
 

Agenda Item: 6. 

 

 

MEMORANDUM  
 

TO:   Personnel, Legislative and Public Affairs Subcommittee 

 

SUBJECT:  Amendments to the District’s Employee Handbook 

 

DATE:  December 29, 2014 

 

FROM:  Jean Tait, Administrative Coordinator 

=============================================================== 

 

The writer met with Michealle Baumert, Husch Blackwell to conduct a review of the 

District’s Employee Handbook.  Attached for your consideration is an amended version 

in “redlined” of the amendments to the Employee Handbook, as recommended by 

management and District’s Legal counsel.    Legal Counsel’s comments are noted in the 

right margin of the document.  A brief outline of the proposed changes follows. 

 

1. Welcome Page (page 1) – Housekeeping changes and adds employment at-will 

statement. 

2. Employment Qualifications (page 7) – Housekeeping changes, adds wording that 

the District will select the most qualified person for each position, and 

misrepresentation or omissions made on employment application records could 

result in non-consideration or termination. 

3. Probationary Period (page 7) – Adds that successful completion of the 

probationary period does not alter the at-will employment relationship between 

the employee and the District. 

4. Harassment and Discrimination (page 8) – Housekeeping change moving the 

policy to the front of the Handbook. 

5. Exempt/Salaried (page 10) – Housekeeping changes and adds that deductions can 

be made for personal leave when vacation and sick leave is exhausted, for jury or 

military leave or for disciplinary suspensions for violations of District workplace 

or safety policies. 

6. Tardiness (page 12) – Adds that excessive tardiness could result in termination of 

employment. 

7.  Absences (page 12) – Shortens the no call/no show policy from 3 days to 2 days. 

8. Formal Grievance Procedure (page 15) – Adds that the Formal Grievance 

Procedure is not intended to cover report of workplace discrimination or 

harassment. 

9. Family and Medical Leave Act Leaves (page 20) – Housekeeping changes and 

updates the requirements to comply with Nebraska State Law.   



10. Annual Leave/Vacation Leave (page 22) – Updates the terminology from annual 

leave to vacation leave. 

11. Compensatory Leave (page 23) – Adds that compensatory time off is based on the 

District’s needs and requires approval by the General Manager. 

12. Sick Leave (page 23-24) – Clarifies that sick leave in intended to care for the 

needs of his/her ill “immediate family”.  

13. Jury Duty (page 24) – Adds that a copy of the summons/subpoenas for jury 

service or to testify as a witness in a criminal case must be provided to the 

Employer. 

14. Flexible Benefits Plan (page 26) – Eliminate specific dollar amounts that would 

require additional policy changes. 

15. General Work Regulations (page 32) – Changes the progressive disciplinary 

policy, so that the 1, 2, 3 rule of discipline doesn’t necessarily have to be for the 

same violation. 

16. Debts – Garnishments (page 33) – Delete the paragraph. 

17. Solicitations (page 33) – Housekeeping changes eliminating policy exceptions. 

18. Smoking and Tobacco Use (page 33) – adds references to electronic cigarettes 

and vaping. 

19. Attire (page 34) – Update that Employees are required to pay taxes on the fair 

market value of any non-safety related attire. 

20. Employee Verification and Acknowledgement Form (page 43-44) – Updates the 

requirements for employee acknowledgement form. 

21. Drug-Free and Alcohol-Free Workplace – Employee Handbook Attachment 1 

(page EHA1-1 through EHA1-13) – Housekeeping updates and changes to the 

requirements for employee acknowledgement form. 

22. Safety Manual – Employee Handbook Attachment 2 – Delete the attachment and 

reference the District’s Safety Manual as Appendix J as required. 

23. Pay Program Administration Manual – Employee Handbook Attachment 3 – 

Delete the attachment and reference the District’s Pay Program Administration 

Manual as Appendix C as required. 

24. Family and Medical Leave and Family Military Leave Policies – Employee 

Handbook Attachment 4 – Delete the attachment and reference the Family and 

Medical Leave and Family Military Leave Policies as Appendix V. Replace 

Appendix V with the proposed Policy. 

    

It is recommended that the PLPA Subcommittee recommends to the Board of 

Directors that the amendments to the Papio-Missouri River NRD Employee 

Handbook be adopted, and that the changes be incorporated into the District’s 

Policy Manual.  








































































































































