
Village/Town of Mount Kisco Board of Trustees Meeting Agenda 

January 14, 2019 @ 7:00 pm Regular Meeting 

Swearing in of Library Trustee Amy Kelley 

1) Communications:

a. Letter from the Mount Kisco Arts Council re: request to use Fountain Park for 

Free Outdoor Summer Concert Series.

2) Petitions: None.

3) Board Committee and Commission Reports: None. 

4) Village Manager’s Reports:

a. Monthly Water Report – Byram Lake and Leonard Park December 2018.

b. Maplewood Drive Traffic Promulgation.

c. Christmas Tree pick-up service.

d. Retirement Announcement.

e. Announcement- Village Hall closed for Rev. Dr. Martin Luther King Jr. Day

f. Announcement- Taxes Due

5) Board Reports:

6) Old Business:

a. Resolution to adopt the Guiding Principles for Certificates of Occupancy and

Predate Letters issued in Contravention of State or Village Zoning Code.

b. Resolution to Adopt the Findings Statement for the Final Generic Environmental

Impact Statement (FGEIS) for the Comprehensive Plan Update and Zoning Code

Amendments.

7) New Business:

a. Resolution to adopt the Updated Employee Handbook .

b. Resolution of the Village Board declaring certain Village property to be surplus

property.

c. Resolution authorizing the Village Manager to sign the North East Westchester

Special Recreation Interagency agreement for 2019.

d. Board Resolution to Amend the budget due to insurance recovery

e. Board Resolution to Amend the Village Investment Policy

8) Bills: General, Senior Nutrition, Water, Sewer, Library and Capital Project Funds

9) Minutes:

Regular Meeting Minutes – December 17, 2018

10) Non-Local Business: – None.

11) Public Comment: -
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Dear Mount Kisco Employee: 

Welcome to Mount Kisco!  

We are glad that you have decided to join our team and we welcome you aboard.  By joining us you 
will be part of a team that provides many important services to the residents of the Village of 
Mount Kisco.  I am proud to be working alongside each of you, doing our very best for all those 
who live and work in the Village of Mount Kisco.  
 
This Employee Handbook was developed to provide some general guidance about Village rules and 
operating procedures, which the Board of Trustees believes will be useful to all employees.  This 
Handbook sets out general policies, which the Village uses in hiring, management, discharge and 
other aspects of the employer/employee relationship.  We also will try to keep the lines of 
communication open through periodic updates.  This Handbook will hopefully answer many of 
the questions you may have about your employment with the Village.  It covers your rights and 
responsibilities and provides information on where to go for assistance if you need it.  

All employees should have a common goal as an employee, and that is to provide services to the 
residents in the most professional, caring, and efficient way possible.  Let's all make Mount Kisco an 
even better place to work!  
 
Sincerely,  

 

Edward W. Brancati, Village Manager  
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INTRODUCTION 
 

THIS HANDBOOK IS NOT AN EMPLOYMENT CONTRACT.  
 
This Handbook is a summary of the policies, benefits, and procedures of the Village/Town of 
Mount Kisco (“Village” or “Village/Town”) and is neither all-inclusive nor intended to 
anticipate and address each specific circumstance which may arise.  
 
Nothing contained herein is intended to be a contract of employment, a promise of continued 
employment, or an implied or contractual duty between the Village of Mount Kisco and any of 
its employees.  
 
The information in the Handbook is general, and not intended to be exhaustive and does not 
supersede anything that may be contained in any relevant collective bargaining agreements.  This 
Handbook may be changed, amended, revised or discontinued as deemed appropriate by the 
Village Board of Trustees or the Village Manager.  Changes may be made with or without 
advance notice to employees.  

 
HISTORY OF THE VILLAGE/TOWN OF MOUNT KISCO 

 
Mount Kisco was founded in 1850 shortly after the arrival of the railroad.  It included two small 
settlements called Kirbyville and New Castle Corners.  Kisco is derived from an Indian word –
either kiskamenahook meaning “settlement near a brook” or cisqua meaning “a muddy place.” 
Mount comes from the 623-foot hill in the northwest part of town.  Mount Kisco is the only place 
in the world with that name! 
 
Since 1875, Mount Kisco has been an incorporated Village under the Village Law of the State of 
New York.  One half of the Village laid in the Town of Bedford, and one half laid in the Town of 
New Castle.  In the mid-seventies, the administrations of the two Towns agreed to support the 
Village’s effort to “secede” from the Towns.  Mount Kisco emerged from the Town of Bedford 
and the Town of New Castle as a coterminous and independent Village/Town of Mount Kisco 
effective January 1, 1978.   
 
There is a statue named “Chief Kisco” in Mount Kisco.  There never was a real person with that 
name.  David F. Gorham gave the statue to Mount Kisco in 1907 as a decorative top to a water 
fountain.  On the base of the pedestal are the words “God’s Only Beverage For Man and Beast.” 
Chief Kisco rules over the village from his perch at the intersection of Main Street (Route 133) 
and North Bedford Road (Route 117). 
 
The Village/ Town of Mount Kisco is located in Westchester County, New York and less than 40 
miles from Grand Central Station in New York City.  The Village comprises 3.25 square miles 
and has 67 full-time, 39 part-time, and 135 seasonal employees to deliver a variety of quality 
services to a diverse population of 10,877 (2010 Census) residents. 
 
Mount Kisco is home to more than 300 small businesses and restaurants, was recently ranked the 
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9th best place in New York State to start a business, is part of the Bedford Central School District 
which has been recognized for its excellence in education, and is home to Northern Westchester 
Hospital which U.S. News and World Report listed among the Best Hospitals of 2014-2015.  The 
Village is a diverse community with hundreds of acres of open space, miles of hiking trails, 
recreational programs and activities for people of all ages, a vibrant downtown, a Metro-North 
train station that enables residents and commuters to easily get to New York City in approximately 
40 minutes, and is close to major highways, Westchester County Airport, and other major New 
York metropolitan airports. 
 
The coterminous Village/Town of Mount Kisco is governed by a Mayor and four trustees (one of 
whom is appointed Deputy Mayor by the Mayor at the beginning of each term). They are Mount 
Kisco's legislative branch and are responsible for government administration, budget authority and 
taxes, appointing Village/Town officials and specialized board members, and act as Mount Kisco's 
Board of Police Commissioners. 

The  Village/Town of Mount Kisco is a coterminous Village and Town that is  governed  by  a  
Mayor/Supervisor elected  to  a  two  (2)  year  term  and  four Trustees/Councilmembers elected  
to  two  (2)  year  terms  who  serve  collectively  and  primarily as  the legislative  body of the 
Village and the appointing authority for certain civil service titles.  In  addition,  to  the  Board of 
Trustees, the  government  also  includes  two  (2)  Town  Justices  who  are elected  to  four  (4)  
year terms.  The Village utilizes a Council/Manager form of government and is served by a Village 
Manager appointed by the Board of Trustees.  The Village Manager serves as the Chief 
Administrative Officer for the Village and is the appointing authority for all titles in the Village 
except for those titles where the Board of Trustees have preserved their role as appointing authority 
or any of the titles within the Parks and Recreation Department where there is an established 
Recreation Commission that serves as the appointing authority for those titles. 

The following departments exist in the Village: Assessor, Board of Trustees, Building 
(Architecture Review Board, Code Enforcement, Planning, and Zoning), Court, Finance, Fire, 
Library, Manager, Mayor, Parks and Recreation, Police, Public Works (Central Garage, Highway, 
Recycling, Sanitation, Sewer, and Water), Receiver of Taxes, Senior Nutrition, Senior Recreation, 
and Vital Statistics.  
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CIVIL SERVICES LAWS AND PROCEDURES 
 

As a civil servant it is important to remember that you are also a public servant, and as such, 
may be called upon during the course of your employment with the Village/Town (hereinafter 
referred to as “the Village”) of Mount Kisco to assist the Village in times of crisis or an 
emergency.  To that extent, your assistance may be required to perform various functions for the 
benefit of the Village and its residents.   Those functions may include helping residents in 
need or ensuring the safe and continuous operation of Village government during times of 
an emergency.  
 

Village employees and Elected Officials are an integral part of ensuring the Village 
government operates efficiently.  During times of emergency, whether local or national, it 
is imperative that you understand the important role that you may be called upon to play to 
ensure the continuous and efficient operation of Village government.  
 
The Civil Service Laws of the State of New York can be found at the following website:  

 
http://public.leginfo.state.ny.us/lawssrch.cgi?NVLWO: 

 
Civil Service Rules for Westchester County can be found at the following link:  

 
http://www.westchestergov.com/hr/adobe/CIVILSERVICERULES.pdf 
 

Both the New York State laws and the Westchester County rules apply to employees of 
the Village of Mount Kisco.  
 
Civil Service Categories and Jurisdictional Classes  
 
Village employees are divided into two categories:  
Unclassified Service and Classified Service  
 
The unclassified service includes, among others, all the elected officials and the Assessor.  
The classified service includes all other Village employees who are subject to the rules and 
regulations of Civil Service as follows:  

 
1. Competitive Class: shall comprise all positions for which it is practicable to 

determine the merit and fitness of applicants by competitive examination (See, 
NYS Civil Service Law §44).  

2. Non-competitive Class: includes all positions that are not in the exemptclass or 
labor class and for which it is found to be not practicable to ascertain the merit 
and fitness of applicants by competitive examination.  This position may be filled 
by the appointment of a person who meets the minimum qualifications established 
for such position (See, NYS Civil Service Law §42). 

3. Labor Class: shall comprise all unskilled laborers, except those whose positions 
can be examined for competitively (See, NYS Civil Service Law §43). 

http://public.leginfo.state.ny.us/lawssrch.cgi?NVLWO
http://www.westchestergov.com/hr/adobe/CIVILSERVICERULES.pdf
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4. Exempt Class: includes those positions for which competitive or non- 
competitive examinations or other qualification requirements are not practicable, 
such as certain policy makers, deputies, secretaries to manager, etc. (See, NYS 
Civil Service Law §41).  

 
A listing of Civil Service Job titles for each Village employee as well as the class that their title 
is under is maintained in the Manager's Office.  It is also possible that your position may be re-
classified according to the rules and regulations of Civil Service. 
 

Probationary Period  
 
The probationary period is part of the permanent appointment process.  Every permanent 
appointment (“competitive class”) from a Civil Service eligible list and every appointment to a 
position in the non-competitive, exempt, or labor class begins with a probationary term.  The 
probationary term is set forth by the appointing authority.  Permanent status shall be granted no 
earlier than twelve (12) weeks and no longer than fifty-two (52) weeks for all positions.  
 
At any time after the minimum probationary period, you may be granted a permanent appointment 
or you may be terminated from your position.  Following the successful completion of the 
maximum probation period you will be appointed as a permanent employee.  
 
Reduction in Staff  
 
It is possible that you may be laid off for reasons of economy, consolidation, or abolition of 
function.  
 
Disciplinary Action  
 
Except for those employees that have an alternative due process procedure in their collective 
bargaining agreement, disciplinary action shall be governed by NY State Civil Service Law § 75 
and § 76 for classified civil service employees entitled to due process protections under those 
statutes.  Currently, those sections apply to permanent competitive employees and non-
competitive employees and labor class employees with more than five (5) years of service, except 
those non-competitive and labor class employees deemed confidential or policy influencing, as 
well as permanent employees who are either exempt volunteer firefighters who meet the definition 
of General Municipal Law § 200 or are veterans during time of war as defined by Civil Service 
Law § 85.  The preceding statements shall not be construed so as to restrict the Village's right to 
discharge at-will employees.  Employees who violate the policies contained within this handbook 
are subject to disciplinary action up to and including termination. 
 
Collective Bargaining – Union/Associations  
 
Local 456, International Brotherhood of Teamsters, Chauffeurs, Warehousemen, and Helpers of 
America  — represents all Auto Maintenance Mechanic I, Caretakers, Heavy Motor Equipment 
Operators, Laborers, Mechanics, Meter Readers, Motor Equipment Operators, Park Groundsmen, 
Park Working Foremen, Sanitation Foremen, Sanitation Workers, Skilled Road Maintainers, 
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Water Maintenance Worker I and II, and excluding supervisors, clerical, and all other employees. 
 
United Federation of Police Officers, Inc. — represents the following full-time employees 
excluding those designated as managerial and confidential: Intermediate Account Clerk/Typist, 
Intermediate Clerk, Intermediate Typist, Office Assistant – Automated Systems, Senior Office 
Assistant – Municipal Services, Payroll Clerk, Receptionist, Registrar of Vital Statistics, Senior 
Typist, and all other similar positions and/or titles.  
 
Village Administrative Group — represents all the following full-time administrative personnel 
of the Village: Assessment Clerk, Assistant Building Inspector, Assistant Superintendent of 
Recreation, Assistant to the Village Manager, Assistant Village Manager, Code Enforcement 
Officer, Community Service Worker, Community Service Worker/Animal Warden, Cook, Court 
Clerk, Deputy Receiver of Taxes, Deputy Treasurer, Fire Inspector, Food Service Helper, Housing 
Inspector, Lake Attendant, Nutrition Program Director, Parking Enforcement Officer, Parking 
Meter Repairer, Personnel Manager, Receiver of Taxes, Recreation Assistant/Leader, Recreation 
Leader, Recreation Supervisor, Recreation Supervisor-Senior Citizens, Secretary to the Planning 
Board, Secretary to the Village Manager, Senior Recreation Leader, Sr. Office Assistant – Office 
Manager, Sr. Office Assistant — Police Department, Staff Assistant Administration and Finance, 
Watershed Inspector, Water Treatment Plant Operators (all grades). 
 

Information on Collective Bargaining  
 
Information regarding the current contractual agreements concerning rates of pay, holidays and 
leaves, medical and dental coverage, and other employee benefits may be obtained from 
association representatives.  
 
Non-Discrimination  
 
The Village does not discriminate against any employee with respect to wages, hours, or any terms 
or conditions of employment by reason of race, religion, color, creed, national origin, age, sex, 
sexual orientation, marital status, military or veteran status, disability, or any other basis prohibited 
by law, except as such conditions may constitute a bona fide occupational qualification.  Reports 
of violations of this non-discrimination policy can be made using Form A within Appendix B.  
 
SALARY AND PAYCHECKS 
 
Paycheck Schedule  
 
Every Village employee is paid bi-weekly.  The Village pay periods run from Saturday through 
the following second Friday (14 days).  Original signed time sheets/cards must be submitted to the 
Finance Department by the Friday prior to the pay date unless that day falls on a holiday in which 
case they are due the day before.  Paychecks are dated and distributed by direct deposit to 
employees every other Friday before the close of business.  Full-time Village employees are paid 
for a seven (7) hour day and/or a thirty-five (35) hour work week except for members of the 
Teamsters bargaining unit and certain Department Heads as may be determined by the appropriate 
appointing authority who are paid for an eight (8) hour day and/or a forty (40) hour work week.  
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The Finance Department divides your annual salary by the number of pay periods for that year and 
then divides the results by a seven (7) or eight (8) hour work day.  Salaries for new employees, 
hired during the year, will be pro-rated accordingly.  
 
Employee Data Calendar  
 
A calendar that records absence data for each employee, and which each employee is responsible 
for ensuring accuracy, shall be maintained by each Department Head and by the Manager or 
his/her designee.  Employees are responsible for completing the Employee Data Calendar and 
each pay period a copy must be submitted by the Friday prior to the pay date, unless that day is 
a holiday then it will need to be submitted the day before to Department Heads who shall verify 
information with the Manager or his/her designee.  The following information and method of 
recording are required:  
 
Vacation Days marked with a "V" on the dates used  
Sick Days marked with an "S" on the dates used  
Personal Days marked with a "P" on the dates used  
Bereavement Days marked with a "B" on the dates used if any  
Breast or Prostate Cancer Screening marked with a "CS" on the dates used if any  
Blood Donations marked with a "D" on the dates used if any 
Workers Compensation days marked with a “C” on the dates used if any  
Monthly totals shall be recorded on the reverse side of the calendar.  
 
Overtime Pay  
 
Please see your bargaining unit contract for overtime pay provisions. Those employees who are 
not covered by a bargaining unit contract and are eligible for overtime under FLSA, will receive 
time and one-half of their regular pay after working more than 40 hours per week. 
 
Longevity  
 
Please see your bargaining unit contract for longevity pay provisions. 
 
Payroll Deductions  
 
The paycheck has been designed to accommodate required and elective payroll deductions.  These 
include, but are not limited to, income tax, retirement, Social Security (FICA), Medicare 
(MFICA), health care contributions (as detailed in your respective contract), payroll 
garnishments, deferred contributions, and any mandatory deductions.  Written authorization is 
required to commence or terminate voluntary deductions. 
 
Paycheck Records  
 
We suggest that you review your paycheck and stub carefully every payday.  If, at any time, you 
have any questions about the amounts shown on your paycheck or how the amounts were 
calculated, you should contact the Finance Department.  Deductions will be made to correct any 
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and all overpayments, so it is important to report any errors as soon as possible.  
 
Income Taxes  
 
Income taxes are withheld from your paycheck at the applicable rate and are based upon the 
number of exemptions you claim according to the Federal W-4 form on file.  The Federal W-4 
form must be filed as required by the State and Federal governments.  A new form should be filed 
whenever your address changes, your marital status or your number of dependents changes.  If you 
want to change your New York State withholding you must file a New York State IT-2104 form.  
 
Retirement Membership (New York State Retirement System)  
 
Retirement membership for public employees in New York State has been established by 
enactment of laws by the New York State Legislature.  Membership in the New York State & 
Local Retirement System (NYSLRS) is mandatory when an employee is considered to have a 
permanent civil service appointment.  It is optional only while serving in a provisional, temporary, 
or part-time appointment.  To learn more about the retirement system go to the website for the 
New York State Comptroller at www.osc.state.ny.us and click on the tab titled “Retirement 
System.” 
 
Social Security  
 
Social Security deductions will be taken from each employee's wages.  There are two separate 
pieces that comprise the total Social Security liability: FICA, which is the retirement and disability 
part and MFICA, which is the Medicare part.  These will show as separate deductions on your 
paycheck stub.  
 
New York State Deferred Compensation Plan  
 
The Village of Mount Kisco provides a 457(b) retirement savings plan for full-time employees.  
The plan trustee is the NYS Deferred Compensation Plan, and the plan enables employees to 
reduce current income taxes while providing savings for retirement income.  
 
If a full-time employee or Elected Official elects to participate in the NYS Deferred Compensation 
Plan, the Village agrees to withhold the percentage of each employee's wages that the employee 
designated for payment into the plan, to the extent allowed by State and Federal law.  
 
Any eligible employee wishing to participate in such plans must submit a written request to the 
Finance Department. 
For a full copy of the plan summary description or more information, contact the Finance 
Department.  
 
Salary Adjustment  
 
Salaries may be adjusted subject to annual performance reviews by Department Heads, the Village 
Manager, and/or the Board of Trustees and commensurate with the Village Pay Plan as approved 

 
 

 

http://www.osc.state.ny.us/
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by the Village Board of Trustees and/or negotiated with your respective bargaining unit that is in 
effect at the time. 
 
Time Properly Absent  
 
In computing time worked, all approved paid time, including but not limited to absences for legal 
holidays, sick leave, vacation, personal leave, and supplementary time off shall be included as the 
equivalent of time worked.  
 
Continuous Service  
 
If an employee is working for the Village in good standing for a period of three (3) years and 
requests and is approved to take an unpaid leave of absence for a period not to exceed ninety (90) 
days he/she may return to work with a title similar or equal to their previous title before their 
leave and will be credited for previous employment.  Medical and dental plan coverage will 
continue uninterrupted during the approved leave provided that the employee assumes the cost 
for the coverage.  
 
Outside Employment 
 
The Village of Mount Kisco has an obligation to the taxpayers and residents of the Village, and as 
such, must be made aware of any concurrent employment you may have to determine whether or 
not it presents a potential conflict. 
 
Serving on any public or government board or commission qualifies as employment for the 
purposes of this policy, regardless of whether such service is compensated. 
 
Prior to beginning or continuing outside employment, employees are required to obtain the written 
approval of the Village Manager and which may be appealed to the Board of Trustees or their 
designee.  Employees who are on a leave of absence, including Family Medical Leave Act (FMLA) 
leave or Workers’ Compensation leave are prohibited from having outside employment during 
their leave. 
 
LAWS, EXECUTIVE ORDERS, AND POLICIES 
 
Equal Employment Opportunity  
 
The Village of Mount Kisco is an equal opportunity employer and is committed to an active and 
progressive Equal Employment opportunity program.  In accordance with Federal and New York 
State Human Rights Laws, and its own policies, the Village of Mount Kisco provides all 
employees and applicants equal employment opportunity, equal consideration, and equal 
treatment without regard to race, religion, color, creed, national origin, age, sex, sexual 
orientation, marital status, military or veteran status, disability, or any other basis prohibited by 
law, in all part-time, full-time or temporary employment practices including termination, 
promotion, compensation, and other terms, conditions, and privileges within Village 
employment.  Further, contractors doing business with the Village are required to meet equal 
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employment opportunity standards.  
 
The Village of Mount Kisco actively seeks to employ and advance qualified individuals, 
regardless of their membership in a protected category.  The Village examines its job 
specifications to eliminate unnecessary barriers to advancement on merit and fitness, and seeks 
the development of all members of the workforce.  

Moreover, the Village believes in the dignity of every individual and recognizes the rights of all 
people to equal opportunity and to a workplace free from all forms of harassment or 
discrimination.  To that end, the Village prohibits all forms of harassment or discrimination 
against its employees by co-workers, supervisors, vendors, contractors or others based on their 
membership in a protected class as defined by Federal and New York State Human Rights Law.   
Responsibility for overall coordination, implementation, and administration of the Village’s 
Equal Employment Opportunity and Anti-Discrimination Policy is vested with the Village 
Manager and/or his/her designee.  
 
All employees are expected to report incidents of harassment or discrimination, whether affecting 
them or anyone else, as soon as possible to the Village Manager and/or his/her designee after the 
occurrence.  If you feel that you have been subjected to discrimination or other conduct which 
violates the Village policies or have observed such conduct, you should immediately report the 
conduct, and you have the right to file a complaint without fear from retaliation.  
 
American with Disabilities Act (ADA) 
 
The Village of Mount Kisco requires compliance with Title II of the Americans with Disabilities 
Act of 1990 (ADA).  The law prohibits discrimination based on disability with respect to programs 
or activities conducted or funded by a government entity.  In addition, the ADA entitles otherwise 
qualified employees or candidates for employment to request “reasonable accommodations,” in 
terms of equipment, testing procedures, or job-site conditions, in order to permit them to perform 
effectively the essential functions of a job.  Reasonable accommodation will be provided unless 
undue hardship to the Village would result. 
 
Every local government must identify a “responsible employee” to coordinate ADA compliance 
activities and answer questions about the law.  The Village of Mount Kisco has designated a 
“responsible employee,” who may be reached through the Office of the Village Manager at (914) 
864-0001. 
 
Workplace Violence Prevention 
 
The Village recognizes that workplace violence presents serious occupational safety hazards for 
the Village’s employees and is committed to ensuring the safety and security of its employees.   
The Village strives to prevent violent incidents from occurring and has implemented a Workplace 
Violence Prevention Program (“the Program”).  All employees are expected to comply with the 
Program, use work practices aimed at avoiding workplace violence, and any policies, procedures, 
or directives regarding workplace violence prevention. 
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The Village has also adopted a Workplace Violence Prevention Program attached to this document 
as Appendix A. 
 

1.) Definitions: 
 
  Violence: Is defined as any verbal or physical assault, threat, harassment, 

intimidation,  abuse or any other behavior that causes others to feel 
unsafe that occurs in the work place.  

 
  Workplace: The workplace may be any location, either permanent or temporary, 

where an employee performs any work-related duty. This includes, 
but is not limited to the Village Hall and the surrounding grounds, 
including the parking lots, Village-owned vehicles, or vehicles by 
an employee in the performance of his or her job, or other locations 
where employment-related duties are performed. 

 
2.) Safe Work Practices – The Village has instituted a system of ensuring that all its 

employees, including supervisors and managers, comply with work practices that are 
designed to make the workplace more secure and that such employees do not engage 
in verbal threats or physical actions which create a security hazard for others in the 
workplace.  This system includes: 

 
a.) Informing employees, supervisors and department heads of the  

        provisions of our program for workplace security; 
b.) Disseminating to all employees this policy and the Program; 
c.) Evaluating the work place environment to identify and minimize possible 

security needs and assessment of factors that contribute to violence; 
d.) Providing training and/or counseling to employees on complying with work 

practices designed to ensure workplace security; 
e.) Disciplining workers for failure to comply with workplace security practices; 

and 
f.) Requiring supervisors to enforce applicable workplace violence prevention 

rules in a fair and uniform manner. 
 

3.) Reporting – The Village Manager of the Village or his or her designee is responsible 
for ensuring that all safety and health policies and procedures involving workplace 
violence are clearly communicated and understood by all employees.  

 
All Village employees are responsible for immediately notifying the Village Manager 
or his or her supervisor of any Village workplace violence, or threats of such violence, 
that they are aware has occurred.  Employees must immediately report such violence to 
the Village Manager or his or her designee.  Any incident of workplace violence 
resulting in injury, death, days away from work, restricted work, medical treatment, or 
loss of consciousness must be recorded pursuant to New York State Labor Law.  
Additionally, a serious violation of the Program or an imminent danger must be 
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reported, in writing, to the Village Manager or his or her designee for immediate 
investigation and risk assessment by the Village Manager or his or her designee. 

    
     An employee who applies for or obtains a protective or restraining order that lists   
     Village property as a protected areas must provide a copy of the petition and   
     declarations used to seek the order and a copy of any temporary or permanent   

protective or restraining order that was granted to the designated contact person.   Such 
information shall remain confidential to the extent practicable. 

 
4.) Village Investigation of Reports or Complaints – Any person who makes threats, 

exhibits threatening behavior, engages in violent acts, or engages in violence while on 
Village property will be removed from the premises as quickly as safety permits.  
Pending the outcome of an investigation, the Village shall take such action as 
appropriate in an effort to provide a safe workplace. 

 
Upon receipt of a report/complaint of violence, the Village Manager, or his/her 
designee, will conduct and document an immediate and thorough investigation of the 
report.  All reports are to be fully investigated even if the reporter/complainant does 
not wish to have that done.  All investigations are to be completed within a reasonable 
period of time and kept confidential to the extent practicable. 

 
The Village condemns any retaliatory behavior against complainants, or potential 
complainants, reporters, communicators or witnesses, or anyone administering the 
policy or regulations. Those engaging in retaliatory conduct shall be subject to 
discipline. 

 
5.) Disciplinary Action – The Village applies the workplace violence policy consistently 

and fairly and does not discriminate against victims of workplace violence.   
 

However, those Village employees who violate this policy should expect serious 
consequences. The Village may take disciplinary action against an employee who is 
determined to have committed violence in the workplace and/or engaged in retaliatory 
behavior, up to an including termination. 

 
6.) Employee Complaint to State Agency – The Village encourages employees to report 

allegations of violence or imminent danger pursuant to this policy so that they can be 
addressed by the Village.  However, any employee has the legal right to file a written 
request for inspection of the workplace by the Commissioner of Labor where the 
employer, after a reasonable opportunity to correct reported violations or imminent 
danger, fails to resolve the matter.  

 
Domestic Violence in the Workplace 
 
The Village seeks to increase awareness of domestic violence and inform employees of available 
assistance sources to ensure that personnel policies and procedures do not discriminate against 
victims of domestic violence and are responsive to the needs of victims of domestic violence. 
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The Village shall hold accountable employees who engage in the following behavior: 

1. misusing Village resources to commit an act of domestic violence; 
2. committing an act of domestic violence from or at the workplace of from any other     

  location while on official Village business or on Village time; or  
3. misusing his or her job related authority and/or Village resources in order to negatively 

affect victims and/or to assist offenders in locating a victim and/or to commit an act of 
domestic violence 

 
Policy Against Sexual Harassment  
 
The Village’s policy on sexual harassment can be found in Appendix C.  
 
Code of Ethics  
 
Please review Appendix D for the complete Code of Ethics that you must adhere to and abide by 
to the fullest extent. 
  
Drug-Free Workplace  
 
The Village maintains a drug-free workplace.  The Village's commitment results equally from a 
concern for the health and well-being of our employees and recognition of our unique 
responsibility as public servants to maintain the highest standards when conducting public 
business.  
 
Any person who is required to maintain a Commercial Driver’s License (CDL) to hold his or her 
position shall be subject to testing for alcohol and/or controlled substances in accordance with 
federal regulations and the Village’s Drug & Alcohol Policy and Procedure for CDL Drivers 
(appended hereto as Appendix “D”).  
 
Any employee who, in the normal course of his/her work, is required to drive a vehicle while on 
Village business, shall be subject to the same drug and alcohol policy and procedure that applies 
to employees with a CDL.   
 
Any employee who, as a regular part of his/her employment, drives a vehicle for Village business 
must notify his/her Department Head, by the next business day, of any and all moving motor 
vehicle convictions, whether due to driving on or off duty.  
 
All employees of the Village are subject to reasonable suspicion testing for alcohol and/or 
controlled substances.  Testing shall be done in accordance with the Federal guidelines for 
testing CDL drivers for alcohol and/or controlled substances.  
 
Smoke-Free Workplace Policy  
 
Every indoor Village "workplace" is a smoke-free area, this includes, but is not limited to, 
buildings, barns, garages, and facilities.  The smoking or carrying of lighted cigarettes, cigars, 
pipes, or any other tobacco-based products, or products that result in smoke or in the smoke-free 
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area as designated above, is prohibited.  
 
Computer and Technology Use Policy  
 
In order to assist you in the performance of your job the Village has provided systems, including 
the computers, networks, applications and software, cell phones, and all of the information and 
data contained within the systems.  This policy sets forth a basic set of standards for use and 
protection of computer and information assets which includes, but is not limited to, computer 
workstations, laptop computers, electronic mail (“e-mail”), databases, networks and connection(s) 
- both wired and wireless – to the intranet, Internet, cell phones, and any other information 
technology services available both now and in the future.  This policy covers all employees of the 
Village of Mount Kisco. It also covers any other individuals including consultants, interns, 
temporary employees, volunteers, and vendors who have access to Village technology facilities, 
computers, or networks.  The Village promotes internet use that assists employees to perform 
Department missions and encourages its employees, volunteers, and contractor personnel to 
develop and enhance computer skills and knowledge. 
 
Inappropriate use of equipment and services exposes the Village to risks including virus attacks, 
system compromise, interruption of services and legal issues.  Effective security of Village 
technology and information systems requires the participation and support of every Village  
employee and authorized individual who deals with data and/or information systems.  It is the 
responsibility of every individual who uses a Village computer, technology and information 
systems, cell phone, and/or information assets to know these guidelines and to conduct activities 
accordingly.  The following rules and guidelines apply to the use of these Village assets.  
 

1. Ownership – Information processing related systems, including, but not limited to; 
computer equipment, servers, laptops, mobile devices, operating systems software,       
 application software, network accounts providing electronic mail, Web browsing, File 
Transfer Protocol, Village web site, Village social media site, networking and intranet 
hardware and software (collectively "system(s)") owned by or licensed by the Village.  
They are to be only used for Village business related purposes.  

 
 No computer, laptop, mobile device, or any other computer equipment collected by the 

Village during e-recycle, e-waste, or other collection or clean-up event shall be removed 
by a Village employee for his/her own personal use.  

 
2. Local Network and Computers – The Village’s IT systems are comprised of numerous 

computers attached to Local Area Networks (LANs) in each building.  These LANs 
connect to the Village’s servers, network printers, and the Internet.  The Village’s servers 
are the depositories for all of the Village’s data.  Each server has been equipped with 
redundant power supplies, redundant drives, and tape backup systems to minimize the 
possibility of data loss. 

 
No personal information may be stored, printed, or distributed using the Village’s IT 
systems.  This includes, but is not limited to, documents, graphic files, or e-mails. 
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Each system User is responsible for ensuring that the data and documents they create and 
manage on behalf of the Village are properly saved to one of the Village’s servers, where 
it will be redundantly stored and backed up.  Saving documents and data on computers 
local (C:) drive will subject the data to loss without the possibility of recovery.  If any user 
is unsure of where particular documents or data should be saved, they should contact their 
department head or the Village’s IT Consultant for assistance before attempting to do so. 
 
Users are not permitted to install any software applications, mobile applications, or 
hardware devices on any Village owned computer system, cell-phone, and technology 
unless specifically directed to do so by the Village’s IT Consultant or one of the Village’s 
department specific software vendors.  Requests for hardware or software additions, 
modification, and upgrades should be directed to the Village’s IT Consultant by a 
department head using the contact information provided under the section of this 
handbook entitled “Village Information Technology Systems Support Services.”  
Depending on the nature and size of the request, if approved, typical turn-around time for 
installation/upgrade work is approximately thirty (30) days.  Requests for 
installation/upgrade work allowing for less time should not be made. 
 
Users may not export, copy or otherwise remove from the Village’s IT Systems and/or 
facilities any software applications licensed or owned by the Village for any purpose, 
without specific written authorization by the Village’s IT Consultant. 

 
3. Security – Resource security must be maintained and users shall take all reasonable 

precautions, including: safeguarding their passwords, maintaining reasonable physical 
security around Village equipment, and logging off unattended workstations to prevent 
physical damage, damage to the Village’s data, and/or theft of Village computer 
equipment.  At the end of the day you should log off your workstation (this does not mean 
you should necessarily power off the system itself).  A user who is logged on to a 
networked computer is responsible for any activity that occurs from within that account.  
The Village’s IT Consultant is charged with maintaining the security of the Village’s IT 
systems and includes user accounts, access to system resources and software applications, 
system backups, anti-virus updates, and firewall control.  They are authorized to take 
whatever steps necessary to protect the Village’s systems and data from damage or loss. 

 
Users may not allow any unauthorized person access to their Village owned computer 
system, and/or technology device this specifically includes notebooks, tablets, iPads, cell-
phones, or portable computers which are frequently taken and used off of Village 
premises.  Users should immediately notify the Village’s IT Consultant if they suspect 
another party is attempting to or has gained access to any Village owned computer or 
device, or if they suspect their computer may be infected with a virus or spyware.  If a 
portable computer or device is lost or stolen, the user assigned to the unit must 
immediately notify the Village’ IT Consultant so that remote access to the Village’s IT 
systems from the unit can be disabled.   

 
4. Personal Use – Personal use of the systems is authorized within reasonable limits and 

employees are responsible for exercising good judgment regarding the reasonableness of 
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personal use.  Due to concerns of phishing attacks and viruses’ and the damage that they 
can cause to Village IT systems, employees must use extreme caution when opening e-
mail attachments received from unknown senders, which may contain viruses, e-mail 
bombs, or Trojan Horse code.  Incidental personal use of Village systems is permissible 
if the use: 

a. Does not consume a significant amount of resources that could otherwise be used 
for official purposes; 

b. Does not interfere with any employee’s productivity; 
c. Does not preempt any official and operational activity of the Village; 
d. Is not contrary to any other Village policies.  It is the responsibility of each employee 

and Department Head to ensure that the Village’s technology is used properly.  
 

5. Prohibited Use – Improper uses of Village systems, include but are not limited to:  
a. Contributing to blogs, public forums, chat rooms or message boards except for 

assigned Village related activities (see “Social Media” section below for details); 
b. Misrepresenting, obscuring, suppressing, or replacing any identity on an electronic 

communication; 
c. Any use or communication in violation of other Village policies, such as the Equal 

Employment Opportunity policy, Harassment policies, etc.; 
d. Any use of profanity, obscenities, or suggestive, intimidating, hostile, 

discriminatory, or derogatory remarks, even in jest; 
e. Downloading of copyrighted material without specific permission of copyright 

owner; 
f. Downloading of large files or data for personal use, including video, music, 

photographs, etc.; 
g. The automated forwarding of messages outside of Village systems; 
h. Engaging in any business activity outside of official Village activity and operations; 
i. Gambling; 
j. Any unauthorized test or attempt to compromise computer or communication system 

security; 
k. Any use that violates federal, state, or local law or regulation; 
l. Knowingly or recklessly disrupting the normal operation of computers, peripherals, 

or networks.  “Disruption” includes, but is not limited to, network sniffing, pinged 
floods, packet spoofing, denial of service and forged routing information for 
malicious purposes; 

m. Connecting unauthorized equipment to the network for any purpose; 
n. Running or installing games or any other unauthorized software on Village 

computers, including personal Web servers; 
o. Copying of any software from Village computers, for other than archiving purposes; 
p. Using the Village network to gain unauthorized access to any computer system; 
q. Using Village systems to access, transmit, store, display, or request obscene, 

pornographic, erotic, profane, racist, sexist, violent, drug-related, or other offensive 
material (including messages, images, video, or sound); 

r. Using Village systems in such a way as to create an intimidating or hostile work 
environment; 

s. Using Village systems to solicit for personal gain or for the advancement of a 
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political or religious belief; 
t. Modifying Village-issued computer software, especially anti-virus/security 

software. 
 

6. Social Media – Although social media technology is constantly changing, this policy was 
developed to cover Village of Mount Kisco employees and Village network user 
participation in all forms of communicating or posting information or content via the 
Internet, including, but not limited to, social networking sites (i.e. Facebook, LinkedIn) 
blogs, Twitter accounts, video- or photo-sharing sites, websites, chat rooms, and other  
forms of online dialogue whereby users can add, modify, or delete its content via a web 
browser.  All Village employees and network users must at a minimum adhere to the 
following rules when using social media technology on Village resources and/or in their 
capacities as a Village employee:  

a. Use of social media may not interfere with any employee’s productivity or detract 
resources from performing assigned business related duties. 

b. Social media behavior may in no way harm or tarnish the image, reputation, 
and/or goodwill of the Village and/or any of its employees. 

c. Employees are prohibited from making any discriminatory, disparaging, 
defamatory, or harassing comments when using social media or otherwise 
engaging in any conduct prohibited by the Villages policies again discrimination 
or harassment. 

d. Abide by all applicable policies and work rules regarding the use of the Internet  
when using social media tools for official and personal use.  The use of social 
media tools on Village IT resources will be monitored by the same method as 
defined those policies and work rules. 

e. Are responsible for all of their online activities that are: conducted with a Village 
e-mail address, can be traced to a Village domain, and/or use Village resources. 

f. Must not discuss or post confidential, proprietary, or otherwise restricted 
information. 

g. When speaking on behalf of the Village in an official capacity, users must be 
transparent when participating in any online community.  They should disclose 
their identity and affiliation with the Village of Mount Kisco. 

h. Communicate in a professional manner. 
i. Abide by copyright and other applicable laws.  Participation online results in a 

user’s comments being permanently available and open to being republished in 
other media.  Users should be aware that libel, defamation, copyright, and data 
protection laws apply. 

j. When communicating on behalf of the Village, Village employees must obtain 
the necessary authorizations by management, the Village Manager or other 
designee, as appropriate. 

k. Must obtain permission before publishing photographs, videos, or quotes of 
others. 

l. When not representing the Village of Mount Kisco, Village employees who 
publish personal or professional opinions must not involve their Village 
government title.  In such cases, users must use a disclaimer such as the following 
where technically feasible: “The postings on this site are my own and do not 
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represent the position, strategy, or opinion of the Village/Town of Mount Kisco 
Government (or other Village entity).” 

m. Village employees may not engage in any criminal activity or activity that could 
constitute a crime when using social media.  

 
7. Monitoring and Privacy of Communications – The Village of Mount Kisco maintains the 

right to access and examine Village computer systems, networks, cell phones, technology 
equipment, and all information that is stored or transmitted through these systems and 
networks, including all e-mail, text messages, social media and website visits.  The Village 
also reserves the right to monitor all employee usage to ensure proper working order, 
appropriate use by employees, the security of the Village data, and to retrieve the contents 
of any employee communication in these systems.  Users are to understand that they 
should have no expectation of privacy in conjunction with the use of the Village’s 
Information Technology (IT) Systems, or with use, transmission, or storage of any 
information via these systems, technology equipment, cell phones especially with regard 
to Internet and e-mail activities, text messages and other forms of communication.  All 
electronic communications are considered Village records.  As Village records, electronic 
communications are subject to disclosure to law enforcement or government officials or 
to other third parties through FOIL (Freedom of Information Law) requests or other 
process.  Employees must ensure that information contained in electronic communications 
is accurate, appropriate, and lawful.   
 
While the Village of Mount Kisco may not regularly review employees’ e-mail records, 
text messages or other electronic forms of communication or uses, employees have no 
right or expectation of privacy on any activity conducted on the Village’s IT Systems, 
including, but not limited to, activity on the Internet and e-mail, cell-phones and other 
technology equipment.  Since the Village is responsible for the servicing and protecting 
of its electronic communications, networks, and administering this policy, it is 
occasionally necessary to intercept or disclose electronic communication.  Management 
may access user files, including archived material of present and former employees 
without the user's consent for any purpose related to maintaining the integrity of the 
network or the rights of the Village or other users or for any other reasonable purpose. 
Upon an employee’s termination, the Village Manager or department head will direct 
his/her e-mail to be managed by another employee.  
 
Communications on these systems are not private.  Users should be aware that the data 
they create on the system remains property of the Village, and usually can be recovered 
even though deleted by the user.  Despite security precautions, there is absolutely no fail-
safe way to prevent an unauthorized user from accessing stored files.  The confidentiality 
of any information stored or transmitted on the System cannot be guaranteed.   
 
Furthermore, information that is stored on the system or sent via e-mail may be subject to 
disclosure pursuant to the New York State Freedom of Information Law.  It is important 
to remember to use your assigned Village e-mail and cell phone for all Village business, 
not your personal e-mail address.  All business e-mails not marked “confidential and 
privileged,” and including, the Village Attorney, are subject to the Freedom of Information 
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Law.  It is highly suggested that you keep your personal e-mail and text messages account 
separate from your Village account.  

 
8.  Identification and Passwords – Each individual must be positively identified prior to being 

able to use any Village computer or communications system resource.  Positive 
identification for internal Village networks involves a User-ID and password, both of 
which is unique to an individual.  In order to obtain a User-ID and password an employee 
needs to be authorized by their department head or the Village Manager, and a New User 
Form needs to be completed and submitted to the Village’s IT Consultant.  Each person 
must log off from all User-ID accounts before leaving at the end of their workday.  Users 
may not allow any other person to access the Village’s IT Systems and/or data using their 
User-ID and password and should not leave their computers on and open for non-
authorized users to access.  Each person is responsible for all activity that occurs on his or 
her User-ID.  User-ID’s will be revoked if the employee is terminated.   
 
A Village User-ID and password allow Village employees to sign in to the Village 
network to access computers, use Village e-mail, and/or access Village shared-file 
resources.  Remember that the Village nor its IT consultant will ever ask you to divulge 
your User-ID or password on the phone, in an online form, or in an e-mail.  The only place 
that you should enter your password is within the applications you use to perform Village 
functions.  If you receive a suspicious e-mail, do not click on any hyperlinks or 
attachments, call the Village’s IT consultant to report the e-mail, and delete the email from 
your account.  When creating your password, it is important to create a strong password 
by using three of the following four categories of characters: uppercase letters, lowercase 
letters, numbers 0-9, and symbols (i.e. $, !, %).  In addition, when creating a password 
here are a few creation hints and memory tricks: 

• Don’t use passwords that are based on personal information that can 
easily be accessed or guessed 

• Develop a mnemonic for remembering complex passwords 
• Use both lowercase and capital letters 
• Use a combination of letters, numbers, and special characters 
• Use different passwords on different systems 

 
9. Remote Access – The Village provides remote access to the Village network to facilitate 

effective work while away from the Village premises.  Access and assigned equipment 
are provided only by the Village Manager or his/her designee and are intended for Village 
business purposes only.  A Remote Access Authorization Form must also be completed 
and submitted to the Village's IT Consultant.  Use of remote access is subject to this policy 
and additional restrictions and procedures.  Access to the Village e-mail system is subject 
to the same policies covered above.  Passwords used for these services must also be 
handled accordingly and must not be stored in your local computer.  In addition, be 
advised when obtaining remote access to the Village’s systems using non-Village 
equipment, that you are solely responsible for the operation and maintenance of the 
Internet connection and computer equipment.  The Village’s IT Consultant will assist in 
the initial setup of the connection, but will not be responsible for troubleshooting or 
repairing of remote equipment.  Further, when using non-Village equipment such as 
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personal computers, kiosks, hot spots, or computers located in hotel business centers and 
local libraries to remotely access the Village’s IT systems, the connection must be 
terminated before leaving the terminals. 

 
10. Use of Outside Technology – Use of personal or outside technology assets by employees 

on Village systems is prohibited as these devices are not supported by the Village and 
pose additional security risks to the Village and its systems.   

 
If an employee is working with an outside vendor that needs to connect to the Village’s 
systems, the vendor is required to have anti-virus software with the latest definitions to 
ensure the security of the Village’s infrastructure.  Vendors and other organizations with 
a demonstrated need to access the Village’s IT Systems will also need to obtain access 
from the Village’s IT Consultant coinciding with their specific need as the Village’s IT 
Consultant is tasked with protecting the Village’s IT systems from damage and data loss.  
Under no circumstances will vendors be granted open and unrestricted access to Village 
servers as this could result in substantial loss of Village data. 
 
Vendors of department specific software will be granted remote access to at least one (1) 
workstation within each department their software application is installed for purposes of 
supporting their applications.  Vendors requiring server console remote access to 
troubleshoot and resolve problems should be instructed to contact the Village’s IT 
Consultant for access. 
 
Department specific software vendors should be made aware that upgrades to their 
software which are expected to require extended access to a server console and/or 
extensive loading of software to any of the servers will require advance notice and 
scheduling with the Village’s IT Consultant and the work will need to be performed during 
slow system cycle period, which is typically at the end of the day. 

 
11. Technology Inventory – In order to be certain that each Village Department has an 

accurate list of its current inventory of computer equipment, each Department is required 
to inventory all computer or related equipment and cross reference this inventory list with 
the Office of the Village Manager and/or the Village IT Consultant to ensure that each 
computer, printer, and other related equipment has been accounted for in the Village.   
 
Before a computer or other IT equipment is replaced, removed, or transferred, the Village 
Manager’s office and/or the Village IT Consultant should be contacted so that an accurate 
inventory of equipment and equipment locations can be maintained.  Departments are not 
permitted to move, change, or modify Village assets on their own without prior approval. 

 
12. Software – The installation of software is only to be conducted by the Village’s IT 

Consultant and the Village has the right to audit Village computers/laptops and remove 
any unauthorized software.  The Village’s IT Consultant is to be contacted when loading 
of software is required and will need to confirm how the software was purchased to ensure 
that it is lawfully licensed to the Village of Mount Kisco. 
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13. Records Retention – All work related messages and files created or transmitted on the 
systems may be considered public records of the Village and appropriate records retention 
practices should be followed. 

 
14. Computer Virus Protection – All Village systems are to be protected by virus-scanning 

software approved and installed by the Village’s IT Consultant. 
 

15. Intellectual Property Rights – All users should be aware that any information, software or 
graphics on the internet may be protected by federal or state copyright law, regardless of 
whether a copyright notice appears on the work.  Licensing agreements may control 
redistribution of information from the Village internet-related systems or from the 
internet. 

 
16. E-mail and Communications Activities – Employees must use extreme caution when 

opening e-mail attachments received from unknown senders, which may contain viruses, 
e-mail bombs, or Trojan Horse code.  The following e-mail and communications activities 
are not allowed due to associated security risks: 

a.  Sending unsolicited e-mail messages, including the sending of “junk mail” or other 
advertising material to individuals who did not specifically request such material    
   (e-mail spam). 

b.  Any form of harassment via email, telephone or paging, whether through language, 
frequency, or size of messages. 

c.  Unauthorized use, or forging, of email header information. 
d.  Solicitation of e-mail for any other e-mail address, other than that of the poster’s 

account, with the intent to harass or to collect replies. 
e.  Creating or forwarding “chain letters,” “Ponzi,” or other “pyramid” schemes of any 

type. 
f.  Use of unsolicited email originating from within the Village’s networks or other  
 Internet/Intranet/Extranet service providers on behalf of, or to advertise, any service 

hosted by the Village or connected via the Village’s network. 
g.  Posting the same or similar non-official-related messages to large numbers of 

newsgroups (newsgroup spam). 
 

Please be aware the e-mail accounts that have been provided to you as an employee of the 
Village have been configured with storage limits.  When an e-mail account is within 10% 
of its configured storage limit, you will receive a warning message to “clean up” your e-
mail account.  If an e-mail account reaches the storage limit, the sending of new e-mail 
messages is disabled.  If you need to increase e-mail account storage capacity please speak 
with your department head and the Village’s IT Consultant. 

 
17. Physical Security – Employees entrusted with Village computer assets and portable 

devices must exercise due diligence at all time to prevent theft, destruction, or other 
misuse of the assets. 

 
18. Preventing Identity Theft – There are steps that must be taken to reduce the possibility of 

confidential personal information in Village hands will end up in the hands of identity 
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thieves, including, but not limited to: 
a.  Not moving Village data to non-Village equipment without prior approval. 
b.  Not copying whole databases with confidential personal information to any device. 

For more information on protecting yourself from identity theft feel free to visit 
http://consumer.westchestergov.com/id-theft. 

 
19. Vendor Licensing Agreements – All software installed on Village equipment must comply 

with the appropriate licensing protocols and copyrights relevant to that software.  Any 
duplication of copyrighted software is a violation of Federal copyright law.  Under Federal 
copyright law, Village owned software that is loaded on a hard disk may not be duplicated 
for use on any other computer.  The Village does not allow any unauthorized copying of 
software. 

 
20. Violation of Policy – Any violation or non-adherence to this Policy may lead to 

appropriate disciplinary action, up to and including, , termination of employment.  
 

21. Amendment – The Village of Mount Kisco may amend this "Acceptable Computer Use 
Policy" from time to time as necessary.  All users will receive prompt notice of any 
amendment.  

 
Village Information Technology Systems Support Services 
 
Operation, maintenance, and management of the Village’s Information Technology (IT) Systems 
are contracted to an outside vendor.  The vendor may change, and if such a change occurs, the 
contact information in this policy will be updated and provided to all employees.   
 
The Village contract provides for all necessary services to support, manage, and maintain the 
Village IT systems and provide help desk services to all users.  The contract does not include 
services to expand or upgrade the system, and such expansion or upgrade should be requested of 
your Department Head and/or the Village Manager for consideration. 
 
Requests for support and assistance should be made Monday-Friday 8:30am – 5:00pm directly to: 

 
Help Desk/Support Contact Information 

             Sullivan Data Management, Support Department  
             1520B Front Street, Yorktown, NY  10598 
             Phone: (914) 962-1573 
             E-mail: support@sullivandata.com 
 
Unauthorized Firearms in the Workplace Policy  
 
All Village employees not required to possess a firearm for the performance of their employment 
duties and who hold a license authorizing the carrying of a firearm, without regard to place of 
possession, shall not possess such a firearm while performing their duties or while present upon 
any real property of the Village of Mount Kisco, unless such an employee has secured the prior 
written consent of the Police Chief and the Village Manager.  

http://consumer.westchestergov.com/id-theft
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Village Supply Use Policy  
 
The Village is committed to upholding honesty and integrity throughout the organization by 
fostering an ethical workforce.  The Village does not tolerate theft or misuse of Village property 
or property belonging to other employees, nor does it tolerate the personal use of Village property 
beyond the allowances set forth in the Acceptable Computer, Cell Phone, and Vehicle Use policies. 
 
Defense and Indemnification  
 
The Village extends to all employees the protections afforded by Section 18 of the Public 
Officers Law (POL).  Therefore, all officers, employees of the Village, and volunteers serving 
on various boards and committees as well as through the Village's Senior Center and Nutrition 
programs, will be defended against any claim made against them in connection with their 
positions as officers, employees, or volunteers.  POL Section 18 provides that the Village is 
responsible for the costs incurred with any such litigation, provided the individual was acting 
within the scope of his or her official duties. (Appendix E). 
 
It is essential that Village personnel is made aware that there are also requisite procedures imposed 
by Paragraph 5 of POL Section 18, which requires delivery to the Village Attorney or Village 
Manager of a written request for defense, together with the original or copy of any summons, 
complaint, process, notice, demand or pleading within ten (10) days after receipt by or service 
upon such Village officer, employee, or volunteer.  
 
Breaks (Coffee/Smoke/etc.)  
 
Please review your collective bargaining agreement for any normal or scheduled breaks during the 
workday to which you are entitled.  
 
Exit Interviews  
 
Exit interviews and/or exit memos may be required by the Department Head, immediate 
supervisor, or the Village Manager.  If an exit interview and/or exit memo is required then it 
must be completed and/or submitted prior to separation from the Village.  
 
Performance Reviews  
 
Performance reviews will be performed by Department Heads and/or the Village Manager on an 
annual basis, but no later than May 31st of each year. 
 
Resignations  
 
If an employee chooses to resign from employment with the Village of Mount Kisco, the 
employee must do so in writing to their Department Head and the Village Manager and to the 
Village Clerk.  The Village Manager and the Department Head must receive such written notice 
at least two (2) weeks prior to the employee's effective resignation date.  Any resignation cannot 
take effect more than thirty (30) days from the date of notice.  
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Safety and Accident Rules  
 
Please refer to the Village of Mount Kisco Employee Safety Handbook. 
 
Fire Safety 
 
Every employee is responsible for recognizing potential fire dangers and taking an active role in 
preventing fires.  Employees are required to observe all safety requirements and regulations under 
federal law through the Occupational Safety and Health Act (OSHA).  Flammable materials are to 
be stored in covered metal containers.  Employees should not block any fire doors, fire exits, fire 
extinguishers, windows or doorways.  Review the fire escape routes posted in each work area. 
 
Security 
 
The Village of Mount Kisco is committed to ensuring employees’ security.  Our premises are 
equipped with both security alarms that are active outside working hours and a fire alarm system.  
Certain employees authorized by the Village are assigned access to operate the Village’s security 
systems.  If you have a security concern or need more information about operating these systems, 
contact the Office of the Village Manager. 
 
Inclement Weather  
 
The Village realizes that bad weather or hazardous commuting conditions may occasionally make 
it impossible for employees to report to work on time.  However, you are expected to make a 
diligent effort to report to work when conditions have improved.  If you determine that you are  
unable to report to work because of the conditions, inform your supervisor as soon as possible.  
Your absence will be charged to personal or vacation time, if available, for any hours that Village 
offices are open.  If you have no accumulated leave accruals, such absence shall be unpaid.  
 
The Village Manager or his/her designee is in charge of the Village’s notification system to inform 
all employees of the operational status of the Village Government in the event of inclement 
weather on a day when the Village Offices would otherwise be open.  If it is a question of whether 
Village offices will be open, call the Village’s snow emergency hotline number at (914) 241-
SNOW and press #3 for updated information.  In the event of a delayed opening, the hours 
designated for an employee to take their lunch break will be delayed an amount equal to the time 
that the opening was delayed.   
 
Promotion  
 
Promotions will be considered by the Board of Trustees, Village Manager, or the Parks and 
Recreation Commission, depending on budgetary demands, employee performance, the rules and 
regulations of New York State Civil Service, and the Westchester County Department of Human 
Resources, and recommendations of the employee's Department Head.  All promotions must be 
authorized and approved by the Board of Trustees, Village Manager, or Parks and Recreation 
Commission depending on which entity serves as the appointing authority for the title under 
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consideration.  
 
Unemployment  
 
Eligibility for, and receipt of, unemployment compensation is subject to the rules and 
recommendations of the New York State Department of Labor.  
 
Mileage Allowance  
 
Prior to using a personal vehicle for a Village purpose that will require mileage reimbursement, 
an employee must receive Village Board or Village Manager approval.  The rate shall be based 
on the IRS approved reimbursement rate at the time the expense is incurred.  
 
Staff Training  
 
Employee training that has been approved by the Village Board or Village Manager may be 
conducted periodically by the Department Head, the Village Manager’s Office, or any Village 
authorized instructor.  
 
Conference Attendance/Travel Expenses  
 
Employee attendance at work related conferences, and reimbursement for such attendance and 
associated travel expenses, may only be conducted with prior Village Board or Village Manager 
approval.  
 
Accident Reporting  
 
Any employee involved in an accident, while conducting official Village business, is to report any 
such accident  immediately  to law enforcement officials, and to their Department Head, and the 
Village Manager., However, under certain circumstances, notification may be made not later than 
24 hours after such accident,  
 
Cell Phone Use  
 
All full-time employees and Department Heads who are issued a Village cell phone are to have it 
on their person every work day during work hours.  Personal cell phone usage should be limited 
during the workday and is prohibited in the company of the public unless it is deemed a necessity.  
The cell phones issued to these employees are Village property and are only to be used to conduct 
Village business or in emergency situations.   Employees should have no expectation of privacy 
on Village cell phones and the Village retains the right to search the contents of such phones at 
any time.  
 
Department Heads shall carry their work phones with them at all times in case of an emergency.  
 
When a person is suspended, terminated, or no longer an employee of the Village, his or her 
Village issued cell phone must be turned in immediately.  
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Policy Relating to Use of Village Vehicles  
 

1. As used in this Policy, "Village Vehicles" shall mean any motor vehicle or 
 equipment capable of being driven on the street that is owned or leased by the Village. 

 
2. A Village Vehicle may only be operated by an employee or Elected Official  of the      

Village holding a valid driver's license which entitles him or her to operate such a vehicle.     
All regular drivers of Village vehicles must provide a copy of their current driver's license 
to the Manager's Office.  
 

3. A Village Vehicle may only be used for official business of the Village in connection 
with an employee's or Elected Official's job title or description.  No person shall be 
permitted as a passenger in a Village Vehicle unless he or she is a Village employee, 
member of a Village Board or committee, Village consultant or contractor, or other 
person engaged in or accompanying a Village employee or Elected Official in 
connection with official business of the Village.  

 
4. A Village Vehicle shall not be taken overnight or used to commute to the 

employee's residence except upon the prior approval of the Village Board or Village 
Manager. 
 

5. Each Village Vehicle shall be maintained in good operating condition and any defects or 
malfunctions shall be immediately reported to the Department Head.  The interior and 
exterior of each Village Vehicle shall be maintained in a clean and neat condition.  All 
fluid levels and lights should be checked by the driver.  
 

6. Unless specifically authorized by the Village Board or Village Manager, each Village 
Vehicle shall have the Village's name or seal placed on the sides of the vehicle.  

 
7. Any violation of this policy may result in discipline or other penalties in accordance 

with the applicable law.  
 

8. In case of an accident:  
  Stop the car, make sure you and any passengers are ok, get help – call 911  
  Protect the scene – turn on emergency flashers  
  Stay calm – do not engage in arguments with other drivers or offer 

 settlements 
  Look for witnesses – obtain name, addresses, and phone numbers 
  Note the date, time, and road conditions 
  Most importantly, if you have an accident with another motor vehicle,  you    

 must obtain that vehicles insurance information  
  All accidents need to be reported to the police, the Department Head, 

 insurance company, and the Finance Department  
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Attendance 
 
For members of a bargaining unit, your work hours are detailed in your bargaining unit’s current 
contract or your employment agreement with the Village.  Your regular and punctual attendance 
is essential for the Village to provide efficient and effective services to the public.  As Village 
employee, you are expected to be at work and on time for your scheduled or regular work hours 
as detailed in your contract.  
 
Each department maintains records of its employees' attendance and use of leave time.  Time 
sheets must be submitted to the Finance Department on the Friday prior to pay date, unless there 
is a holiday on that day and then time sheets are to be submitted the day before, with all 
appropriate time used noted.  If a problem arises, it should be resolved by comparing time sheets 
with the Finance Department and the Department Head.  
 
Workplace Solicitation 
 
Employees may not solicit on Village of Mount Kisco property or use Village facilities, such as 
e-mail, text message, voicemail, or bulletin boards during work hours for solicitation.  This 
policy applies to, but is not limited to, collecting funds, requesting contributions, selling 
merchandise, gathering employee signatures, and promoting membership in clubs or 
organizations.  Employees may conduct these activities provided it is not conducted during work 
hours, not conducted on Village property, and not conducted using Village resources. 
 
Nonemployees may not make solicitations or distribute literature at any time.  The Village may 
grant limited exemptions from these rules for charitable purposes at its discretion. 
 

EMPLOYEE GUIDELINES 

Before more details are given on the many benefits available to you as an employee of the Village 
there are some areas in which you are expected to assume some personal obligation.  
 
Public Relations  
 
Every employee of the Village is involved in public relations because the Village will very likely 
be judged by the manner in which its employees make contacts with the public regardless of his 
or her position.  All Village business should be conducted in such a manner as to leave a positive 
and lasting impression.  As an employee, you must make every effort to give each person with 
whom you come in contact the best possible attention and professional courtesy.  
 
Public Information  
 
There will be times when news media will request information, quotes or an interview relating 
to Village matters.  Village employees should not grant such a request until it is cleared with 
their direct supervisor or the Village Manager.  However, Department Heads may answer 
questions regarding the operations of their department without clearance, except questions 



 

1/14 /19 Page 33 

regarding the finances of their department which are under the purview of the Village Board.  
 
In your contacts with the public, it is important to be careful in what you say when speaking as an 
employee of the Village.  Any statement, particularly if it happens to be inaccurate or poorly timed, 
could cause embarrassment to you or to your department.  
 
Confidential information acquired during the course of your employment must not be disclosed.  
There are also considerations of the confidentiality of records and information in some 
departments, including personnel records.  Every employee, particularly a new employee, should 
ask his or her supervisor as well as the Village Manager for guidelines on how requests for 
information should be handled.  
 
This policy regarding public information does not apply to elected officials.  
 
Employment Communication  
 
On-Line – The Village's website on the internet, www.mountkiscony.gov, is a source of 
information and forms.  More importantly, the website contains links to other relevant sites, such 
as the New York State and Local Employees Retirement System.  
 
Bulletin Boards – Bulletin Boards are prominently located in all Village buildings.  The boards 
contain information regarding, but not limited to, announcements of Civil Service examinations, 
associations, safety guidelines, and social news of interest to employees.  You should make it a 
daily habit to look at the bulletin board in your work location to determine if any material affects 
you.  
 
Collective Bargaining Contracts – A copy of your collective bargaining contract is available upon 
request.  It contains information on the current contract, and pertinent information on applicable 
personnel policies, salary scales, and other benefits.  Contact the representative of your bargaining 
unit to obtain a copy.  
 
Booklets – Information on various employment topics are updated and distributed by the Village 
of Mount Kisco periodically.  New York State published materials on the Retirement System and 
other matters of general interest are available on-line.  
 
Departmental Bulletins, Memoranda – Departments and/or the Village Manager’s Office issue 
informational or instructional materials on matters of specific interest to their employees. 
Newsletters and other publications describing various department services are made available to 
other employees and the general public through the Internet.  
 
Suggestions – Employees shall feel free to contribute ideas that will improve internal operations 
or to improve the employee morale to their Department Head or the Village Manager.  
 
Telephone Use  
 
The telephone is an important instrument of good public relations, as it is the only means of 
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contact which many have with the Village.  Employees shall answer phone calls and assist 
visitors in a friendly, courteous, and professional manner.  If you do not know the answer to a 
question immediately, offer to obtain the answer or refer the matter to someone who can supply 
the answer.  Everyone who calls should know that you have done your best to help. 
 
You should answer the telephone promptly.  In the event the person called is not available, take 
a message and deliver it to the person so that the necessary relay can be made.  
 
All new employees should be instructed by their supervisor as to what should be said when you 
answer the phone and how to use the phone system in their department.  Personal phone usage 
should be limited on Village phones especially during working hours.  
 
Lunch Break  
 
Please refer to your respective collective bargaining unit contract. 
 
Proper Work Attire  
Village employees are expected to dress appropriately to work, whether outdoor attire or office 
attire.  Clothing worn to work should not include ripped clothing, tank tops, or strapless dresses.  
No alcohol, tobacco, or drug related clothing, as well as clothing printed with suggestive material 
or foul language is permitted.  Proper footwear is required at all times.  Walking around with bare 
feet is not acceptable in the workplace.  
 
Political Activity 
 
In accordance with provisions of the New York State Civil Service Law, you are under no 
obligation to contribute to any political fund or perform any political services, nor can you be 
promoted or dismissed for compliance or refusal to do so.  No Village employee is permitted to 
use his or her official influence to force the political activity of any person or group. 
 
Federal Law, known as the Hatch Act, and New York State law prohibit individuals working for 
a state or local agency whose employment is in connection with an activity financed in whole or 
in part by federal funds (i.e. Senior Nutrition, Section 8) from influencing elections, coercing an 
officer or employee to contribute for political purposes or being a candidate in a partisan election.  
Most importantly, under the Hatch Act, any such Village employee is prohibited from running as 
a candidate for public elective office in a partisan primary, general or special election.  The only 
exception would be that such an employee may be a candidate in a non-partisan election in which 
none of the candidates represents a political party which received votes in the last Presidential 
election. 
 

HOLIDAYS, VACATIONS, AND OTHER LEAVES 
 

All terms, conditions, and policies regarding holidays, vacations, sick leave, accumulated sick 
leave, and personal days are covered under the current collective bargaining unit contract of which 
you are a member.  Please carefully review your collective bargaining unit contract for these 
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benefits.  The terms and conditions of your bargaining unit contract supersede any provision listed 
below. 
 
Absence 
 
Please refer to your collective bargaining unit contract first as it takes precedent.  In the event that 
there is nothing in your contract on this matter then the following policy will apply.  If a member 
of your immediate family becomes ill, or if for any other reason you are unable to report to work, 
you must provide notification to your direct supervisor as soon as possible.  It is important to 
comply with this rule.  You should speak directly with your immediate supervisor in order to avoid 
confusion or risk that your absence will not be correctly recorded.  For all absences due to illness 
of three days or longer, the Village Manager or the Department Head may require a doctor's 
statement.  
 
Partial Sick Days  
 
A full-time employee who is eligible to be paid an hourly rate for work beyond his/her regular 
scheduled day will be charged sick time for the hours that he/she leaves work early or reports to 
work late due to illness.  
 
Sick Leave Procedures  
 
On the first day of absence due to an illness, the employee, family member or other authorized 
person shall call the Department Head or their designee, or in his/her absence, the Village 
Manager's office, to advise of the anticipated duration of the absence.  

The Department Head shall notify the Village Manager's office of the absence on each day of 
occurrence.  
 
For all sickness absences of three days or longer, the Village Manager or the Department Head 
may require a physician's note.   
 
Workers' Compensation  

The Village of Mount Kisco provides coverage for job-related injuries and illnesses an employee 
might suffer while working on Village premises, traveling on official Village business, or attending 
an activity officially sponsored by the Village.  It is the employee's responsibility to report an 
accident immediately, or as soon as thereafter as it is practical, to their Department Head.  The 
Employee Injury and Illness form must be completed and forwarded to the Finance Department as 
soon as possible, but no more than 24 hours from the time of the incident.  

Our third-party administrator is the Public Employers’ Risk Management Association (PERMA). 

Should you become ill or injured, please get medical attention at once.  You must also report the 
details to your supervisor immediately and complete a report for every injury, no matter how small. 
This report should be given to the Deputy Treasurer to keep the coverage in force and to get any 
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benefits or other compensation to which you may be entitled.   
 
Pregnancy Related Disability and Child Care Leave  
 
An employee, upon filing appropriate medical evidence that she or the employee's spouse is 
medically disabled due to pregnancy/childbirth, will be permitted to use any annual leave, personal 
leave, supplemental time, holiday leave, and sick leave for the period of the disability and will be 
eligible for extended sick leave.  In addition to the preceding leaves with pay, an employee (female 
or male) may be granted, upon the written request to the Village Manager, a leave of absence 
without pay for a maximum of seven (7) months, which may be extended upon recommendation 
of the Department Head, up to a maximum of two (2) years.  The total leave cannot exceed two 
(2) years.  
 
Leave of Absence Without Pay  
 
Once you are on a permanent annual salary basis, you may request, in writing, a leave of absence 
without pay.  The circumstances under which such a leave of absence might be granted include: 
your temporary inability to perform your duties (physical or mental), your wish to engage in a 
course of study intended to increase your usefulness to the Village of Mount Kisco service 
(provided that it does not create a significant negative impact on the day to day operations of the 
department), or any other reason which the Village Manager or Village Board might find 
satisfactory and which they might approve.  
 
Please note that: (1) any absence of more than thirty (30) days may affect the time when you will 
be eligible for a salary increment, (2) annual leave credits may not be earned when you are absent 
for more than thirty (30) days, (3) sick leave will not be earned for absences aggregating one-half 
or more of the work days in a month, and (4) your medical and dental coverage may cease, unless 
you assume the cost for the coverage which may be continued.  
 
If you should fail to return to your position on or before the date when your leave of absence 
without pay expires, such failure will be considered a resignation from the Village of Mount Kisco 
service, retroactive to the date that the leave of absence started.  
  
Jury and Court Appearance Leave  
 
If you are required to serve as a juror or to appear in court pursuant to a subpoena or court order 
during work hours for any reason unrelated to your official duties on behalf of the Village of 
Mount Kisco, you will be granted a leave with pay for such required attendance.  Any fees received 
for such attendance, other than travel and meals, must be paid to the Village of Mount Kisco.  This 
leave with pay does not apply when your own personal interests are the subject of the court 
activity.  
 
Military Leave  
 
Under Employees Uniformed Services Employment and Reemployment Rights Act of 1994 
("USERRA"), any employee called to active service in the United States Armed Forces has the 
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right to take a leave of absence from their jobs for active military service and to return to their jobs 
with accrued seniority and other employment protections . For any employee called to active 
service in the United States Armed Forces in any calendar year or continuous period of absence 
exceeding the paid military leave provided under Military Law, an officer or employee of the 
Village of Mount Kisco called to active duty and performing ordered military service during such 
time, which duty is not a part of regular reservist duties, shall receive from the Village a salary 
equal to the difference, if any, between the employee’s Village salary and the salary paid to him 
or her for the performance of such ordered military duty.  The employee is also entitled to 
continued health coverage pursuant to the terms of his or her collective bargaining agreement.  The 
employee will also be entitled to earn leave for vacation, sick, and personal leave while they are 
ordered to perform military duty.  Payment of the salary differential, health coverage, and the 
accrual of vacation, sick, and personal leave shall not exceed twelve (12) months with respect to 
each eligible officer or employee ordered to perform military duty.  
 
Leave for Breast and Prostate Cancer Screening  
 
Employees are entitled to up to four (4) hours of paid leave for the purpose of obtaining cancer 
screening  for any type of cancer annually with no charge to leave accruals.  Proof of 
appointment/screening may be required by your Department Head or the Village Manager.  
 
Leave for Blood Donation  
 
All full-time employees are entitled to three (3) hours of paid leave in any twelve (12) month   
period for the purpose of donating blood.  Proof of appointment/screening may be required by 
your Department Head or the Village Manager.  
 
FAMILY AND MEDICAL LEAVE ACT OF 1993 (FMLA)  
 
All employees who meet the applicable eligibility requirements may be granted FMLA leave 
consisting of appropriate accrued paid leave and unpaid leave, for the following reasons:  
 

1.   the birth of the employee's child and in order to care for the child;  
2.   the placement of a child with the employee for adoption or foster care;  
3.   to care for a spouse, child or parent who has serious health condition;  
4.   to care for an adult child who is incapable of self-care due to a disability (regardless of    

  the date of the onset of disability) and has a serious health condition;  
5.   a serious health condition that renders the employee incapable of performing the    

  functions of his or her job; or 
6.  For any qualifying exigency arising out of a covered service member’s active duty status 

in accordance with federal law.  
 
The entitlement to FLMA leave for the birth, or placement of a child for adoption or foster care, 
expires twelve (12) months from the date of the birth or placement.  
 
Eligibility: Employees who have been employed for at least one (1) year and who have worked at 
least 1,250 hours during the preceding twelve (12) month period are eligible for FMLA leave.  
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Eligible employees are entitled to a maximum of twelve (12) weeks of FMLA leave in any twelve 
(12) month period as calculated from the first day of any authorized FMLA leave granted in the 
twelve (12) months preceding the first day of the newly requested leave.  
 
FMLA leave will consist of appropriate accrued paid leave and unpaid leave.  If FMLA leave is 
requested, the employee must use all of his or her accrued paid vacation leave, personal time, and 
sick leave he/she has available.  If the need for the FMLA leave is the result of a job related injury, 
sick injury time will be used before accrued balances.  The remainder of the FMLA leave will then 
consist of unpaid leave.  
 
Procedure for Requesting Leave: In any case where leave under FMLA is foreseeable, an 
employee intending to take FMLA leave because of an expected birth or placement, or because 
of a planned medical treatment, must request the leave at least thirty (30) days before the leave 
is to begin, as far as practicable.  If leave is to begin within thirty (30) days, an employee must 
give notice to his or her Department Head/Village Manager as soon as the necessity for the leave 
arises.  In all cases, an employee must make the FMLA leave request with documentation to his 
or her supervisor consistent with department procedures.  
 
Medical Certification: Notice for leave based on the serious health condition of the employee or 
the employee's spouse, child, or parent must be accompanied by a "Medical Certification" form 
completed by a health care provider and must be provided to your Department Head and/or the 
Village Manager.  The certification must state the date on which the health condition 
commenced, the probable duration of the condition, and the appropriate medical facts regarding 
the condition.   These forms are available from your Department Head or the Village Manager's 
office.  If the employee is needed to care for a spouse, child, or parent, the certification must so 
state, along with an estimate of the amount of time the employee will be needed.  If the employee 
has a serious health condition, the certification must state that the employee cannot perform the 
functions of his or her job.  Consistent with existing practice this "Medical Certificate" is not 
needed for birth or placement of a child for adoption or foster care.  Physician and agency notes 
will continue to be accepted.  
 
Benefits Coverage During Leave: During a period of FMLA leave, an employee will retain medical 
and dental benefits under the same conditions that applied before leave commenced, including the 
employee’s payment of contribution for health insurance, if any.  An employee is not entitled to 
the accrual of any seniority or employment benefits that would have occurred if not for the taking 
of leave during the period of unpaid leave.  An employee who takes FMLA leave will not lose any 
employment benefits that accrued before the date the leave began. 
 
Restoration to Employment Following Leave: An employee eligible for FMLA leave will be 
restored, with limited exceptions, to his or her prior position or to an equivalent position with 
equivalent pay, benefits, and other terms and conditions of employment.  A determination as to 
whether a position is an "equivalent position" will be made by the Village Manager.  
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HEALTH BENEFITS 
 
Eligibility for Health Benefits  
 
A new employee is not automatically eligible for benefits.  In order to be eligible the employee 
must be a full-time employee or be a paid appointed official.  
 
Non-Eligibility for Health Benefits  
 
New employees are not eligible for benefits in the following situations:  
 If they are terminated before their effective date of coverage  
 If they retire prior to the effective date of the plan and are subsequently re-employed in a 

temporary, seasonal, or occasional basis  
 If they are moved to an hourly position  

 
Health Insurance 
 
All terms and conditions for health insurance benefits to be provided to eligible employees can be 
found in detail in the collective bargaining agreement that governs their particular civil service 
title.  Please see the section entitled “Collective Bargaining – Union/Associations” on page 9 of 
this handbook.  
 
Option to Decline Health Coverage 
 
Upon providing documentation of comparable alternate medical insurance coverage, full-time 
employees, appointed officials receiving a salary, and retirees may elect to decline available 
medical and dental benefits, electing instead to receive an annual lump sum.  Please refer to your 
collective bargaining agreement for more details. 
 
Eligible Dependents 
 
Eligible dependents are defined by the employee’s plan in which he/she is enrolled. 
 
Loss of Eligibility by Dependents 
 
Loss of eligibility is defined by the employee’s plan in which he/she is enrolled. 
 
Effective Dates of Coverage 
 
Medical and dental coverage is effective the first of the month following the date of hire unless 
the hire date is the first day of the month in which case coverage becomes effective that day. 
 
     For example: 
                        Hire Date                  Effective Date 

                        February 7th               March 1st 
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                        February 1st               February 1st 
 
Effective Dates/Changes in Coverage 
 
Changes in your family status because of marriage, birth of a child, divorce or death may make it 
necessary for a change in your health benefit coverage.  To avoid delay of coverage any of these 
changes must be reported to the Finance Department within thirty (30) days of the date of change 
in family status.  You must provide appropriate documentation for the change in family status. 
 
     1.  From Individual to Family Coverage 

 
You may wish this change to cover a newly acquired or existing spouse or dependent child. 

 
     2.  From Family to Individual Coverage 
         You may no longer have any eligible dependents, or may no longer wish to cover existing 
         eligible dependents. 
 
If an employee wishes any of the above changes in his or her health benefit coverage, the effective 
date will be the first day of the month following the request for a change. 
 
For example: 
                        Date of Marriage             Request for Change              Effective Date 

                            April 13th                        April 27th                        May 1st  

1. If you have already had family coverage, a new dependent child is covered under the  
family policy.  You must file the name and birth date of the child to the Finance 
Department within thirty (30) days of the birth of a child. 

 
2. If you are unmarried and request a change from individual to family coverage because of  

the birth/adoption of a dependent child, the effective date for family coverage begins on 
the first day of the birth month of the child. 

 
     For example: 
                     Date of Birth/Adoption            Request for Change              Effective Date 

                            April 13th                           April 27th                        April 1st  

3. If you request a change from family to individual coverage, the change becomes effective 
 the first day of the month following the request for a change. 

Change of Options 
 
Employees are able to make changes to their health and dental benefits for any qualifying reason 
at any time during the calendar year and for any reason provided that the change is supported by 
the proper documentation. 
 
If an employee is on an authorized FMLA leave, the employee’s health and dental plans will be 
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maintained for the duration of the FMLA leave for the maximum period of twelve (12) weeks as 
long as the employee pays the employee portion of the premium.  
 
Maintenance of Benefits While on Non-FMLA Unpaid Leave 
 
An employee has the opportunity to continue medical and dental benefits by paying the full cost 
of the coverage while on an unpaid leave.  The Finance Department will send the employee a bill 
based upon the information submitted by the employee’s Department Head.  If the employee 
chooses not to continue coverage, the benefits will terminate on the last day of the month that the 
employee worked. 
 
If an employee elects not to continue coverage while on leave without pay, the employee must re-
enroll for medical and dental benefits within thirty (30) days of his or her return from such leave 
without pay. 
 
Benefits in Retirement 
 
All terms and conditions for benefits to be provided to eligible employees can be found in detail 
in the collective bargaining agreement that governs their particular civil service title.  Please see 
the section entitled “Collective Bargaining – Union/Associations” on page 9 of this handbook.  
Retirement from the Village of Mount Kisco is defined as retirement according to the New York 
State and Local Employees’ Retirement System. 
 
If you wish to continue medical or dental benefit coverage into retirement (family or individual), 
you must contact the Finance Department to ensure that separation information on the payroll 
system indicates that you are retiring.  The Finance Department will determine contribution 
requirements based on your collective bargaining agreement.  If you are required to contribute for 
your health and dental benefits in retirement, then a bill will be sent to you requesting the payment 
that will be due on a monthly basis.  This payment will be remitted to the Finance Department.   
 
Retirees may continue dental coverage in retirement provided they pay one hundred percent 
(100%) of the cost for the dental coverage. 
 
If you are on an authorized leave without pay pending retirement, you are eligible for a 
continuation of benefits.  Please refer to your contract and consult with the Finance Department to 
determine eligibility, terms, and conditions. 
  
Continuation of Health Benefit Payments Under COBRA 
 
If you are terminated for any reason other than cause or otherwise leave the employment of the 
Village/Town of Mount Kisco, and have been continuously covered by the Village’s group 
insurance plan before that, you and your dependents may have the right to continue or convert 
coverage as set forth in the rules of the plan. You should receive written notification of your right 
to continue coverage from the Village’s health care carrier detailing your payment obligation and 
length of extended coverage. Should you have questions about this coverage, contact the Village’s 
Deputy Treasurer.  
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Dental Insurance  
 
All terms and conditions of dental insurance benefits to be provided to eligible employees can be 
found in detail in the collective bargaining agreement that governs their particular civil service 
title.  Please see the section entitled “Collective Bargaining – Union/Associations” on page 9 of 
this handbook.  If any employee chooses to decline medical coverage, but would like to maintain 
dental benefits, they may do so.  
 
Life Insurance 
 
You can obtain all necessary paperwork regarding the life insurance program that the Village of 
Mount Kisco provides to full-time employees.  This coverage becomes effective upon your full-
time employment with the Village and is provided at no expense to the employee.  The coverage 
is for $50,000 during the period of your full-time employment with the Village.  If a covered 
employee dies, the insured amount will be paid to his or her named beneficiary. You are 
responsible for naming your beneficiary and may change that selection by submitting a written 
request. 
 
Employee Assistance Program  
 
The Village of Mount Kisco has an Employee Assistance Program (EAP) which is offered through 
Westchester County.  You may seek help anonymously for such matters as alcohol or other 
chemical dependency, family and marital problems, financial difficulties, personal and work-
related stress situations and anxiety disorders.  The telephone contact number is (914) 995-6070 
and is available during regular business hours.  You may also send an e-mail to 
pkj1@westchestergov.com.  Communicating by e-mail may not be confidential. If you are 
interested in maintaining confidentiality, it is best to contact by phone. 
 
Grievance Procedure 
 

A. Resolution of the Village of Mount Kisco  
 

The Village of Mount Kisco, in compliance with Article 16 of the General Municipal Law 
(Chapter 554 of the Laws of 1962) regarding the establishment of grievance procedures for 
public employees, does hereby establish and adopt the following procedures for the orderly 
settlement of grievances of public employees of the Village who are not covered by a 
contractual grievance procedure.  If you are covered by a contractual grievance procedure, 
please review your contract.  The purpose of these procedures is to provide a means for 
orderly settlement of differences promptly and fairly, as they arise and to assure equitable 
and proper treatment pursuant to established rules, regulations and policies of the Village.  
The provisions of these procedures shall be liberally construed for the accomplishment of 
this purpose.  

 
B. Definition 

• Chief Administrator shall mean the Village Manager.  

mailto:pkj1@westchestergov.com
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•  Representative shall mean a co-worker designated by the aggrieved employee to act 
on his/her behalf.  

•  Grievance shall mean any claimed violation, misinterpretation or inequitable 
application of any existing laws, rules, regulations or policies, which relate to or 
involve the employee in the exercise of his/her duties.  

 
C. Basic Principles 

• It is the intent of these procedures to provide for the orderly settlement of 
differences in a fair and equitable manner.  The resolution of a grievance at the 
earliest possible stage is encouraged.  

• An employee shall have the right to present grievances in accordance with these 
procedures, free from coercion, interference, restraint, discrimination or reprisal. 

• An employee shall have the right to be represented at any stage of the procedures 
by a co-worker of his/her own choice.  

• All hearings shall be confidential. 
• It shall be the responsibility of the chief administrator of the Village to take such 

steps as may be necessary to give force and effect to these procedures.  The chief 
administrator shall have the responsibility to consider promptly each grievance  
presented to him and make a determination within the authority delegated to him 
within the time specified in these procedures.  

• The function of these procedures is to assure equitable and proper treatment under  
the existing laws, rules, regulations, and policies which relate to or affect the 
employee in the performance of his/her assignment.  They are not designed to be 
used for changing such rules or establishing new ones 

 
D. Procedures 

1.  Informal Stage - The aggrieved employee shall orally present his grievance, clearly 
indicating that it is a grievance, to the chief administrator who shall orally and 
informally discuss the grievance with the aggrieved employee.  If such grievance 
is not satisfactorily resolved at this stage, the aggrieved employee shall inform the 
chief administrator that he/she intends to proceed to the formal stage(s).  The 
employee may make a written request to the Chief Administrator for a review and 
determination.  The written request, i.e., grievance, must be filed within thirty (30) 
working days of the alleged violation, otherwise it shall be deemed untimely.  

2.  The Chief Administrator shall render his determination within ten (10) working 
days.  

3.  If the aggrieved employee is not satisfied with the Village Manager's written 
decision, the written statement of the grievance may be appealed to the Village 
Board of Trustees within ten (10) working days after the receipt of the Village 
Manager's decision.  

4. The Village Board, or a sub-committee of the Board, appointed by the Mayor, shall 
conduct a hearing on the appeal in executive session within fifteen (15) working 
days following the receipt of the appeal.  

5. A decision shall be rendered within five (5) working days following the conclusion 
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of the hearing.  A copy of the decision shall be provided to the aggrieved employee.  
6. The decision will be considered final, not subject to arbitration.  
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Acknowledgement of Receipt 
 
All employees must have read this handbook and appendices and sign the Acknowledgement of 
Receipt form before they can begin work for the Village.  
 
ACKNOWLEDGMENT  
 
I, _______________________________________________, have received a copy of the 
Employee Handbook issued by the Village/Town of Mount Kisco, and understand and agree that 
I am to review this Handbook in detail and consult with my supervisor if I have any questions 
concerning its contents.  

I understand and agree:  

1. That this Handbook is intended as a general guide to the Village’s personnel policies and 
that it is not intended to create any sort of contract between the Village and any one or all of 
its employees; 

2. That the Village may modify any or all of these policies, in whole or in part, at any time, with 
or without prior notice; and  

3. That in the event the Village modifies any of the policies contained in this Handbook, the 
changes will become binding on me immediately upon issuance of the new policy by the 
Village.  

If I am a member of a collective bargaining unit, I understand that the Handbook will be read 
consistent with the applicable collective bargaining agreement and that the Village will not modify 
an existing term and condition of employment without first negotiating such change with the Union.  

I understand that as an employee of the Village/Town of Mount Kisco I am required to review and 
follow the policies set forth in this Handbook and I agree to do so.  
 
 
 
 
______________________________________                   _____________________________ 
Employee's  Signature Date 
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APPENDIX A 
 

WORKPLACE VIOLENCE PREVENTION PROGRAM 

I. POLICY STATEMENT 

The Village/Town of Mount Kisco (“Village”) is committed to ensuring the safety and security of its employees. 
The Village does not tolerate violence in the workplace and will make every effort to prevent violent incidents 
from occurring by implementing a Workplace Violence Prevention Program (“WVPP”). The Village will provide 
adequate authority and budgetary resources to responsible parties so that our goals and responsibilities can be met. 

All department heads and supervisors are responsible for implementing and maintaining our WVPP. We encourage 
employee participation in designing and implementing our program. We require prompt and accurate reporting of 
all violent incidents whether or not physical injury has occurred. We will not discriminate against victims of 
workplace violence. 

A copy of this Policy Statement and our WVPP is readily available to all employees from each department head 
and supervisor. 

The Village’s program ensures that all employees, including supervisors and department heads, adhere to work 
practices that are designed to make the workplace more secure, and do not engage in verbal threats or physical 
actions which create a security hazard for others in the workplace. 

All employees, including department heads and supervisors, are responsible for using safe work practices, for 
following all directives, policies and procedures, and for assisting in maintaining a safe and secure work 
environment. All incidents must be reported immediately after the incident occurred. An "Incident Report Form" 
will be completed for all incidents and submitted to the Village Manager or his or her designee. 

The Village’s department heads and supervisors are responsible for ensuring that all safety and health policies and 
procedures involving workplace security are clearly communicated and understood by all employees. Department 
heads and supervisors are expected to enforce the rules fairly and uniformly. 

The Village’s Program will be reviewed and updated annually. 

The Village Manager of the Village/Town of Mount Kisco is responsible for ensuring that all safety and health 
policies and procedures involving workplace violence are clearly communicated and understood by all employees.  

The Village’s system of ensuring that all its employees, including supervisors and department heads, comply with 
work practices that are designed to make the workplace more secure and do not engage in verbal threats or physical 
actions which create a security hazard for others in the workplace include: 

         • Informing employees, supervisors and department heads of the provisions of our    program for workplace 
security; 

          • Evaluating the performance of all our employees in complying with our     establishment’s security 
measures; 

          • Recognizing employees who perform work practices which promote security in the   workplace; 
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          • Providing training and/or counseling to employees whose performance in complying   with work practices 
designed to ensure workplace security is deficient; 

          • Disciplining workers for failure to comply with workplace security practices.  

DEFINITIONS: 

Authorized Employee Representative: An employee authorized by the employees or the designated representative 
of an employee organization recognized or certified to represent the employees in the Village. 

Employee: An individual employed by the Village/Town of Mount Kisco, including officers, appointees, elected 
officials, volunteers, consultants and hired professionals. 

Employer: Village/Town of Mount Kisco or Village 

Imminent Danger. Any conditions or practices which are such that a danger exists which could reasonably be 
expected to cause death or serious physical harm immediately or before the imminence of such danger can be 
eliminated through the enforcement procedures otherwise provided for by this Part. 

Retaliatory Action. The discharge, suspension, demotion, penalization, or discrimination against any employee, or 
other adverse employment action taken against an employee in the terms and conditions of employment. 

Serious physical harm. Physical injury which creates a substantial risk of death, or which causes death or serious 
and protracted disfigurement, protracted impairment of health or protracted loss or impairment of the function of 
any bodily organ or a sexual offense as defined in Article 130 of the Penal Law. 

Workplace. Any location away from an employee’s domicile, permanent or temporary, where an employee 
performs any work-related duty in the course of his or her employment by an employer. 

Workplace Violence. Any physical assault, shoving, pushing, hitting, or threatening, aggressive or disruptive 
behavior, intimidation, coercion, verbal abuse or stalking occurring where a public employee performs any work-
related duty in the course of his or her employment, including but not limited to: 

  (i)  An attempt or threat, whether verbal or physical, to inflict physical injury upon an   employee; 

 (ii)  Any intentional display of force which would give an employee reason to fear or    expect  bodily harm; 

 (iii)  Intentional and wrongful physical contact with a person without his or her consent that   entails some injury 
or offensive touching; 

 (iv)  Stalking an employee with the intent of causing fear of material harm to the physical   safety and health of 
such employee when such stalking has arisen through and in the   course of employment. 

II. TYPES OF WORK PLACE VIOLENCE 

The Village WVPP addresses the hazards known to be associated with workplace violence incidents, including 
incidents constituting imminent danger. Workplace violence can be committed by:   

• An assailant with no legitimate relationship to the workplace who enters the workplace to commit a robbery 
or other criminal act; 

•  A recipient of a service provided by the Village; 



 

1/14 /19 Page 3 

• A current/former employee, department head, supervisory personnel, volunteer or consultant; or  
• By a person who does not work for the Village but who has a personal relationship with a Village employee, 

such as an employee’s spouse, an employee’s relative or friend neighbor or other acquaintance. 
  

III. RESPONSIBILITY 

The Village Board has appointed the Village Manager, as the Program Administrator for workplace security and 
safety who has the authority and responsibility for implementing the provisions of this program for the Village. 

All Department Heads and supervisors are responsible for implementing and maintaining this program in their 
work areas and for answering employee questions about the program. A copy of this program is available from 
your department head. 

IV. INCIDENT REPORTING AND INVESTIGATION 

a.     Reporting 

All employees are expected to comply with the WVPP. Any incident of workplace violence must be immediately 
reported and an incident report form must be submitted to the Village Manager or his or her designee. 

All Village employees that are the victim of or have witnessed workplace violence or have been told that another 
person has witnessed workplace violence must also immediately report the incident to the designated person above. 
Employees should also report behavior they regard as threatening or violent if that behavior is job-related or might 
be carried out on a Village-controlled site or any serious violation of a workplace violence prevention program or 
imminent danger exists in the workplace.   

An employee who applies for or obtains a protective or restraining order that lists Village property as protected 
areas must provide a copy of the petition and declarations used to seek the order and a copy of any temporary or 
permanent protective or restraining order that was granted to the designated contact person.   

Copies of all incident reports shall also be forwarded to the Risk Assessment Team for their review. 

The Village has confidentiality procedures that recognize and respect the privacy of the reporting employee(s).   

b.    Investigation of Reports or Complaints: 

Upon receipt of a report/complaint of violence, the Village Manager or his or her designee, will conduct an 
immediate and thorough investigation of the report.  All reports are to be fully investigated even if the 
reporter/complainant does not wish to have that done.  All investigations are to be completed within a reasonable 
period of time and kept as confidential to the extent practicable. If it is determined that there is an immediate threat 
of violence, the investigator shall immediately contact the appropriate police agency and/or emergency medical 
response personnel. 

The Village will implement the following procedures applicable to the type of incident, including: 

• Any person who makes threats, exhibits threatening behavior, or engages in violent acts or displays any 
violence while on Village property will be removed from the  premises as quickly as safety permits 
and the Village shall take such action as appropriate, pending the outcome of an investigation. 

• The Village will ensure an employee who is injured receives prompt medical attention. 
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• Report the incident to the appropriate authorities. 
• Prepare the appropriate reports of the incident.  
• Where necessary provide counseling services or referral for victims and/or witnesses to EAP.  

The Village’s response to incidents of violence may include suspension and/or termination of any business 
relationship, filing of criminal charges or disciplinary action against an employee 

Both the complainant and the respondent are entitled to fair treatment in the handling of the complaint, as well as 
to privacy and discretion to the extent practicable. 

An employee is also required to submit a written report that a serious violation of a workplace violence prevention 
program or imminent danger exists in the workplace. A copy of the report shall be provided to the appropriate 
individual including the Village/Town of Mount Kisco Risk Assessment Team for immediate investigation and 
recommendations.   

 c.     Retaliation: 

The Village condemns any retaliatory behavior against complainants, or potential complainants, reporters, 
communicators, or witnesses, or anyone administering this program or regulations. Those engaging in retaliatory 
conduct shall be subject to discipline. 

d.    Post-Incident 

The Village Risk Assessment Team shall conduct a review of the WVPP after any occurrence of a workplace 
violence incident. The Team will discuss the causes of the incident and will make recommendations on how to 
revise the program to prevent similar incidents from occurring. All revisions of the Program will be put into writing 
and made available to all employees. 

V. RECORD KEEPING 

The Village will maintain an accurate record of all workplace violence incidents. All incident report forms will be 
kept in accordance with the Records Retention Schedule. 

Any injury which requires more than first aid, is a lost-time injury, requires modified duty, or causes loss of 
consciousness, will be recorded on the New York State Department of Labor injury and illness log and the OSHA 
200 log. Doctors' reports and supervisors' reports will be kept of each recorded incident, if applicable. 

Incidents of abuse, verbal attack, or aggressive behavior, which may be threatening to the employee, but not 
resulting in injury, will be recorded. These records will be evaluated on a regular basis by the Risk Assessment 
Team. 

Additionally, any report that a serious violation of a workplace violence prevention program or imminent danger 
exists in the workplace, will be recorded. These records will be evaluated on a regular basis by the Risk Assessment 
Team. 

Minutes of the Risk Assessment Team meetings shall be kept and submitted to the Village Clerk. 

Records of training program contents, and the sign-in sheets of all attendees, shall be kept for in accordance with 
the records retention schedule. Qualifications of the trainers shall be maintained along with the training records. 
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VI. TRAINING AND EDUCATION  

Training for all employees, including department heads and supervisors, will be given annually or more as needed.  
Workplace Violence Prevention training will also be given to new employees as part of their orientation. Trainers 
will be qualified and knowledgeable. At the end of each training session, employees will be asked to evaluate the 
session and make suggestions on how to improve the training The Village shall maintain records of all training 
which shall be maintained in each employee’s personnel file. The Village’s training program will be updated to 
reflect changes in the WVPP. 

The employee training program shall minimally address the following areas:  

• a review and definition of workplace violence and the law; 
• a full explanation, description and copies of the Villages workplace violence prevention program; 
• instructions on how to report all incidents including threats and verbal abuse; 
• methods of recognizing and responding to workplace security hazards; 
• training on how to identify potential workplace security hazards (such as no lights in parking lot while 

leaving late at night, unknown person loitering outside the building, etc.; 
• review of the risk factors in the workplace or workplaces; 
• review of measures that have been instituted by the Village to prevent workplace violence including: 

o use of security equipment and procedures;   
o how to attempt to diffuse hostile or threatening situations;   
o how to summon assistance in case of an emergency or hostage situation;  
o post-incident procedures, including medical follow-up and the availability of counseling and 

referral. 
VII.  RISK EVALUATION OF VILLAGE/TOWN OF MOUNT KISCO WORKPLACE 

1. RISK ASSESSMENT TEAM  

The Village Board will appoint a Risk Assessment Team (“Team”) which shall include authorized representative 
authorized employee representative. The Team will be responsible to: a) assess the vulnerability of the workplace 
to violence to Village employees; b) prepare a list of the risk factors that are present in such workplace or 
workplaces; c) submit recommendations to the Village Board on preventive actions to be taken; and d) audit the 
Village’s overall Workplace Violence Program. 

The Risk Assessment Team will consist of: 

 

Name:_Ken Famulare ________ Title:_Assistant Village Manager_                ____Phone:_(914) 864-0059_ 

 

Name:_Doreen Caravello _____ Title:_Senior Payroll Clerk_______________ _  _Phone:_(914) 864-0013_ 

 

Name:_Patti Tipa____________Title:_Senior Office Assistant – Office Manager  _Phone:_(914) 864-0053_  
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Name:_Liz Dieter___________ Title:_Recreation Supervisor – Senior Programs ___Phone:_(914) 666-8766__ 

 

Name:_Chris Roth___________ Title:_Motor Equipment Operator ______________Phone:_(914) 666-8193__ 

The Team will develop employee training programs in violence prevention and plan for responding to acts of 
violence to be approved by the Village Board. The Team will work with the Village Board to develop a program 
to communicate this plan internally to all employees. 

The Risk Assessment Team will begin its work by reviewing previous incidents of violence at the Village 
workplace. They will analyze and review existing records identifying patterns that may indicate causes and 
severity of assault incidents and identify changes necessary to correct these hazard. These records include but are 
not limited to, New York State Department of Labor injury and illness logs, OSHA 200 logs, past incident 
reports, medical records, insurance records, workers compensation records, police reports, accident 
investigations, training records, grievances, minutes of meetings, etc.  

Additionally, the Team will inspect the physical workplace and evaluate the work tasks of all employees to 
determine the presence of hazards, conditions, operations, and other situations with might place our workers at 
risk of occupational assault incidents. Employees will be surveyed to identify the potential for violent incidents 
and to identify or confirm the need for improved security measures. These surveys shall be reviewed, updated, 
and distributed as needed or at least once within a two year period. 

The representatives of the Team shall prepare a report of the results of their investigation and submit such report 
to the Village Board. Periodic inspections will be performed according to the following schedule: annually.  

2. RISK ASSESSMENT 

In preparing a risk assessment, the Risk Assessment Team shall conduct an assessment of potential hazards in the 
Village workplace and provide a report to the Village Board. This assessment shall include: a) records review; b) 
inspection of the physical workplace and security analysis; c) review of an employee survey; and d) review of the 
relevant Village policies. The Team shall document each component of the risk assessment on the form attached 
hereto and submit the report to the Village Board with its recommendations. 

3. IMPLEMENTATION OF RISK ASSESSMENT TEAM RECOMMENDATIONS 

The Village Board will receive the recommendations of the Assessment Team and will analyze the data and 
recommendations and will implement feasible control measures in accordance with the hierarchy of control 
measures noted below that will prevent or reduce workplace violence. However, some hazard controls will 
require research, budgetary, or long term planning (capital projects). 

 The “hierarchy of control measures,” is as follows: 

1) Engineering controls eliminate or reduce the hazard through substitution or design. 
Examples include:  

• increased lighting, 
• designing,  



 

1/14 /19 Page 7 

• secure building access,  
• security hardware, 
• eliminating isolated work areas, 
• eliminating “cash on hand” or installing drop safes 

 
2) Administrative or work practice controls eliminate or reduce the hazard by  changing 
organizational policies and procedures. Examples include: 

• employment of security personnel, 
• developing building access control procedures, 
• cross-shift communication to share information regarding agitated clients, 
• elimination of long customer wait times, 
• provision of personal alarms, 
• provision of cell phones for field workers, 
• training  

 
3) Personal Protective Equipment ("PPE") examples include: gloves, respirators,  hard hats, and 
bullet proof vests (For the most part, this type of intervention  is not relevant to workplace 
violence prevention). 

As a result of the workplace security inspection and recommendations made by the Risk Assessment Team, the 
Village Board has instituted the following control measures: 

Engineering Controls: 

___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
_______________________________________ 

Work Practice Controls: 

___________________________________________________________________________________________
___________________________________________________________________________________________
____________________________________________________ 

Personal Protective Equipment: 

___________________________________________________________________________________________
___________________________________________________________________________________________
____________________________________________________ 

IV. TRAINING AND EDUCATION 

Initial training for all employees, including department heads and supervisors shall be provided. This training will 
be repeated annually for all employees and new employees will also receive training after they are hired. The 
Village will record all training. 

The training program shall cover the following topics:  
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• a review and definition of workplace violence and the law; 
• a full explanation, description and copies of the Villages workplace violence prevention program; 
• instructions on how to report all incidents including threats and verbal abuse; 
• methods of recognizing and responding to workplace security hazards; 
• training on how to identify potential workplace security hazards (such as no lights in parking lot while 

leaving late at night, unknown person loitering outside the building, etc.; 
• a review of the  risk factors in the workplace or workplaces; 
• review of measures that have been instituted by the Village to prevent workplace violence including: 

o use of security equipment and procedures; 
o how to attempt to diffuse hostile or threatening situations; 
o how to summon assistance in case of an emergency or hostage situation;  
o post-incident procedures, including medical follow-up and the availability of counseling and 

referral. 
 

X.  EMPLOYEE COMPLAINT REPORTING 

The Village encourages employees to report allegations of violence or imminent danger or a violation of the WVPP 
pursuant to this policy so that they can be addressed by the Village.   

Any employee or his or her authorized employee representative who believes that a serious violation of the WVPP 
exists, or that a workplace violence imminent danger exists, shall bring such matter to the attention of the Village 
Manager or his or her designee in the form of a written notice and shall afford the Village a reasonable opportunity 
to correct such activity, policy or practice. 

If, following a referral of such matter and after a reasonable opportunity to correct such activity, policy or practice, 
the matter has not been resolved and the employee or the authorized employee representative still believes that a 
serious violation of a workplace violence prevention program remains or that an imminent danger exists, such 
employee may request an inspection by notifying the Commissioner of Labor of the alleged violation.   

XI. EVALUATION OF PROGRAM 

The Village shall conduct an evaluation of the effectiveness of the WVPP on an annual basis. The evaluation shall 
consider the effectiveness of control measures, record keeping, and reporting of work place violence. 

XII. SEVERABILITY 

The Village has made every effort to ensure that the WVPP complies with New York State Department of Labor 
regulations. In the event any of the provisions, portions, or applications of the WVPP are found to be invalid or 
illegal by a court of competent jurisdiction, then the provisions, portions, or applications specified in such decision 
shall have no force and effect, but the remainder of the WVPP shall continue to be in full force and effect. 
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APPENDIX B 
Sexual Harassment Policy 

 
Adopted by the Village Board of Trustees on  December 17, 2018 

Effective Date: Immediately 
 

SEXUAL HARASSMENT POLICY 
 

I.  Introduction 
 

The Village/Town of Mount Kisco (“Village”) is committed to maintaining a workplace free from sexual 
harassment. Sexual harassment is a form of workplace discrimination. All employees are required to work 
in a manner that prevents sexual harassment in the workplace. This Policy is one component of the 
Village’s commitment to a discrimination-free work environment. 

 
Sexual harassment is against the law.1 All employees have a legal right to a workplace free from sexual 
harassment, and employees can enforce this right by filing a complaint internally with the Village, or with 
a government agency or in a court of jurisdiction under federal, state, or local antidiscrimination laws. 

 
II. Policy 

 
A. The Village’s policy applies to all employees. Employees are defined to include any person holding 

a position by election, appointment, or employment in the service of the Village whether paid or unpaid; 
applicants for employment; interns, whether paid or unpaid; volunteers; contractors; and persons 
conducting business with the Village. 

B. A non-employee is defined as someone who is (or is employed by) a contractor, subcontractor, vendor, 
consultant, or anyone providing services in the workplace. Protected non-employees include persons 
commonly referred to as independent contractors, "gig" workers, and temporary workers. Also, included 
are persons providing equipment repair, cleaning services or any other services provided pursuant to a 
contract with the Village. 

C. Sexual harassment will not be tolerated. Any employee or individual covered by this policy who 
engages in sexual harassment or retaliation will be subject to remedial and/or disciplinary action, 
up to and including termination. 

D. Retaliation Prohibition: No person covered by this Policy shall be subject to adverse employment 
action including being discharged, disciplined, discriminated against, or otherwise subject to 
adverse employment action because the employee reports an incident of sexual harassment, 
provides information, or otherwise assists in any investigation of a sexual harassment complaint. 
Any employee of the Town who retaliates against anyone involved in a sexual harassment 
investigation will be subject to disciplinary action, up to and including termination. Any employee, 
or non-employee working in the workplace who believes they have been subject to such retaliation 
should inform a supervisor, Department Head, or the Village Manager.  Any employee, paid or 
unpaid intern or non-employee who believes they have been a victim of such retaliation may also 
seek assistance in other available forums, as explained below in the section on Legal Protections. 

                                                           
1 While this policy specifically addresses sexual harassment, harassment because of and discrimination against persons of all protected classes is 
prohibited. In New York State, such classes include age, race, creed, color, national origin, sexual orientation, military status, sex, disability, marital status, 
domestic violence victim status, gender identity, and criminal history. 
 



 

1/14 /19 Page 10 

E. Sexual harassment is offensive, is a violation of our policies, is unlawful, and subjects the Village to 
liability for harm to victims of sexual harassment.  Harassers may also be individually subject to 
liability or personally liable for damages. Employees and non-employees of every level who engage 
in sexual harassment, including managers, department heads, and supervisors who engage in sexual 
harassment or who knowingly allow such behavior to continue, will be penalized for such 
misconduct. 

F. The Village will conduct a prompt, thorough and confidential investigation that ensures due process 
for all parties, whenever management receives a complaint about sexual harassment, or otherwise 
knows of possible sexual harassment occurring. Effective corrective action will be taken whenever 
sexual harassment is found to have occurred. All employees, including managers and supervisors, 
are required to cooperate with any internal investigation of sexual harassment. 

G. All employees, and non-employees are encouraged to report any harassment or behaviors that violate 
this policy. The Village will provide all such individuals with a complaint form to report harassment 
and file complaints. 

H. Managers, department heads, and supervisors are required to report any complaint that they receive, 
or any harassment that they observe immediately to the Village Manager or the Village Mayor if the 
Village Manager is the subject of the complaint. 

I. This policy applies to all employees, and non-employees, and all such individuals must follow and 
uphold this policy. This policy must be posted prominently in all work locations and be provided to 
employees upon hiring. All employees shall sign a written acknowledgment that they received this 
policy. 

J. Training on sexual harassment prevention shall be provided to all employees on an annual basis.  Such 
training shall be consistent with New York and federal law and regulations.  

K. New employees shall receive training on sexual harassment prevention as soon as possible after their date 
of hire. 
 

III. Sexual Harassment Defined:  
 
Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and (where 
applicable) local law. Sexual harassment includes harassment on the basis of sex, sexual orientation, gender 
identity and the status of being transgender. 
Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is directed at 
an individual because of that individual's sex when: 

 
• Such conduct has the purpose or effect of unreasonably interfering with an individual's work 

performance or creating an intimidating, hostile or offensive work environment, even if the 
complaining individual is not the intended target of the sexual harassment; 

• Such conduct is made either explicitly or implicitly a term or condition of employment; or 
• Submission to or rejection of such conduct is used as the basis for employment decisions 

affecting an individual's employment. 
 
A sexually harassing hostile work environment may consist of words, signs, jokes, pranks, intimidation, or 
physical violence which are of a sexual nature, or which are directed at an individual because of that 
individual's sex. A sexually harassing hostile work environment may also consist of any unwanted verbal 
or physical advances, sexually explicit derogatory statements, or sexually discriminatory remarks made by 
someone which are offensive or objectionable to the recipient, which cause the recipient discomfort or 
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humiliation, which interfere with the recipient's job performance.  
 
Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual favors. This 
can include hiring, promotion, continued employment or any other terms, conditions or privileges of 
employment.  This is also called "quid pro quo" harassment. 

 
The Village encourages any employee, and non-employees who feel harassed to file a complaint so that any 
violation of this policy can be corrected promptly. Any harassing conduct, even a single incident, can be 
addressed under this policy. 

 
A. Examples of Sexual Harassment 

 
Sexual conduct that the Village considers unacceptable and which may constitute sexual harassment 
includes, but is not limited to, the following:  
• Physical assaults of a sexual nature, such as: 

• Touching, pinching, patting, grabbing, brushing against another employee's body or 
poking another employees' body; 

• Rape, sexual battery, molestation, or attempts to commit these assaults. 
• Unwanted sexual advances or propositions, such as: 

• Requests for sexual favors accompanied by implied or overt threats concerning the 
victim's job performance evaluation, a promotion or other job benefits or detriments; 

• Subtle or obvious pressure for unwelcome sexual activities. 
• Sexually oriented gestures, noises, remarks, jokes or comments about a person's sexuality or sexual 

experience, which create a hostile work environment. 
• Sexual or discriminatory displays or publications anywhere in the workplace, such as: 

• Displaying pictures, posters, calendars, graffiti, objects, promotional material, reading 
materials or other materials that are sexually demeaning or pornographic. This includes such 
sexual displays on workplace computers or cell phones and sharing such displays while in the 
workplace. 

• Hostile actions taken against an individual because of that individual's sex, sexual orientation, 
gender identity and the status of being transgender, such as: 

• Interfering with, destroying or damaging a person's workstation, tools or equipment, or 
otherwise interfering with the individual's ability to perform the job; 

• Sabotaging an individual's work; 
• Bullying, yelling, name-calling. 

 
B. Who can be a target of sexual harassment? 

 
Sexual harassment can occur between any individuals, regardless of their sex or gender. New York Law 
protects employees, and non-employees, including independent contractors, and those employed by 
companies contracting to provide services in the workplace. A perpetrator of sexual harassment can be 
a superior, a subordinate, a coworker, or anyone in the workplace including an independent contractor, 
contract worker, vendor, client, customer, or visitor. 
 
C. Where can sexual harassment occur? 
Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while employees 
are traveling for business or at employer sponsored events or parties.  Calls, texts, emails, and social 
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media usage by employees can constitute unlawful workplace harassment, even if they occur away from 
the workplace premises or not during work hours. 

 
D. Retaliation is Unlawful 
Unlawful retaliation can be any action that would keep a worker from coming forward to make  or 
support a sexual harassment claim. Adverse action need not be job-related or occur in the workplace to 
constitute unlawful retaliation. 
Such retaliation is unlawful under federal, state, and (where applicable) local law. The New York State 
Human Rights Law protects any individual who has engaged in "protected activity." Protected activity 
occurs when a person has: 

 
1. Filed a complaint of sexual harassment, either internally or with any anti-discrimination   agency; 
2. Testified or assisted in a proceeding involving sexual harassment under the Human Rights Law or 

other anti-discrimination law; 
3. Opposed sexual harassment by making a verbal or informal complaint to management or by 

simply informing a supervisor or manager of harassment; 
4. Complained that another employee has been sexually harassed; or 
5. Encouraged a fellow employee to report harassment. 

 
IV. Reporting Sexual Harassment 
 
Preventing sexual harassment is everyone's responsibility. The Village cannot prevent or remedy sexual 
harassment unless it knows about it. Any employee, or non- employee who has been subjected to behavior 
that may constitute sexual harassment is encouraged to report such behavior to a supervisor, department 
head, or the Village Manager.  Anyone who witnesses or becomes aware of potential instances of sexual 
harassment should report such behavior to a supervisor, manager, department head, or the Village manager. 

Reports of sexual harassment may be made verbally or in writing. A form for submission of a written 
complaint is available in every department office, and all employees are encouraged to use this complaint 
form.  Employees who are reporting sexual harassment on behalf of other employees should use the 
complaint form and note that it is on another employee's behalf. 
Employees or non-employees who believe they have been a victim of sexual harassment may also seek 
assistance in other available forums, as explained below in the section on Legal Protections. 
 
A. Supervisory Responsibilities  
 
All supervisors, department heads and other administrators who receive a complaint or information about 
suspected sexual harassment, observe what may be sexually harassing behavior or for any reason suspect 
that sexual harassment is occurring, are required to report such suspected sexual harassment to the Village 
Manager. If the alleged harasser is the Village Manager, the report should be submitted to the Village Mayor 
for further action. 
In addition to being subject to discipline if they engaged in sexually harassing conduct themselves, 
supervisors, department heads and managers will be subject to discipline for failing to report suspected 
sexual harassment or otherwise knowingly allowing sexual harassment to continue. 
Supervisors, department heads, and the Village Manger will also be subject to discipline for engaging in 
any retaliation. 
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B. Complaint And Investigation of Sexual Harassment 
 

All complaints or information about suspected sexual harassment will be investigated, whether that 
information was reported in verbal or written form. Investigations will be conducted in a timely manner, 
and will be confidential to the extent possible. The Village may also hire an outside investigator to 
investigate a complaint. 

 
An investigation of any complaint, information, or knowledge of suspected sexual harassment will be 
prompt and thorough, and should be completed within 30 days.  If additional time is needed to complete 
the investigation, the investigator will provide all parties with notice of the need for additional time. The 
investigation will be confidential to the extent possible. All persons involved, including complainants, 
witnesses and alleged perpetrators will be accorded due process to protect their rights to a fair and 
impartial investigation. 

 
Any employee, or non-employees may be required to cooperate as needed in an investigation of 
suspected sexual harassment. Employees who participate in any investigation will not be retaliated 
against. 

 
While the process may vary from case to case, investigations will be done in accordance with the following 
steps: 
 
1. Upon receipt of complaint, the Village Manager or in the event that the alleged harasser is the 

Village Manager, the Village Mayor will conduct an immediate review of the allegations, and take 
any interim actions, as appropriate. If the complaint is oral, encourage the individual to complete 
the "Complaint Form" in writing. If he or she refuses, prepare a Complaint Form based on the 
oral reporting;   

2. If documents, emails or phone records are relevant to the allegations, take steps to obtain and 
preserve them; 

3. Request and review all relevant documents, including all electronic communications; 
4. Interview all parties involved, including any relevant witnesses; 
5. When reviewing cases involving non-employees, the investigator shall consider the extent of the 

Village’s control and any other legal responsibility the Village may have with respect to the conduct 
of the accused; 

6. Create a written documentation of the investigation (such as a letter, memo or email), which 
contains the following: 

a. A list of all documents reviewed, along with a detailed summary of relevant documents; 
b. A list of names of those interviewed, along with a detailed summary of their statements; 
c. A timeline of events; 
d. A summary of prior relevant incidents, reported or unreported; and 
e. The basis for the decision and final resolution of the complaint, together with any corrective 

action(s); 
7. Keep the written documentation and associated documents in the employer's records; 
8. Promptly notify the individual who complained and the individual(s) who responded of the final 

determination and implement any corrective actions identified in the written document; and 
9. Inform the individual who complained of their right to file a complaint or charge externally as 
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outlined below. 
 
 
V. Legal Protections and External Remedies 
 

Sexual harassment is not only prohibited by the Village, but is also prohibited by state, federal, and, where 
applicable, local law. 

 
Aside from the internal process at the Village, employees may also choose to pursue legal remedies with 
the following governmental entities at any time. 

 
A. New York State Division of Human Rights ("DHR") 

 
The Human Rights Law ("HRL"), codified as N.Y. Executive Law, art. 15, § 290 et seq., applies to 
employers in New York State with regard to sexual harassment, and protects employees, paid or unpaid 
interns and non-employees regardless of immigration status. A complaint alleging violation of the 
Human Rights Law may be filed either with DHR or in New York State Supreme Court. 

 
DHR's main office contact information is: NYS Division of Human Rights, One Fordham Plaza, 
Fourth Floor, Bronx, New York 10458, (718) 741-8400, www.dhr.ny.gov 

 
Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more information about filing a 
complaint.  The website has a complaint form that can be downloaded, filled out, notarized, and mailed 
to DHR.  

 
B. United States Equal Employment Opportunity Commission ("EEOC") 

 
The EEOC enforces federal anti-discrimination laws, including Title Vll of the 1964 Federal Civil Rights 
Act (codified as 42 U.S.C. § 2000e et seq.).  

 
If an employee believes that he/she has been discriminated against at work, he/she can file a "Charge of 
Discrimination" with the EEOC. The EEOC has district, area, and field offices where complaints can be 
filed. Contact the EEOC by calling 1-800-669-4000 (1-800-669-6820(TTY)), visiting their website at 
www.eeoc.gov or via email at info@eeoc.gov 

 
If an individual filed an administrative complaint with DHR, DHR will file the complaint with the EEOC 
to preserve the right to proceed in federal court. 

 
C. Local Protections 

 
Many localities enforce laws protecting individuals from sexual harassment and discrimination. An 
individual should contact the county in which they live to find out if such a law exists.  

 
 D. Contact the Local Police Department 

 
If the harassment involves unwanted physical touching, coerced physical confinement or coerced sex acts, the 
conduct may constitute a crime. Contact the local police department. 

http://www.dhr.ny.gov/
http://www.eeoc.gov/
mailto:info@eeoc.gov
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Form A 
 

Village/Town of Mount Kisco, NY 
Complaint Form for Reporting Sexual Harassment 

  
If you believe that you have been subjected to sexual harassment, you are encouraged to complete this form and 
submit it to a supervisor, department head, manager, or the Village Manager.  The form may be delivered 
in person, or sent electronically.   

 
COMPLAINANT INFORMATION 
 
Name: 

 
Home Address: Work Address: 

 
Home Phone: Work Phone: 

 
Job Title: Email: 

 
Select Preferred Communication Method:  

SUPERVISORY INFORMATION 
 
Immediate Supervisor’s Name: 

Title: 

Work Phone: Work Address: 

COMPLAINT INFORMATION 
 
1. Your complaint of Sexual Harassment is made against: 

Name: Title: 

Work Address: Work Phone: 
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Relationship to you:      Supervisor        Subordinate       Co-Worker      Other 
 

2. Please describe the conduct or incident(s) that is the basis of this complaint. Please use 
additional sheets of paper if necessary and attach any relevant documents or evidence. 

 
 
 
 
 
 
 
 
 
 
 
 

3. Date(s) sexual harassment occurred: 
 

Is the sexual harassment continuing?            Yes            No 
 
4. Please list the name and contact information of any witnesses or individuals that may have 

information related to your complaint: 
 
 
 
 
I request that the Village/Town of Mount Kisco investigate this complaint of sexual harassment 
in a timely and confidential manner as outlined below, and advise me of the results of the 
investigation. 

 
Signature:     Date:   __________ 
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Investigator’s Report Form 
 

 
_____________________________ 
Date                                       

 

Complaint Received By:__________________________________________________________ 
                                      (Name/Title/Date) 
 
 
 
 
 
Results of Investigation:__________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

 
Name of Investigator: ___________________________________________________________ 
 
Final Determination and Personnel Action (if any): ____________________________________ 
 
______________________________________________________________________________ 
 
 
(Attach additional materials as necessary.  Initial and date all entries and comments attached.) 
 
 
 
Please note: 
 
Confidentially will be maintained to the maximum extent possible, consistent with the  
Village's obligation to conduct a thorough investigation.  All individuals who become 
involved in the investigation are required and directed to treat the matter confidentially, 
and a violation of this directive will, in itself, be grounds for disciplinary action. 
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APPENDIX C 
 

Chapter 9. Ethics, Code of  
 
[HISTORY: Adopted by the Board of Trustees of the Village of Mount Kisco 9-3-1968 as L.L. 
No. 2-1968. Amendments noted where applicable.] 
 
§ 9-1. Declaration of policy; conflicts with other laws.  
The proper operation of the village government requires that its officers and employees be 
independent, impartial and responsible to the people, that government decisions and policy be 
made in the proper channels of the governmental structure, that public office not be used for 
personal gain, that public officers and employees observe in their official acts the highest standards 
of morality and discharge faithfully the duties of their offices, regardless of personal consideration, 
and that the public have confidence in the integrity of its government and the officers and 
employees thereof. In recognition of these goals, there is hereby established a Code of Ethics for 
all officers and for all employees of the Village of Mount Kisco, hereinafter referred to as the 
"village." In the event of any conflict between the provisions of this code and provisions of Article 
18 of the General Municipal Law, the latter shall control. 
 
§ 9-2. Conflicts of interest.  
No officer or employee of the village shall have any interest, financial or otherwise, direct or 
indirect or engage in any business or transaction or professional activity or incur any obligation of 
any nature which is in conflict with or might reasonably tend to conflict with the proper discharge 
of his duties in the public interest. 
 
§ 9-3. Representation of private interests.  
No officer or employee of the village shall represent private interests before any board, department, 
office, or agency of the village nor represent private interests in any action or proceeding against 
the interests of the village or in any litigation to which the village is a party. The preceding sentence 
shall not preclude any such officers or employees from appearing in the performance of public or 
civic obligations. 
 
§ 9-4. Disclosure of interest.  
Any officer or employee who has a direct or indirect financial or other private interest in any matter 
before any board of the village and who participates in the discussion before or makes a 
recommendation to or gives an opinion to such board on such matter shall publicly disclose on the 
official record of such board the nature and extent of such interest. 
 
§ 9-5. Acceptance of gifts and favors.  
No officer or employee of the village shall accept any valuable gift, whether in the form of a 
service, loan, thing or promise or any other form, from any person, firm or corporation which to 
his knowledge is interested, directly or indirectly, in any manner whatsoever, in business dealings 
with the village; nor shall any such officer or employee: 
 

http://ecode360.com/print/MO0865?guid=10859793&children=true#10859793
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859794
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859795
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859796
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859797
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859798
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A. Accept any gift, favor or thing of value that may tend to influence him in the discharge of 
his duties; or 

B. Grant in the discharge of his duties any improper favor, service or thing of value. 
 
§ 9-6. Disclosure of confidential information.  
With respect to any confidential information about the property, affairs, or government of the 
village which has been gained by reason of official position or authority and which is not available 
to the citizens of the village, no officer or employee of the village shall: 

A. Accept employment or engage in any business or professional activity which will require    
him to disclose such confidential information. 

B. Neither disclose any such confidential information nor use such confidential information 
to further his personal interests or the personal interests of others. 

 
§ 9-7. Interests in conflict with duties.  
An officer or employee of the village shall abstain from making personal investments in enterprises 
which he has reason to believe may be directly involved in decisions to be made by him or which 
will otherwise create conflict between his public duty and his private interest and shall refrain from 
passing upon any questions in which he or any member of his immediate family has an interest 
which might reasonably be deemed to create such a conflict. 
 
§ 9-8. Incompatible employment.  
No officer or employee of the village shall accept other employment which will impair his 
independence of judgment in the exercise of his official duties. 
 
§ 9-9. Future employment.  
No officer or employee of the village shall solicit, negotiate for, or promise to accept employment 
by any person, firm, or corporation with which he or his department, office or agency is engaged 
on behalf of the village in the transaction of business which is or may be affected by his official 
action. 
 
§ 9-10. Special privileges; submission to influence.  

A. No officer or employee of the village shall use or attempt to use his official position to 
secure unwarranted privileges or exemptions for himself or others or grant any special 
consideration, treatment or advantage to any citizens beyond that which is available to 
every other citizen. 

B. An officer or employee of the village should not by his conduct give reasonable basis for 
the impression that any person can unduly influence him or improperly enjoy his favor in 
the performance of his official duties or that he is affected by the kinship, rank, position or 
influence of any party or person. 

 
 

http://ecode360.com/print/MO0865?guid=10859793&children=true#10859801
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859804
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859805
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859806
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859807
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§ 9-11. Use of village employees and public property.  
A. No officer or employee of the village shall direct or cause any officer or employee of the 

village to do or perform any service or work outside of public work or employment or  
accept any such service or work, nor shall any officer or employee of the village offer to 
or perform any such service or work for such officer or employee. This section shall not 
preclude any officer or employee from voluntarily performing any such service or work 
outside of the hours during which he is assigned to perform duties for the village. 

B. No officer or employee of the village shall request or permit the use of village-owned 
vehicles, equipment, materials, or property for personal convenience or profit, except when 
such services are available to the public generally or are provided as village policy for the 
use of such officer or employee in the conduct of official business. 

 
§ 9-12. Political activity restricted.  
No person who holds any compensated appointive village position shall solicit or receive any 
contribution for any political party or any candidate for public office. 
 
§ 9-13. Board of Ethics.  

A. A Board of Ethics is hereby established pursuant to § 808 of the General Municipal Law, 
to be composed of five voting members appointed by the Board of Trustees. The Village 
Attorney shall be a nonvoting member ex officio of such Board, and no other Village 
officer shall be eligible. No more than three voting members of such Board shall belong to 
the major political party of the Board of Trustees. The members of the Board shall serve 
without compensation for a term of three years, commencing on the first day of the official 
year of the village, except that any current member whose term is to expire at other than 
the end of an official year of the village shall, upon expiration of such term, hold office 
until the end of the official year, and his or her successor shall then be appointed to a term 
of three official years. The Board shall elect its Chair and shall adopt such rules and 
regulations as it may deem advisable.  [Amended 12-16-1996 by L.L. No. 5-1996] 

B. The Board of Ethics shall render advisory opinions on specific situations to officers and 
employees of the village with respect to Article 18 of the General Municipal Law and this 
Code of Ethics. Such advisory opinions shall be rendered pursuant to the written request 
of any such officer or employee under the rules and regulations of the Board of Ethics and 
shall have the approval of the Village Attorney. The Board of Ethics may publish its 
advisory opinions with such deletions as may be necessary to prevent disclosure of the 
identity of the officer or employee involved.[1] 

[1] Editor's Note: Former Section 14, which immediately followed this section and which provided 
that copies of this local law be distributed to every officer and employee, was deleted at time of 
adoption of Code; see Ch. 1, General Provisions, Art. I. 
 

§ 9-14. Penalties for offenses.  
Any violation of the provisions of this Code of Ethics shall constitute cause for suspension, 
removal from office or employment or such other disciplinary action as the Board of Trustees may 
consider advisable. 

http://ecode360.com/print/MO0865?guid=10859793&children=true#10859810
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859813
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859814
http://ecode360.com/print/MO0865?guid=10859793&children=true#ft10859816-1
http://ecode360.com/print/MO0865?guid=10859793&children=true#ref10859816-1
http://ecode360.com/print/10859649#10859649
http://ecode360.com/print/10859650#10859650
http://ecode360.com/print/MO0865?guid=10859793&children=true#10859817
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APPENDIX D 
 

DRUG AND ALCOHOL POLICY & 
PROCEDURE FOR CDL DRIVERS 

 
Pursuant to the Omnibus Transportation Employee Testing Act of 1991 and the United States 
Department of Transportation (DOT) Regulations.  
 
POLICY STATEMENT  

 
The Village/Town of Mount Kisco is dedicated to providing safe and efficient service to our 
residents.  Moreover, we are dedicated to providing a safe workplace for our employees.  
 

In order to meet this goal, we hereby endorse the Federal Highway Administration substance 
abuse regulations and in accordance with Department of Transportation regulations, the 
Village/Town Mount Kisco ("Village") promulgates the following policy on the misuse of alcohol 
and the use of controlled substances.  We will also provide training, education, and other 
assistance to our employees.  Any questions concerning either the educational materials that 
explain the requirements of the alcohol and drug testing regulations and/or the Village’s policies 
and procedures with respect to meeting those requirements should be directed to the Village 
Manager.  The Village Manager shall, at a minimum, receive the same training as provided to 
supervisors who are responsible to oversee the drivers subject to testing. 
 
Drug testing, in compliance with DOT regulations, is an integral part of our program.  Any 
violation of this policy, administrative regulations, and/or procedures, and applicable federal and 
state laws by a covered employee shall be grounds for disciplinary action including, but not limited 
to, fines, suspension, and/or discharge in a manner consistent with the Village policy, collective 
bargaining agreements and applicable law.   
 
The terms used in this policy are to be defined consistent with the meanings and definitions of 
such terms in the DOT Regulations.  
 
Who Is Subject to the Alcohol Misuse and Controlled Substance Requirements  
 
This policy applies to all employees in a safety sensitive position required to have a commercial 
driver's license ("CDL's"), as defined by the Department of Transportation Federal Regulations. 
 
Definition of Safety Sensitive Functions  
 
For purposes of this policy and the Village’s drug and alcohol testing program, performing a safety 
sensitive function means any of the following and an individual whose work requires that he or 
she engage in the following activities is subject to testing:  
 

SAFETY-SENSITIVE FUNCTIONS  
 

1. All time spent at the Village’s Department of Public Works’ facility at 43 Columbus 
Avenue or other Village facility or shipper plant, terminal, facility, or other property, or 
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on any public property, waiting to be dispatched, unless the driver has been relieved  
from duty by the employer.  

 
2. All time inspecting equipment as required by 49 C.F.R. 392.7 and 392.8 or otherwise 

inspecting, servicing, or conditioning any commercial vehicle at any time. 
 

3. All time spent at the driving controls of a commercial motor vehicle. 
 

4. All time, other than driving time, spent on or in a commercial motor vehicle. 
 

5. All time loading or unloading a commercial motor vehicle, supervising, or assisting in the 
loading or unloading, attending a vehicle being loaded or unloaded, remaining in 
readiness to operate the vehicle, or in giving or receiving receipts for shipments loaded or 
unloaded. 

 
6. All time spent performing the driver requirements associated with an accident. 

 
7. All time repairing, obtaining assistance, or remaining in attendance upon a disabled 

vehicle.  
 

TRAINING  
 
The Village provides education and training for drivers about controlled substances and alcohol.  
Such training shall be conducted in compliance with 49 C.F.R. 382.603.  The training program 
will cover the effects of controlled substance use on personal health, safety, and the work 
environment.  Manifestations and behavioral changes that may indicate controlled substance use 
and abuse will also be addressed.  Documentation of these training sessions will be maintained.  
 
PROHIBITIONS  
The following alcohol and controlled substance-related activities are prohibited by the Federal 
Highway Administration's drug use and alcohol misuse rules for drivers of commercial motor 
vehicles:  
 

1. No driver shall report for duty within four (4) hours of consuming alcohol prior to 
performing any safety sensitive function.  
 

2. No driver shall report for duty or remain on duty requiring the performance of safety 
sensitive functions while the driver has an alcohol concentration of 0.04 or greater.  

 
3. No driver shall use alcohol while on duty at any time while performing any safety sensitive 

function.  
 

4. No driver shall be on duty or operate a commercial motor vehicle while the driver 
possesses alcohol, unless the alcohol is manifested and transported as part of a shipment.  

 
5. No driver shall use alcohol for eight hours following an accident, or until he/she undergoes 

a post-accident alcohol test, whichever occurs first.  
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6. No driver shall report for duty or remain on duty requiring the performance of safety 
sensitive functions when the driver uses controlled substances, except when pursuant to  
the instruction of a physician who has advised the driver that such use will not adversely 
affect the driver's ability to safely operate a commercial motor vehicle.  

 
7. No driver shall report for duty, remain on duty or perform a safety-sensitive function, if 

the driver tests positive for controlled substances.  
 
Types of Tests  

 
Drug testing for marijuana, cocaine, opiates, amphetamines, and PCP will be performed on urine 
specimens.  Alcohol testing will be performed by means of breath testing devices approved by the 
National Highway Traffic Safety Administration.  The testing, collection and certification of 
personnel to collect the urine sample will be conducted in conformance with 49 C.F.R. A, C, D, 
E, and F.  All testing laboratories shall be located in the United States and shall be certified by the 
Health and Human Services under the National Laboratory Certification Program.  Testing 
procedures will comply with Federal Motor Carrier regulations 49 C.F.R. Part 40.  Individual test 
reports will be maintained in each employee's confidential file.  However, if the test was triggered 
by reasonable suspicion and the test result was negative or a split sample was tested and the result 
was negative, all documentation concerning the reasonable suspicion shall be removed from the 
employee's personnel file.  This does not preclude the Village from taking disciplinary action, if 
appropriate, based on incompetence and/or misconduct.  
 
Six types of drug and alcohol tests are required under federal regulations: pre-employment, 
random, reasonable suspicion, return to duty, follow-up and post-accident.  
 

1. All applicants for employment will submit to drug testing. 
 

2. Throughout the year, drivers are subject to unannounced testing on a random basis.  The 
total number of employees randomly selected for controlled substance testing during the 
calendar year shall be equal to a percentage rate of 50% of all Village CDL drivers.  The 
minimum annual percentage rate for random alcohol testing shall be 10% of covered 
employees.  Since drivers are chosen at random throughout the year, each individual driver 
may not be tested or may be tested once, twice, or more in a given year.  There shall be no 
loss or deductions made from an employee's time allowances for purposes of testing, 
including travel time.  

 
3. A driver shall submit to testing, upon reasonable suspicion, when requested to do so by 

the Village.  Conduct triggering testing under this part must be directly observed by a 
supervisor or Village official.  The supervisor or Village official making this determination 
must have received training in the identification of behavior indicative of use of a 
controlled substance.  Documentation of the driver's conduct shall be prepared and signed 
by the witness within twenty-four (24) hours.  

 
4. If a driver who violates this policy is allowed to return to duty, a test will be conducted 

prior to the performance of a safety-sensitive function.  In addition, the driver will be 
subject to unannounced follow-up testing.  The frequency of such tests will be prescribed 
by a substance abuse professional and will consist of a minimum of six (6) tests in the first 
twelve (12) months following the driver's return to duty.  
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5. The employer will test for alcohol and drugs as soon as possible after an accident, if the 

driver receives a citation under State or local law for a moving traffic violation arising  
from the accident or if there is a fatality.  The alcohol test should be performed within two 
(2) hours of the accident.  If not tested within two (2) hours, the driver may be tested for 
alcohol up to eight (8) hours following the accident.  The drug test will be performed 
within thirty-two (32) hours of the accident.  Accident shall be defined as any occurrence 
involving a commercial motor vehicle operating on a public road in commerce which 
results in a fatality; or the driver receives a citation within thirty-two (32) hours of the 
occurrence under state or local law for a moving traffic violation arising from this accident 
if the accident involved bodily injury to any person who, as a result of the injury, 
immediately receives medical treatment away from the scene of the accident, or one or 
more of the motor vehicles involved in the accident is transported away by a tow truck or 
other motor vehicle.  

 
Procedures for Drug Tests  

 
Drug testing is done by means of urine collection and analysis.  Trained personnel in accordance 
with DOT regulations will collect the specimen.  The specimen is divided into two (2) separate 
containers (the primary sample and the split sample) and sealed in a tamper-evident container and 
shipped to a NIDA-certified lab for testing.  Laboratory test results are reported to the medical 
review officer (MRO).  Each specimen receives a screening test and, if that test is positive, a 
confirmation test.  Before reporting a positive test to the employer, the MRO will attempt to 
contact the driver to discuss the test results.  If the MRO is unable to contact the driver directly, 
the MRO will contact the employer's Drug Program Administrator who will contact the employee.  
If no legitimate explanation for the positive test is found, the MRO will report the test as positive.  
If there is a valid explanation for the positive test other than illegal drug use, the MRO will report 
the test as negative.  A test showing the presence of a medication, which the employee has used 
in accordance with a valid prescription, will be considered a negative test, unless the employee 
drove in violation of the physician's order prohibiting driving.  In the event of a positive drug test, 
the employee has the right to request that the split sample be sent to a different certified lab for 
testing.  The Village shall pay the costs for the split sample test.  This request must be made within 
seventy-two (72) hours of the time the driver was informed of the results by the MRO.  

 
Procedures for Alcohol Tests  

 
Certified breath alcohol technicians will perform these tests using evidential breath testing devices.  
If the test shows a result less than 0.02, the test is considered negative.  If the alcohol concentration 
is 0.02 or greater, a confirmation test must be conducted.  The confirmation test will be performed 
fifteen minutes after the initial test and the results of this test determine what actions will be taken.  
 
CONSEQUENCES OF A POSITIVE TEST  

 
Drivers who are known to have engaged in prohibited behavior with regard to alcohol misuse or 
use of controlled substances are subject to disciplinary action and penalties pursuant to Village 
policy and collective bargaining agreements, as well as other sanctions provided for in State and/or 
federal law.  
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1. Applicants for employment who test positive for drugs will not be hired. 
 

2. Employees who test positive are required to be evaluated by a substance  abuse 
professional (SAP) and complete any requirements for rehabilitation as set by the Village 
and the SAP.  

 
3. A driver who, after providing an adequate breath specimen, has a confirmatory  test 

which registers between 0.02 and 0.04, at a minimum, must be suspended without pay 
until his/her next regularly scheduled duty period, but for no less than twenty-four (24) 
hours and may be subject to additional disciplinary action by the Village, up to and 
including discharge.  

 
4. A driver who tests positive for drugs, or after providing an adequate breath specimen, has 

a confirmatory test which registers 0.04 or greater will, at a minimum be suspended 
without pay until his/her next regularly scheduled duty period, but for no less than twenty-
four (24) hours, and may be subject to additional disciplinary action by the Village, up to 
and including discharge.  In order to be eligible to return to duty after a positive drug test 
or an alcohol level of 0.04 or higher, a driver must complete the course of rehabilitation 
prescribed by the substance abuse professional and undergo a return-to-duty test with a 
negative result.  After returning to work, the driver must continue in an after-care program 
and be subject to follow-up testing, in accordance with the recommendation of the SAP 
and consistent with the regulations.  The employee shall be able to use all time accruals 
during rehabilitation (in-patient and/or out-patient) and make application to the Village for  
leave  of  absence  during  a  period  of  absence  that  is not  a  disciplinary  suspension  
without  pay.  
 

CONSEQUENCES OF REFUSING A DRUG OR ALCOHOL TEST  

The consequences of refusing a test are the same as testing positive.  A refusal to submit to an 
alcohol or controlled substance test is defined as a driver who: (1) fails to provide adequate breath 
for testing without a valid medical explanation after he or she has received notice of the 
requirement for breath testing; (2) fails to provide adequate urine for controlled substances testing 
without a valid medical explanation after he or she has received notice of the requirement for urine 
testing; or (3) engages in conduct that clearly obstructs the testing process.  
 

Confidentiality All employee drug and alcohol testing will be kept confidential and shall only be 
revealed without the driver's consent to the employer, a substance abuse professional, drug testing 
laboratory, medical review officer, disciplinary action and other individual(s) designated by law.  
Any other release of this information is only with the employee's written consent.  If an employee 
initiates a grievance, hearing, lawsuit, or other action as a result of a violation of these rules, the 
employer may release relevant information to the decision maker.  If an employee is licensed, 
documented, or certified by a DOT agency, relevant information may be released to the decision 
maker in any DOT agency revocation or suspension action to the extent required by law.  
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APPENDIX E  
 
Public Officers Law, Article 2 §18  

 
§18. Defense and indemnification of officers and employees of public entities.  
 

1. As used in this section, unless the context otherwise requires: 
  

(a) The term "public entity" shall mean   
 (i)   a county, city, town, village, or any other political subdivision or civil division of  
   the state,  
 (ii)  a school district, board of cooperative educational services, or any other           
   governmental entity or combination or association of governmental entities      
   operating a public school, college, community college or university,  
 (iii) a public improvement or special district, 

   (iv)  a public authority, commission, agency or public benefit corporation, or   
   (v)   any other separate corporate instrumentality or unit of government; but shall not    
         include the State of New York or any other public entity the officers and      
         employees of which are covered by section seventeen of this chapter or by defense 
         and indemnification provisions of any other state statute taking effect after        
         January first, nineteen hundred seventy-nine.  

 
 (b) The term "employee" shall mean any commissioner, member of a public board or  
      commission, trustee, director, officer, employee, volunteer expressly authorized to    
      participate in a publicly sponsored volunteer program, or any other person holding a  
      position by election, appointment or employment in the service of a public entity,    
      whether or not compensated, but shall not include the sheriff of any county or an  
      independent contractor.  The term "employee" shall include a former employee, his   
      estate or judicially appointed personal representative.  
 
 (c) The term "governing body" shall mean the board or body in which the general   
       legislative, governmental or public powers of the public entity are vested and by    
       authority of which the business of the public entity is conducted. 
  
2. The provisions of this section shall apply to any public entity:  
  
       (a) whose governing body has agreed by the adoption of local law, by-law,     
       resolution, rule or regulation  
            (i)  to confer the benefits of this section upon its employees, and  
            (ii) to be held liable for the costs incurred under these provisions; or  
 
   (b) where the governing body of a municipality, for whose benefit the public    

 entity has been established, has agreed by the adoption of local law or resolution   
      (i)  to confer the benefits of this section upon the employees of such public  
        entity, and  
      (ii) to be held liable for the costs incurred under these provisions.  
 
3. (a) Upon compliance by the employee with the provisions of subdivision five of this 

section, the public entity shall provide for the defense of the employee in any   civil 
action or proceeding, state or federal, arising out of any alleged act or omission which 
occurred or allegedly occurred while the employee was acting   within the scope of 
his public employment or duties.  This duty to provide for a defense shall not arise 
where such civil action or proceeding is brought by or at the behest of the public 
entity employing such employee. 
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(b) Subject to the conditions set forth in paragraph (a) of this subdivision, the 
employee shall be entitled to be represented by private counsel of his choice in any 
civil action or proceeding whenever the chief legal officer of the public entity or 
other counsel designated by the public entity determines that a conflict of interest   
exists, or whenever a court, upon appropriate motion or otherwise by a special 
proceeding, determines that a conflict of interest exists and that the employee is 
entitled to be represented by counsel of his choice, provided, however, that the chief 
legal officer or other counsel designated by the public entity may require, as a 
condition to payment of the fees and expenses of such representation, that 
appropriate groups of such employees be represented by the same counsel.  
Reasonable attorneys' fees and litigation expenses shall be paid by the public entity 
to such private counsel from time to time during the pendency of the civil action or   
proceeding with the approval of the governing body of the public entity.  
 
(c) Any dispute with respect to representation of multiple employees by a single 
counsel or the amount of litigation expenses or the reasonableness of attorneys' fees 
shall be resolved by the court upon motion or by way of a special proceeding 
 
(d) Where the employee delivers process and a written request for a defense to the 
public entity under subdivision five of this section, the public entity shall take the 
necessary steps on behalf of the employee to avoid entry of a default judgment 
pending resolution of any question pertaining to the obligation to provide for a 
defense. 
 

4. (a) The public entity shall indemnify and save harmless its employees in the amount 
of any judgment obtained against such employees in a state or federal court, or in the 
amount of any settlement of a claim, provided that the act or omission from which 
such judgment or claim arose occurred while the employee was acting within the 
scope of his public employment or duties; provided further that in the case of a 
settlement the duty to indemnify and save harmless shall be conditioned upon the 
approval of the amount of settlement by the governing body of the public entity.   

 
 (b) Except as otherwise provided by law, the duty to indemnify and save harmless 
 prescribed by this subdivision shall not arise where the injury or damage resulted 
 from intentional wrongdoing or recklessness on the part of the employee.  
  
 (c) Nothing in this subdivision shall authorize a public entity to indemnify or save 
 harmless an employee with respect to punitive or exemplary damages, fines or penalties, 
 or money recovered from an employee pursuant to section fifty-one of the general 
 municipal law; provided, however, that the public entity shall indemnify and save 
 harmless its employees in the amount of any costs, attorneys' fees, damages, fines or  
 penalties which may be imposed by reason of an adjudication that an employee, acting 
 within the scope of his public employment or duties, has, without willfulness or intent on  
 his part, violated a prior order, judgment, consent decree or stipulation of settlement 
 entered in any court of this state or of the United  States.  
 
 (d) Upon entry of a final judgment against the employee, or upon the settlement of the 
 claim, the employee shall serve a copy of such judgment or settlement, personally or by 
 certified or registered mail within thirty days of the date of entry or settlement, upon the 
 chief administrative officer of the public entity; and if not inconsistent with the 
 provisions of this section, the amount of such judgment or settlement shall be paid by the 
 public entity. 
  
5. The duty to defend or indemnify and save harmless prescribed by this section shall be 

conditioned upon 
 

          (i)  delivery by the employee to the chief legal officer of the public entity or to its      
              chief administrative officer of a written request to provide for his defense together 
              with the original or a copy of any summons, complaint, process, notice, demand  
              or pleading within ten days after he is served with such document, and  



 

1/14 /19 Page 28 

    
          (ii) the full cooperation of the employee in the defense of such action or proceeding 
             and in defense of any action or proceeding against the public entity based upon  
             the same act or omission, and in the prosecution of any appeal. 
  

6. The benefits of this section shall inure only to employees as defined herein and shall 
not enlarge or diminish the rights of any other party nor shall any provision of this 
section be construed to affect, alter or repeal any provision of the workers' 
compensation law. 

  
7. This section shall not in any way affect the obligation of any claimant to give notice 

to the public entity under section ten of the court of claims act, section fifty-e of the 
general municipal law, or any other provision of law.  

 
8. Any public entity is hereby authorized and empowered to purchase insurance from 

any insurance company created by or under the laws of this state, or authorized by law 
to transact business in this state, against any liability imposed by the provisions of this 
section, or to act as a self-insurer with respect thereto.  

 
9. All payments made under the terms of this section, whether for insurance or otherwise, 

shall be deemed to be for a public purpose and shall be audited and paid in the same 
manner as other public charges.  

 
10. The provisions of this section shall not be construed to impair, alter, limit or modify 

the rights and obligations of any insurer under any policy of insurance.  
 

11. Except as otherwise specifically provided in this section, the provisions of this section 
shall not be construed in any way to impair, alter, limit, modify, abrogate or   restrict 
any immunity to liability available to or conferred upon any unit, entity, officer or 
employee of any public entity by, in accordance with, or by reason of, any   other 
provision of state or federal statutory or common law.  

 
12. Except as otherwise provided in this section, benefits accorded to employees under 

this section shall be in lieu of and take the place of defense or indemnification 
protections accorded the same employees by another enactment; unless the governing 
body of the public entity shall have provided that these benefits shall supplement, and 
be available in addition to, defense or indemnification protection conferred by another 
enactment.  

 
13. The provisions of this section shall also be applicable to any public library supported 

in whole or in part by a public entity whose governing body has determined by 
adoption of a local law, ordinance, by-law, resolution, rule or regulation to confer the 
benefits of this section upon the employees of such public library and to be held liable 
for the costs incurred under these provisions.  

 
14. If any provision of this section or the application thereof to any person or circumstance 

be held unconstitutional or invalid in whole or in part by any court, such holding of 
unconstitutionality or invalidity shall in no way affect or impair any   other provision 
of this section or the application of any such provision to any other person or 
circumstance. 
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