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Statement of Principle
The Kingston Common Council recognizes that Empbyees as covered by this policy statement are valuecl

employees. The Common Council theref'ore acknowledges that these individuals rvill not receive less, in
terms of szrlary and benefits, than other employee s of the city of Kingston who are covered by a collective

bargaining unit. If and when CSEA obtains a new benefit or greater benefit than what is indicated in this

handbook, the new and/or greater benefit will be granted forthwith to the Managernent/Confidential.

This handbook is subject to the New York State Civil Service Law, and the regulations promulgated

hereunder, as well as the Rules and Regulations of the Municipal Civil Service Commission of the City of
Kingston.

The terrn of this handbook shall be for the duration of employment pursuant to Civil Service Rules.

Positions covered under this h¿Lndbook are in accordance with Civil Service Law and the Rules ¿rnd

Regulations of the City of Kingston Civil Service Commission.

Applicability
This policy manual applies to employees of the City of Kingston classified as Management/Confidential

and the Mayor (where applicable).

It does not include employees covered by other bargaining units (CSEA, PBA or KPFFA).

The folbwing list ol'titles are currently considered to be in the Management/Confidential category:

Assistant Corporation Counsel
City Assessor'
City Clerk
City Engineer
City Planner'
Confìdential Secretary to Corporation Counsel
Deputy Superintendent of Public \Morks*
Director of Iluilding Codes and Zoning Enforcement*
Director of Communications and Community Engagement
Director ol' Cultural Affàirs'
Director of Health and \Mellness'
f)irector of Human Rights'
Director of IT.
Director of KLDC
l)irector of Parks & Recreation*
Executive Director, Economic Development
Executive Secretary (Civil Senice Commission)
Secretary to Mayor
Superintendent of Public Works*

Additional titles funded by Council as Management/Confidential or non-aligned will be updated f'orthwith
to this Handbook.

rFLSA Non-Exempt Employees
*Essential Service Employees
**Mayor - Only applies to sections where indicated.
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Holidays
Holidays honored zrs days off for Management/Confidential employees ¿Lnd the Mayor are:

NewYear's Day
Martin Luther KingJr. Day
President's Day
Good Friday
Memorial Day
Independence Day
Labor Day

Colurnbus Day
Election Day
Veterans Day
Thanksgiving Day
Day after Thanksgiving
Christmas Eve

Christmas Day

If one of the f'oregoing holidays f¿rlls on a Sunday, then the Monday f'ollowing the holiday will be

observed as the holiday. If one of the fbregoing holidays falls on a Saturday, then the Friday
preceding the holiday will be observed as the holiday.

Overtime/Com pensatory'I irne
In general to accomplish the required tasks of each department, the organization and its individual
personnel will provide the necess¿ry and expected response at an appropriate level.

Management/Confidential employees are not eligible fbr overtime unless designated as FLSA
Non-exempt'.

Managemen/Confidential employees may flex their schedule over a 4 week period provided their
time off does not interfere with the workfiow of their department.

FLSA Non-exempt employees are eligible to receive overtime/compensatory time at time and one

half f'or hours worked over 35 or 40 depending on the hours normally worked. Part-time FLSA
Non-exempt employees shall be paid straight time for additional hours or compensatory time at

time and one-half which may be used at a l:rter date. All hours, however, worked in excess of
twenty-five (25) hours in a work week shall be paid at time ¿rnd one-half. Compensatory time will
be limited to a maximum of ninety (90) hours (60 hours x 1.5 : 90) at any given time. Any unused

compensatory time will be paid out upon sep¿u'ation of employment. Overtime will be given when

budgetary accounts allow for it and as long as the overtime is approved and necessary. When
requesting overtime/compensatory time FLSA Non-exempt employees must provide

documentation to support the time worked including timecarcls indicating the time clocked in and

out and it must be approved by the Ma1,1¡¡.

Any compensatory fime accrued as of December 31,2018 for Management/Confidential

employees will remain in the employee's accruals and shall be used in whole days until it runs out.

Upon separation of service with the City :rny compensatory time remaining in the employee 's bank
will be paicl out to the employee or the benefìciary at the daily rate of pay* at time of separation.

In the event of the death of the employee the time will be paid out to the employee's benefìciary.

*See page 7 under S:rlaries for daily rate formula.
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Confidentiality
Confìdential information is generally defined as information concerning the property, affairs or
government of the city which is obtained as a result of the official rluties of such public seruant and
u'hich is not otherwise available to the public. Examples of confidential information include
constituent's personal informati<¡n such as name, address, phone number, date of birth, health
stahrs, immigration status, etc.

Ernployee shall not remove, transfer or otherwise release from files or computer system, either
physicaùly or by an electlonic lormat, materials containing confidential information unless

authorized to do so in rvriting by the Mayor. In addition, the City has a policy of keeping all
personnel recorcls, actions, evaluations and financial records strictly confidential. Employees are

prohibited from repeating inftrrmation they learn about another employee in the course of
business, including the fact that an evaluation or personnel file is being reviewed. Employees who
learn about a personnel action, an evaluation, and an investigation in progress or an equal
employment opportunity complaint should respect the privacy rights of fellow employees ancl keep
such information conhdential.

Likewise, information obtained and/or discussed during management meetings are intended to be

confidential unless disclosure has been authorized by the Mayor.

An ernployee vvith questions about whether certain information is confìdential should consult with
Corporation Counsel to determine how such information should be treated.

Attendance
Basic Worl(week

Employees are responsible f'or performing the duties of their offìce. The workday is determined
by the tasks to be perf'ormed and the mission of the department. The normal workweek is 35

hours a week f'or City Hall and Building Safèty on a regular full-time basis. The nolmal workweek
for Dep:rtment of Public Works a¡rd Parks & Recreation are 40 hours on a regular full-tirne basis.

Hours may fluctuate on occasion providing the work is getting done and staffing requirements are

met.

Basic Worl<day
The basic workday for City Hall and Building Safety is 8:30¿un to 4:30pm Monday through Friday.
The basic workday for DPW is 7:00am to 3:00pm Monday through Friday. The basic workday
for Parks & Recreation is 8:30am to 4:30pm Monday through Friday.

Management/Confidential employees will generally be required to work the same work schedule

worked by employees over whom they exercise authority or those working within the same

dep:rtment. These employees are expected to spend those hours necess¿uy for the successful

completion of their assignments.

Work Plar:e

A department's principal place of doing business is generally regarded as work place. Those
covered under the handlxrok are often requirecl to perforrn their functions outside the standard

work place. Dep:rr[mental tasks may be accomplished oulside the office.
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Essential Service Enrplovees (as indicated on r;aee 4 of this handbook)
Ernployees designzrted as Essential Service Employees expected to work during severe we¿rther

conditions an<Vor handle ongoing technical emergencies will be c<>mpens:rted with additional
compensatory/overtime at time and one half for all hours worked during such emergencies.

Emergencies must be qualified emergencies such as severe weather, power outages, etc. Premium
Pzry Earned Form must be submitted to support the additional time worked an<l approved by the
Mayor within fourteen (14) days of the tjme wolked.

5a la ries
Management/Confidential ernployees will be paid on a salary basis. To determine the salary
breakdoun, the daily rate, hourly rate and hours worked per year must first be determined.

Hours'Worked Per Year calculated as follows:

Norrnal Hours Worked per Week x 52 : Total Hours Worked Per Year*

Hourly Rate calculated as follows:

Salary /T<>taL Hours Worked Per Year : Hourly Rate

Dailv Rate c¿rlculated as folkrws:

Normal Hours Worked in a f)ay x Hourly Rate : Daily Rate

*In years vvith an additional payroll period, salaried employees shall not have their bi-weekly pay

reduced.

I ncreases
If and when CSEA receives salary increases, step increases, Cost of living increases ()r' any other type of
r.r'age iltcre¿tse, Management/Confìdenti:rl employees covered under this h¿lndbook, shall receive
colnnìensurate increases forthwith.

Additionally, ManagemenlConfidenti:rl employees will receive a "Retention Increase "ranging
fiom 0% to I.5% on.|anu:ry I'of each year, commencing onJ:rnuary 1,2020. The Mayor will
decide upon each employee's increase based upon his/her overall consideration of the following
factors (to the extent information is available):

o Most recent annual evaluation (conducted inJuly).
o Competitiveness of current compensation pachage relative to external peers. External

peers are defined as positions of similar responsibility at other NYS public government
employers (local, county, state, state agency). Consideration will be given to the
comparative cost of living dilferences.

Employees must be employed for at least 18 full caiendar months before becoming eligible for a
"Retention Increase" (i.e. an employee hired after.Iuly 1, 2018 woulcl not be eligible for the
"lìetention Increase" on January I, 2020).

TlPa¡¡e
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Leave îime
Vacalion Tinre

Management/Confidential employees will receive vacation time as l'ollows:

o First day of employment and up to one year, ten ( I 0) working days of vacation.

o Two (2) years up to and including fìve (5) years of continuous service, twenty (20) working
days of vacation.

o Six (6) years up to and inclucling ten (10) years of continuous service, tnenty-five (25)

working days of vacation.

. Eleven (11) years up to and including lif'teen (15) years ol'continuous serwice, thirty (30)

working days of vacation.

o Sixteen (16) years up to and including twenty-four (24) years of continuous service, thirty-
five (35) working days of vacation.

o Twenty-lìve (25) years and more of continuous sen¡ice, forty (40) working days of vacation.

Management/Confidential employees may carry over up to hl/enty (20) vacation days each year and
may buy back up to two (2) weeks of vacation each year in the month of November.

Management/Confidential employees will be paid out l'or all vacation time accrued at the time of
the employee's separation of service based on their daily- rate of pay at the time of separation of
service (including resignation, termination or retirement). Upon the death of a
Management/Confidential employee vacation time will be paid out to the ernployee's benelìciary
or estate.

Time Kee ping

ManagemenlConfidential enrployees nlust clock in every day upon :urival to their respective vvork

location.

ManagemenlConfidential employees will be required to electronically submit time ofl'requests for
approval by the Mayor when they wish to use vacation, sick and/or personal time. In the event the
Mayor finds a reason to decline such request, notice of the declination must be given to the
Management/Confidential employee within seven (7) days of the electronic request as to not cause

the employee to incur expenses from non-refundable deposits.

ManagemenlConfidentizrl employees will record their days workecl and deduct any used vacation,
sick, ¿urd/or personal time on an accrual sheet or an electronic timekeeping systern which will be

turned in and/or reviewed by the Civil Service Office on a quarterly basis.

Sick Leave

Sick leave credit shall be accumulated after each month of regular and continuous employment at

the rate of twelve days per year accumulative to a maximum of 200 days. Sick leave may be used

in h¿Llf or whole days.

At the time of the employee's separati<ln of service (including resignation, termination, retirement
or death), Management/Confìdenti:rl ernployees or their beneficiary shall be paid at the full d:rily.
rate of pay on the day ol'separation for the fìrst 165 days accumulated.

Slflag*

10



Enrployees u'ill be paid 257" of their daily. rate at time of separaLion lbr any time in excess of 165

days up to the maximum of 200 days.

[xtended Sick Leave

Only afier all regular sick leave, vacation, personal and compensatory time has been fully
utilized, employees shall receive extended sick leave at the rate of ten (10) days for each year of
service after the first year accumulative to one hundred thirty (130) days. This extended sick

leave shall be paid at the rate of one-half day's pay and only for illnesses exceeding ten (10) days in
length. ManagemenlConlìdential employees will not earn additional sick days while utilizing
extended sick leave.

Personal Leave

ManagemenlConfidential employees will receive thrre (3) personal days each year which can be

taken in half or whole days. Personal days do not get carried over if not used ¿rnd are not paid out
upon separation of emplognent or upon death c¡f the employee.

Jury Duty
Management/Confidential employees shall be entitled tojury Leave in accordance with the
Employee Handb<¡ok.

Mililary Leave

In accord¿rnce with Section 242 of the Military Law, employees serving as rnembers of the

organized militia or any reseled force or reserve component of the Armed Forces of the United
States are entitled to paid military leave in conjunction with such service not to exceed thirty days

per calendar year. M:rnagemenlConfidential employees who wish to use said military leave must

notify the Mayor and the Civil Service Ofhce of their intentions.

Sereavement Leave

ManagemenlConfidential employees shall be granted three (3) days with pay when there is a death

in the immediate family: father, rnother, brother, sister, husband, wife, Children, inJaws,

grandparents and grandchildren, foster children, foster parents, stepchildren ancl stepparents. For
the death of a parent, spouse, child, and stepchild, an additional tr,vo (2) days of bereavement will
be granted f'or a total of fìve (5) days.

Professiona llËducationa I L.eave

The Mayor may grant a leave of absence without pay of not more than one year at a time to a
Management/Confidential employee for.job related educational purposes. Said employee will not
lose previously earned sal:ry or fringe benefits when returning from such leave.

The employee should submit their request in writing to the Mayor along with the ptogram,
learning institution's name, as well as a statement which clearly shows how the educat'ional program

is related and how it will improve the employee's performance.

ûther Leave of Absence Without Pay

The Mayor may grant a leave of absence without pay f'or reasons aside frorn educational ancl

military. The decision to grant such leaves will rest with the recommendation of the Mayor. The
maximum duration of such leave will be limited to one year.

9lPagr:
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ûther Ërnployee Be nefils
Pensiorrs

Full-tirne Management/Confìdential employees and the Mayor shall be covered by the New York
State Empkryee's Retirement System under Section 75i. Part time employees have the option of
enrolling in the New York State Employee's Retirement System.

Heaith lnsure¡rce
Current full-time Management/Confidential employees ¿rnd the Mayor may choose between

NYSHIP (New York Surte Health lnsur¿rnce Plan) or MVP HMO. Current
MzrnagemenlConfidential employees and the Mayor will contribute l}Vo o{'the premiurn with the

following cap:

NYSHIP/MVP HMO
2018 2019 2020

Sinele $1,100.00 $1,250.00 $1,400.00
Family $ 1,100.00 $1,350.00 $1,500.00

Current employees who enroll in the high deductible plan once oflèred shall contribute 10% of the
premium with the following cap:

M\? EPO (Hie'h Deductible Plan)

2019 2020

Sinele lli1,000.00 $ 1,000.00

Family $1,000.00 $ 1,200.00

New full-time Management/Confidential employees hired afïer the adoption of this handbook
shall contribute $750 above the amounts indicated above.

The City shall provide for an optional buy out of he¿Llth insurance coverage for full-time employees
covered in this handbook. -I-he buyout of health insurance coverage shall provide that an

employee who is covered by another health insurance plan may notify t-he City on the Request to
Decline and Waive Health Insurance Coverage form, attached hereto as Appendix "A" and ntade

a part of this Agreement, that he/she is selecting to decline :rnd waive the health insurance coverage
provided by the City, for which the employee is eligible and entitled t<¡ receive pursuant to this
Agreement.

An empkryee who declines and waives health insurance coverage as provided above, shall be

compensated three thousand doll¿rrs ($3,000) annually, to be pairl in eclual amounts on the first (1")

pay-period of the new year and the first (1.) pay-period of each quarter follorving.

An eligible employee covered under this handbook who elects to receive the buyout fee, shall, at

any time cluring the period for which the ernployee has declined and waived he¿rlth insur¿rnce

coverage through the City, be required to provide written notice to the City that he/she is covered

l0 lFage
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by he:rlth insurance under a diflerent plan. An employee who has electecl to receive the buyout
fee is required to provide written notice to the City on the Request to Resume Health Insurance
Coverage Form, attached hereto as Appendix "C" ¿ì.nd made a part of this Agreement, that he/she

is no longer covered or wishes to re-enter the health insurance plan provided by the City. The
effec[ive date of the employee's re-establishment of heaLlth insurance coverage by the city shall be at
the earliest possible date as provided by the plan. The City shall notify the plan upon notice by the
employee of that employee's decision to re-establish health insurance coverage throug'h the City.

The waiver(s) herein shall be used for the request to decline ¿rnd waive health insurance coverage

or request to l'esume health insurance coverage. The City shall provide the forms to the employee
that ¿rre attached hereto as Appendices "4" and "8" and made a part of this Agreement.

If both spouses are employees of the City, only one nÌay choose the insur¿rnce buyout. If they do
not want the buyout, they will be entitled to either one (1) family coverage plan or two (2) single

coverage plans.

The City currently offers NYSHIP and MVP as options for aLll full-time employees. The City may
elect another insurance plan to replace these plans as its primary plan provided the level of
benefìts are substantially equivalent or better than levels of the Empire Plan benefits, (e.g.,

prescription drus (Rx) co-pays, provider netrvork, provider co-pays, such as doctor's ofhce visits).

Dental arld V¡sion lnsurance
All full-time employees shall be entitled to the Guardian Dental Plan in accord¿rnce with the CSEA
contract for themselves and their eligible dependents which will be provided by the Employer at
no cost to the employee. Coverage takes effect on the first day of employrnent.

Disability lnsurance
The City shall provicle Disability Insurance for all Management/Confidential employees.

!\¡hen a Management/Confidential employee is disableci and out of work, such employee shall be

¿rllor.r'ecl to use disability benefìts to reduce the amount of sick leave used, or disability benefits
separately, without loss of sick time. The options used any or all of the above shall be at the
discretion of the employee in order of desire. In an instance where an employee wanls to diminish
the loss of sick leave, such employee shall turn over to the employer, the weekly dis:rbility check
and in return, the employer shall credit the employee weekly with the portion of the sick leave

used in each u'eek which is paid for by the employee's disability check.

Retiree Health lnsurance
Management/Confidential employees as well as the Mayor will qualify for retirement health
insurance after working l0 consecutive full-time years r.r'ith the City of Kingston (including time
worked as non-management/conhdential employee) at a rate of 100% for the retiree. All
employees covered under this policy must retire into the New York State Retirement Plan upon
separation from City employment in order to qualify f'or retiree health insurance.

Management/Confidential employees wishing to continue làmily coverage may use their sick leave

accruals to pay their family share of health insurance by requesting to have their payout held in an

LllPage
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escrow account to be applied to their dependent health insurance coverage until it h¿rs run out.

The family share portion (50%) is mlculated by subtracting out the Single rate fiom the Family rate

and dividinsby 2.

If the employee opts against the escrow account, payrnents fcrr dependent coverage will be made to

the Civil Service Office until such time that pension deductions take effect.

Longevily
ManagemenlConfìdential employees shall receive a longevity payment l'or each full year worked
after their'fifth consecutive year which sh¿rll be paid in a lump sum upon their anniversary date.

Longevity paymenls will increase as indicated below:

Period of Employrnent
Upon completion of 5 years

Upon cornpletion of 10 years

Upon completion of 15 years

Upon completion of 20 years

Upon completion of 25 years

Upon completion of iì0 years

bngevity Amount
$900.00
$1,350.00
$1,800.00
$2,250.00
$2,700.00
$3,150.00

Payroll
Payroll is submitted on a bi-weekly basis. Depending on the location where you work there may or
may not be a lag in pay. Payroll is due to the Comptroller's OfTìce no later than 9:00am on the

Monday morning the week of the payclay. However, the due date for payroll may be temporarily
moclified by the Comph'oller's Office to allow for adectruate processing time due to holidays,

staffing availability, or other reasons. Management/Confidential employees are responsible for
submitting their own payroll as well as their employees if applicable. A blank payroll sheet can be

fbund on the shared server under "forms ancl policies".

l.ravel Poiicy/ßei rn bursement
Upon proper authorization, Management/Confìdential employees and the Mayor will be
reimbursed for expenses associated with carrying out Ciry business, including, but not limited to,

meals,lodging, mileage, parking, highway tolls, and training and membership fees. The
Comptroller reserves the right to reject reimbursenìent requests that are deemed unreasonable or
inappropriate. A voucher with all required documentation and corresponding receipts must be
submitted to the Comptroller's Office in order for the reimbursement to be processed.

Me¿rl reimbursement - Meal reimbursement will be in accordance with the "CONUS lìates".

Mileage - An employee who is directed to use the ernployee's own vehicle to conduct City
business will be reimbursed at the allowable rnileage rate established Internal Revenue Service
("IRS rate"), or as set forth in an applicable collective bargaining agreement, as the case may be.

Vehicle Usage - All vehicles and related equiprnent of the City of Kingston are ornned and
maintainecl f'or the purpose of conducting official business of the City. Said vehicles ancl

equipment may not be used for the personal use or private gain of any official or employee, nor
for any other purpose which is not in the general public interest.

L2 lPagr:
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Standards - For the purpose of compliance with this policy, the f'ollowing shnd:rds must be met at

all times:

City vehicles and related ecluipment must remain under the general administrative

.jurisdiction and direction of the Department to which it is assigned

City vehicles must be assigned to specifìc City officials and employees for specific
purposes and tasks. Said vehicles may not be used f'or any unauthorized purpose nor to
conduct personal, private, or non-City related business

City vehicles must always be operated in a salè and responsible manner and in
compliance with all applicable motor vehicle and traffic laws in effect. Employees are

responsible f'or any driving infractions or fìnes that result from their operation of City
vehicles, and must report them to the Mayor. The City is responsible and will pay for
any fines which would typically be levied against the orvner of the vehicle

Any accident involving a Cib' vehicle, regardless of severity, must be reported
immedi¿rtely to the Mayor and Corporation Counsel. The ernployee must immediately
report the accident to the Safety Officer. The Safety Ollìcer will investigate the accident
and hle all required reports to the appropriate agencies :rnd departmen[s

The use of a cell phone when driving on Ciq, business must be compliant with all
applicable laws and/or regulations

City vehicles may not be used to transport persons who are not officials or employees of
the City of Kingston, nor material n<¡t related to the conduct of official City business,

without direct authorization by the Mayor
City vehicles must always be maintained in a safe and secure condition when not in use,

including being locked and/or under direct obseruation; and all keys maintained under
controlled and authorized jurisdiction of the appropri:rte Management/Confidential
employee

No advertisements, signs, bumper stickers or other malkings of a political or commercial nature

may be displayed on City vehicles at any time, except those of a limited community service na[ure

which have been authorized by the Common Council.

An employee who is required to drive either a City-owned vehicle or the employee's own personal

vehicle to conduct business on behalf of the City, must possess at the time of appointment, and
must maintain throughout employment, a v¿rlid New York State driver's license. Proof of such

license must be on fìle with the Ciry. If a personal vehicle is used to conduct business on behalf of
the City, the employee is responsible for ensuring liability insurance coverage meeting NYS
requirements is appropriately maintained.

-[ 
r.¡ ition Reli m bu rsernent

Upon proper authorization, Managernen/Confidential employees will be reimbursed for
professional licenses and/or training courses that are directly related to the employee's present job

a

a

a

a

a

a

a
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M iscella neous Prnvisicns

Release r:f Ëmployee lnformation
Management/Confidential employees are responsible for all information released by their
department. Corporation Counsel should be consulted prior to releasing any such information
that pertains to personnel matters.

Standards of Condr-rct

Management/Confidential employees and the Mayor are expected to serve and protect the City's
legality. They should comply with all environmental, safety and fair dealing laws.

ManagrmenlConfidential employees are to be ethical and responsible when dealing with the
CiSr's hnances, products, partnerships and public image.

ManagemenlConfidential employees should respect their colleagues. Discriminatory behavior,
harassment or victimization will not be tolerated. Employees should conform with the City's equal

opportunity policy in all aspects of their work, from recruitment and perform¿rnce evaluation to
interpersonal relations.

M:uragement/Confidential ernployees should fulfill their job duties with integrity and respect
toward the employees, public and the community. M:rnagement/Confidential employees should
not abuse their authority. Management/Confidential employees are expected to delegate duties to
their team members taking into account their competences and workload.

Management/Confìdential employees must be open for communication with their colleagues,

employees and the general public.

[ìq Lral [: mployment Oppartr-r n ity Pcl icy

It is the policy of the City of Kingston to afford equal opportunity in employment without regald to
age, race, religion, color, national origin, sex, disability, marital status, sexual orientation and other
non-merit factors in compliance with State and Federal [,aw.

Management/Confidential employees are responsible for implementation of this policy in
performance of their duties.

Emerge ncy Closure Policy

When City Hall closes and/or employees are directed to leave work as a result of a State of
Emergency decl¿red by the Mayor, employees who have notified the City of an absence

chargeable to their leave accruals bef'ore the emergency has been cleclared, shall not be allowed to
change or withdraw such leave request and thereby achieve a windlàll benelìt. The Mayor m:ry

terminate the emergency declaration at any time when, in his or her sole judgement, the conditions
have improved to warrant such detemrination. Coincident therewith, the excused absence and
pay procedures in effèct during the declared emergency closing shall cease to be in eflèct.

Ne::r Relatives Policy
Defìnition of "Near Relatives"

"Near relatives", lòr the purpose of this policy, are delìned as:
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Employee's spouse or ex-spouse

Parents or Step-parents

Siblings or Step-siblings

Aunts or Uncles

Chilchen or step-children
Grandchildren or Step-grandchildren
First Cousins
Nieces or Nephews

Near relatives also include like relations of the employee's spouse.

This definition shall cover any person related to the employee by birth, adoption or marnage.

The City permits members of the same family to work at the City. However, the City will not
authorize an appointment, new hire, or promotion, where employment would result in a direct
supervisor/subordinate relationship between near relatives.

Any person elected or appointed to public office, or serving as a ManagemenlConfidential
employee shall not give employment as a deputy, assistant, clerk or other class of departmental

employee to any near relative or to an unrelated individual sharing a spousal relationship with an

ernployee.

Specific to the superuisory relationship the following guidelines r+'ill govern these situations:

1. Near relatives or unrelated persons sharing a spousal relationship shall not work in the

same department when there is a direct supervisory relationship between them or if the

ernployee is in the near relative's or unrelated person sharing a spousal relationship's chain

of command.
2. No employee will be permitted to participate in the hiring of, recommend the hiring of or

hire a near relative.
3. One near relative may not directly supervise another near relative or work in a position

which has an audit or control function over the relative.
4. Near relatives will not be involved in ev:rluating each other's.job performance or in tnaking

recommendations for salary adjustments, promotions or other decisions.

Marriage

\Mhen two existing employees Dilry, ¿md a determination has been made that a potential for
adverse impact exists the Supervisor- in coqjunction with Civil Seruice - shall make reasonable

efl'orts to minimize problems of supervision, or safety, security or mol'ale through reassignment of
duties, relocation or transfer.

Pre-Existing !'amily llelationships

Any pre-existing family relationships (near relatives) that predate this Policy shall be exempt under
this Policy. However, if the existing employment relationship is changed so that this conflict no
longer exists, i.e., the near relative is in a position that no longer directly reports to the near relative

supervisor; this policy will apply for future employnent decisions, i.e . the near relative's supervisor

then could no longer reemploy the relative in a clirectly subordinate position.

Civil Service Lan'
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In the event of a conflict between the New York State Civil Service Law and this policy, Civil
Service Law will govern.

Code of [thics

Managemeny'Confidential employees are expected to read the current Code of Ethics policy and

follow the procedures for abiding by this policy at all times.

Financial Statements are due no later than February l5u' of each year for those titles listed in the

Code of Ethics policy.
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EXHIBIT A

MANAGEMENT
REQUEST TO DECLINE AND WAIVE HEALTH INSURANCE COVERAGE

1.I,,herebyrequeStadeclineandwaiverofhealthinsuranceprovided
uytrrecityror*ryIunderstandthatImustbecoveredbyanotherhealthinsurance
plan to be eligible for waiver of City health insurance coverage. Accordingly, I certify that I am presently
covered by the following health insurance plan:

Name of Plan:

Coverage provided by or through:
Name of organization or Employer

Subscriber Number:

Attached to this form is a copy of the identification card for this health insurance plan.

2. In making this request, I understand and agree that I and/or my dependents will not be eligible, except as

indicated above, for City provided health insurance coverage for which I and/or my dependents are now eligible
for. Notwithstanding anything to the contrary in this form, I understand and agree that I may apply on the form
"Request to Resume Health Insurance Coverage" to re-establish City provided health insurance coverage and that
the effective date for resumption of City provided health insurance coverage is subject to and conditioned on the
requirements of the health insurance carrier. I hereby acknowledge that I have been advised by the City as to the
health insurance carrier's present requirements for resumption of health insurance coverage, and I understand that
those requirements may be changed at any time by the health insurance carrier.
3. I understand and agree that I will be compensated by the City for my waiver of health insurance coverage in
accordance with the applicable terms of the Management/Confidential Employee Handbook detailing this area

between the City and Management.
4. I understand and agree that my waiver of health insurance shall remain in effect unless I apply on the
appropriate form to the City to discontinue the waiver of health insurance coverage. I understand and agree that
the waiver of health insurance coverage shall continue until I complete and file with the City the necessary form
to re-establish the health insurance coverage provided by the City in accordance with the requirements of the
City's health insurance carrier. The effective date of re-establishment of my health insurance coverage shall be as

provided by the City's health insurance carrier. Upon resumption of my health insurance coverage through the
City, the compensation I have received in connection with the waiver of health insurance coverage shall cease, in
accordance with the terms of the Management/Confidential Employee Handbook by and between the City and
ManagemenVConfidential Employees.

Employee Signature Print Name

Date:

City of Kingston Benefits Administration

Print Name

Date:

LTlPage
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APPENDIX B

REQUEST TO RESUME HEALTH INSURANCE COVERAGE

L. l, , hereby request to re-establish City provided health
insurance which I had previously received from the City. I have attached a completed New
York State Health Insurance Transaction Form, which is required by the health insurance
carrier.

2. I understand and agree that the effective date for resumption of City provided health insurance
coverage is subject to and conditioned on the requirements of the City's health insurance
carrier.

3. I understand and agree that the compensation which I have received in connection with the
previously executed Request to Decline and Waive Health Insurance Coverage will be
termination upon re-establishment of City provided health insurance coverage and in
accordance with the applicable terms of this Agreement.

Employee Signature

Print Name

Date:

Accepted For The City of Kingston:

City of Kingston Benefits Administrator:

Print Name

Date:
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//Á

Mr. Noble,

This letter services as notice that Thomas Marlne Service lnc. DBA Sea Tow Mld Hudson would

like to renew the lease for dock space designated slte "8" slip one at Klngston clty dock. Please keep me

informed as to the steps needed to renew. Thank you for you cooperation and help wlth thls matter.

Sincerley,

ptain Joseph Thomas

Sea Tow Mld Hudson

(84s) 336 814s

Jthomas@seatow.com
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Sills, Dee

From:
Sent:
To:
Cc:

Subject:

Carey, Bill

Monday, December 03, 2018 9:53 AM
Sills, Dee
jnoble39@aol.com

Communications for Tuesday

,lim/Dee

I would like to add threc thingls to tomormw's communicafions.

I - Kinglston model rail ruad cluþ is gîeltinglthe buildinglthey arc in donated to them but the city needs to take
steps to help make this happen.

2 - Discuss changlinglintersection of St James and Fair Street to stop siglns and remove the tratric light-
Cametn ßylance will be on the aglenda to reprcsent the neiglhbors who are requestinglthat changle.

3-. old business - apdate on status of the prupose-iltil.P-0.JeÆlatiox^

Please confirm receipt of this email and let me know if you need any additional information at this time.

Thanks

Bill Carey

Sent from my iPhone

I
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