
 
 E. Suspend, discipline, demote, discharge for just cause or layoff, transfer, assign,    
  schedule, promote or retain employees. 
 
 F. Determine the adequacy of the work force. 
 
 G. Determine the overall mission of the Employer. 
 
 H. Effectively manage the work force. 
 
 I. Take actions to carry out the Employer’s mission as a governmental unit. 
 
2.02 In addition, the Union agrees that all of the functions, rights, powers, responsibilities and authority of the 
Employer in regard to the operation of its work and business and the direction of the work force, which the 
Employer has not specifically abridged, deleted, granted, or modified by the express and specific written provisions 
of this Agreement are, and shall remain, exclusively those of the Employer.  
 
 
ARTICLE 3   RECOGNITION CLAUSE 
 
3.01 The Employer hereby recognizes the Union as the sole and exclusive representative for all Chief 
Dispatchers, Dispatchers, Secretaries, Administrative Secretary, Record Clerks and Property Manager employed in 
the Employer’s  Police Department as certified by the State Employment Relations Board (SERB) in Case Nos. 97-
REP-03-0071  for the purpose of negotiating wages, hours and other conditions of employment.  Excluded shall be 
the Chief of Police, Deputy Chief, Captains, Lieutenants, Sergeants, Patrol Officers,  and all office clerical, 
management, supervisory, confidential, and professional employees as defined by the Ohio Public Employee 
Collective Bargaining Act, Ohio Revised Code Chapter 4117, as presently enacted or hereafter amended. 
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ARTICLE 4   AGENCY SHOP 
 
4.01   All employees in the bargaining unit, within sixty (60) days immediately following the effective date of 
this Agreement or their date of hire, whichever is later, may become dues-paying members of the Union or remit a 
fair share service fee equal to the dues of the Union, all on the basis of automatic dues deduction. The parties 
recognize that “fair share” fees have ceased due to the decision of the U.S. Supreme Court in Janus v. AFSCME, 
585 U.S.____ (2018), however, should subsequent legislative or judicial action change that, the language of the 
2017-2019 collective bargaining agreement fair share article will take effect to the extent permitted by law. 
 
 
4.02   The Employer agrees to deduct from the wages of all dues paying employees once each month the regular 
monthly Union dues and assessments.  The Employer shall furnish the Union a list of employees in the Police 
Department indicating their starting date of employment and mail the monthly dues and fair share service fee 
deduction to the Ohio Patrolmen’s Benevolent Association, P.O. Box 338003, 10147 Royalton Road, Suite J, North 
Royalton, Ohio 44133. 
 
 Said deduction shall only be made from the wages of employees who individually and voluntarily certify in 
writing that they authorize such deduction, and the written authorization shall specifically require the Union to hold 
the Employer harmless during the term of this Agreement for any deductions made from the Employee’s wages 
pursuant to this authorization. 
 
4.03   The Union agrees to indemnify and hold the employer harmless against any and all liability, including, but 
not limited to, such items as wages, damages, awards, fines, court costs and attorney fees, which may arise by reason 
of or result from the operation of this Article of the Agreement, except failure to forward deducted dues or fees. 
 
 
ARTICLE 5   NON-DISCRIMINATION 
 
5.01 The Employer and the Union agree not to discriminate against any employee(s) on the basis of race, color, 
creed, national origin, age, sex or disability. 
 
5.02 The Union and Employer agree that membership in the Union is at the option of the employee and that 
neither will discriminate against any employee(s) based on union membership. 
 
 
ARTICLE 6    UNION BUSINESS 
 
6.01   Employees elected or appointed to represent the Union shall perform their Union functions including, but 
not limited to, attendance at regular and special meetings, conventions, seminars and conferences on their off-duty 
time.  The Employer shall recognize up to one (1) employee per shift, of which one (1) shall be designated as 
chairman of the committee, to act as local Union representatives for the purpose of representing employees in the 
Grievance Procedure.  The representatives shall be allowed reasonable time, while on-duty, to investigate the 
grievance with the employee. 
 
 Union representatives shall only be permitted to investigate grievances with the employee on-duty when 
the normal operations of the Department are not disrupted.  Further, the Union representative shall be required to 
notify his immediate supervisor when leaving his work assignment and to report to his supervisor upon return and 
shall permit the supervisor sufficient time to make necessary arrangements for relief. 
 
6.02   An employee may be accompanied in any disciplinary hearing or interrogation by a Union representative, 
and the Employer shall endeavor to schedule such disciplinary hearings or interrogations at a time and place where 
the on-duty Union representative may attend. 
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6.03   The Employer shall allow the Union to post Union notices on the bulletin board in the Squad Room in the 
same manner as in the past, providing such notices and/or posting shall not be of a political, obscene or scurrilous 
nature.  Articles posted by the Union shall not be removed or tampered with by the Employer. 
 
ARTICLE 7   GRIEVANCE PROCEDURE 
 
7.01   Grievance Definition and Procedure.  A grievance under this Agreement is a dispute arising out of the 
interpretation or application of express provisions of this Agreement. 
 
 If an employee feels he has a grievance that he wishes to pursue, he shall proceed in the following manner, 
however Union directors may still file grievances on behalf of a class of bargaining unit members: 
 
 Step 1.  Supervisor  An employee having a grievance and/or his Union representative shall arrange a 
meeting with the employee’s immediate supervisor for the purpose of discussing the grievance.  Failing to obtain a 
satisfactory resolution, the employee may proceed to the next step. 
 
 Step 2.  Chief of Police  The employee and/or the Union representative shall reduce his grievance to 
writing, sign it, and with his Union representative and/or attorney, if he so desires, present the grievance to the Chief 
of Police within fifteen (15) days of the occurrence giving rise to the grievance, or within fifteen (15) days of when 
the employee should have known of the occurrence giving rise to the grievance, but under no circumstances more 
than thirty (30) days after the occurrence giving rise to the grievance.  The Chief of Police shall attempt to resolve 
the grievance and shall respond in writing to the grievant within seven (7) days. 
 
 Step 3.  Trustees  If the grievance remains unresolved, it shall be presented by the employee, with his 
Union representative if he so desires, to a designated member of the Board of Trustees and/or the Trustees’ 
representative within seven (7) days after the response of the Chief.  Either party may request a hearing prior to the 
formal response by the Trustees or the representative. 
 
 The Trustees or their representative shall respond in writing within seven (7) days, if no hearing is held.  If 
a hearing is requested, the Trustees or their representative shall respond in writing within seven (7) days after the 
hearing has concluded. 
 
 Step 4.  Arbitration  If the decision of the Trustees or their representative is not satisfactory, then the Union 
shall notify the Employer in writing within ten (10) days after response that the grievance is to be submitted to 
arbitration.  Either party may request FMCS or any other mutually agreeable service to provide a list of seven (7) 
available arbitrators.  Within ten (10) days after receipt of such panel, the parties shall meet to select the arbitrator.  
The party to strike the first name shall be chosen by lot. 
 
 Arbitration shall be limited to matters concerning the interpretation or application of express provisions of 
this Agreement.  The arbitrator shall have no authority to add to, subtract from, or alter in any way the provisions of 
this Agreement, nor shall he have authority to exercise discretion in those areas in which the Employer is granted 
discretion. 
 
 The Employer and the Union shall each pay any expenses incurred with respect to preparation and 
presentation of its case to the arbitrator; any expenses incurred with respect to the services of the arbitrator shall be 
borne by the losing party.  The decision of the arbitrator shall be final and binding upon the parties. 
 
7.02   Timeliness. Failure by the employee and/or the Union to reduce the grievance to writing and present it 
within the time limits set forth in Step 2 of this Grievance Procedure or to appeal it within the time limits set forth in 
Step 3 of this Grievance Procedure shall result in dismissal of the grievance. 
 
7.03   Advance of Grievance. Failure by the Employer to answer a grievance within the time limitations 
prescribed at any step shall not be deemed acquiescence thereto and the Union may proceed to the next step. 
 
7.04   Days. For purposes of this Article and this Agreement, “days” shall be defined to exclude Saturdays, 
Sundays, and holidays.  
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ARTICLE 8   NO-STRIKE 
 
8.01   Neither the Union nor any of the employees covered by this Agreement shall engage or participate, either 
directly or indirectly, in any strike (including sympathy strikes), as defined in Ohio Revised Code Section 
4117.01(H). 
 
 
ARTICLE 9    DISCIPLINARY PROCEDURES 
 
9.01   Progressive Discipline.  Except in instances of serious misconduct, as determined by the Employer, at its sole 
discretion, discipline will be applied in a progressive manner.  However any step may be skipped for repeated offenses 
and/or the nature or seriousness of the offense, as determined by the Employer at is sole discretion.  Progressive 
discipline shall take into account the nature of the violation, the employee’s prior record of discipline, and the 
employee’s overall record of performance and conduct. 
 
9.02  Counseling.  When it becomes necessary for a Supervisor to counsel an employee, it shall be done in private in 
a manner which will not cause embarrassment to the employee.  The employee shall be made aware that a record of such 
counseling is being placed in the employee’s official personnel record, and the employee shall acknowledge receipt of 
same by writing his badge number and dating the original.  This action is not to be construed as discipline and cannot be 
appealed to the grievance procedure. 

  
 9.03 Reprimands.  When it becomes necessary for a Supervisor to reprimand an employee, it shall be done with 

discretion in a manner as not to cause public embarrassment to the employee.   
 

 In the event that a Supervisor finds it necessary to issue a Verbal Reprimand, the employee shall be made 
aware that a record of such reprimand is being maintained in his official personnel record.  The Supervisor shall provide 
the employee with a copy of the reprimand.   The employee shall acknowledge receipt of same by writing his badge 
number and dating the original copy of the  reprimand.  The employee shall have seven (7) calendar days in which to 
submit a rebuttal to be attached to the reprimand, or request, in writing, a meeting with the Chief of Police or his 
designee, if he should desire to appeal the reprimand. 
 
 In the event that a Supervisor finds it necessary to issue a Written Reprimand the employee shall be made 
aware that a record of such reprimand is being maintained in his official personnel record.  The Supervisor shall provide 
the employee with a copy of the reprimand.   The employee shall acknowledge receipt of same by writing his badge 
number and dating the original copy of the  reprimand.  The employee shall have seven (7) calendar days in which to 
submit a rebuttal to be attached to the reprimand, or request, in writing, a meeting with the Chief of Police or his 
designee, if he should desire to appeal the reprimand. 
  
 Verbal Reprimands cannot be appealed through the grievance procedure. 
 
9.04 Hearings Before Chief of Police.  When the Chief of Police has reason to believe that an employee has 
committed any of the offenses enumerated in Section 505.491 of the Ohio Revised Code, the employee shall be notified 
of the nature of the offense(s) and shall be permitted the opportunity to have the matter heard by the Chief of Police or 
his designee in lieu of the Chief immediately presenting the case to the Board for the filing of charges.  If the employee 
does not desire to have a Chief’s hearing, the matter shall proceed directly to the board as enumerated in ORC Section 
505.491   An employee desiring to have a hearing with the Chief shall make a written request to the Chief of Police and 
shall also sign a written waiver of any right to have such written charges filed immediately by the Employer in 
accordance with Section 505.491 of the Ohio Revised Code.  Any such hearing before the Chief of Police or his designee 
will be held within thirty (30) days after the employee makes the written request and signs the written waiver.  The 
employee may, at his discretion, be represented at such hearing by the Union.  The Chief of Police or his designee shall 
hear the evidence in support of the charges and the evidence in defense of the charges and shall endeavor to ascertain the 
truth of the matter.  Within five (5) days of the close of the hearing, he shall review the matter and render a fair and just 
decision based on the evidence submitted at the hearing and a notice of his decision shall be sent to the employee and to 
the Union, if the employee has elected to have Union representation at the hearing before the Chief of Police. 
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 Upon receipt of the Chief’s decision, an employee may elect to request that the charges be immediately filed 
with the Board for a hearing or waive the right to the O.R.C. 505.491 hearing by accepting the discipline or filing a 
grievance at Step 3 of the grievance procedure contained in Article 7.  No discipline shall be imposed or time off served 
until a decision is rendered from a trustees hearing if the employee requests the filing of charges with the trustees.  An 
employee shall have seven (7) working days from the date of receipt of the Chief’s decision to submit a written request 
to the Chief for a trustees hearing or file a grievance at Step 3 of the grievance procedure.  Any failure to request a 
hearing or file a grievance within this time limit shall result in an acceptance of the discipline by the employee.   
 
9.05 Suspension/Termination.  Except as provided in Section 9.03, no employee shall be suspended, removed or 
terminated for reasons other than or by procedures different than those specified in the Ohio Revised Code provisions 
pertaining to suspension, removal or termination of township police district employees, and an appeal from any 
suspension, removal or termination issued by the Board of Trustees shall be subject to appeal at Step 4 of the Grievance 
Procedure.  No other disciplinary action may be taken against any employee without just cause. 
 
9.06 Relief from Duty.  No employee shall be suspended or relieved from duty without being afforded the hearing 
 
 
ARTICLE 10   BILL OF RIGHTS 
 
10.01   Employees shall be entitled to the following rights: 
 
 A. An employee has the right to be represented by counsel or representatives of the Union and the 

right to cross-examination of witnesses at all disciplinary hearings before the Township Trustees.  
The Union shall have the right to attend any such hearing involving an employee covered by this 
Agreement. 

 
 B. An employee who is the subject of and is to be questioned in any departmental investigation 

involving charges of a criminal nature shall be advised of his constitutional rights before any 
questioning starts and shall be entitled to have a representative of the Union present. 

 
 C. Any questioning, interrogating or interviewing of an employee shall occur at a reasonable hour, 

preferably while the employee is working, unless circumstances make it impracticable to conduct 
the investigation while the employee is on duty.  Interrogation sessions shall be for reasonable 
periods of time, and time shall be allowed during the questioning for rest periods or for other 
physical necessities.  The same practices apply when an employee is to be interviewed in an 
investigation of any other member of the Police Department. 

 
 D. The employee shall be informed of the nature of the investigation prior to any questioning, as well 

as the name and address of the complainant. 
 
 E. When a single anonymous complaint is made against an employee and there is no corroborative 

evidence of any kind, the employee accused shall not be required to submit to interrogation or 
make a report.  If a complaint is made against an employee, the Employer shall require the 
complainant to reduce the complaint to writing prior to the filing of any disciplinary charges. 

 
 F. Except as required by law, there shall be no press release by the Employer or the Union regarding 

the employee under investigation until the investigation is completed and the employee is either 
cleared or charged. 

 
 G. No evidence shall be obtained in the course of the internal investigation through the use of 

administrative pressures, threats or promises made to the employee, so long as the employee 
answers the questions posed during the investigation. 

 
 H. No polygraph examination or voice print test will be administered. 
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 I. An employee who has been charged with a violation of any Department policy, rule or regulation 
shall, upon request, be provided the opportunity to obtain copies of transcripts, recordings, written 
statements and any other material relating to the charges as a condition of its use at a hearing on 
such charge.  Such requests must be made not less than twenty-four (24) hours prior to the 
scheduled hearing. 

 
 J. All investigations will be conducted in as timely a manner as possible taking into account the 

nature of and circumstances surrounding the investigation and the manpower situation within the 
Detective Bureau.  Investigations shall ordinarily be conducted by an employee at the same or a 
higher rank than the employee being investigated, unless it is not feasible to do so. 

 
 K. Once a disciplinary investigation has been completed, the employee who is the subject of the 

investigation shall be notified in writing of the final disposition of the investigation. 
 
10.02   If the rights of an employee under investigation provided in this Article have been violated, the violation 
shall be subject to immediate appeal to the third step of the Grievance Procedure. 
 
 
ARTICLE 11   SENIORITY 
 
11.01   Definitions.  “Seniority” is defined as the length of time that the employee has been continuously 
employed by the Employer since the date of the employee’s last employment by the Employer. 
 
 “Classification seniority” is defined as the length of time the employee has been continuously employed at 
a particular classification.   If two (2) or more employees are promoted to the same classification on the same date, 
employees’ classification seniority shall be determined in accordance with their score on the promotional 
examination, if any. 
 
 The Employer shall have available lists indicating the “Seniority” and “Classification Seniority” of current 
employees. 
 
11.02   Loss of Seniority.  Seniority and the employment relationship shall be terminated if:  (a) an employee 
quits; (b) an employee is dismissed or removed for cause; (c) an employee fails to notify the Employer that he 
intends to return to work within three (3) work days after issuance of notice of recall or fails to return to work within 
seven (7) days after issuance of notice of recall; (d) an employee is absent for two (2) consecutive work days 
without advising the Employer and giving reasons satisfactory to the Employer for such absence; (e) an employee 
gives a false reason for obtaining a leave of absence or engages in other employment during such leave or fails to 
return to employment at the end of such leave; (f) an employee has been laid off or on a leave of absence due to an 
injury or illness not sustained in the course of and arising out of employment for a period greater than his length of 
service since the date of his last hire by the Employer or two (2) years, whichever is less; (g) an employee has been 
on a leave of absence due to an injury or illness sustained in the course of and arising out of his employment for a 
period greater than three (3) years; or (h) an employee falsifies pertinent information on his application for 
employment. 
 
11.03   Seniority List.  The Employer shall post a list of the employees arranged in order of seniority in a 
conspicuous position at the place of employment.  This list shall be updated as often as necessary. 
 
11.04   Probationary Period.  The first year of employment shall be deemed a probationary period.  During such 
probationary period an employee may be laid off, demoted, removed or otherwise disciplined at the Employer’s sole 
discretion without the employee having any right to appeal such action through any grievance or appeal procedure 
contained herein or to any civil service commission.  An employee shall not be entitled to receive holiday pay 
during the first sixty (60) days of his probationary period.  Probationary employees continued in the service of the 
Employer subsequent to the end of their initial hire probationary period shall receive full continuous service credits 
from the date of the first day worked. 
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11.05   Retention of Seniority  If a dispatcher or records clerk is hired as a Patrol Officer vacation computation 
shall date back to the employee’s original date of hire. 
 
 
ARTICLE 12   LAYOFF AND RECALL 
 
12.01 Layoff Notification.  When the Employer determines that a layoff  is necessary due to lack of work,  lack of 
funds, or job abolishment, it will notify the affected employees at least fourteen (14) calendar days in advance of the 
effective date of the layoff. 
 
 A “lack of funds” is defined as a current or projected deficiency of funding to maintain current, or to sustain 
projected, levels of staffing and operations.  A “lack of work” is defined as a current or projected decrease in workload 
that requires a reduction of current or projected staffing levels in its organization or structure.  The determination of a 
lack of work shall indicate the current or projected decrease in workload and whether the current or projected staffing 
levels of the appointing authority will be excessive. 
  
 A “job abolishment” means the deletion of a position or positions from the police department.  The Township 
may abolish positions for any one or any combination of the following reasons:  as a result of a reorganization for the 
efficient operation of the police department, for reasons of economy, or for lack of work.  “Reasons of economy” shall 
be determined at the time the Township proposes to abolish the position and shall be based on the Township’s estimated 
amount of savings with respect to salary, benefits, and other matters associated with the abolishment of the position if the 
Township’s operating appropriation has been reduced by a higher level executive or legislative action, or the Township 
has a current or projected deficiency in funding to maintain current or projected levels of staffing and operations. 
 
12.02   Layoff.  The Employer shall determine in which ranks or classifications layoffs will occur and layoffs of 
bargaining unit employees will be by seniority.  Employees shall be laid off within each classification in order of 
seniority, beginning with the least senior and progressing to the most senior up to the number of employees that are 
to be laid off.  In the event two (2) or more employees began work on the same day, their respective appointment 
times shall determine seniority listing. 
 
 All temporary, intermittent, part-time, or seasonal employees within the effected job classification shall be 
laid off prior to any bargaining unit employees. 
 
12.03   Bumping.  The following are the existing ranks and classifications, ranked in order from the highest to the 
lowest ranks: 
 
    Ranks and Classifications 
     Chief Dispatcher 
     Dispatcher 
     Property Room Manager 
     Administrative Secretary 
     Record Clerk 
     Secretary 
 
 In the event an employee at any classification is laid off, that employee shall have the option to displace the 
least senior employee at the next lower classification, provided that the employee bumping down has greater 
seniority than the least senior employee at the next lower classification and provided that the employee bumping 
down is able to perform the job to which he is bumping without further training.  If the employee laid off at a 
particular classification does not have greater seniority than the least senior employee at the next lower 
classification, he shall have the option to displace the least senior employee at the succeeding lower classification, 
provided that he has greater seniority than the least senior employee at the succeeding lower classification and 
provided that the employee bumping down is able to perform the job to which he is bumping without further 
training. 
 
12.04   Recall.  When employees are laid off, the Employer shall create a recall list within each classification.  
The Employer shall recall employees from layoff as needed.  The Employer shall recall such employees according 
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to seniority, beginning with the most senior employee and progressing to the least senior employee up to the number 
of employees to be recalled.  An employee shall be eligible for recall for a period of two (2) years after the effective 
date of the layoff. 
 
 When the Employer recalls persons from the list, they shall be recalled to their previous classification, but 
not necessarily to the shift on which they were working when laid off. 
 
12.05   Recall Notification.  Notice of recall shall be sent to the employee by certified mail.  The Employer shall 
be deemed to have fulfilled its obligations by mailing the recall notice by certified mail, return receipt requested, to 
the last address provided by the employee. 
 
 All members of the bargaining unit with recall rights must be given the right to reinstatement before any 
temporary, intermittent, part-time, seasonal, probationary or new employees may be hired or rehired or recalled 
within the classification where lay-offs exist.  
 
12.06   Time Limits.  The recalled employee shall have three (3) work days following the date of mailing of the 
recall notice to notify the Employer of his intention to return to work.  The employee shall have up to seven (7) work 
days following the mailing date of the notification in which to report for duty, unless a later date for returning to 
work is otherwise specified in the notice. 
 
12.07 Retention and/or Consolidation of Dispatching Services: 
 
In the event the Employer consolidates services with the Lucas County Council of Governments Dispatch Authority 
that results in the abolishment of the position of communication officer, the Employer shall provide compensation to 
affected employees hired as of January 1, 2020.  Employees shall maintain employment with the Employer until 
such time the relationship is severed or terminated to receive additional compensation. Payment of compensation 
shall not be conditioned on the  affected employees acceptance of employment with the Lucas County Council of 
Governments Dispatch Authority.  Affected employees shall receive the following compensation: 
 
 Employees with five (5) years or less of continuous service for the Employer shall receive $3,000.00 
 

Employees with six (6) years or more of continuous service for the Employer shall receive one week of full 
pay (40 hours) at the affected employees regular hourly rate for every two (2) full years of service with the 
Employer, up to a maximum of twelve (12) weeks severance pay per employee.  
 

 
ARTICLE 13   SAFETY AND HEALTH 
 
13.01   Safety Standards.  The Employer will continue to provide high safety standards in all its operations, and 
will make reasonable provisions for the safety, health and welfare of its employees. 
 
 Each employee shall cooperate to the fullest in the promotion of safety, safe work habits, and good 
housekeeping. 
 
13.02   Safety Equipment.  The Employer will provide safety and protective equipment and devices as required 
by federal or state statute or administrative rule or order. 
 
 
ARTICLE 14    RULES AND ORDERS 
 
14.01 Prior to implementation of any Policies, Procedures, and Work Rules, Union Directors will be notified of the 
changes and will be given 5 calendar days from the date of distribution to request a meeting to discuss them.  Said 
meeting shall be held within 5 calendar days of the request to meet.  Policies, Procedures, and Work Rules will be issued 
electronically in advance of the effective date and signed electronically, acknowledging receipt. 
 
14.02 Directives and Orders shall be distributed to supervisors and prominently posted prior to implementation. 



 

 9 

 
14.03 The Policies, Procedures, Work Rules, Directives, and Orders shall be applied and interpreted fairly by the 
Employer and may not violate any provision of this Agreement.  Nothing contained in this Article shall be construed in 
any manner as a limitation on the Employer’s right to alter its, Policies, Procedures, Work Rules, Directives, and Orders 
and shall not in any way be subject to the grievance procedure, unless they violate an express provision of this 
Agreement. 
 
ARTICLE 15    PERSONNEL FILE 
 
15.01   Personnel File.  There shall be only one (1) official personnel file maintained by the Employer. 
 
 A. Every employee shall be allowed to review his personnel file at any reasonable time upon written 

request made in advance.  An employee may also authorize his attorney or Union Representative 
to review the personnel file.  Any request to review a personnel file shall be made in writing to the 
Employer in advance and review of the file shall be made at any reasonable time in the presence of 
the Employer’s designated representative.  Personnel files shall not be made available for review 
by anyone, except as provided by law. 

 
 B. Within a reasonable time after the request any employee shall be provided copies of documents in 

his file.  The Employer may levy a charge for such copying, which shall bear reasonable 
relationship to actual cost. 

 
 C. If upon examining his personnel file, an employee has reason to believe that there are inaccuracies 

in documents contained therein, the employee may write a memorandum to the Employer 
explaining the alleged inaccuracy.  If the Employer concurs with the employee’s contentions, he 
shall remove the faulty document.  If the Employer disagrees with the employee’s contention, he 
shall attach the employee’s memorandum to the document in the file and note thereon his 
disagreement with the memorandum’s contents. 

 
 D. Any employee’s signature on a document shall mean he has seen the document and not that he 

agrees with its content unless it is so stated on the document. 
 
 E. Records of documented letters of counseling placed in an employee’s personnel file shall not be 

considered in any future disciplinary proceedings after a period of three (3) months, providing the 
employee receives no additional dsciplinary actions during that three (3) month period.  Records 
of documented verbal warnings and written reprimands placed in an employee’s personnel file 
shall not be considered in future disciplinary proceedings after a period of twelve (12) months, 
providing the employee receives no additional disciplinary actions during the twelve (12) month 
period.  Records of suspensions of less than thirty (30) days shall not be considered in future 
disciplinary actions after a period of twenty-four (24) months, providing the employee receives no 
additional disciplinary actions during the twenty-four (24) month period. 
 
Records of suspensions of thirty (30) days or more and records of demotions shall not be 
considered in future disciplinary actions after a period of sixty (60) months, providing the 
employee receives no additional disciplinary actions during the sixty (60) month period. 
 
Upon the request of the employee disciplinary records referred to in this paragraph that have 
expired shall not be kept in the employee’s personnel file. 

 
 F. In any case in which an action of record has been disaffirmed, the employee’s personnel file shall 

reflect such findings.  If an employee is subject to a disciplinary investigation and does not receive 
a counseling, reprimand, suspension, demotion or termination in connection therewith, the records 
compiled in the course of that investigation shall not be kept in the employee’s personnel file. 
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ARTICLE 16    LABOR/MANAGEMENT MEETINGS 
 
16.01 Meetings.  In the interest of sound labor-management relations, a joint committee of up to three (3) 
management representatives and up to three (3) union representatives shall convene upon request of either party.  If 
a request for a labor management meeting is made, the parties agree to meet within fourteen (14) calendar days of 
the request.  The purpose of such meetings shall be to discuss subjects of mutual concern.  It shall be the express 
purpose of this committee to build and maintain a climate of mutual understanding and respect and the solution of 
common problems.  Additional meetings may be requested by either party.  Any such additional meeting shall only 
be scheduled by mutual consent.  The party requesting such additional meeting shall submit an agenda of the 
meeting at least seventy-two (72) hours prior to the date of such meeting. 
 
 Unless otherwise directed by the Police Chief or his designee, off-duty personnel shall not be called in as 
replacements for those attending the labor-management committee meeting, nor shall off-duty personnel receive any 
wages for attending said meeting. 
 
16.02   Reports.  Written responses promised by the Employer representative during such meetings to items raised 
by the Union representatives will be submitted to the top Union representative who attended such meeting within 
two (2) weeks after such meeting, unless the parties mutually agree to a time extension.  The Union may submit a 
written report as a result of such meetings. 
 
 
ARTICLE 17    VACANCIES 
 
17.01   Bidding.  In the event a permanent job vacancy occurs at a particular classification, the Employer will 
determine the need for filling the position.  If it is determined that the position should be filled, the Employer will 
post a notice of the vacancy for a period of three (3) days and employees in  that classification  shall be permitted to 
bid on the vacancy.  The vacant position will be awarded to the most qualified bidder, as determined by the 
Employer, provided that, if qualifications (e.g., education, skill, ability and work record) are relatively equal, 
seniority shall control.  If a more senior bidder is passed over in favor of a less senior bidder, the bidder passed over 
shall be entitled, upon written request, to an interview with the Chief of Police to discuss the reason for his being 
bypassed. 
 
17.02   Trial Period.  A successful bidder who fails to perform satisfactorily in the judgment of the Employer will 
be returned to his former position no later than ninety (90) days of his being assigned to the vacancy.  A successful 
bidder may, at his discretion, return to his former position, job classification, shift and wage rate no later than  ninety 
(90) days after his being assigned to the vacancy. In the event that the successful bidder is absent from work for 
more than ten (10) days during the trial period, the trial period will be extended by the number of days absent from 
work in excess of ten (10) days.  
 
 
ARTICLE 18    HOURS OF WORK AND OVERTIME 
 
18.01   Hours.  Eight (8) hours shall constitute the normal workday.  Forty (40) hours shall constitute the normal 
workweek.  
 
18.02   Work/Shift  Schedule.  The Employer shall have the right to establish work/shift schedules.  Work 
schedules for a given month will be posted at least one (1) month in advance.  The Employer reserves the right to 
make changes in the work/shift schedules, but further agrees to give an employee five (5) days advance notice of a 
change in his work/shift schedule when it is practicable to do so, except in cases of emergency that do not permit 
such advance notice. 
 
18.03   Starting and Quitting Time.  The Employer shall have the right to establish starting and quitting times, 
including the right to stagger the starting and quitting times for a particular shift by up to one-half (1/2) hour.  The 
reporting time for employees shall be the same as the shift starting time, provided that road patrol officers are on the 
road by shift starting time.  The quitting time for employees shall be the same as the shift quitting time, provided 
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that road patrol officers shall leave their assigned district no earlier than fifteen (15) minutes prior to the quitting 
time. 
 
18.04   Weekly and Shift Schedules.  Employees will be scheduled to work a 4-and-2 schedule.  The Employer 
will establish three (3) shifts with the following starting times: 
 
  1st Shift  Between 6:00 a.m. and 8:00 a.m. 
  2nd Shift Between 2:00 p.m. and 4:00 p.m. 
  3rd Shift  Between 10:00 p.m. and Midnight 
 
   The Employer may make changes in shift assignments only to be effective at the beginning of each 
calendar quarter, subject to the provisions of Section 2 of this Article. 
 
18.05   Shift Assignments.  Employees wishing to receive a particular shift assignment in a given calendar quarter 
must make a written request for that shift assignment to the Chief of Police at least two (2) months prior to the 
beginning of the calendar quarter.  The Chief of Police shall then make assignments among the employees 
requesting particular shift assignments based upon the experience, qualifications, competence and seniority of those 
employees.  Both parties understand and agree that the Employer must assure an adequate blend of more and less 
experienced employees on all shifts in order to adequately serve the public and provide junior employees with 
experienced and qualified supervision, instruction and leadership. 
 
 Employees shall report 15 minutes before the scheduled shift starting time for roll call.  Time spent in roll 
call shall not count as hours worked for the purposes of overtime and accruing sick time.  Employees shall not be 
schedule to work pay-back days. 
 
18.06   Overtime.  Hours worked in excess of eight (8) in a workday or forty (40) in a workweek or hours worked 
on an employee’s scheduled day off shall be compensated at the rate of one and one-half (1 1/2) times the regular 
hourly rate. 
 
 Overtime Procedure.  In situations where overtime is required for an entire shift in a particular 
classification, overtime shall be offered in order of seniority, to those employees in that classification on the shift 
where overtime work is available who are on scheduled days off and then to employees in that classification on any 
other shift that are on their days off. Such employees shall be offered the opportunity to work the entire shift 
scheduled or to work the first or last four (4) hours of the shift. 
  
 (1) Four (4) hours of overtime shall be offered, in order of seniority, to employees on the off  
  going shift.  
 
  (2) Four (4) hours of overtime shall be offered, in order of seniority, to employees on the  
   oncoming shift. 
 
  (3) If no employee voluntarily accepts the overtime assignment in accordance with the  

  foregoing Subsections (1) and (2), the least senior employee on the off-going shift and 
 the least senior employee on the oncoming shift may be ordered to work. 

 
 No employee shall be ordered to work more than twelve (12) consecutive hours unless an emergency 
exists. 
 
18.07   Compensatory Time.  Employees may elect to accrue compensatory time in lieu of pay for overtime hours 
worked.  The election shall be in writing and must be made immediately following the end of the workweek in 
which the overtime is worked.  Each overtime hour worked shall be equal to one and one-half (1 1/2) hours of 
compensatory time.  An employee may accumulate a maximum of two hundred forty (240) hours per calendar year. 
An employee may only earn up to two hundred (200) hours per calendar year and carry over forty (40) hours from 
the previous year to accumulate the maximum of two hundred forty (240) hours.  When an employee accumulates 
two hundred forty (240) hours of compensatory time, they shall not accumulate any further compensatory time in 
that calendar year and all overtime worked shall be paid.  Employees may cash in ten (10) days or less of 
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compensatory time with a two (2) week advance notice to the Employer.  After the first pay period in December of a 
calendar year, the employees shall be paid for any compensatory time accumulated but not used; the employees 
may, however, elect to carry over no more than forty (40) hours’ compensatory time from one (1) calendar year to 
the next, in lieu of payment of all accumulated but not used compensatory time at the end of the calendar year.  .  
The payment of compensatory time remaining at the end of the calendar year shall be made in a separate electronic 
payment distributed to all employees on the second pay period in January.  Employees shall request to carry over 
compensatory hours by the end of the 1st pay period of December.  Any compensatory time carried over from one 
(1) calendar year to the next shall be applied to the maximum accumulation limit as outlined in this Section.     
 
 A request to use compensatory time will be answered by the Chief or his designee no later than the next 
tour of duty.  Compensatory time off may be used in increments of not less than one (1) hour.  Compensatory time 
off shall be at the regular rate of the employee at the time payment is made. 
 
 Time off requests shall be granted on a first come basis.  Requested time off will be granted on a first come 
basis, as long as it only causes staffing to be one (1) below minimum staffing standards (i.e. one slot of overtime). 
 
 The following shall apply to the request and granting of compensatory time: 
 
 When the current schedule reflects three (3) dispatchers working the following shall apply: 

1. One employee can take any type of leave off (vacation, compensatory time, bonus, or personal day (if 
by December 15th). 

2. In the event a second employee would like to take off they may only use vacation leave, bonus, or 
personal day (if by December 15th).  The employee may not use compensatory time. 

 
 When the current schedule reflects two (2) dispatchers working the following shall apply: 

1.  One employee can take any type of leave (vacation, compensatory time, bonus, or personal day (if by 
December 15th). 

2. If the employee on leave uses vacation, bonus, or a personal day (if by December 15th) the employee 
who fills the overtime vacancy may elect to receive either pay or earn compensatory time. 

3. If the employee on leave uses compensatory time the employee who fills the overtime vacancy may 
only receive pay (i.e. may not accrue compensatory time). 

 
18.08 Trade Days Off.  With the approval of the Chief or his designee, an employee may trade days off with other 
employees or themselves who are able to do the work provided it does not create overtime at the time of the request 
or upon the subsequent approval of future leaves, pursuant to Department policy.  All such trades shall be limited to 
one (1) per quarter of the calendar year and apply to only those employees on a 4 and 2 schedule.   A written request 
for a trade shall be submitted to the immediate supervisor at least five (5) days prior to the requested trade, and a 
response to the written request shall be given no later than the next tour of duty. 
 
18.09 Record Clerk Overtime.  When it is necessary for overtime to be worked by Record Clerks, if no Record 
Clerk volunteers for the overtime, then it will be offered to the Property Room Manager, Administrative Secretary 
and Secretary by seniority.  If no employee voluntarily accepts the overtime, then the lowest senior Secretary, then 
Administrative Secretary and then Property Room Manager shall be required to work and if there is no Secretary, 
Administrative Secretary or Property Room Manager available, or if additional employees are needed to work 
overtime, then Record Clerks will be required to work by inverse seniority.  When an employee performs Record 
Clerk work in accordance with this Section, the employee will be paid his or her rate of pay, but not less than the 
Record Clerk rate of pay. 
 
ARTICLE 19    ACTING TIME AND COURT TIME 
 
19.01   Court Appearances. Employees who are required to make court appearances at a time not contiguous to 
the beginning or end of their shift shall be compensated for time spent in court at time and one-half their usual 
hourly rate or shall be paid a minimum of two (2) hours pay at time and one-half their usual hourly rate whichever is 
greater. 
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ARTICLE 20    LEAVES OF ABSENCE 
 
20.01   Personal Leave.  Upon written request to the Chief of Police, the Employer may grant an unpaid leave of 
absence for personal reasons, for a period not to exceed thirty (30) days, where good cause is shown.  Seniority shall 
accumulate during such leave, subject to the limitations of Article 9, Section 9.2, Loss of Seniority. 
 
20.02   Bereavement Leave. 
 
 A. When an employee has a death in his immediate family and actually attends the funeral, the Employer 

will allow the employee up to three (3) work days off with pay to attend to family matters.  The 
Employer may require documentation, satisfactory to the Employer, of attendance at the funeral. 
 
The employee may not receive pay for any days or parts of days that fall on paid holidays or any other 
day the employee was not scheduled to work.  However, if a qualifying member of an employee’s 
family passes away while the employee is on vacation, an employee shall have the option of 
converting up to three (3) vacation days to bereavement days.  If the funeral is more than one hundred 
fifty (150) miles away, the employee may be granted one (1) additional workday off to attend the 
funeral, and the employee may use up to one (1) day’s accumulated sick leave to be compensated for 
this additional day. 
 
Members of an employee’s immediate family shall include current spouse, parents, stepparents, child, 
stepchild, brother, sister, stepbrother, stepsister, mother-in-law, father-in-law, grandparents and 
grandchildren. 

 
 B. An employee shall be granted a leave of up to two (2) work days off to attend the funeral of his son-

in-law, daughter-in-law, sister-in-law, or brother-in-law.  The employee may use up to two (2) 
excused day’s accumulated sick leave in order to be compensated for the days of leave.  In the event 
of a death of an employee’s aunt or uncle, the employee shall be granted up to one (1) workday off to 
attend the funeral, and the employee may use up to one (1) excused  day of accumulated sick leave in 
order to be compensated for the day of leave. 

 
20.03   Personal Days.  An employee may take up to three (3) days off for personal reasons each calendar year and for 
probationary employees one (1) full day for each complete four (4) month period remaining in the calendar year 
following their date of hire.  The personal days may  be taken in full-day or 4 hour increments provided that the 4 hour 
increment is at the beginning or end of the employee’s assigned shift, and used within the year awarded.  The employee 
shall notify the Employer when the employee is requesting personal days off.  Personal days must be used by December 
15th of each calendar year.  Any usued personal days shall be forfeited if not used by December 15th.  
 
20.04   Military Leave.  The Employer shall grant a leave of absence to an employee who enters active military 
service or is required to report for service or training in the National Guard or Reserve Units of the Army, Air Force, 
Navy or Marine Corps, and shall grant such employee subsequent reemployment rights in accordance with 
applicable federal and state law. 
 
 
20.05   Leave Without Pay.  When an employee has been absent due to sickness, pregnancy, accident or industrial 
injury and has exhausted his or her accumulated sick leave, the employee may then be placed on an indefinite leave 
of absence without pay, if substantiated by satisfactory medical evidence by a licensed physician.  The Employer 
shall retain the right to have such employee examined by a doctor of its choice, at the Employer’s expense.  
Employees on indefinite leaves shall accumulate seniority subject to the limitations of Article 9, Seniority. 
 
 
20.06   Other Employment While on Leave.  No employee shall be granted a leave of absence for the purpose of 
entering employment for another employer or becoming self-employed.  If a leave of absence is falsely obtained and 
the employee is found to be employed by another employer or to be self-employed in a job that the employee did not 
hold prior to the leave, to be employed in police or security work or to be employed in a job that utilizes physical 
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skills or abilities that the employee is unable to perform under the terms of the leave, the employee shall be given 
the opportunity to resign from the service of the Employer. 
 
 If he fails or refuses to resign, then he may be discharged provided that the discharge will be subject to 
review under the disciplinary procedure provided herein. 
 
 
ARTICLE 21    SICK LEAVE 
 
21.01   Crediting of Sick Leave.  Sick leave shall be accumulated at the rate of four and six-tenths (4.6) hours for 
every eighty (80) hours actually worked.  For the purpose of accruing sick leave, paid time off for vacation, holidays, 
compensatory time and bonus days and paid injury leave shall constitute “hours worked.”  Unused sick leave shall 
accumulate to a maximum in any calendar year of one hundred twenty (120) hours or four and six-tenths (4.6) hours per 
pay period. 
 
21.02   Charging of Sick Leave.  Sick leave shall be charged in minimum units of one hour.  An employee shall be 
charged for sick leave, on an hour-for-hour basis, only for days which he would otherwise have been scheduled to work.  
Sick leave payment shall not exceed the normal scheduled workday or workweek earnings. When sick leave hours have 
been exhausted, absences will be covered by the use of personal time, compensatory time, and vacation time, in that 
order. 
 
21.03   Uses of Sick Leave.  Sick leave shall be granted to an employee upon approval of the Employer for the 
following reasons: 

 
1. Illness or injury of the employee. 

  
 2. Serious illness or injury of an employee’s immediate family (as defined in Article 20, Leaves 

of Absence, Section 2(A), Bereavement Leave) who resides in the employee’s household, 
provided that the employee’s absence from work is required because of serious hardship to 
his immediate family. 

 
3. Death of any of those members of the employee’s family enumerated in Article 19, Leaves 

of Absence, Section 2(B), Bereavement Leave. 
 
21.04 Reporting of Absence.  An employee who is to be absent from work on a scheduled workday shall be required 
to notify the Department at least two (2) hours prior to reporting time, unless the circumstances are such that it is not 
reasonably practicable to do so.  If the employee knows at the time of reporting off that the period of absence is to exceed 
one (1) day, the employee shall make it known at that time. 
 
  
21.05 Sick Leave Bonus Days.  Employees who work three (3) consecutive calendar months (Jan. - Mar., April-June, 
July-Sept., Oct. - Dec.) in the calendar year without missing any work time hours for reasons other than paid vacations, 
comp time or holidays, approved bereavement leave, military leave, personal leave, sick leave bonus days or jury duty 
will be eligible for eight (8) hours of time off with pay, not to exceed thirty-two (32) hours bonus time earned in any 
calendar year.  Employees who are granted a bonus day each of the four (4) calendar quarters shall be granted one (1) 
extra bonus day for the following year.  At the end of the calendar year, employees may elect to carry over a maximum 
five (5) bonus days into the following calendar year.  All bonus days banked as of 3/1/05 may remain banked.   
 
 If the Communications Center is scheduled to be above minimum staffing, time off requests shall be 
granted on a first come basis.  If the Communications Center is scheduled to be at minimum staffing levels, 
requested time off will be granted on a first come basis, as long as it only causes staffing to be one (1) below 
minimum staffing standards (i.e. one slot of overtime). 
 
21.06 Limited Duty During Leave.  An employee on an approved sick or injury leave may, at the Employer’s 
discretion, be required to work, or be assigned other duties or limited duties, during the period of disability.  If the 
employee’s physician objects to such assignment, the employee shall not be required to perform such light duties until 
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examined by a physician selected through Occupational Care Consultants or Occu Health and paid for by the Township. 
If the two physicians are not in agreement, the employee will be examined by a third physician mutually agreed upon by 
the employee and at the Township’s expense. This physician’s determination of the employee’s capacity to perform such 
light or restricted duties shall be final as to the employee’s eligibility for light duty. This Section does not guarantee that 
a light duty position will/will not be available. Assignments made under this Section shall not be subject to the Grievance 
Procedure. 
 
21.07 Family Leave/Disability Laws.  Nothing contained in this Agreement shall prevent the Employer from 
complying with the requirements of federal or state laws pertaining to handicap or disability or dealing with family or 
medical leaves of absence.  It shall not be a violation of this Agreement for the Employer to exercise discretion given 
employers under the Family and Medical Leave Act. 
 

 
 
 
 

SYLVANIA TOWNSHIP 
POLICY 

ATTENDANCE 
 

Employees of Sylvania Township are engaged in the performance and delivery of services vital to the people of our 
community. In order to ensure the efficient delivery of these services, acceptable attendance on the part of everyone 
is our goal.  Recurring and excessive absenteeism is disruptive to Township operations, is costly to the Township 
and its citizens, and detrimental to the morale and efforts of employees who maintain a good work record. 
Therefore, it is the policy of Sylvania Township to seek acceptable attendance on the part of its employees. 
 
Sylvania Township is committed to controlling the sick leave usage of all employees. In order to enforce this policy, the 
Township will take corrective action against employees who are excessively absent. Excessive absenteeism will be 
handled in accordance with the procedure set forth below, provided that in doing so it will not act in violation of any 
current labor agreement.   
 
Prior to the implementation of any revision to this Attendance Policy, the proposed changes will be provided to all 
employees and/or their representatives thirty (30) days in advance of the desired date of implementation at which time 
the revisions will be open for discussion.  The Township agrees to meet for discussion of the proposed policy changes 
upon written request from the applicable labor organization.  This Policy is subject to the grievance procedures contained 
within any bargaining unit of the Township. 
 
For the purposes of this policy, any references such as “he” or “him” shall be gender neutral and thus shall be applicable 
to both male and female employees. 
 
Procedure: 
 
    A. General Standard 

 
Sick pay is limited to necessary absences from duty due to illness or injury of the employee or the illness of 
an immediate family member. While receiving sick pay, employees are to care for their illness or that of 
immediate family member. 
 

B. Specific Procedures 
 
1. Employees are expected to begin work at the start of their scheduled workday. When an 

employee is absent or tardy, they are expected to report to their immediate supervisor or 
other designated person the absence or tardy and the date and time they expect to return.  
This must be completed within the time frame specified in respective union agreement, 
department guidelines, or policy manual. 
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2. If an employee cannot return to work by the estimated return date, he must notify his 

immediate supervisor or other designated person providing the same information as stated 
above in paragraph 1. 
 
If an employee believes his absence may be covered under Family Medical Leave (see 
Sylvania Township Family Medical Leave Policy), he should contact the Township 
Administration Office.  If the leave is foreseeable, the employee should do so at least 30 days 
prior to taking the leave or as soon as practicable.   

 
3.   Employees shall be required to complete a form within the Township’s computer payroll 

program, justifying the time off, within 24 hours of their return to work.  
 
4.   Upon return to work from any amount of sick time, employees may submit a statement from 

their physician (stating the nature of the illness, the days of required absence and a return to 
work date).  

 
5.  Employees returning to work after an injury or illness attended by a physician may be 

required to present a fitness for duty certificate or a physician’s statement indicating the 
employee is capable of performing their regular duties.  The Department Head must request 
said fitness for duty certificate within 7 business days from the employee’s return date. 

 
6.    Any absence from duty as a result of claimed illness or injury may be investigated.  Prior to 

any home visits to investigate abuse of sick leave, the employee will be counseled that abuse 
is suspected. 

 
Abuse of Sick Leave.    An employee, while on approved sick leave and disabled from performing physical work, shall 
not engage in other physical employment without prior approval from the Department Head.  Failure to obtain prior 
approval will result in unpaid sick leave and employee will be subject to disciplinary action up to and including 
termination in accordance with Article 9. 
 
Falsification of a signed statement or a physician’s certificate shall result in unpaid time off and shall be grounds for 
disciplinary action up to and including termination  in accordance to Article 9.   
 
Employees who fail to comply with Section (B) above or intentionally fail to comply with sick leave rules and 
regulations shall not be paid and shall be subject to disciplinary action.   
 
If abuse is suspected, , including but not limited to a pattern in sick leave usage as determined by the employer, the 
employee may be required to furnish a  certificate stating the nature of the illness, dates of absence required, and a return 
to work date (if known) from a licensed physician to justify the use of sick leave. The employee shall make every 
reasonable attempt to submit the certificate to the Chief or his designee, within 3 days of the request. If the Chief 
determines that there is abuse, the sick leave will not be paid and the employee will be subject to disciplinary action up to 
and including termination in accordance with Article 9. 
 
The parties agree that this section does not limit or abridge the employer’s right to promulgate and enforce reasonable 
work rules pertaining to excessive absenteeism . 
 
Corrective Disciplinary Procedure 
 
For the purposes of this section, “approved leave” shall include any absence,  pursuant to a statement from the attending 
Physician or Family Medical Leave, upon approval of Department Head or Township Administration. 
 
For the purposes of this section “compensable” shall include:  filed and certified workers compensation leave.  
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Excessive use of sick leave without being on an approved leave of absence, FMLA, Bereavement Leave, or a 
compensable injury will be viewed as a work rule violation and will result in corrective progressive discipline. For the 
purpose of implementing corrective progressive discipline, the following procedures are established. 

 
 

A. When an employee has utilized 41 hours of  unexcused (unapproved) absence in any calendar 
year, excluding FMLA, an approved leave of absence, Bereavement Leave, or compensable injury, 
the employee will be in violation of this policy.  The supervisor will give verbal (documented) 
notification to the employee and discuss this policy with the employee. 

 
B. When an employee has utilized 49 hours of  unexcused (unapproved) absence in any calendar 

year, excluding FMLA, an approved leave of absence, Bereavement Leave, or compensable injury, 
the employee will be in violation of this policy. The employee will be placed on notice that this 
number of hours is unacceptable and will be issued a one (1) day unpaid suspension to be scheduled 
at the supervisor’s discretion.  The applicable labor organization shall be notified, in writing of any 
suspension. 

 
C. When an employee has utilized 57 hours of  unexcused (unapproved) absence in any calendar 

year, excluding FMLA, an approved leave of absence, Bereavement Leave, or compensable injury, 
the employee will be in violation of this policy. The employee will be placed on a three (3) day 
unpaid suspension to be scheduled at the supervisor’s discretion.  The applicable labor organization 
shall be notified, in writing of any suspension. 

 
D. When an employee has utilized 65 hours of  unexcused (unapproved) absence in any calendar year, 

excluding FMLA, an approved leave of absence, Bereavement Leave, or compensable injury, the 
employee will be in violation of this policy.  The employee will be subject to a five (5) day unpaid 
suspension up to DISCHARGE. The applicable labor organization shall be notified, in writing of any 
suspension or discharge. 

 
Removal of Discipline - The accumulation of Warnings and Suspensions will be on going and will be utilized as follows.   
 
Records of documented warnings and/or suspensions placed in an Attendance File as a result of a violation of this Policy, 
shall not be considered in future disciplinary proceedings after a period of six (6) months,  providing the employee 
receives no additional warnings and/or suspensions during the six (6) month period.  Discipline issued for violating this 
Policy will not be used when considering disciplinary action outside the scope of this policy.  
 
Example 1   
   
July 6 41 hrs. of unexcused sick time accumulated Verbal Notification Issued 
Oct. 15 49 hrs. of unexcused sick time accumulated 1 Day Unpaid Suspension Issued 
Dec. 19 57 hrs. of unexcused sick time accumulated 3 Day Unpaid Suspension Issued 
   
Jan. 1 All 57 hours from previous year removed All 3 Disciplines Remain in File 

   
May 1 41 hrs. of unexcused sick time accumulated 5 Day Unpaid Suspension 
 (6 mos. have not lapsed since last discipline on Dec. 19 - discipline progresses) 

   
Example 2   
   
July 6 41 hrs. of unexcused sick time accumulated Verbal Notification Issued 
Oct. 15 49 hrs. of unexcused sick time accumulated 1 Day Unpaid Suspension Issued 
Dec. 19 57 hrs. of unexcused sick time accumulated 3 Day Unpaid Suspension Issued 
   
Jan. 1 All 57 hours from previous years removed All 3 Disciplines Remain in File 
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June 25 41 hrs. of unexcused sick time accumulated 3 Day Unpaid Suspension 

 
(More than 6 mos. have lapsed since last discipline on Dec. 19 - Dec. 19 discipline is 

removed) 

 
 
Each employee is responsible for knowing the number of  hours he or she has been absent. Records of absences shall be 
available for review on the Township’s Time Keeping System. The Township’s intent in instituting this policy is to 
encourage acceptable attendance, reduce absenteeism and correct excessive absenteeism on the part of its employees. 
 
The Chief shall be responsible for investigating and imposing discipline in accordance with these attendance procedures.   
 
21.08   Leave Donation 
 
Eligible employees shall be allowed to voluntarily donate accrued but unused sick leave on a limited basis to another 
eligible employee who has a qualifying serious injury or illness, or who has a covered family member with a serious 
injury or illness as defined below.  Under no circumstances shall an employee be directly solicited or forced to donate 
leave. 
  
 Eligible Employee (Requestor) – Must have completed their initial probationary period and have no available 
leave time (sick, vacation, compensatory, personal, bonus etc.)  Requestor must have a qualifying serious illness or 
injury, or have an immediate family member who has such, substantiated by medical certification.  Requestor cannot be 
receiving workers’ compensation or PERS disability, and cannot have active discipline in their file related to excessive 
use of sick leave, abuse of sick leave, or patterned use of sick leave.  Requestor must have satisfied a three (3) 
consecutive work day waiting period, unpaid. 
 
 Eligible Employee (Donator) – Full-time employee in active pay status with a two hundred (200) hour sick 
leave balance after deducting the total donated hours. 
  
 Qualifying Illnesses and Injuries of Self or Immediate Family Member – FMLA guidelines will be used to 
determine qualifying illnesses and injuries and the definition of an immediate family member.    
 
 Donated Time – Time must be donated in eight (8) hour blocks.  Hours will only be used to cover the work 
hours that the affected employee would have regularly been scheduled to work.  Any donated, but unused time shall be 
returned to the donor.  Donated time cannot be converted to cash.  
 
 Requestor Application – Eligible employees requesting donated sick time must complete and submit a 
“Request for Donated Leave” form to the Police Chief.  Requests for donated time shall not exceed three (3) months per 
calendar year.  Upon determining that an employee is eligible for a donation, the Chief shall immediately notify 
bargaining unit members of the need for a sick leave donation. 
 
 Donator Application – Employees who wish to donate sick hours must complete a “Leave Donation Form” and 
submit it to the Police Chief.  The Chief will date/time stamp each form.  The donated leave shall be used in the order in 
which it was donated.  In the event there are multiple donors giving more than eight (8) hours each, the donation will be 
taken eight (8) hours per person before going back and deducting in excess of eight (8) hours from any individual.    
   
 
ARTICLE 22    HOLIDAYS 
 
22.01   Holidays.  The following shall be recognized as holidays: 
 
  New Year’s Day  Columbus Day 
  Martin Luther King Day Veterans’ Day 
  Presidents’ Day  Thanksgiving Day 
  Memorial Day  One-half (½) day Christmas Eve 
  Fourth of July  Christmas Day 
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  Labor Day  One-half (½) day New Year’s Eve 
 
All employees on an administrative schedule (5-2) shall be entitled to holiday time off during the calendar year 
equal to eleven (11) eight-hour days off with pay.   
 
22.02   Major Holidays.  Double time the employee’s usual hourly rate will be paid for hours worked on the 
following holidays: 
 
  New Year’s Day   Labor Day 
  Memorial Day   Thanksgiving Day 
  Fourth of July   Christmas Day 
 
 An employee who is scheduled to work on any one of the remaining holidays listed in Section 1 above will be 
paid one and one-half times his or her usual rate of pay for the time worked or may elect to accrue comp time in lieu of 
payment for any holiday listed in 22.01.  In order to receive holiday pay, the employee must work the last scheduled day 
before and the next scheduled day after the holiday, unless the employee uses a vacation day, personal day, or sick day 
(with approved doctor’s note), or comp day on either of those days. 
 
 An employee who is called in to work voluntarily or forced on major holidays will receive double time and 
one-half his or her usual hourly rate.  Any employee who is called in to work voluntarily or forced on any one of the 
remaining holidays listed in Section 1 above will be paid double time his or her usual rate of pay for the time worked or 
may elect to accrue comp time in lieu of payment for any holiday listed in 22.01. 
 
 An employee can only use vacation leave time to create overtime on “major holidays” as listed in Section 
22.02, July 3rd,  Christmas Eve and New Year’s Eve, if the request has been made by January 31st as outlined in Section 
23.03.  Requests for leave after January 31st cannot create overtime during “major holidays” as listed herein, July 3rd, 
Christmas Eve, and New Year’s Eve.  
 
 An employee shall be permitted to trade shifts with another employee of the assignment on any of the “major 
holidays” listed in Section 22.02 including Christmas Eve and New Year’s Eve so long as it occurs within the same pay 
period with the approval of the Chief or his designee.   
 
22.03 Pyramiding Prohibited.  Premium pay for holidays shall not be added to or paid in addition to any other 
pay. 
 
ARTICLE 23    VACATION 
 
23.01   Vacation Leave.  Employees shall receive, on January First of each calendar year, a vacation leave credit 
in accordance with the following schedule and service with the Employer: 
 
  Years of Service    Annual Leave Hours 
 
  Less than 1   0 
     1 - 4   80 
     5-6   104 
     7   112 
     8 - 11   128 
     12   136 
     13 - 17   144 
     18 - 19   152 
     20 - 22   176 
     23 and up  200 
 
 An employee’s years of service shall be calculated using the employee’s years of service they will have in 
the upcoming calendar year. 
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 New employees, upon completion of a one (1) year probationary period, are entitled to prorated vacation.  
Vacation is prorated by counting the number of full months remaining in the year in which the probationary period was 
completed, divide by 12, multiply by 80 hours.  The prorated vacation must be used during the remainder of the calendar 
year. 
 
23.02   Rate of Pay and Adjustment of Leave.  All vacation pay in accordance with the above schedule, shall be 
paid at the employee’s regularly scheduled rate of pay.  
 
 Eligibility for Vacation Pay.  In order to be eligible for full vacation pay in a given year, an employee must 
have worked at least fifteen hundred (1,500) hours in the prior calendar year.  If an employee has not, he will be entitled 
to vacation pay and time off prorated on the basis of full vacation multiplied by a fraction, the numerator of which is the 
number of days worked and the denominator of which is two hundred sixty (260) or two hundred forty (240) for those on 
a 4/2 schedule.  Time off for paid holidays, paid vacation, compensatory time, bonus days, industrial injury and no more 
than sixty (60) work days medical leave shall count as hours worked for purposes of this Article. 
 
23.03  Scheduling. Vacation scheduling shall be arranged with the prior approval of the Employer or his 
designee.  Insofar as practicable, vacation time off shall be granted at the times most desired by each employee 
provided it does not interfere with the Division operation.  Vacation may be used in increments of one (1) hour. 
 
 Requests for vacation time may be submitted in writing between January 1st  and January 31st  for vacation 
time to be taken in the calendar year.  Approval for requests submitted by January 31st  shall be based upon 
departmental seniority; for employees who work a 4-2 work schedule, vacation requests of 32 hours or more will 
take precedent over vacation requests less than 32 hours whenever such requests include the same periods of time.  
If two (2) or more employees request less  than 32 hours off during the same period of time, the approval of said 
time will be based on the seniority of the requesting employees.  Vacation that is chosen between January 1st and 
January 31st and approved may be adjusted in the event of a change in shift bid. For the 2020 calendar year, the date 
of January 31st under this section will be substituted with February 29th. 
 
 The Employer shall notify employees within five (5) working days after January 31st whether the requests 
have been denied.  All approved vacation requests shall be entered and reflected on the computertized schedule.  
Outside of the vacation window, approval for additional requests made during the year shall be on a first come basis.  
The Employer shall attempt to notify the employee within two (2) working days of the request whether the leave has 
been approved. 
 
 The use of vacation time can create one (1) vacancy that would result in the payment of overtime.  One 
“overtime spot” can be created during “major holidays” as listed in Section 22.02, July 3rd, Christmas Eve, and New 
Year’s Eve provided the request for same has been made by January 31st as outlined herein.  After January 31st, 
requests for vacation and the use of any other type of leave cannot create overtime during “major holidays” as listed 
in Section 22.02, July 3rd, Christmas Eve, and New Year’s Eve. 
 
 The Chief of Police or his designee, at their discretion, may approve additional requests for time off. 
 
23.04  Unused vacation leave, to a maximum of forty (40) hours, may be carried over one calendar year.  In the 
event the employee retires in a year to which the employee has carried over unused vacation leave, the employee 
may use such carried over vacation time, but shall not be paid for any unused carried over vacation time. 
 
23.05 Eligibility.  Unless approved by the Chief of Police or his designee, the employee must have worked his  
last full scheduled work day immediately preceding the vacation and his next full scheduled work day immediately 
following the vacation, unless the employee’s failure to work either or both qualifying days is due to the employee’s 
hospitalization or unless the employee is absent on either or both qualifying days and receives full paid sick leave 
for the time missed and furnishes a certificate signed by an attending physician stating the /nature of the illness and 
notifying the Employer that the employee was unable to perform his job duties. If an employee is unable to work a 
full work day on either or both qualifying days and misses no more than a total of four (4) hours work for legitimate 
reasons beyond his control, such as illness, injury or accident, the employee shall receive vacation pay if he is 
otherwise eligible to do so. 
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ARTICLE 24   WAGES 
 
24.01   Rate of Pay.  Effective the first pay period in January 2020, rates of pay shall be increased by 2.75%.  
Effective the first pay period in January 2021, rates of pay shall be increased by 2.75%.  Effective the first pay period in 
January 2022, rates of pay shall be increased by 2.75%.  There shall be one year between each step for new employees 
hired after January 1, 2014.   
 
Upon execution of this agreement by both parties, employees shall receive a one-time lump sum payment of $750.00 to 
be paid no later than the second pay period of February 2020.   
 
 The Chief Dispatcher’s base rate at Step 5 shall increase by $.52 effective the first pay period in January, 2017.  
Steps 1 through 4 will be adjusted in terms of percentages based on the Step 5 increase. The general wage increases will 
be added into the steps after the increase in the base rate. 

 Step 1 Step 2 Step 3 Step 4 Step 5 

  (1 year between each step)  

Chief Dispatcher      

1st Pay Period 2020 $27.96 $29.54 $31.22 $32.96 $34.80 

1st Pay Period 2021 $28.73 $30.35 $32.07 $33.87 $35.76 

1st Pay Period 2022 $29.52 $31.19 $32.96 $34.80 $36.74 

      

Dispatcher      

1st Pay Period 2020 $24.37 $25.75 $27.22 $28.79 $30.44 

1st Pay Period 2021 $25.04 $26.46 $27.97 $29.58 $31.27 

1st Pay Period 2022 $25.73 $27.18 $28.74 $30.40 $32.13 
      
 
 
Property Manager      

1st Pay Period 2020 $20.97 $22.20 $23.56 $24.81 $26.36 

1st Pay Period 2021 $21.55 $22.81 $24.10 $25.50 $27.08 

1st Pay Period 2022 $22.14 $23.44 $24.77 $26.20 $27.82 

      

Administrative Secretary      

1st Pay Period 2020 $20.76 $21.94 $23.19 $24.53 $25.92 

1st Pay Period 2021 $21.33 $22.54 $23.83 $25.20 $26.64 

1st Pay Period 2022 $21.91 $23.16 $24.48 $25.89 $27.37 
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Record Clerk      

1st Pay Period 2020 $19.71 $20.84 $22.03 $23.29 $24.63 

1st Pay Period 2021 $20.25 $21.41 $22.64 $23.93 $25.31 

1st Pay Period 2022 $20.81 $22.00 $23.26 $24.59 $26.00 

      

Secretary      

1st Pay Period 2020 $17.70 $18.74 $19.80 $20.91 $22.13 

1st Pay Period 2021 $18.19 $19.26 $20.34       $21.48 $22.74 

1st Pay Period 2022 $18.69 $19.79 $20.90 $22.08 $23.37 

      
24.02   Shift Premium.  A shift premium equal to two (2%) percent times the employee’s base hourly rate per hour 
worked shall be paid to an employee who is scheduled to start work on or after 1:00 p.m. and before 7:00 p.m.  Starting 
times within period will be known as the afternoon shift. 
 
 A shift premium equal to two (2%) percent times the employee’s base hourly rate per hour worked shall be paid 
to an employee who is scheduled to start work on or after 9:00 p.m. and before 3:00 a.m.  Starting times within this 
period shall be known as the night shift. 
 
 When an employee works overtime between the hours of 2:00 p.m. and 6:00 a.m., the employee shall receive 
the overtime based on the shift differential premium hourly rate of pay. 
 
24.03 Senior Dispatcher.  A Senior Dispatcher shall be appointed on each shift when the Chief Dispatcher is not 
present at a console for a period of more than one (1) hour.  The appointment shall be made on the basis of seniority.  
The Senior Dispatcher shall be in charge of the dispatchers working that shift, and shall be assigned such duties as 
determined within the discretion of the Chief, within the parameters of the collective bargaining agreement.  The Senior 
Dispatcher shall receive an additional four (4%) percent to the employee’s base hourly rate (including shift premium, if 
applicable).  If an employee works overtime and is appointed as senior dispatcher, the overtime rate shall be calculated 
based on the employees base hourly rate including the additional four (4%) precent (plus any applicable shift premium).     
 
24.04 Dispatch Training Officer.  Whenever a dispatcher is placed in charge of another dispatcher for training 
purposes, the dispatcher shall receive additional compensation equal to one (1) hour of overtime  each day while working 
in that capacity as a Dispatcher Trainer.  This premium shall not be available if the dispatcher is already receiving a 
Senior Dispatcher premium as set forth in Article 22, Section 22.4. 
 
24.05 Wages When Promoted.  Whenever a bargaining unit member is promoted or accepts a position in a higher 
classification, that bargaining unit member shall be placed in the “step” pay scale nearest but not below, the member’s 
rate of pay prior to promotion. 
 
24.06   Longevity Payments.  Employees hired prior to January 1, 2011 shall be paid longevity in accordance 
with the following formula: 

 
 1. After five (5) years – 1% 
 2. Each year thereafter – additional .2% 
 3. Maximum longevity payment after 25 years of service – 5% 
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The longevity payment shall be calculated by multiplying the applicable percentage rate times  all hours paid in the 
previous calendar year, times the employee’s base hourly rate on December 31 of the previous year.  The longevity 
payment shall be made in a separate electronic payment distributed to all employees who are on the payroll as of 
December 31.   Payments are issued on the second payday in January. 
 
Longevity Payments for Employees Hired on or After January 1, 2011. 
 
Employees hired on or after January 1, 2011 shall be paid longevity in accordance with the following formula: 
 
  1. (5) years but less than (10) years of service -    $500.00 
  2. (10) years but less than (15) years of service -    $750.00 
  3. (15) years but less than (20) years of service -  $1200.00 
  4. (20) years but less than (25) years of service -  $1700.00 
  5. (25) or more years of service -    $2300.00 
 
The longevity payment shall be made in a separate electronic payment distributed to all employees who are on the  
payroll on December 31.   Payments are issued on the second payday in January. Employees must have worked 1500 
hours in prior calendar year to be eligible for payment. Time off for paid holidays, paid vacation, jury duty, funeral leave, 
and military leave shall constitute hours worked.  
 
 
ARTICLE 25   INSURANCE 
 
25.01 Benefits.  The Employer shall provide insurance benefits, (Medical, Vision, Dental and Prescriptions) as 
offered to all employees as recommended by the Sylvania Township Insurance Committee and approved by the Sylvania 
Township Board of Trustees. 
 
25.02 Opt Out.  Employee opt out provisions shall be determined and set forth by the Employer.   
 
25.03 Life Insurance.  The Employer shall provide a twenty thousand ($20,000) dollar group term life insurance plan 
covering employees in the bargaining unit. 
 
25.04 Applicable Laws.  Should either the State or Federal statute(s) mandate that the parties to this Agreement 
participate in a national or state health care plan or system, the parties agree that the level of health care benefits currently 
provided to the employees covered by this Agreement will not be diminished nor will the employee’s cost for the 
maintenance of those benefits be increased beyond that provided in this Agreement, provided that doing so is not 
violative of law. 
   
 
ARTICLE 26   UNIFORMS AND EQUIPMENT 
 
26.01   Initial Issue.  Upon employment, the Employer shall furnish the initial uniform and equipment bargaining 
unit employees are required to wear.  All uniforms and equipment remain the property of the Employer and must be 
turned in when an employee is separated from Employer service. 
 
 The Employer shall provide the initial issue if there is a change in the standard uniform or equipment an 
employee is required to wear. 
 
26.02   Uniform Allowance.  The Employer shall determine the appropriate uniform to be worn by employees and 
employees shall be required to be in proper uniform upon reporting to duty.  After an employee has been employed 
for twelve (12) calendar months, the Employer shall provide a uniform allowance of five hundred ($500.00) dollars 
per year for each employee for the purchase, alteration and/or repair of approved uniforms; said payments shall be 
made by separate check in two (2) equal payments of two hundred fifty ($250.00) dollars in April and October of 
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each calendar year.  The first payment shall be received by new employees in the April or October following the 
twelve (12) months. 
 
26.03 All uniforms provided or purchased on behalf of an employee shall remain the property of the Employer 
and must be returned in acceptable condition to the Employer when the employee’s employment with the Employer 
ends for any reason. 
 
 
ARTICLE 27   INJURY LEAVE 
 
27.01 Any employee who qualifies for temporary total disability payments through the Ohio Bureau of Workers’ 
Compensation for a bodily injury incurred in the line of duty shall be entitled to an injury leave during the period of 
time ending up to sixty (60) calendar days after the date of the original injury that is the subject of the Workers’ 
Compensation claim.  During this injury leave, the employee’s salary shall be continued at its then current level, and 
the employee shall not be entitled to receive compensation under Ohio’s Workers’ Compensation Act for the injury 
leave period. 
 
Any employee otherwise qualified for Injury Leave may, at the Employer’s discretion, be required to work, or be 
assigned other duties or limited duties during the period of disability.  If the employee’s physician objects to such 
assignment, the employee shall not be required to perform such light duties until examined by a physician selected 
through Occupational Care Consultants or Occu Health and paid for by the Township.  If the two physicians are not in 
agreement, the employee will be examined by a third physician mutually agreed upon by the employee and the 
Township at the Township’s expense.  This physician’s determination of the employee’s capacity to perform such light 
or restricted duties, shall be final as to the employee’s eligibility for light duty.  This Section does not guarantee that a 
light duty position will/will not be available. Assignments made under this Section shall not be subject to the Grievance 
Procedure. 
 
 
ARTICLE 28   JURY DUTY 
 
28.01 Any employee who is officially summoned for jury duty and who actually performs such service shall be 
paid his usual straight time hourly rate of pay for up to eight (8) hours in a day.   In order for the employee to receive 
pay under this Article, he must secure a certificate from the Clerk of Courts in which he served attesting to the fact 
that the employee was required to serve jury duty and verifying the amount of time spent by the employee in doing 
so. 
 
 
ARTICLE 29   TRAINING COURSES 
 
29.01   Attendance at Training.  If an employee wishes to attend a law enforcement seminar, training program or 
school on his own time at his own expense, the Chief of Police will, if feasible,  authorize his attendance, and the 
Employer will allow reasonable time off without pay for the employee to attend such seminar, program or school, 
provided that necessary manning levels are maintained.  A request for payment of fees and expenses associated with 
a law enforcement seminar, training program or school attended or to be attended by an employee shall be submitted 
to the Chief of Police in writing and shall explain the educational value of the training as well as the costs already 
expended or to be expended in attendance.  Such requests shall be considered by the Employer, which may or may 
not, in its sole discretion, approve or authorize payment. 
 
29.03   In-Service Training.  Whenever an employee attends in-service training, an employee shall be paid for 
time spent for the in-service training. 
 
 
ARTICLE 30   RETIREMENT AND SEVERANCE PAY 
 
30.01  Unused Sick Leave.  An employee who retires or dies with at least ten (10) years of service for the 
Employer shall receive payment as follows: 
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Employees with less than 750 hours shall receive payment of one-fourth (1/4) of his accrued but unused 
sick leave.   
 
Employee with more than 750 hours shall receive payment of one-third (1/3) of his accrued but unused sick 
leave. 

 
30.02  Unused Vacation Pay.   An employee who retires or is terminated, voluntarily or involuntarily, 
shall receive any earned but unused vacation pay, including a pro rata share of vacation pay earned in the year in 
which he retires or is terminated.   
 
30.03  Unused Compensatory Time.   Upon separation from service for any reason, an employee 
shall be paid for all accumulated compensatory time. 
 
 
ARTICLE 31   TUITION REIMBURSEMENT 
 
31.01   Sylvania Township will reimburse full-time employees who have completed their probationary period for 
tuition expenses, books and academic fees at an accredited college or university for only those courses that are 
directly related to the employee’s job duties or field or required as part of an Associates Degree, Bachelors Degree, 
or Certificate Program directly related to the employee’s job duties or field.  Internet and similar distance learning 
courses are eligible.  Portfolios are excluded. The Township Administrator will determine whether the course is 
eligible for reimbursement.  
 
31.02 A “Tuition Reimbursement ” form must be completed and submitted to employee’s Department Head for 
prior approval.  Upon approval, the employee must attend seventy-five (75%) percent of the classes (this attendance 
requirement shall not apply to internet and similar distance learning courses) and obtain a passing grade of “B” or 
above to be eligible for 100% reimbursement, a passing grade of “C” for 50% reimbursement. Students will be 
limited to a reimbursement of no more than $4,000 per calendar year.  The Township will provide reimbursement 
toward one (1) Bachelor’s Degree per employee. 
 
 An employee who leaves employment with the Township within two (2) years of completing a course for 
which he was reimbursed shall be obligated to repay the Township in full for any such reimbursed tuition expenses, 
unless the employee is granted a disability retirement within that time. 
 
 
ARTICLE 32   SUBSTANCE ABUSE PROGRAM 
 
32.01 The Township’s program for substance abuse is attached as Appendix A to this Agreement and is fully 
incorporated as if written herein. 
 
 The Township reserves the right to modify the substance abuse program to address Bureau of Workers’ 
Compensation changes and to add additional drugs, known to be abused, for testing.  In the event the Township intends 
to modify the policy for these purposes, it shall provide the Union with at least 45 days advance notice of its intention 
and reasons for making such changes.   
 
 
ARTICLE 33   MISCELLANEOUS PROVISIONS 
 
33.01   Payday.  Employees shall be paid biweekly every other Friday.  The Township shall supply the payroll 
company with all necessary information in a timely fashion so as to enable the payroll company to deposit each 
employee’s pay in their designated accounts on payday. 
 
33.02   Compensated Time.  Holidays, vacation days and other time off to which an employee is entitled as a 
matter of right under or by any provision of this contract, shall be considered as time worked and compensated 
accordingly for the purposes of seniority, health and welfare benefits, and continuity of employment. 
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33.03   Drug Testing. Employees who are required to take a mandatory drug test at a time not contiguous to the 
beginning or end of their shift shall be compensated for time spent in testing at time and one-half (1 ½) their usual 
hourly rate or shall be paid a minimum of two (2) hours pay at time and one-half (1 ½) their usual hourly rate 
whichever is greater.  
 
33.04   Promotions. The Employer shall make reasonable efforts to have competitive promotional examinations 
including, but not limited to a written examination, assessment, interview, and in-house points. 
 
33.05   Personal Grooming. Male employees shall be permitted to wear mustaches.  
 
33.06   In the event of a merger or a new entity is created with the City of Sylvania directly affecting the members 
of the bargaining units, the Township will provide a 90 day notice and will enter into discussions concerning the 
effects of such event. 
 
 
ARTICLE 34   GENDER AND PLURAL 
 
34.01 Whenever the context so requires, the use of words herein in the singular shall be construed to include the 
plural, and words in the plural, the singular, and words whether in the masculine, feminine or neuter gender shall be 
construed to include all of said genders.  By the use of either the masculine or feminine genders it is understood that said 
use is for convenience purposes only and is not to be interpreted to be discriminatory by reason of sex.  “Employee” shall 
mean any person covered by this Agreement. 
 
ARTICLE 35   HEADINGS 
 
35.01 It is understood and agreed that the use of headings before articles or sections is for convenience only and that 
no heading shall be used in the interpretation of said article or section nor effect any interpretation of any article or 
selection. 
 
 
ARTICLE 36   TOTAL AGREEMENT 
 
36.01 This Agreement represents the entire Agreement between the Employer and the Union and unless specifically 
and expressly set forth in the express written provisions of this Agreement, all rules, regulations, benefits and practices 
previously and presently in effect may be modified or discontinued at the sole discretion of the Employer, without the 
modification or discontinuance being subject to the grievance procedure herein contained. 
 
 
ARTICLE 37   SEPARABILITY AND SAVINGS CLAUSE 
 
37.01 If any Article or Section of this Agreement or of any riders hereto should be held invalid by operation of 
law or by a tribunal of competent jurisdiction or if compliance with or enforcement of any Article or Section should 
be restrained by such tribunal pending a final determination as to its validity, the remainder of this Agreement and of 
riders thereto, or the application of such Article or Section to persons or circumstances other than those as to which 
it has been held invalid or as to which compliance with or enforcement of has been restrained, shall not be affected 
thereby. 
 
 
ARTICLE 38   DURATION OF AGREEMENT 
 
38.01 This Agreement shall be effective as of the 1st day of January 1, 2020 and shall remain in full force and 
effect until December 31, 2022. It shall automatically be renewed from year to year thereafter, unless either party 
shall have notified the other, in writing, at least sixty (60) calendar days prior to the anniversary date that it desires 
to modify the Agreement.  
 



ARTICLE39 EXECUTION 

39.01 In Witness Whereof, the parties hereto have caused this Agreement to e duly executed this 30th day of 
January, 2020. 

FOR THE EMPLOYER: FOR 

·~J.J.. c G-,_&!,_L<'_Q 

Attorney, OPBA 
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APPENDIX A-1 
 SYLVANIA TOWNSHIP  

 
SUBSTANCE ABUSE 

POLICY  

 
Number 

 
 

Date Amended:  1-1-17 

Resolution Number:  

Date Effective:  1-1-17 

 

Date Distributed:                                  
08-A-175 

 
The misuse of drugs (legal or illegal) and alcohol impairs employee health and productivity, and results in unsafe 
working conditions for all employees.  Sylvania Township is committed to maintaining a productive, safe, and healthy 
work environment free of unauthorized drug or alcohol use.  Therefore, the Township will not tolerate behaviors on the 
part of employees that relate to substance use.  Behaviors related to substance abuse can endanger all employees, not just 
substance users.  Employees must take responsibility for their own actions and how they may affect those individuals 
around them.  The intent of this policy is to establish the seriousness of abusing drugs or alcohol. 
 
This document (referred to as the “Policy”) describes Sylvania Township’s Drug-Free Workplace Program, and every 
employee is expected to read and understand it.  The Policy applies to every employee of the Township, excluding 
elected officials per statute, and also applies to contractors and subcontractors who are recipients of federal grants.  The 
consequences stated in this Policy, will apply to anyone who violates the Policy and will be subject to grievance and/or 
appeal procedures. Any modifications to the Policy will be discussed with all bargaining units at least 30 days prior to 
implementation. 
 
The Township will hold all employees accountable in terms of substance use, but also supports rehabilitation.  
Employees will have the opportunity to receive information about substance use as a problem and how and where to get 
help for themselves and their families.  In addition, the Township has designated Susan Wood as Drug-Free Workplace 
Program Administrator to give all employees a person to turn to for help or anytime an explanation is needed about the 
program.  Susan’s responsibilities will include in part: arranging contracts for drug and alcohol testing, identifying 
resources that employees can turn to for help for themselves and/or their families, and arranging for qualified 
professionals to help with employee awareness education and supervisor training.   
 
Release of Past Employment Information 
 
An authorization form to release drug and alcohol test results will be signed by all applicants applying for any safety 
sensitive position. (See Appendix E)  Any applicant refusing to sign the release of information form will not be 
considered for employment. 
 
Once the authorization form is completed, the Drug Free Workplace Program Administrator will send the release to the 
applicant’s employers over the preceding ten (10) years.   
 
If after receiving the forms back from prior employers, a discrepancy occurs between the information provided by the 
applicant and the information received from the past employer, the applicant will be contacted by the Drug Free 
Workplace Program Administrator to discuss the discrepancy.  Based on the discussion regarding the discrepancy, the 
applicant may or may not be offered employment. 
 
Any applicant applying for a safety sensitive position who has tested positive with another employer will be required to 
provide documentation that the applicant had successfully completed an approved treatment recovery program.   Any 
applicant with a past positive test with a previous employer unable to provide this documentation will not be considered 
for employment.    
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Program Protections: 
 
This program is designed to protect employees from the behaviors of substance users.  Some of the protections built into 
the program are: 
 

➢ Employee records, such as testing results and referrals for help will be kept confidential.  Information will be on 
a need-to-know basis as required by law.  

 
 

➢ Employees and supervisors will receive substance awareness education from a qualified person to help identify 
problems and learn where to turn for help.   

 
➢ Testing will be performed through collection at a local laboratory and through analysis at a federally certified 

laboratory.  This process is deemed to be virtually 100% accurate in detecting that the substances that the 
Township is concerned about are present in the employee’s system in sufficient quantity to lead to behaviors 
that may endanger themselves or other employees.  The certified lab will work with a Medical Review Officer 
(MRO), who is a trained physician, and is responsible for checking whether there is a valid reason for the 
presence of the substance in the employee’s system.  When the MRO receives a positive test result, they will 
contact the employee and any appropriate health care provider to determine the validity of the substance within 
the person’s system.   

 
➢ The testing consists of an initial screening test.  If the initial results are positive, then a second test is used.  Cut-

Off levels for each drug and for alcohol are established based on federal guidelines and can be found in 
(Appendix A).  

 
➢ An employee’s violation of this policy will not be reported to law enforcement unless required by a regulatory 

body or by criminal statute, such as drug trafficking.  However, in protection of the workforce, law enforcement 
may be requested to enter Township property in conjunction with a referral for criminal prosecution. 

 
Employee Education: 
 
Every employee will receive a copy of the written policy and will be expected to sign for receipt.  New employees, 
within their first 8 weeks of employment will receive a copy of the written policy and have the opportunity to ask 
questions.    
 
All employees, including supervisors will be provided at least one hour of alcohol and other drug education each 
program year.   
 
Supervisor Training: 
 
Supervisor training will occur before supervisors are given responsibilities associated with testing.  New supervisors will 
receive at least one hour of training within their first 8 weeks as a supervisor.  During the first year of the Drug Free 
Safety Program, supervisors will receive at least 2 hours of training in addition to the hour of employee training.  
Thereafter a 1 hour refresher course will be conducted in addition to the hour of employee education.  Supervisors will 
be trained to recognize behavior that indicates a potential substance abuse problem that may endanger the employee and 
others.  Supervisors will also be trained on testing responsibilities, and how to make referrals for help. 
 
In addition, all supervisors are required to complete Accident Analysis Training within the first 30 days of the first 
program year or within 60 days of an employee assigned supervisory responsibilities. 
 
Employee Assistance 
 
The Township’s intent is to offer assistance to employees with a substance problem.  We are supportive of employees 
who take action on their own.  To help those who come forward voluntarily, we have compiled a list of local 
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community resources.  To continue employment, the employee must agree to an assessment to determine the extent of 
the problem and to any prescribed treatment.  Knowledge gained by employee submission to any chemical dependency 
program shall not be used as a basis for discipline.  Should an employee’s chemical dependency program require out- 
patient follow-up treatment sessions, attendance at the treatment sessions will be considered an excused absence and a 
requirement for continued  employment. Conscientious efforts by employees to seek help will not jeopardize an 
employee’s job and will not be noted in any personnel files.  Participation in, and completion of a chemical dependency 
program does not prevent an employee from being subject to random and reasonable suspicion drug/alcohol testing as 
set forth in this policy, upon returning to work.  
 
Employees may use up to sixty (60) days accrued sick or vacation leave towards attending a chemical dependency 
program.     
 
However, if an employee has a substance use problem and does not come forward, and the employee then tests positive 
for drug or alcohol use in violation of this Policy, the employee shall be relieved from duty and subjected to disciplinary 
action up to and including termination.     
 
Frequency and Situations When Testing Occurs 
 
Individuals or employees will be tested for the presence of drugs in the urine and/or alcohol on the breath under any 
and/or all of the conditions outlined below: 
 

A)  POST-OFFER, PRE-EMPLOYMENT – As part of the Township’s employment procedures, all 
applicants applying for a safety sensitive position will be required to undergo a post-offer pre-employment drug 
screen/alcohol test. A safety sensitive position can be defined as:   
 

1) Armed police officers 
2) Firefighters 
3) CDL holders in accordance with federal regulations 
4) Where the duties involve such risk of injury to self or others that even a momentary lapse of 

attention could have disastrous consequences 
5) Administration of medication/drugs 
6) Operation of heavy machinery 
7) Where driving a vehicle is a significant part of the individual’s job duties 

 
Any offer of employment is contingent upon, among other things, satisfactory completion of this test.  (See 
Appendix B) 
 
B)  NEW HIRE (Probationary Period) – Unannounced drug and/or alcohol testing may occur at any time 
during an employee’s designated probationary period. 

 
 

C)  FITNESS FOR DUTY – An employee of the Township may be required to undergo periodic medical 
examinations to insure continued fitness for duty.  Those employees undergoing a periodic medical 
examination shall, as part of the required medical examination, undergo drug and alcohol testing.  An 
employee’s failure to provide a urine specimen or to submit to breath alcohol testing when and as directed will 
result in the medical disqualification of said employee.  An employee receiving a medical disqualification will 
result in the employee being unable to perform job duties and may result in loss of employment. 

 
D)  REASONABLE SUSPICION – Reasonable Suspicion will occur when the Department Head or 
Supervisor and another supervisor or qualified individual has reason to suspect that an employee may be in 
violation of this Policy.  Testing may be for specific drugs or alcohol or both.  The suspicion must be 
documented in writing within 24 hours of the event or prior to the release of test findings, whichever is earlier.  
Reasonable suspicion testing may be based upon, among other things: 

 
1. Direct observation of drug/alcohol use or possession. 
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2. Specific, contemporaneous, articulable observations concerning the appearance, behavior, speech or body 
odors of the employee. 

 
3. Arrest or conviction for a drug-related offense, or the identification of an 

employee as the focus of a criminal investigation into illegal drug possession, use, or trafficking. 
 

4. Information provided either by reliable and credible sources or independently   corroborated regarding an 
employee’s substance use will be kept confidential. Information shall be  submitted in writing and will 
include the informant’s signature, name and  address;   

 
5. Newly discovered evidence that the employee hampered with a previous drug or alcohol test. 
 
The employee in question will be transported by the Department Head or a member of supervision to and from 
the testing site.  Upon return to the job site, the employee must make arrangement for transportation home.  The 
employee will remain off work but will be maintained on the payroll until such time as the test results are 
released.   If a positive test occurs, then those hours spent awaiting the test results shall be charged against the 
employee’s accrued paid leave time.    
 
The employee’s union representative, if applicable, will be present when the employee is first told that he will 
be required to submit to a reasonable suspicion test.  Any statements made by the employee at any later point 
when the union steward is not present while the employee is being transported to and from the testing site and 
while at the testing site, shall not thereafter be introduced in or otherwise used against him in any subsequent 
disciplinary investigation or hearing.   

 
• Reasonable suspicion testing does not require certainty, but mere “hunches” are not sufficient to 

justify testing.  To prevent this, all supervisors will be trained in the recognition of drug and alcohol-
related signs and symptoms.  

 
• Any employee who is in the possession of an illegal substance or under the influence of,  or 

determined to be involved in the sale or distribution of alcohol or unauthorized drugs on Township 
property will be immediately terminated suspended and subject to termination. 

 
Searches 
 
It is the Township’s intent to only search an employee or his possessions if it reasonably believes that the Policy 
has been violated.  Prior to the search, the Township will weigh the privacy interests of the employee against 
the security interests of the Township. Unannounced searches may include desks, lockers, tool boxes, township 
vehicles, and items that have been provided and paid for by the Township. Personal vehicles may be searched 
while on Township premises if at the time it is determined that suspicious activity is taking place within the 
vehicle. 

 
Entry upon Township premises by employees will be deemed to constitute consent to personal searches.  
 
E)  POST  ACCIDENT  – Post-accident testing may be conducted whenever an accident occurs as defined 
below.  For purposes of this policy, an accident is considered an unplanned, unexpected or unintended event 
that occurs on Township property, during the conduct of the Township’s business, or during working hours, or 
which involves Township-supplied motor vehicles or motor vehicles that are used in conducting Township 
business, or is within the scope of employment, and which results in any of the following: 

 
1.  A fatality of anyone involved in the accident; 
 
2.  Bodily injury to the employee and/or another person that requires off-site 
     medical attention other than first aid; 
 
3.  Vehicular damage in apparent excess of $1,500 or 
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4.  Non-vehicular damage in apparent excess of $1,000 
  
 Urine specimen collection (for a drug test) and a breath/saliva (for an alcohol test) is to occur immediately after 
a need has been determined.  At no time shall a urine specimen be collected after 32 hours from the time of an 
employment-related accident.  Breath or saliva alcohol testing will be performed within two (2) hours of the incident 
whenever possible, but always within eight (8) hours. It is a condition of employment that the employee herein expressly 
grants unto the Township, the right to request that attending medical personnel obtain appropriate specimens (breath, 
blood and/or urine) for the purpose of conducting alcohol and/or drug testing.  Further, all employees herein expressly 
grant unto the Township, access to any and all other medical information that may be relevant in conducting a complete 
and thorough investigation of the employment-related accident, to include, but not be limited to, a full medical report 
from the examining physician(s) or other health care providers.  
  

Exceptions - (Non DOT only) 
 

After conducting an accident investigation and determining who may have caused or contributed to a work-
related injury, post –accident testing is optional if all of the following apply. 
 

✓ The injury was not serious even though off-site medical attention was required; 
 

✓ The nature of the injury is common to the employee’s job function 
 

✓ There was no violation of work rules; 
 

✓ There was no reasonable suspicion indicated by the accident investigation. 
 

 
The Township retains the right to have an Instant Check performed in addition to the standard testing.  If the 
Instant Check produces a Negative result, the worker may return to a non- safety sensitive position, on their 
regular shift, until such time as the standard tests results are received.    
 
The employee will be transported by the Department Head or a member of supervision to and from the testing 
site.  Upon return to the job site, a light duty position may be assigned if available.  If a light duty position is not 
available, the employee must make arrangements for transportation home.  The employee will be paid at their 
regular hourly rate for all time missed in obtaining the proper testing and results.  However, if  positive test 
results occur, those hours paid will be deducted from the employee’s sick leave accrual. 
 
• When such an accident results in one of the situations above, any employee who may have  

contributed to the accident may be tested for drugs or alcohol use or both. 
 

• A positive test result may affect the eligibility of the employee’s workers’ compensation claim. 
 

F)  RANDOM TESTING – Random drug testing is required as a part of the Township’s overall program to 
ensure a drug-free workplace.  Random testing, conducted on an unannounced basis, will be done on a 
quarterly basis and will include contract workers who are recipients of federal grants, and all employees of the 
township, excluding elected officials.           

 
* NOTE:  Employees who are subject to Federal Motor Carrier Safety Administration (FMCSA) regulations 
will not be included in the General pool but will be placed in a separate random pool with specific guidelines as 
addressed below. 

 
The township will test 20 percent of the total workforce each year.  The Township will contract with an outside 
vendor to perform the periodic selection of employees for inclusion in the random testing pools.  The vendor 
will utilize objective computer software that ensures a truly random selection process in which all employees 
have an equal statistical likelihood of being selected for testing.  The Township will provide employee 
identification numbers to be used in the random selection drawings.  The vendor will in turn, furnish the 
Township with a list of individuals to be tested at the beginning of each selection period.  When the next 
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random draw is conducted, all employees are again included in the pool with an equal chance of selection, 
regardless of whether an employee was previously selected.  When notified, it shall be the responsibility of the 
individual employee to provide a urine specimen for drug testing.  No employee will be tested without his/her 
consent.  (See Exhibit B) Failure to provide such consent will result in discipline up to and including 
termination.   

 
Employees will be notified while actively at work and will be given the opportunity and reasonable time to 
change out of an identifiable uniform, provided extra personal clothing is on site.  Employees will transport 
themselves in a Township vehicle, if available, and will be compensated at their regular hourly rate for time 
missed.   

 
*THE RANDOM SELECTION POOL FOR DOT/FMCSA IS SEPARATE FROM THE 
GENERAL SELECTION POOL.   
 
The Federal Motor Carrier Safety Administration (FMCSA) regulations require the performance of 
random Drug Testing on 50 percent per year of those individuals subject to FMCSA guidelines, and 
random Alcohol Testing on 10 percent of those individuals each year. Random testing will be conducted 
on a quarterly basis. 

 
G)  FOLLOW – UP TESTING - After Return to Work From Assessment or Treatment – This testing occurs 
when an employee who has previously tested positive is allowed to return to work under a “Second Chance” or 
“Last Chance” agreement.  A return-to-duty test is required before the employee is allowed to return to work.  
Failure of this test will result in immediate termination of employment.  Once an employee passes the test and 
returns to work, there will be a series of at least four (4) additional unannounced tests six (6) for employees 
subject to FMCSA regulations) in the first 12 months following the return.   Costs associated with the follow up 
testing will be the responsibility of the employee.  This follow up testing requirement is in addition to tests 
accomplished thru the Township’s random testing program.  A second positive test will result in termination of 
employment.  

 
Substances To Be Tested and Methods of Testing: 
 
Testing is intended to detect problems, deter usage and allow appropriate corrective action.   The Township will utilize 
the following tests as outlined in  Appendix A.  
 

A)  Post Offer – Pre-employment – Drug and Alcohol Test 
B)  New Hire (Probationary Period) – Drug Test and/or alcohol 
C)  Fit for Duty – Drug Test and Alcohol Test 
D)  Reasonable Suspicion - Drug Test and/or Alcohol Test 
E)  Post Accident - Drug Test and Alcohol Test 
F)  Non DOT Random – Drug Test  DOT Random - Drug Test and/or Alcohol Test 
G)  Follow Up - Drug Test and/or Alcohol Test 
H) Random Testing – Drug Test and/or Alcohol Test 
 

 
Drug testing will include the panel described in Attachment A, in addition to any specific drug that is suspected. 

 
For each of the specified drugs, there will be an initial test to screen the urine specimen.  If the initial screen is positive 
(at or higher than a cut-off level that comes from the Federal Department of Health & Human Services, a second or 
confirmatory test is done.  This is a different test and is considered virtually 100% accurate.  Detection thresholds (or cut-
off levels) are standards that have been established by the DHHS for each drug after years of research.  These levels will 
be used to interpret all drug screens.  The Township expressly reserves the right to, update the panel, add or delete 
substances to the panel described in Attachment A on an individual basis as needed.   
   
Breath alcohol testing will be conducted by a BAT testing contractor that uses resources and technical machinery 
authorized by NHTSA.  Breath alcohol concentrations exceeding .04 will be considered a verified positive result.  In the 
event of an accident where an employee has a “whole blood” alcohol drawn at a medical treatment facility, a result equal 
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to or greater than .04 shall be considered to be a verified positive result.  Breath alcohol concentrations between .02 and 
.04 shall result in the employee being suspended without pay for 24 hours. Sick leave accrual may be used during this 
period of time. An Evidentiary Breath Test (EBT) is used to confirm any initial positive test result.   
 
 
Prescription Drugs and Other Drugs Used for Medicinal Purposes 
 
It is the employee’s responsibility to notify the H.R. Department, in writing, when he/she is taking any prescription or 
non-prescription medicine or substance that, may impair his judgment or performance or otherwise adversely affect the 
normal functions of his mental and or physical abilities.   
 
Specimen Collection Procedure 
 
Testing shall be conducted by trained collection personnel, who meet quality assurance and chain-of-custody 
requirements for urine collection and breath alcohol testing.  A Federal Chain-of-Custody form will be used when 
required under federal regulations for CDL.  A Non-Federal Chain-of-Custody form will be used in all other situations.  
Confidentiality is required from any lab used.  Any individual subject to testing under this Policy shall be permitted to 
provide urine specimens in private, but subject to strict scrutiny by collection personnel so as to avoid any alteration or 
substitution of the specimen to be provided.  Breath alcohol testing will likewise be done in an area that affords the 
individual privacy.  Failure to appear for testing when scheduled or any attempt to manipulate or adulterate the testing 
process will subject an employee to termination, and to an applicant, the cancellation of an employment offer.   
 
Review of Test Results 
 
To ensure that every employee and/or applicant is treated in a fair and impartial manner, the Township has hired a 
Medical Review Officer (“MRO”), a medical doctor or doctor of osteopathic medicine with a specialized knowledge of 
substance abuse disorders. An employee who tests positive will be given an opportunity to explain the findings to the 
MRO prior to the issuance of a positive test result to the Township.  The MRO will attempt to contact the employee by 
telephone or in person.  If contact is made, the employee will be informed of the positive finding and given an 
opportunity to rebut or explain the findings.  The MRO will be able to determine whether there are any valid reasons for 
the presence in the employee’s system of the substance that was tested positive. The MRO can request information on 
recent medical history and on medications taken with the last thirty days by the employee.  If the MRO finds support in 
the explanation offered by the employee, the employee may be asked to provide documentary evidence to support the 
employee’s position and may be subject to retesting at an interval suggested by the MRO.  The employee’s failure to 
provide such evidence or failure to contact the MRO as instructed within five (5) calendar days, will result in a positive 
test report to the Township. 
 
Reporting Results 
 
All test results will be reported to the MRO prior to the results being issued to the Township.  The MRO will receive a 
detailed report of the findings from the testing laboratory.  Each substance tested for will be listed along with the results 
of the testing.  The Township will receive a summary report, indicating that the employee passed or failed the test.   
 
Filing of Test Results and Right to Review 
 
All records of testing will be stored separately in the Drug Free Workplace Administrator’s office and apart from the 
employee’s general personnel documents.   These records will be maintained under lock and key at all times and 
destroyed per Sylvania Township’s Record Retention Policy.  The information contained in these files shall be utilized 
only to properly administer this Policy and to provide to certifying agencies for review as required by law.  Any breach 
of confidentiality with regard to these records by Township personnel may subject the employee to termination.  Any 
employee tested under this Policy has the right to review and/or receive a copy of their respective test results by filing a 
request from the Drug-Free Workplace Program Administrator, in writing, with a duly notarized Employee Request for 
Release of Drug Tests Results form.  (Appendix D)  Test results are not a public record. 
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Positive Test Results 
 
Employees who are found to have a confirmed First positive drug or alcohol test, with no apparent medical explanation 
by the MRO, will be immediately suspended  and may be subjected to discharge if employee is within initial 
employment probationary period or other valid reasons exist that have been documented and relate to this policy.  If no 
valid reason exists for discharge, employee will be allowed to sign a “last chance” agreement and may utilize accrued 
leave so long as they are in treatment.   (See Appendix C)  In the event a “last chance” agreement is offered, the 
Employee will be directly referred to a Substance Abuse Professional (SAP) for assessment, at the employee’s expense, 
to seek assistance aimed at changing substance use behavior.   If an in-patient program is recommended, the suspension 
will remain in effect until such time as the employee has a negative re-test in accordance with the SAP’s instructions and 
has completed a medically recognized rehabilitation program.  This program must be completed by the employee within 
a period of not more than 60 days from the date that the employee is notified by the MRO of the confirmed positive drug 
or alcohol test result.  This time limit can be extended only based on medical or scientific evidence that a longer time is 
justified.  However, no period longer than six months total from the date of the original positive test result will be 
permitted.  In the event an out-patient treatment program is recommended, employees may be allowed to return to work 
following one week (7 calendar days) of scheduled treatment and a negative test result.  Employees, however, will not be 
allowed to return to a safety sensitive position during the length of their treatment.  If documentary evidence of the 
employee’s enrollment and successful completion of the rehabilitation program is not provided to the Township, the 
employee’s employment with the Township shall be terminated for cause.  After execution of a “last chance” agreement, 
a subsequent positive test will result in termination.  Where a positive test result is received, urine specimens shall be 
maintained under secured storage for a period of not less than one (1) year.   
 
All recommended treatment will ultimately be at the employee’s expense.  The Township’s medical insurance may be 
utilized according to the guidelines and provisions of the Plan.  
  
 
Dilute Specimen 
 
If the Township receives confirmation from the MRO that a positive drug test was dilute, it will be treated as a verified 
positive test. 
 
If the MRO reports a negative dilute test, the employee or prospective employee will be directed to immediately take 
another test.  The results of this test will become the test result of record on which the Township will rely on.    If the 
result of the test is also a negative dilute, it will be considered negative.   
 
If an employee declines to take another test as directed, it will be considered a refusal and a positive test result. 
 
Note:  Under 49 CFT Part 40, the Department of Transportation uses specific guidelines for a dilute specimen including 
the right of the MRO to direct a recollection under direct observation. 
 
 
Appeal Process 
 
The Employee, may at his own expense, have another test run on the split sample within one week of a positive test 
result in accordance with 49CFR Part 40.  The employer will reimburse the employee if the re-test is negative.  Any 
discipline imposed will be subject to appeal or the grievance procedure. 
 
Applicants for employment have no inherent right to re-test. 
 
 
Termination Notices 
 
In those cases where substance testing results in the termination of employment, all termination notices will list 
“misconduct” as reason.  Termination shall be deemed “for cause”. 
 



 

 36 

APPENDIX    A-2 
 

 
 

NEW REGULATED DRUG CATEGORIES  

TO BE TESTED AND CUTOFFS 

Drug Name Screening Cutoff Confirmation Cutoff 

Marijuana Metabolites  50 NG/ML  15 NG/ML 

Cocaine Metabolites  150 NG/ML  100 NG/ML 

Opiate Metabolites     

 Codeine / Morphine  2000 NG/ML  2000 NG/ML 

6-Acetylmorphine  10 NG/ML  10 NG/ML 

Phencyclidine  25 NG/ML  25 NG/ML 

Amphetamines    

 AMP / MAMP  500 NG/ML  250 NG/ML 

MDMA / MDA / MDEA  500 NG/ML  250 NG/ML 

 
 
 
 
 
 

ALCOHOL TESTING 
 

Breath alcohol concentrations exceeding .04 will be considered a verified positive result.  In the 
event of an accident where an employee has a “whole blood” alcohol drawn at a medical treatment 
facility, a result equal to or greater than .04 shall be considered to be a verified positive result.  
Breath alcohol concentrations between .02 and .04 shall result in the employee being suspended 
without pay for 24 hours.  An Evidentiary Breath Test (EBT) is used to confirm any initial positive 
test result.  
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APPENDIX  A-3 
 

CONSENT & RELEASE FORM FOR EMPLOYEES AND APPLICANTS 
 

 
 I, _______________________________________ (applicant or employee name), as an employee/applicant of 
Sylvania Township, (hereafter, the “Township”), hereby acknowledge that the Township’s policy may require me to 
submit to urine drug testing and/or breath alcohol testing. 
 
 I further understand that the purpose of this analysis is to determine or rule out the presence of non-prescribed 
or prohibited dangerous controlled substances in my system. 
 
 I hereby freely and voluntarily consent to this request for a urine sample and/or breath alcohol test, and agree to 
participate and cooperate in all aspects of the program. 
 
 I hereby and herewith release the Township, its employees, agents and contractors from any and all liability 
whatsoever arising from this request for testing, from the actual testing procedures, and from decisions made concerning 
my application for employment based on the results of the analysis. 
 
 
For Applicants: 
 

I hereby authorize the release of my drug and/or alcohol test results to the Township’s Medical Review Officer 
(MRO), and/or the Township’s examining physician, as provided by the Township’s policy. 
 
 I further acknowledge that the Township has provided me with an opportunity to ask questions related to its 
drug and alcohol testing program and that all my questions have been answered. 
 
 
Employee/Applicant Signature:  ___________________________  Date: _____________ 
 
Employee/Applicant Printed Name: ______________________________ 
 
Witness Signature:   _____________________________ 
 
Witness Printed Name:   _____________________________ 
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APPENDIX A-4 
 

LAST/SECOND CHANCE AGREEMENT 
 
 
This “Last Chance” Agreement  (hereinafter “Agreement”) is made and entered into, this _____day of  
___________________________, 20____, by and between Sylvania Township (hereinafter the “Township” or 
“Employer”), and _______________________  (hereinafter “employee”)                                
 
WHEREAS, the Township has determined that said employee  is subject to discharge due to a positive drug screen,  
 
WHEREAS,  the Township, in an effort to allow for rehabilitation of the employee, desires to offer said employee a 
Last Chance Agreement, 
 
IT IS AGREED, in consideration of the mutual understanding between the Township and said employee the following 
conditions will apply: 
 
 1. Employee shall be placed on a disciplinary suspension effective 

 _________________________________________ however, may be 
 allowed to use accrued leave as compensation. 
    

 2. Employee will seek treatment in an accredited drug rehabilitation program 
after evaluation and upon recommendation of a substance abuse professional. 

  
3. Employee will remain on disciplinary suspension until such time as the 

recommended treatment plan provided by an approved Substance Abuse Professional is completed 
and a negative screen is obtained.  If outpatient treatment is recommended, employee must 
successfully complete one week     (7 calendar days) of scheduled treatment and a negative test result 
prior to consideration of part-time or full-time reinstatement to employment.  In no event will an 
employee be allowed to return to a safety sensitive position prior to the completion of their treatment 
plan. 

  
4. Proof of enrollment and attendance in a recommended treatment program 

will be provided to the Township’s Drug Free Workplace Program Administrator on a weekly basis.  
Unsatisfactory progress, as determined by the SAP or the director of the treatment center will result in 
termination of this Agreement. 

 
5. Upon completion of the recommended treatment program, employee shall provide a signed statement 

from the rehabilitation facility’s director or equivalent, verifying successful completion of program.  
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6. Upon reinstatement to employment, employee shall be subject to unannounced follow-up alcohol and 
controlled substances testing, which shall consist of  at least four (4) tests, six (6) for employees 
subject to FMCSA regulations) in the first 12 months following the date of reinstatement.  
Employment will be terminated if employee refuses to submit to testing or if employee tests positive.  

 
7.  All costs of rehabilitation will ultimately be the responsibility of the employee.  The Township’s 

medical insurance may be utilized according to the guidelines and provisions of the Plan. 
 
8. If employee tests positive at any time following the execution of this agreement, employment will be 

terminated. 
 
9. All testing required as part of the agreement, including Return to Duty and Unannounced Follow-up 

Testing will be at the employee’s expense. 
 
BE IT FURTHER  AGREED,  that all standards of conduct and job performance must be met.  The Township will 
terminate employee’s employment if job conduct or performance is unsatisfactory.   
 
I voluntarily agree to all of the above conditions and authorize ____________________ (provider) to provide the 
Township’s Drug Free Workplace Program Administrator with proof of my enrollment and attendance at the 
recommended rehabilitation program.  
 
_______________________          SYLVANIA TOWNSHIP 
    Employee Signature 
 
_______________________    ____________________________ 
   Employee Printed Name     Township Trustee/Representative 
 
_______________________    ____________________________ 
         Witness                                                                                  Witness 
 
_______________________    ____________________________ 
             Date                                                                                      Date 
 
 
 
 
     
   Union Representation 
         (if applicable) 
 
     
    Date 
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APPENDIX A-5 
 

REQUEST FOR RELEASE OF TEST RESULTS 
 

 
To:  Drug Free Workplace Program Administrator 
 
From:  _____________________________________ 
   Employee Name (Print) 
 
 
 
 
I hereby request the release of drug/alcohol test results relating to a collection taken from  
 
me on    ________________________________. 
 
 
 
 
 
_______________________________________  ____________________ 
 Employee Signature      Date 
 
 
 
Sworn to and subscribed in my presence by __________________________________ this  
 
______ day of ____________________  20 ____. 
 
 
 
My commission expires ______________________ 
 
      Notary ____________________________ 
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APPENDIX A-6 
 
 

AUTHORIZATION TO RELEASE PAST EMPLOYMENT INFORMATION 
 
I understand that I am applying for a “Safety Sensitive” position within Sylvania Township.  I further understand that 
refusal to sign this form will eliminate consideration of my employment with Sylvania Township. 
 
I give my authorization to contact the following employers to obtain information regarding any alcohol/drug testing or 
abuse during the term of employment.  (please list all employers within the past 10 years)    
 
Employer   Address     Phone # 
 
             
 
             
 
             
 
             
 
             
 
             
 
             
 
             
 
 
 
____________________________ __________________________ ___________ 
       Name (print)    Signature        Date 
 



 

 42 

 
APPENDIX A-7 

 
ACKNOWLEDGEMENT OF RECEIPT 

OF 
DRUG-FREE WORKPLACE POLICY 

 
 Signing this form acknowledges that the employee has received a copy of the Township’s Drug-Free 
Workplace Policy, has had the opportunity to discuss the Policy, have questions answered, and understands all of the 
provisions in the Policy.   
 

The employee specifically understands that it is a condition of employment that the employee herein expressly 
grants unto the Township, the right to request that attending medical personnel obtain appropriate specimens (breath, 
blood and/or urine) for the purpose of conducting alcohol and/or drug testing.  Further, all employees herein expressly 
grant unto the Township, access to any and all other medical information that may be relevant in conducting a complete 
and thorough investigation of an employment-related accident, to include, but not be limited to, a full medical report 
from the examining physician(s) or other health care providers specific to the employment related accident.   
 

Although it reflects the Township’s current Policy regarding substance use, it may be necessary to make 
changes from time to time to best serve the needs of the Township.  However, any changes deemed necessary will be 
made in writing, and the modified Policy will be shared with every employee. 
 
 By my signature below, I acknowledge that I have received a copy of the Drug-Free Workplace Policy of 
Sylvania Township,   I understand that it is my obligation to read, understand and comply with the procedures and 
provisions contained within this Policy. 
 
____________________    _______________________________________ 
          Dated Signed    Employee’s Signature 
 
      _______________________________________ 
                     Printed Name of Employee 
 
     
         Witness Signature  



APPENDIX B 
 

UNIFORM AND EQUIPMENT SCHEDULE 
FOR DISPATCHERS / RECORDS CLERKS / PROPERTY ROOM 

MANAGER / 
 ADMINISTRATIVE SECRETARIES / SECRETARIES 

 
 
 
Three (3)  Long sleeve shirts 
Three (3)  Short sleeve shirts 
One (1)   Collar Brass (Ohio) 
One (1)   Collar Brass (STPD) 
One (1)   Breast badge 
Three (3)  Ties 
One (1)   Tie bar 
Three (3)  Dress pants 
One (1)   Pair black shoes 
One (1)   Belt 
One (1)   Sweater or Coat 
Three (3)  Polo Shirts 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

April 1, 2005 
 
 
 
Joseph J. Allotta, Esquire 
Allotta & Farley Co., L.P.A. 
2222 Centennial Road 
Toledo, OH  43617 
 
Re: SCHEDULING 
 
Dear Mr. Allotta: 
 
In connection with the negotiations for a new collective bargaining agreement, staffing in the Dispatch and Records area 
was discussed.  The Township will schedule the Dispatch Unit in such a manner that will allow two (2) bargaining unit 
dispatchers per shift on a regular basis.   
 
The Township no longer is required to schedule one records clerk on the day shift and one records clerk on the afternoon 
shift, as previously agreed to provided that the following notice is posted at a public place at the Police Department 
headquarters and in the Township Newsletter. Dispatchers will not be required to respond to public records requests at 
any time outside the hours set forth in this notice. 
 
 

NOTICE 
 

The normal business hours for the Records Department are 7:00 a.m. to 5:00 p.m. Monday – Friday.  If you need 
a copy of a report and cannot come in between these hours, reports can be faxed or mailed.  Please call 885-3721 
during business hours for assistance. 
 
Fingerprints, Tow Releases, Copies of Reports, and Background Checks are handled from 7:00 a.m. to 5:00 p.m. 
Monday – Friday, excluding holidays. 
 
 
     FOR THE SYLVANIA TOWNSHIP  
     BOARD OF TRUSTEES 
 
 
     /s/ Brad Peebles     
     Brad Peebles, Administrator 
      
 

FOR THE OHIO PATROLMEN’S 
     BENEVOLENT ASSOCIATION 
 
 
 
     /s/ Joseph J. Allotta    

Joseph J. Allotta 
 
 




