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Introduction

This Personnel Policy Manual provides information about Youngstown Municipal Court’s performance expectations and employee benefits in support of a work environment promoting personal and professional growth. 

Employee Acknowledgement Form

This Personnel Policy Manual has information about the Court. I will review the manual, and I understand I should consult my immediate supervisor or the Court Administrator regarding any questions not answered in the manual or to clarify any language in the policy.  I have entered into my employment relationship with the Court voluntarily and acknowledge there is no specified length of employment.  Accordingly, the Court or I can terminate the relationship at will, with or without cause, at any time so long as there is no violation of applicable federal or state law.

Since the information, policies and benefits described here are necessarily subject to change, I acknowledge that revisions to the manual may occur.  All such changes will be communicated through court memoranda, and I understand that revised information may supersede, modify or eliminate existing policies.  Only the Judges of the Court, collectively, have the ability to adopt any revisions to the policies in this manual.

I acknowledge that this manual or revision is not a contract of employment.  I have received the manual, and understand it is my responsibility to read and comply with the policies contained in this manual and any revisions made to it.

Upon separation from employment, this manual must be returned to the Court Administrator. 

__________________________________


_________________________

Employee’s Printed Name




Date of Hire

__________________________________


_________________________

Employee’s Signature




            Date




Court Representative’s Signature



 Date

Section 2

Ethics            
2-1 Court Code of Conduct                                                      
Confidentiality of Court Business
An employee of the Court should keep in confidence all legal and administrative matters before the Court that are not a matter of record.  An employee should not express publicly a personal opinion about a pending case or issue.  An employee should not disclose the extent of his or her involvement in the decision-making process.

An employee should not release to the public any work product of the Court that is not a matter of public record. Such work product shall remain confidential.  Work products include notes, papers, opinions, discussions, preliminary dispositions and memoranda by any judge or employee.

A former employee shall refrain from any comment or action that would cause loss of confidence in the judicial process, the judicial system, the Court or any judge or employee of the court.

Impropriety and the Appearance of Impropriety
Employees shall not engage in activity that gives the appearance of impropriety. Employees must recognize their official position with the Court is a position of public trust. Employees are expected to exercise good judgement and common sense to avoid the perception of unethical behavior. Because the Court employee relationship with the public is one based on trust, we must respect the power differential inherent in our position and consider any problems, conflicts of interest or misperception of taking advantage of that power differential which may arise as a result of a dating/physical relationship between the Court employee and the public we serve.


. Employees shall not have a dating/sexual relationship with anyone under the supervision of the 
   Court, anyone who has an open case with the Court or any person soon after their judicial 

   relationship with the Court terminates. The only exception can be if the personal history existed
   prior to an individual’s involvement with the Court. 
Employees should not lend the prestige of the Court to advance the private interests of others; nor should employees convey or permit others to convey the impression that they are in a special position of influence.

Employees shall respect and comply with the law and should conduct themselves in a manner that promotes public confidence in the integrity and impartiality of the judiciary.

Employees should not disclose to any person confidential information received in the course of official duties, nor should such information be used for personal gain; shall avoid any favoritism, unfairness or nepotism in connection with the hiring, discharge or treatment of subordinates; and shall not perform discretionary or ministerial functions including the assignment of cases in a manner that improperly favors any person, group, litigant or attorney, or imply they are in a position to do so.

Personal Activities
Employees may write, lecture, teach and speak on legal or non-legal subjects, and engage in the arts, sports, social and recreational activities as long as such activities do not detract from the dignity of the office or the Court, or interfere with the performance of official duties. Employees may participate in civic and charitable activities that do not detract from the dignity of the office or interfere with the performance of his or her official duties.  An employee may serve as an officer, director, trustee, or non-legal advisor of an educational, religious, charitable, fraternal, or civic organization and solicit funds for such organizations.

Employees shall not engage in financial and business dealings that tend to detract from the dignity of the office, interfere with the performance of official duties, or exploit the employee’s official position.

Neither an employee nor a family member residing in the employee’s household should accept a gift, bequest, favor or loan from any person whose interests have come or are likely to come before the Court, or from any other person under circumstances that might reasonably be regarded as influencing or appearing to influence the performance of the employee’s official duties.  An employee should report the value of any gift or bequest, other than from a relative by blood or marriage, as required by law.  

2-2 Political Activities

Administrative Policy
Employees may engage in political activity consistent with State and Federal law, and the requirements of this policy.  Should this policy contradict any requirement of law, the Court will follow the law. 

Political Discrimination Prohibited
Subject to the limitations and prohibitions stated in this policy, the Court will not permit discrimination for or against any employee, applicant for employment, or person seeking to do business with the Court, because of that person’s political party affiliation, political contributions, political activities or political speech permitted by this rule.   

Permissible Activity
Subject to the limitations and prohibitions stated in this policy, Court employees may engage in the following forms of political activity:

· Displaying or distributing campaign literature, badges, buttons, stickers, signs or other forms of political advertising on behalf of any political party, campaign committee or candidate for public office; 
· Soliciting signatures for political candidacy;

· Soliciting membership or volunteers for a political party or campaign committee;

· Soliciting or receiving funds for a political candidate other than a Judge of the Court;

· Freely expressing political opinions.

Limitations on Political Activity
An employee shall not participate in any political activity, including those described above, on Court premises or during Court time.  An employee shall not use Court personnel, facilities, supplies or equipment to engage in political activity.  An employee shall not use the employee’s official position, title or other Court identification, including the name of the Court, in connection with political activity other than to promote the employee’s own candidacy.  

The law creates special categories of employees (“political” or “confidential” employees) whose elected supervisors may terminate them for disloyal political partisanship, activity or speech.  An employee who falls into one of these categories may be terminated for his or her political partisanship, activity or speech.  

Candidacy for Public Office
When permitted by state and federal law, the Court reserves the right to transfer or terminate the employment of a court employee who seeks to unseat an elected member of the Court. 

Holding Public Office
If an employee of the Court assumes a public office that is designated or considered a full-time position, the employee shall resign from employment with the Court prior to assuming that public office.  The Court has discretion to determine whether a Court employee may continue working for the court after assuming a part-time office.

Procedure for Remedying Violations of this Chapter
· Any employee who believes he or she has been the subject of political intimidation, coercion, discrimination or harassment, including, but not limited to any of the conduct listed above, should bring it to the Court’s attention by reporting it to the Judges and the Court Administrator, either orally or in writing.

· It is the Court’s responsibility to immediately begin an investigation into the alleged complaint, including interviewing any person who may have witnessed the improper conduct.

· If, after a reasonable length of time, an employee wants to know the status of an investigation, or if there are continued incidents, the Judges and Court Administrator should be contacted.

· All complaints will be handled in a timely manner, and if a complaint is determined to be valid, appropriate disciplinary action will be taken.

There will be no intimidation, coercion, threats, retaliation, or discrimination against any employees for complaining about improper conduct.
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