
 
MEMORANDUM  
 
TO:   Personnel, Legislative and Public Affairs Subcommittee 
 
SUBJECT:  Amendments to the Papio NRD’s 2024 Employee Handbook 
 
DATE:  December 7, 2023 
 
FROM:  Jean Tait, Administrative Coordinator 
 
 
 
Attached for your review and consideration is a redlined/inline version of the 
proposed amendments to the Papio NRD’s 2024 Employee Handbook.  The 
changes include: 
 

• Work From Home Policy: Clarifies that the District does not have a policy 
allowing employees to work from home and that no District employees are 
considered to be “remote” employees. 

• Resignation: Adds that all leave taken during the last two weeks of 
employment must be approved by the General Manager. 

• Non-Disability Leave of Absence: Clarifies that this request is for an 
unpaid, non-disability leave of absence and that this leave will be without 
pay or benefits once the employee has exhausted their accrued but unused 
vacation leave. 

• Travel and Expense Accounts: Requires that all reimbursements for travel  
must be substantiated by attaching driving directions from a mileage 
tracking software. 

• Other: Updates the calendar year on the cover page and acknowledgement 
forms.   

 
Management recommends that the Subcommittee recommend to the Board of 
Directors that the proposed amendments to the Papio NRD’s 2024 Employee 
Handbook be approved and incorporated into the District’s Policy Manual.  
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