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It's An Election Year! Rom—;nl.l-e'- to Follow our l‘\-.-(.té\l Activities Policy
Please review the attached Political Activities Policy.

This statewide policy, issued on February 16, 2010, is still in
effect.

This policy provid idance for state employ who want to
participate in political activities, make campaign contributions or
run for elected office. It also provides guidelines regarding
appropriate employee activities concerning ballot issues.

If this policy Is unable to answer your questions, please feel free
to contact IC Legal Counsel.
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To:

Al Appointing Authorities
Chief Legal Counsel

HR Administrators
Governot’'s Senior Staff

From: Kent Markus, Chief Legal Counsel 24

Date: February 16, 2010

Re:

Palitical Activity Policy (Update.2)

The election season has once again prompted inquiries about political activity by state employees, so we
thought this would be a good time to provide an updated set of administration policies on that topic.
This memo provides guidance for state employees who want to participate in political and other
election-related activities, make campaign contributions, or run for elected office. It also provides
guidelines regarding appropriate employee activities concerning ballot issues.

Election-related activities. Different laws and rules apply to the permissibility of various election-

related activities of classified versus unclassified state employees. As explained more fully below, so
as to avoid any suggestion that governmental resources are being improperly used to assist
candidates for public office, both classified and unclassified employees must avoid engaging in
election-related activity on state time, on state property, or using state equipment (including
conference rooms, computers, printers, office supplies, e-mail systems, telephone, copiers, fax
machines, vehicles, or any other state property ar equipment}. In addition, state employees may
not engage in any election-related activities which interfere with, or pose a conflict of interest with
respect to, their state duties and responsibilities.

Classified_employees are_prohibited by law from_engaging in_certain election-related activities.

Persons in active pay status serving in the competitive classified civil service are significantly imited,
by law, in their ability to engage in various partisan political activities at any time, particularly
elections involving candidates selected by the various poiitical parties. Examples of both
parmissible and impermissible activities by classified employees are detailed below,

2.1. Permissible election-related activities for classified emplovees. On their own time,
classifiead employees may, by law, play only a relatively limited role in partisan campaign
activities and may be somewhat more involved in non-partisan election-related activity.
The following are examples of activities employees in the classified service may participate
in on their own time:

e Registration and voting;
e Making voluntary contributions to political candidates or organizations;
o  Attending political rallies;
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@ Wearing political buttons or badges.

e  Signing nominating petitions in support of individuals;

e Expressing, to other individuals, opinions orally or in writing;

e Displaying political materials at home or on their own personal vehicle;

e Circulating non-partisan petitions or petitions relating to issues;

= Running for office for which the candidates are not selected by political parties; and

e Serving as an official election judge (poll worker) in accordance with the applicable poll
worker leave policy. {See Section 8 of this memo for more information).

2.2. Prohibited election-related activities for classified employees. The following are examples
of activities in which employees in the classified service may not, by law, participate, even
on thejr own time:

e Candidacy for public office in a partisan election (i.e. — an election in which candidates
are selected by political parties); v

¢ Candidacy for public office in a nonpartisan general election if the nomination to
candidacy was obtained in a partisan primary or through the circulation of nominating
petitions identified with a political party;

e Filing of petitions meeting statutory requirements for partisan candidacy to elective
office;

¢ Circulation of official nominating petitions for any candidate participating in a partisan
election;

o Service in an elected or appointed office in any partisan political organization;

e Acceptance of a political party-sponsored appointment to any office normally filled by
partisan election;

e Campaigning by writing for publications, by distributing political material, or by writing
or making speeches on behalf of a candidate for partisan elective office, when such
activities are directed toward party success;

e  Solicitation, either directly or indirectly, of any assessment, contribution or subscription,
either monetary or in-kind, for any political party or political candidate;

e Solicitation of the sale, or actual sale, of political party tickets;

e Partisan activities at the election polls, such as solicitation of votes for other than
nonpartisan candidates and nonpartisan issues;

o Providing assistance to any political candidate, politica) party or other partisan political
organization with organizational and recruitment activities, when such activities are
directed toward party success;

» Service as witness or challenger for any party or partisan committee;

¢ Participation in political caucuses of a partisan nature; and

e  Participation in a political action committee which supports partisan activity.

2.3. Disciplinary Action. The director of an agency may institute an investigation when there is
reason to believe a classified employee has engaged in prohibited election-related and/or
partisan activity. Such actions, if proven, may amount to a violation of Ohio law and could
result in discipline of the employee up to and including removal.

3. Unclassified employees may, on their own time, engage in election-related and partisan activities.
Employees in the unclassified service, who serve at the pleasure of the appointing authority and are




Exhibit 1

Page 4 of 10

not subject to competitive examination, may, on their own time, engage in partisan and election-
related activities, unless otherwise specifically precluded by federal or state law. Unclassified
employees may not solicit classified state employees for the financial benefit of a political party or a
candidate for public office.

4, Use of state time, property and eguipment. Even when state employees may participate in election-

related activities, they may not, in general, engage in those activities while on state time, on state
property, ar using state equipment. Further guidance is provided below:

4.1

4.2,

4.3.

Ideally, if a state employee chooses to participate in election-related activities, those
activities should be conducted on the weekends or outside normal work hours to eliminate
any chance of an inadvertent viofation of the law, or even the appearance of impropriety.
However, a state employee may engage in permissible political activity during normal work
hours if the employee uses a lunch hour, personal leave, compensatory time, or vacation
leave for that purpose.

State employees who choose to participate in permissible election-related activities should,
in general, do so only using a personal phone, computer or other communications device.

In order to maximize compliance with limitations against using state time, property and/or
equipment for political purposes, employees should take the following precautions:

4.3.1.

4.3.2,

4.3.3.

4.3.4.

Direct incoming election-related telephone calls away from state governmenf
offices.

Accurately and carefully document the use of the lunch hour, personal leave,
compensatory time, or vacation leave when used for any permissible election-
related activities. This includes ensuring that all proper approvals have been
obtained.

Interpret the terms “property” and “equipment” broadly to include state offices,
conference rooms, computers, printers, office supplies, email systems,
telephones, copiers, fax machines, vehicles, or any similar place or item.

Take steps to avoid even the inference of the endorsement of a candidate or issue
by the State of Ohio or an agency of the state by exercising caution when displaying
a political pin, badge or other political paraphernalia at work.

4,3.4.1. It is best if state employees — classified or unclassified -- do not wear
political pins, badges, clothing or other political paraphemalia to work,
especially at any time they are interacting with members of the public or
other state employees.

4.3.4.2. While the display of a pin, sign or other political paraphernalia at a desk or
in an office/cubicle is permissible when it is an employee’s dedicated
personal workspace, to the extent that an employee’s workspace has
exposure to others, and especially exposure to members of the public, the
display of political paraphernalia is strongly discouraged.
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43.4.3. When determining the appropriateness of any display of political
paraphernalia, supervisors should determine if the display has crossed, or
would give others the impression of crossing, the line from personal
expression to advocacy and/or could give members of the public the
impression that the State of Ohio or any of its agencies are supporting a
particular candidate for public office.

4.4, There are certain very limited, exceptional circumstances where it is permissible for a state
employee to engage in communications regarding election activity during the course of the
standard business day.

4.4.1. Such communication may be permissible if, because of the nature of an employee’s
position and/or the nature of a matter being handled by the employee, it is not
practically feasible to separate the employee’s state-related work from such
communication. Such communications should be highly fimited in time and scope,
keeping in mind the principle that such communications are permissible only to the
extent they are necessary to avoid the inefficiencies in the operation of state
government that would flow from a more stark separation of governmental and
election-related communications.

4.4.2. State employees should always inform third parties that it is best if they are not
contacted on state time and on state equipment about political matters, Moreover,
it is always best to refer political inquiries to appropriate non-state employees for
comment, such as a campaign office ot campaign volunteer. If the employee wishes
to recelve further contact on the matter, he or she should provide a personal phone
number and/or email address.

4.5. Avoid even the suggestion of impropriety by considering the appearance of any conduct
given the surrounding circumstances, even if that conduct is permissible under the law.

5. Solicitation by or acceptance of political contributions by elected officers

5.1. No current state elected officer, campaign committee of such an officer, employee of the
state elected officer's office, or any other person or entity shall solicit or accept a
contribution, from any of the following:

5.1.1. A state employee whose appointing authority is the state elected officer;

5.1.2. A state employee whose appointing authority is authorized or required by law to be
appointed by the state elected officer;

5.1.3. A state employee who functions in or is employed in or by the same public agency,
department, division, or office as the state elected officer.

5.1.4. Of particular importance is that fact that this section of the law restricts employees
who work in a cabinet agency from making any contributions to the Strickland




Exhibit 1

Page 6 of 10

5.2,

Committee. This limitation does not in any way prohibit those same employees
from making campaign contributions to other statewide or legislative candidates.

No candidate for a state elective office, campaign committee of such a candidate,
employee of the candidate’s office if the candidate is a state elected officer, or any other
person or entity shall solicit or accept a contribution to a candidate for a state elective
office or to such a candidate’s campaign committee, from any of the foliowing:

5.2.1.

5.2.2.

5.2.3.

A state employee at the time of the solicitation, whose appointing authority will be
the candidate, if elected;

A state employee at the time of the solicitation, whose appointing authority will be
appointed by the candidate, if elacted, as authorized or required by law;

A state employee at the time of the solicitation, whe will function in or be employed
in or by the same public agency, department, division, or office as the candidate, if
elected.

6. Running for elected office

6.1.

6.2.

Classified employees. As noted above, classified state employees, by law, may not be a

candidate in a partisan election or a candidate in a non-partisan election if their nomination
was obtained in a partisan primary or through the circulation of nominating petitions
identified with a political party.

State emplovee candidacy guideline. State employees who choose to run for office and

who are otherwise permitted to do so under Chio law, must also abide by the following

guidelines:
6.2.1. Conflicts. Avoiding any appearance of impropriety is a critical aspect of maintaining

public confidence in public employees. When state employees run for public office,
there is inherent risk that the public will confuse their state duties and
responsibilities with policy positions they may take as candidates. Accordingly,
conflicts of interest and appearances of conflicts of interest must be avoided in the
following ways:

6.2.1.1. Because the General Assembly determines the budgets and policy
direction of the agencies, boards, commissions, and other entities at
which state employees work, no state employee may be a candidate for
the General Assembly. State employees must leave state service prior to
taking any official action in support of a candidacy (e.g. — creating a
candidate committee, soliciting campaign contributions, etc.) for the
General Assembly.

6.2.1.2. Candidacies for other significant elected positions (e.g. — mayor or council
member of a major metropolitan area, an office with county-wide
jurisdiction, etc.) also pose the kinds of risks noted above. To avoid such
risks, state employees may be required to leave state service prior to taking
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any official action in support of such a candidacy. State employees who are
otherwise permitted to do so may run for local school boards, city councils in
smaller jurisdictions, and other similar positions as long as no substantial
conflict exists, as determined by the employee’s appointing authority,
between the employee’s state duties and the proposed candidacy. The
person at an employee’s agency, board or commission responsible for
guarding agalnst conflicts of interest should be consulted prior to any
employee embarking upon any formal candidate related activity. Failure to
engage in such a consultation could result in the removal of an employee who
has already undertaken candidate activity.

6.2.1.3. Nothing in this section is intended to impact the activity of state officers, as
opposed to state employees.

6.2.2. |If a state employee runs for an office with duties which conflict with the employee’s
governmental duties, the employee may be informed that assuming that office, if
elected, will necessitate termination of state employment. In some circumstances,
activities undertaken as a candidate may, themselves, pose a conflict with an
employee’s current job duties and appropriate steps should be taken to avoid such
conflicts.

6.2.3. Notice Requirement. Prior to initiating any formal actions to run for an elected
office, a state employee must provide notice of his or her intent to run to the
agency’s chief legal counsel or to the person responsible for legal compliance. This
notice allows agency legal counsel to:

6.2.3.1. Consult with the agency’s appointing authority to determine whether an
apparent or potential conflict of interest exists between the employee’s
job duties and the duties of the elected office or any activities iikely to
take place during the employee’s candidacy;

6.2.3.2. Ascertain whether the employee is required to leave state service prior to
taking any official action in support of such a candidacy, is seeking (or should
seek} a leave of absence to accommodate campaign activity and whether
such a leave is operationally feasible for the agency (see discussion
below); and

6.2.3.3. Provide and discuss with the employee the attached document entitled
“Political Activity Restrictions” to help assure that the employee does not
violate this policy.

6.2.4. Instances requiring notice include:
6.2.4.1. Classified and/or unclassified employees running for non-partisan elected

office, such as school board member, township trustee, or city council
member.,
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6.2,5.

6.2.4.2. Unclassified employees running for political party leadership positions,
such as local or state central committee positions.

6.2.4.3. Unclassified employees running for full-time partisan office.
Leaves of Absence. Because campaigns for certain elected offices can be extremely

time-consuming, some employees may wish to request unpaid leaves of absence
from their state jobs when running for elected office.

6.2.5.1. When such requasts are made, agency legal counsel should consult with
agency leaders to determine if such a request is reasonable and if so, the
period for which such a leave should be granted, considering the
employee’s position and how the leave of absence would impact the
operations of an agency.

6.2.5.2. If it is decided that such a leave should be granted, legal counsel and the
agency director may recommend a specific time period for the employee
to take a leave of absence if, in their view, the particular election
campaign is likely to adversely affect the employee’s ability to fulfill his or
her job responsibilities, but the agency can work around the employee’s
leave of absence.

7. Use of Vacation and Other Leave for Campaign Activity. A state employee wishing to take time off

from work to assist in permissible campaign activity may do so if the employee has obtained
standard permission to be absent from work. Because an employee may use vacation or other
similar leave for any purpose, such an employee may engage in any permissible campaign activity
while on any such approved leave. An employee wishing to take an extended leave to work on a
campaign may request unpaid leave, up to six months. Unpaid leave may be granted by the
employee's appointing authority and will be denied if such leave would pose operational problems

to the agency.

8. Ballot issues

8.1. State employees may, without violating this policy, use state time and equipment to
provide information relating to ballot issues that may affect the State and its departments.

8.2,

While state employees should, in general, avoid the use of state time, equipment, or
supplies to support or oppose a ballot issue, in limited circumstances it is appropriate for
state employees to publicly indicate their support for or opposition to ballot issues which
directly impact their state duties or responsibilities,

8.2.1.

The Governor, Lt. Governor, Cabinet Members and other senior state officials are
often asked to respond to questions concerning a ballot measure or asked to speak
in support of, or in opposition to, a baliot measure at a public gathering or other
event. These officials are well-qualified to comment on the impact any ballot
initiative may have on the state or an agency’s operations, This situation is similar to
a cabinet member or administration official testifying before the Ohio General
Assembly in support of or in oppasition to a legislative measure. It is reasonable
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and appropriate for these state officials to advance the administration’s publicly-
advocated and announced policy in support of, or in opposition to, a legislative
proposal impacting their official state duties. I is likewise reasonable and
appropriate for administration officials to take the same approach when advocating
the administration’s position relative to a ballot issue.

8.2.2, Determination of when it is appropriate for a state employee to articulate an
administration ar agency position regarding a ballot issue resides in the discretion of
the agency director.

8.3. Other permissible employee conduct, Concerning issues relevant to state responsibilities,
employees may:

8.3.1. Disseminate, either verbally or in writing, objective information concerning the issue
and its impact, particularly as it may relate to a specific department. The public may
direct questions to affected departments and, as a result, those departments may
need to prepare and disseminate objective information sheets about the issue in
order to prepare their employees to answer questions;

8.3.2. Correct or clarify factual errors ar misinformation concerning an issue,

8.4, Impermissible employee conduct. State employees may not use state resources to:

8.4.1. Engage in activities unrelated to their job duties or the responsibilities of state
government; or

8.4.2. Develop, produce and /or disseminate campaign materials regarding a ballot issue.

9. Poll worker service. Classified or unclassified state employees who wish to work on Election Day as
a poll worker {also known as an election judge) may do so in accordance with the Poll Worker Leave
policies of their respective agencies. For those agencies which have not adopted such a policy,
employees may use approved vacation, compensatory, or personal leave to work at the polis. For
more information on this subject, please visit the DAS Human Resources Division, Policy

Development website at http://ohio.gov/hrpolicy.

10. When_in doubt, ask! Employees with questions regarding the propriety of a particular activity
should address them to their agency chief legal counsel or the person at their agency or board or
commission respansible for legal compliance.
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Political Activity Restrictions

The following is a short summary of the political restrictions related to running for office as a State of
Ohio employee:

e« Employees in the classified service may run for non-partisan offices but may not run for
partisan political office. The classified service is defined as all “persons in active pay status
serving in the competitive classified civil service of the state.”

e Partisan political offices are those in which candidates are selected in a partisan primary or
by nominating petitions identified with a political party or in which candidates are associated
on the ballot with a political party.

e Only an employee in the unclassified service may run for partisan political office,

Those running for office must abide by these restrictions {see very limited exceptions in Section 4.4
of the Political Activity Policy):

» All state employees who intend to run for office must provide notice as provided in the Political
Activity Policy so as to assure compliance with its provisions

> State employees may not participate in political activities while on State time, property or while
using State equipment.

» Unclassified employees may not solicit classified state employees for the financial benefit of a
political party or a candidate for public office.

> It may be necessary to request a leave of absence to run for politiczl office. Agency Directors
have discretion to decide if a request for leave is reasonable or if it should be granted.

» State equipment and time may not be used for campaigning.
o All political telephone calls must be directed away from state offices.

o If an employee receives an e-mail or phone call related to political activity, the
employee has an affirmative obligation to respond that he or she should not be
contacted on state time and on state equipment. If the employee wishes to receive
further contact on the matter, he or she should provide a personal phone number
and/or email address.

o State employees may not use state offices, conference rooms, computers, printers,
office supplies, e-mail systems, telephone, copiers, fax machines, vehicles, or any

other state property or equipment to engage in election-related activities.

» When in doubt, consult your agency legal counsel.
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Ohio | Industrial Commission TELEPHONE POLICY
AF‘POIN'I?IING AUTHORITY f\PF'ROVAL: SolICY NUMBER: HRO59
/ZL@% EFFECTIVE DATE: 04/13/08
B AMENDED: 06/30/11
AMENDED: 06/11/13
AMENDED: 03/17/14
AMENDED: 08/25/15
AUTHORITY: Ohio IT Policy ITP-H.2: Ohio IT | APPROVAL DATE: 04/13/08
Policy IT-04 AMENDED: 06/30/11
AMENDED: 06/07/13
AMENDED: 03/17/14
AMENDED: 08/25/15

. Purpose:

This policy establishes controls on the use of state-provided telephones and
services to ensure that they are appropriately used for the purposes for which they
were acquired. Industrial Commission (IC) of Ohio employees are provided and
assigned telephones in order to facilitate communication in conducting business on
behalf of the Industrial Commission. The IC may assign state issued cellular phones
to IC staff to provide cost effective customer service. State issued cellular phones
are potentially subject to a higher risk of inappropriate use and consequently, there
is a higher fiduciary responsibility to regulate them. Additionally, this policy
addresses the limits on use of personal cellular phones during business hours.

1. Applicability:
This policy applies to all employees of the Industrial Commission of Ohio.

Ill. Definitions:

o Wired (VolP) telephone — local and long distance telephone service

e Wireless — use of various electromagnetic spectrum frequencies, such as radio
and infrared, to communicate services, such as data and voice, without relying
on a hardwired connection, such as twisted pair, coaxial, or fiber optic cable.

e Cellular telephone — cellular/digital telephone service

e Telephone service — unless otherwise stated, telephone service includes both
wired telephones and wireless telephones.

Page 1 of 4
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Ohio | Industrial Commission G i ,
Policy Title: Telephone Policy
Policy Number: HR059
IV. Policy:

A. Use of State-Provided Telephones and Services

Restrictions on the use of IT resources outlined in this policy apply to wired
and wireless telephone devices and services, including facsimile machines as
the IC’s multifunction printers (MFPs) provide e-mail, fax, photocopy, print
and scan functions, and XMedius (fax software) are connected to the
agency’s telephone service.

1. Wired Telephones

The IC recognizes that it may be necessary for an IC employee to make or
accept a limited number of personal telephone calls while at work.
However, the number and duration of such personal telephone calls are to
be kept to a minimum. Additionally, personal calls should, whenever
possible, be limited to an employee’s lunch hour or authorized breaks. The
IC does recognize that there may be limited occasions when an IC
employee may need to make or receive a personal call outside of the
employee’s lunch hour or authorized break. Work related local or long
distance calls do not have to be logged.

2. Wireless Telephones

The Chairperson or Executive Director of the IC may authorize the use of
state-owned cellular telephones to individual IC employees, departments,
and/or sections in order to ensure operational needs are met. The IC's IT
department will issue state-owned cellular telephones as authorized in
order to assist those employees whose work demands regularly fluctuate
and who also travel on a routine basis (e.g. regional/district offices,
authorized speaking engagements, off-site meetings or conferences, etc.)
to perform their job duties, Examples of these employees include, but are
not limited to, deputy directors, executive staff, and district and regional
office managers.

Personal calls made or received on an IC issued cellular telephone are
only acceptable in emergency situations or with prior supervisory
knowledge. The use of assigned state-owned cellular phones will be
closely monitored. Overuse or abuse, and/or failure to adequately
reimburse for personal calls if required may result in forfeiture of a state-
owned cellular phone privileges and/or disciplinary action up to and
including removal.

If the assigned state-owned cellular phone breaks, it shall be replaced.

However, if the cause is determined to be neglect or carelessness, the IC
employee assigned the state-owned cellular phone will be responsible for
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hio | Industrial Commission - g
Policy Title: Telephone Policy

Policy Number: HR059

the cost of replacement. If the accessories are damaged as a result of
negligence or carelessness, the employee will be responsible for the
replacement costs.

If the assigned state-owned cellular phone is stolen or lost, the employee
must immediately report it to his/her immediate supervisor, department
head and/or the IT helpdesk. Additionally, the employee may be required
to complete any and all necessary paperwork in reporting a theft (i.e.,
police report, IC incident report, etc.). Failure to promptly notify
appropriate management of loss or theft may result in forfeiture of a state-
owned cellular phone privileges and/or disciplinary action up to and
including removal.

B. Personal Cellular Telephone Usage

The IC recognizes that it may be necessary for an IC employee to use his/her
personal cellular telephone (e.g. to accept or receive telephone calls, texting,
etc.) while at work. In order to ensure and maintain the IC’s required level of
customer service, the number and duration of such usage shall be kept to a
minimum. Whenever possible, personal cellular telephone usage shall take place
during the employee’s lunch hour or authorized breaks. If an employee has
his/her personal cellular phone at work, the cellular phone ringer must be set on
vibrate so as not to disturb co-workers and/or customers. The IC management
reserves the right to restrict personal cellular telephone use during meetings,
seminars/conferences and/or trainings. Abuse or overuse of personal cellular
telephones during working hours may result in disciplinary action up to and
including termination. No IC employee will be required to utilize his/her personal
cellular phone for state business. The IC’s senior management team may elect to
utilize their personal cellular telephones for state business. If such election is
made, no reimbursement will be provided.

C. Personal Long Distance Calls

Personal long distance calls made from wired telephones and charged to the
State of Ohio are prohibited. In emergency situations, employees should use a
personal credit card, “phone card” or charge the call to a third party number. If
none of these options are available, the employee can, with supervisory
approval, bill the emergency call to the State of Ohio. Fiscal Management will
contact the employee to collect the money owed.

CALLS TO 1-900 NUMBERS ARE STRICTLY PROHIBITED.

D. 800 Service

Page 3 of 4
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Ohio | Industrial Commission " ; .
Policy Title: Telephone Policy

Policy Number: HR059

The use of Industrial Commission 800 service is specifically for the benefit and
convenience of claimants, employers and their representatives. Employees are
prohibited from circulating the 800 number to family or friends and are prohibited
from accepting personal calls on the 800 service.

E. Returning Calls

Care should be taken in returning calls to unrecognized area codes and
telephone numbers, as the number could be a pay-per-call number.

F. Personal Business

Personal business, which involves an activity undertaken for profit or gain of any
kind, shall not be conducted from any IC telephone. IC employees cannot
circulate their IC telephone number (e.g., wired telephone or state-owned cellular
(telephones) as a telephone number at which they can be reached for personal
business. Personal business cards and materials shall not have an IC issued
telephone number listed as the contact number. In addition, personal business,
which involves activity undertaken for profit or gain of any kind, shall not be
conducted from any personal cellular telephone while on IC property or on state
time.

G. Disciplinary Actions

Violation of this policy may result in disciplinary action, up to an including
removal, under IC policy HR007 Disciplinary Guidelines, section 5 (A) (10).
Additionally, individuals are subject to loss of Agency information technology
resources access privileges, as well as civil, and criminal prosecution.

Page 4 of 4
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Ohio Industrial Commission HOURS OF WORK
APPOINTING AUTHORITY APPROVAL.: POLICY NUMBER: HR057
- ( . : EFFECTIVE DATE: 06/09/08
M AMENDED: 06/14/11
y AMENDED: 01/14/13
AMENDED: 05/30/13
AMENDED: 03/17/14
AUTHORITY: APPROVAL DATE: 06/09/08
OCSEA CONTRACT ARTICLE 13; DAS HRD-08; §| AMENDED: 06/14/11
ORC 124.18; OAC 123:1-45-01; OAC 123:1-43- AMENDED: 01/08/13
01; OAC 123:1-43-02; OAC 123: 1-32-07(G); DAS AMENDED 05‘(30”3
MEMORANDUM 11/18/08 AMENDED: 03/17/14

l. Purpose:

The purpose of this policy is to establish a uniform method of accounting for hours
worked by employees of the Industrial Commission of Ohio (IC).

Il. Policy:

A primary obligation of the commission is to ensure adequate staffing and supervision
during business hours so that employees may effectively perform their duties for internal
and external customers. The IC’s business hours are 8:00 a.m. to 5:00 p.m. and days of
operation are Monday through Friday. Work hours are arranged to support the agency’s
operational needs and effectively deliver customer service. Employees shall be
compensated for their work in accordance with the Fair Labor Standards Act.

Employees are responsible for accurately recording all hours worked, including arrival
and departure times, lunch, schedule adjustments, tardiness, leave time, and
overtime/compensatory time, on their timesheet. It is the responsibility of the supervisor
to verify the accuracy of the timesheet. Full-time employees are expected to work a 40-
hour work week. Employees shall be ready to commence work at their start time.

Il Applicability:

This policy applies to all employees of the Industrial Commission of Ohio.

V. Work Schedules:

Unless operational needs or travel requirements dictate otherwise, employees shall not
begin their workday prior to 7:00 a.m. or end their day after 6:00 p.m. Monday through
Friday without specific supervisor approval. Work shall not be performed on weekends
or at home without specific supervisor approval based on operational need requiring
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unusual work hours. Security of confidential personal information must be taken into
consideration when approving taking any work off site.

Employees who must report to work at some site other than their normal report-in
location, which is farther from home than their normal report-in location, shall have any
additional travel time counted as hours worked. An employee in authorized travel status
should depart the regional/district/satellite office no later than 5:45 p.m.

A. Standard Work Schedule

The standard work schedule is the work schedule for all IC employees except for
staff on designated flexible work schedules The standard work schedule consists of
fixed start and end time and five (5) eight-hour work days, Monday through Friday.
Managers and supervisors may approve, change, and adjust work schedules based
upon operational need, supervision, or to maintain adequate staffing levels during IC
business hours of 8:00 a.m. to 5:00 p.m. Employees shall take at least a thirty (30)
minute or a sixty (60) minute unpaid lunch break.

Work schedule options are as follows:

7:00 a.m. to 3:30 p.m. (30 minute unpaid lunch period)
7:00 a.m. to 4:00 p.m. (60 minute unpaid lunch period)
7:30 a.m. to 4:00 p.m. (30 minute unpaid lunch period)
7:30 a.m. to 4:30 p.m. (60 minute unpaid lunch period)
8:00 a.m. to 4:30 p.m. (30 minute unpaid lunch period)
8:00 a.m. to 5:00 p.m. (60 minute unpaid lunch period)
8:30 a.m. to 5:00 p.m. (30 minute unpaid lunch period)
8:30 a.m. to 5:30 p.m. (60 minute unpaid lunch period)
9:00 a.m. to 5:30 p.m. (30 minute unpaid lunch period)
9:00 a.m. to 6:00 p.m. (60 minute unpaid lunch period)

1. Schedule Adjustments

There may be occasions when a schedule adjustment within a work week is a
reasonable solution to address a specific or short-term work schedule conflict,
rather than the use of paid leave time based upon operational need. Schedule
adjustment requests which involve leaving work early on Friday will be carefully
scrutinized to ensure office coverage.

Schedule adjustments may be approved by the supervisor based upon the
circumstance and operational need and must occur within the work week of the
incident. Schedule adjustment may include start and end times. Elimination or
reduction of a lunch break to less than 30 minutes shall not normally be
considered.
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Schedule adjustments are approved by a supervisor on a case-by-case basis.
Schedule adjustments are optional and shall not be used to cover absences in
excess of four (4) hours. Schedule adjustments cannot be used to cover for
unexcused tardiness or exhaustion of accrued leave.

Paid leave must be used if approved schedule adjustments do not constitute a
40-hour week. If the employee does not have sufficient leave balances to cover
his/her absence, the employee will be placed in an unauthorized leave of
absence and may be subject to disciplinary action. New accrual rates are
affected whenever an employee is in a leave without pay status.

a) Planned Schedule Adjustments

The adjustment is temporary and shall not last more than six (6) months.
Examples for consideration of a planned schedule adjustment include, but are
not limited to: educational coursework, medical appointments, temporary
transportation, and child/elder care issues. Extensions may be approved by
the Director of Human Resources.

b) Unplanned Schedule Adjustments

These adjustments are for unforeseen circumstances or emergencies. For
incidents which occur prior to the scheduled arrival time, the employee must
make every attempt to properly call off. For emergency situations the
employee may be required to provide evidence of the emergency. Examples
of unforeseen circumstances include, but are not limited to: inclement
weather, traffic delays, electricity outage, late school bus, early release of
students from school, utility service repair or restoration, etc.

B. Flexible Work Schedule

When demands of the work regularly fluctuate the Director of Human Resources may
approve a flexible work schedule designation. Examples of staff on designated
flexible work schedules usually approved are: Directors and above, executive staff,
office managers, Hearing Administrators, Hearing Officers, Information Technology
staff and Commission Level Hearing staff. Where hours of work do not require
flexing, staff shall maintain a standard eight-hour work day and follow standard call-
off procedures. The maximum amount of sick leave usage and holiday pay per work
day is eight (8) hours unless approved by a supervisor. The purpose of a flexible
work schedule is to ensure operational needs are met, and no overtime or
compensatory time is accrued. Flexible work schedules require good communication
between the supervisor and employee to ensure operational needs, office coverage,
and attendance expectations are achieved.

During any four (4) day period in a single work week, employees shall work no more
than thirty six (36) hours except in situations that require unusual working hours due
to an employee’s position and with prior approval from their supervisor. During
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C.

holiday weeks, employees shall work no more than thirty two (32) hours without prior
approval from their supervisor.

1. Temporary Designation

Based upon operational needs, the Director of Human Resources may approve
the use of a flexible work schedule during a holiday week for employees who are
normally not on a flexible work schedule (e.g. shared resource pool employees).
Shared Resource pool employees who request four (4) hours or less of vacation
leave will not have their request fall under the threshold guidelines. The
maximum amount of holiday pay per work day shall remain eight (8) hours.

Compressed Workweek

A compressed workweek schedule requires prior written approval from the
Director of Human Resources and is only approved when a specific business
process warrants such a schedule. A compressed workweek schedule is when
employees work full-time hours in less than the traditional 5-day workweek by
increasing daily hours worked (e.g. 4, 10 hour days). A compressed workweek
schedule may be considered for an individual employee or a small group of similarly
situated employees based on operational need. The request must demonstrate how
a specific business operation or goal is advanced as a result of a compressed
workweek schedule and the parameters of how standard call-off procedures will be
followed. Requests which involve the elimination of Monday or Friday from the
workweek will be carefully scrutinized.

When an employee on a compressed work week schedule is on jury duty the
employee usually will be scheduled to work a five (5) day standard hours of
operation work schedule. For such employees the maximum amount of holiday pay
per work day is eight (8) hours.

Lunch Periods and Breaks

Full-time employees shall take an unpaid lunch period of not less than thirty (30)
minutes or more than sixty (60) minutes taken mid-day between 11:00 a.m. and 2:00
p.m. Specific times shall be determined by the employees’ supervisor. As noted in
section IV.(A)(1) of this policy, a schedule adjustment request which involves
elimination or reduction of a lunch break to less than thirty (30) minutes shall not
normally be considered.

For designated flexible work schedule employees, a minimum thirty (30) minute
lunch shall be required unless operational needs dictate otherwise. With prior
approval from their supervisor, flexible work schedule employees may work through
their entire one (1) hour lunch period and adjust or flex their time.
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When work responsibilities dictate, Industrial Commission Hearing Officers may work
through their entire lunch period and flex their time without a supervisor's permission.
Hearing Officers shall notify their supervisor of this lunch time adjustment as soon as
possible after its occurrence.

Employees are granted two (2) fifteen (15) minute paid breaks that should be taken
mid-morning and mid-afternoon.  Specific times shall be arranged with the
employees’ supervisor. It is the responsibility of the employee to use paid breaks. If
an employee chooses to work through the paid break, the employee shall not receive
any additional compensation. Employees are not permitted to work through either of
their paid breaks in order to adjust their start or end times. Employees cannot
extend their lunch period by combining it with their paid breaks except in cases
where the employee has been approved to participate in a Midday Wellness
Program as expressed in HR049 Employee Wellness Program policy. Employees
cannot combine their paid breaks to avoid taking an unpaid lunch.

E. Notification/Tardiness

Employees who are calling to report off sick or late shall do so within thirty (30)
minutes of their scheduled start time. Tardiness is defined as arriving to work at a
time later than the assigned start time without prior approval from their supervisor.
Employees who are calling to report a late arrival shall do so as soon as reasonably
practical prior to arriving at work. Tardiness may be excused where circumstances
beyond an employee’s control caused the tardiness. Employees are responsible for
providing information sufficient for a supervisor to determine that the circumstances
were in fact beyond the employee's control. Unexcused tardiness is subject to
disciplinary action. Unexcused tardiness in excess of 30 minutes will be considered
Absent without Leave (AWOL).

F. Overtime

1. Overtime Eligible Employees

a) Overtime eligible employees who work more than 40 hours in any calendar
week shall have the overtime work approved in advance by their supervisor.

b) In an emergency situation, when no supervisor or other administrator is
available to authorize the overtime work, and after exhausting all means of
contacting the supervisor or other management representatives, the overtime
eligible employee may choose to work the overtime.

c) Overtime eligible employees who work overtime without prior approval shall

be compensated for the time worked but may be subject to disciplinary action
if it is determined that the situation was not an emergency.
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d)

e)

9)

h)

a)

b)

c)

d)

Employees shall not begin or end work more than five (5) minutes before or
after their start and end time.

Hours in an active pay status more than forty (40) in any calendar week shall
be compensated at the rate of one and one-half (1 1/2) times the employee’s
total rate of pay for each one-tenth (1/10) of an hour increment over forty (40)
hours. Sick leave and any leave used in lieu of sick leave shall not be
considered as active pay status.

Employees may elect to accrue compensatory time in lieu of cash overtime
payment for hours in an active pay status of more than forty (40) hours
worked in any calendar week. Compensatory time will be earned on a one
and one-half time (1 1/2) basis.

Employees’ maximum accrual of compensatory time shall be two hundred
forty (240) hours. When the maximum hours of compensatory time accrual
are attained, payment for overtime work shall be made. Compensatory time
must be used within three hundred sixty-five (365) calendar days from when it
was earned; otherwise it shall be paid to the employee.

Procedures for using compensatory time are the same as vacation leave and
may be used in one-tenth (1/10) hour increments. Compensatory time is not
available for use until it appears on the employee's earning statement and the
compensation described in the earning statement is available to the
employee.

Employees cannot earn overtime or compensatory time when using
compensatory time or leave time in the same work week unless the overtime
opportunity occurs subsequent to taking compensatory time and/or leave time
cannot be adjusted. Flexible schedule employees shall adjust the
compensatory time used.

. Overtime Exempt Employees

Employees in this category should be authorized to have a flexible hour
schedule.

Employees who are required by their supervisor to be in active pay status
for more than 80 hours in the same pay period may accrue compensatory
time on an hour for hour basis for each one-tenth (1/10) of an hour increment
over eighty (80) hours. Sick leave and any leave used in lieu of sick leave
shall not be considered as active pay status.

An employee is permitted to flex up to 80 hours in the same pay period.
No compensatory time will be granted for work which could have been
completed during an 80 hour flexible work schedule.

The maximum amount of compensatory time which an employee may accrue
is 120 hours. Any compensatory time accrued must be used within 180 days
after accrual or it will be forfeited.

Page 6 of 7




Exhibit 3

Page 7 of 7

Ohio
Policy Title: Hours of Work
Policy Number: HRO57

e) Cash payment for accrued compensatory time is not permitted. Employees
may not convert compensatory time to any other form of leave.

f) Procedures for using compensatory time are the same as vacation leave and
may be used in one-tenth (1/10) hour increments.

g) All compensatory time balances will be forfeited upon termination of
employment.
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John Matthews, 26th District Republican Committeeman https:/www.facebook.com | G

Re-Elect

ohn Matthews

State Central Committeeman
X x] th Dictrict (aaa
HJ 26" District m

Conservative Values ~ Conservative Beliefs

Endorsed By: The Ohio Republican Party, Congressmen Jim Jordan & Pat Tiberi,
Senator Dave Burke, Morrow Co. Comm. Tom Whiston, Tiffin Mayor Aaron Montz,
Seneca County Commissioner Mike Kerschner, Fremont Mayor Danny Sanchez,
Green Springs Mayor Adam Greenslade, Marion County Commissioner Ken Stiverson

Email: MarionGOPJohn@Hotmail.com

Paid for By John Matth ser Rd., a, OH 43314

lofl

John Matthews, 26th District Republican
A Committeeman

Like This Page - January 26 near Martel - Edited -

Very happy to accept the endorsement of my good friend
and Mayor of Green Springs, Ohio Adam Greenslade! —
with Adam Greenslade.

2/3/2016 12:52 PM
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Meet Ohio AG Mike DeWine at the 2015 (ROLL OVER ICONS FOR ACTION ITEMS)
Marion GOP Century Club - October 21st

[ SHARE
Date: 10/06/2015

NEWS RELEASE - immediate

" Windnanday, Oct

15 Century £l b
)

The Honorable Mike DeWine, Ohio Attorney General will be the guest = _
speaker at the 2015 Marion County Republican Century Club at 5:30 p.m.
Oct,21st at All Occasions Banquet Facility, 6989 Waldo-Delaware Rd.,
Waldo. Local candidates for the November election will also be in
attendance.

A major fundraiser for the local GOP, the party will accept club membership and admission for
$100 for an attendee and guest to the hors d'oeuvres and dessert reception. Additionally available
are Tier Level Donor categories which offer different incentives for donations of between $250 and
$1,500.

Reservations may be made until Oct. 15th by contacting Marion County Republican Chairman John
Matthews @ MarionGOPJohn@Hotmail.com.

Additional information: Joan Steward 740/387-2794

Paid for by The Marion County Republican Party - ©2016 - All Rights Reserved ~ Privacy Policy =~ Contact Us

http://marionrepublicanparty.com/news/2015/10/meet-ohio-ag-mike-dewine-2015-marion-g... 2/2/2016
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