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SECTION V.  EMPLOYEE ETHICS AND CONDUCT

Administrative Policy 17.  Employee Code of Ethics.

This policy is intended to establish consistent standards and expectations regarding the ethical conduct of employees in the performance of their duties with the Supreme Court.

The standards set forth in this policy shall not affect or preclude the application of other, more stringent standards required by law, such as the Code of Professional Responsibility for lawyers, the Code of Judicial Conduct for employees who perform judicial functions, and the Ohio Ethics Law for all employees.  If an employee has a question regarding a proposed action, the employee should consult the employee’s Senior Staff supervisor for direction.

(A)
Confidentiality of Court Business.

(1)
Confidential information.  Employees regularly produce and have access to confidential information.  Information regarding legal matters pending before the Court and administrative matters that are not subject to public access pursuant to Sup. R. 44 through 47 (Public Access Rules) is confidential.  An employee shall not release any confidential information until it is publicly announced in the normal course of the Supreme Court’s business or its release is otherwise approved by the Court.  An employee shall not share confidential information with anyone, including another employee, unless the other employee is permitted to have access to the confidential information.  An employee who obtains unauthorized access to confidential information shall notify the employee’s Senior Staff supervisor and otherwise keep the information confidential pursuant to this policy.

(2)
Confidential work product.  Employees regularly produce and have access to confidential work product.  Work product, such as legal memoranda, bench briefs, and draft opinions and orders, that is prepared during consideration and review of legal and administrative matters pending before the Court is not a public record and is confidential.  An employee shall not release any confidential work product until the legal or administrative matter is publicly announced in the normal course of the Court’s business and its release is approved either by the Court or the Justice for whom the work product was prepared.  An employee shall not share confidential work product with anyone, including another employee, unless that employee is permitted to have access to the confidential work product.  An employee who obtains unauthorized access to confidential work product shall keep it confidential pursuant to this policy.

(3)
Personal opinion.  An employee shall not state a personal opinion regarding a legal or administrative matter that has been decided by, is pending before, or may come before the Court where the personal opinion of the employee may reasonably be construed as the official position of the employee, the Court, a Justice, or another employee.

(4)
Involvement in Court matters.  An employee shall not disclose to persons outside the Court the extent of the employee’s involvement in a legal or administrative matter that has been decided by or is pending before the Court, but may discuss in general terms the employee’s job duties and the manner in which those duties relate to the overall work of the Court. 

(5)
Former employees.  An employee, upon leaving the employ of the Court, may take work product that the employee created or helped create while employed by the Court, as part of a personal file, subject to the provisions of this policy.

(B)
Conflict of Interest and Abuse of Position.

(1)
Impropriety and the appearance of impropriety.  An employee shall not engage in activity that is improper or gives the appearance of impropriety.

(2)
Undue influence.   An employee shall not allow family, social, political, or other relationships to improperly influence the employee’s conduct or judgment in the performance of the employee’s duties and responsibilities with the Court.

(3)
Abuse of Position.
(a)
Prestige of the Court.  An employee shall not lend the prestige of the Court to advance the private interests of the employee or others.  An employee shall not knowingly provide a personal endorsement or an endorsement on behalf of the Court for a person, course, product, institution, or any other item to be used in a commercial or non-commercial fashion in which the employee’s employment by or position with the Court is identified or is easily determined.

(b)
References and letters of recommendation.  Nothing in this policy shall prohibit an employee, based on personal knowledge, from serving as a reference or providing a letter of recommendation for a person in which the employee’s position with the Court is identified.  The employee shall not use court stationery unless the employee has a professional and supervisory relationship with the person and receives permission from the employee’s Senior Staff supervisor.  

(c)
Special position.   An employee shall not imply, convey, or permit others to convey the impression that the employee is in a special position to influence the judgment of the Court or perform any discretionary or ministerial function in a manner that improperly favors any person, group, litigant, or attorney.

(C)
Nepotism.  To avoid conflicts of interest, personal gain, family discord, claims of discrimination, and the appearance of favoritism, an employee shall not engage in nepotism in connection with the hiring, discharge, or treatment of persons who are or may be under the employee’s supervision. 
For the purpose of this policy, “nepotism” means the participation by an employee in any action relating to the employment or discipline of a member of the employee’s family or a person with whom the employee has a significant relationship, including advocating, authorizing, or otherwise causing the employment, appointment, promotion, transfer, advancement, suspension, reduction in pay, demotion, or termination of employment of a member of the employee’s family or a person with whom the employee has a significant relationship, or supervising or managing any member of the employee’s family or a person with whom the employee has a significant relationship.  

For the purpose of this policy, “significant relationship” means the person is living with the employee as a spousal or family unit when not legally married or related.

(D)  
Romantic relationships.  To identify potential conflicts of interest and opportunities for personal gain, avoid claims of discrimination and sexual harassment, and minimize the potential for or appearance of favoritism, an employee shall not enter into a romantic relationship with a person the employee directly or indirectly supervises, and a member of Senior Staff shall not enter into a romantic relationship with another employee.

For the purpose of this policy, “romantic relationship” means marriage or a relationship between two persons that is amorous and extends beyond mere social interaction, such as attending meals or entertainment events together.

(E)
 Personal Financial Gain.

(1)  Use of confidential information.  An employee shall not use confidential information, as described in paragraph (A)(1) of this policy, to secure personal financial gain or the financial gain of another.

(2) 
Use of position.  An employee shall not improperly use the employee’s position, title, or authority to secure personal financial gain or the financial gain for another.

(3)
Supplementary compensation.  An employee shall not solicit or, except as provided in paragraph (E)(6) of this policy, accept compensation from a person or entity other than the Court for the performance of the employee’s duties and responsibilities with the Court or a vendor who does business with the Court or for services rendered on projects the employee has recommended in the performance of the employee’s duties and responsibilities with the Court or a vendor who does business with the Court.    

(4)
Gifts, bequests, favors, and loans.  Except as provided in paragraph (E)(6) of this policy, an employee or any person residing in the employee’s household shall not accept a gift, bequest, favor, or loan from any person or entity likely to be engaged in a proceeding that ordinarily would come before the Court, a person or vendor likely to do business or seek to do business with the Court, or any other person or entity under circumstances that might reasonably be considered as influencing, attempting to influence, or appearing to influence the performance of the employee’s duties or responsibilities with the Court.

For the purpose of this policy, “gifts, bequests, favors, and loans” include each of the following:

(
Cash or a cash equivalent, such as a gift card; 

(
Tickets or passes to sporting or entertainment events; 

(
Meals and drinks not provided to all attendees at an event or gathering.  This includes prepackaged food items, such as fruit baskets, that have more than a nominal value;

(
Lodging accommodations at either a commercial or private facility;

(
Promotional items, such as pens, pencils, calendars, shirts, and portfolios of more than a nominal monetary value;

(
Membership to private clubs, including social, athletic, or country clubs;

(
The promise of employment.

(5)      Honorarium.  An employee shall not solicit or, except as provided in paragraph (E)(6) of this policy, accept an honorarium for speaking or making a presentation to any group or organization when the employee’s appearance is promoted or the employee is identified by that group or organization as an employee of the Court or for speaking or making a presentation to any group or organization on a topic on which the employee might reasonably be perceived to possess special knowledge or subject matter expertise because of or through the employee’s employment with the Court.  

For the purpose of this policy, “honorarium” includes cash or a cash equivalent, such as a gift card, but does not include ceremonial gifts or awards that have nominal monetary value, unsolicited gifts of nominal value, or trivial items of informational value. Paragraph (E)(5) of this policy does not prohibit an employee from accepting the payment of actual travel expenses, including any expenses incurred in connection with the travel for lodging, and meals, food, and beverages provided to the employee.
(6)
Awards, commemoration of events, and recognition of service.  An employee may accept from groups or organizations items, other than cash or a cash equivalent such as a gift card, having an apparent value of $50.00 or less, including books, plaques, certificates of appreciation, and personal accessories intended as awards, commemorations of events, including speeches or presentations to the group or organization or completion of a course or program, and recognition of service, including terms on boards, commissions, advisory committees, and task forces.
(F) 
Personal Activities.

(1)
Permissible activities.  An employee may engage in any lawful activity outside of employment with the Court, including participation as an officer, director, trustee, or non-legal advisor in an educational, religious, charitable, social, or civic organization, provided the activity does not interfere with the performance of the employee’s duties or responsibilities with the Court, adversely reflect upon the employee’s position, or otherwise detract from the dignity of the Court.

(2)
Solicitation of contributions.  An employee may solicit contributions from persons outside the Court for educational, religious, charitable, social, or civic organizations.  In soliciting contributions, the employee shall not solicit on Court time; use Court personnel, supplies, equipment, or facilities; use the employee’s position, title, or other Court identification; or solicit from a person likely to be engaged in a legal or administrative matter pending before, or that ordinarily would come before, the Court.

(G)
Professional Activities.  An employee may engage and participate in professional associations and organizations, teaching, consulting, writing, and publishing, as follows:

(1)
Professional associations and organizations.  Subject to the requirements of paragraph (G)(5) of this policy, an employee may participate in professional associations and organizations related to the employee’s profession or employment with the Court, such as bar associations and court improvement organizations.  Employees are encouraged to take an active role in such associations and organizations, including participation as an officer, director, trustee, or, except as provided under paragraph (I)(2) of this policy,  non-legal advisor.   

(2)
Teaching.  Subject to the requirements of paragraphs (E)(3) and (G)(5) of this policy, an employee may serve as an adjunct faculty member at an institution of higher education, such as a college or university, for the purpose of teaching.

Subject to the requirements of paragraph (G)(5) of this policy, an employee may serve as a course instructor on a limited or periodic basis at an institution of continuing professional education, including the Ohio Judicial College, the National Judicial College, or the Institute for Court Management, or as a presenter at a meeting, conference, seminar, or workshop of a professional association or organization, including the Ohio Judicial Conference and the Ohio State Bar Association, on the law, the courts, the legal or judicial system, the administration of justice, or any related topic.

(3)
Consulting.  An employee shall not provide consulting services to any person, court, group, association, or organization involving any topic related to the employee’s duties and responsibilities with the Court, except through the employee’s employment with the Court.

(4)
Writing and publishing.  Subject to the requirements of paragraph (G)(5) of this policy, an employee may write and publish an article, report, summary, or review on the law, the courts, the legal or judicial system, the administration of justice, or any related topic.  The content of the publication shall not concern a case or legal matter pending before the Court and the employee shall include a statement that the publication is not the official position of the Court on the topic unless the employee has been clearly authorized by the Court to speak on the topic.

(5)
Compensation, Court time and property, and travel reimbursement.  An employee who receives compensation subject to taxation as income from any person or entity other than the Court for the provision of any professional activity set forth in paragraph (G) of this policy, other than an award, commemoration of events, or recognition of service as allowed by paragraph (D)(6) of this policy, shall not engage in such activity in the course of the employee’s employment or the performance of the employee’s duties or responsibilities with the Court; use Court personnel, supplies, equipment, or facilities in preparation for or engaging in such activity; or be reimbursed by the Court for travel expenses incurred in traveling to or from such activity pursuant to Adm. P. 32 (Travel).

An employee who does not receive compensation subject to taxation as income from a person or entity for the provision of any professional activity set forth in paragraph (G) of this policy may engage in such activity in the course of the employee’s employment or the performance of the employee’s duties or responsibilities with the Court and may use Court personnel, supplies, equipment, or facilities in preparation for or engaging in such activity, subject to the approval of the employee’s Senior Staff supervisor.  The employee may be reimbursed by the person or entity to whom the employee has provided the professional activity for travel related expenses incurred in traveling to or from such activity.  The employee may also be reimbursed by the Court for travel related expenses incurred in traveling to or from such activity pursuant to Adm. P. 32 (Travel), subject to the prior approval of the employee’s Senior Staff supervisor and the Administrative Director, and provided the person or entity for whom the employee has provided such professional activity does not provide or reimburse for such travel expense.  

(H)
Outside Employment.


(1)
Primary employment.  The Court considers each employee’s employment with the Court to be the employee’s primary employment and deserving of the employee’s full attention.  An employee may engage in other employment, including financial and business activities.


(2)
Court time and property.  An employee shall not engage in outside employment on Court time, or use Court personnel, supplies, equipment, or facilities in the performance of such employment.

(3)
Interested parties.   An employee shall not engage in outside employment with a person or entity that is a law firm, bar association, or law enforcement agency; that is interested in legal or administrative matters pending before or regulated by the Court; or that is doing or seeking to do business with the Court, unless the Administrative Director, in consultation with the employee’s Senior Staff supervisor, determines the employee can withdraw from participation in the Court’s consideration of those matters that affect the interests of the person with whom the employee desires to engage in outside employment.

(4)
Court relationships.   An employee shall not use the employee’s relationship with other public officials or employees to secure a favorable decision or action by those public officials or employees regarding the employee’s outside employment or employer, private business, or financial interests.

(5)
Participation in decisions affecting outside employer.   An employee shall not participate in decisions or make recommendations regarding legal or administrative matters pending before the Court involving business competitors of the employee or the employee’s outside employer, including, but not limited to, recommending the outside employer’s services to the Court.

 (I)
Practice of Law.  An employee who is an attorney shall not provide legal representation or otherwise engage in the practice of law, except in the performance of the employee’s duties or responsibilities with the Court or as follows:

(1)
Personal affairs.  An employee who is an attorney may engage in the practice of law for the management of personal affairs of the employee or the employee’s family.  In providing such legal representation, the employee may give legal advice, prepare or revise legal documents, and initiate or defend litigation.  An employee who performs such legal work shall not receive compensation and shall not perform the work on Court time or by using Court personnel, supplies, equipment, or facilities.  The employee shall ensure the legal work does not require any act, including an appearance in any court, that would suggest the employee’s position with the Court is being misused, the work conflicts with the employee’s duties or responsibilities with the Court, or preferential treatment is being sought, or otherwise creates an appearance of impropriety.

(2)
Pro bono legal services.  An employee who is an attorney may provide pro bono legal services through a program or activity sponsored or organized by the Court, a legal aid program, bar association, or other organization.  The employee shall not provide pro bono legal services that require an appearance in court or before a state administrative agency.  In providing pro bono legal service, an employee shall not receive compensation and shall not provide the services on Court time, but may make limited use of Court supplies, equipment, and facilities.  The employee shall ensure that the provision of pro bono legal services does not require any act that would suggest the employee’s position with the Court is being misused or preferential treatment is being sought, conflicts with the employee’s duties or responsibilities with the Court, or otherwise creates the appearance of impropriety.

 (J)
Recusal from Participation.

(1)
Impartiality.  An employee shall not participate in a legal or administrative matter pending before the Court in which the employee’s impartiality might reasonably be questioned.  

(2)
Bias and prejudice.   An employee shall not participate in a legal or administrative matter pending before the Court in which the employee has a personal bias or prejudice concerning a party to the matter or a party’s attorney.

(3)
Knowledge of case.   An employee shall not participate in a legal or administrative matter pending before the Court in which the employee is a material witness concerning the matter in controversy or in which the employee has personal knowledge of disputed evidentiary facts concerning the matter.  

(4)
Attorney of record.   An employee shall not participate in a legal or administrative matter pending before the Court in which the employee has served as an attorney in the matter, or has previously practiced law or been associated with an attorney who, during the period of the practice or association, was serving as an attorney concerning the matter in controversy.

(5)
Economic and other interests.   An employee shall not participate in a legal or administrative matter pending before the Court in which the employee, individually or as a fiduciary, the employee’s spouse, parent, or child, wherever residing, or any other person residing in the employee’s household has any more than a minimal economic interest in the subject matter in controversy, is a party to the proceeding, or has any more than a minimal interest that could be substantially affected by the outcome of the matter in controversy.


(6)
Knowledge of personal and family interests.  An employee shall keep informed of the employee’s personal, fiduciary, and economic interests and make a reasonable effort to keep informed about the personal economic interests of the employee’s spouse and minor children residing in the employee’s household to aid in meeting the employee’s duty to recuse from participation in a pending matter.

(K)
Political Activity.   An employee may engage in political activity consistent with the requirements of this policy.

(1)
Permissible political activity.  Subject to the limitations and prohibitions stated in this policy, a Court employee 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, including marching in parades;

· Soliciting signatures for a political candidacy;

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

· Soliciting or receiving funds for a political candidate.

(2)
Limitations on political activity.  An employee shall not participate in any permissible political activity on Court time or on the premises of the Court.  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.  An employee shall not use Court personnel, facilities, supplies, or equipment to engage in political activity.

(3)
Candidacy for public office.  An employee may be a candidate for appointment or election to any public office, subject to the requirements of this policy.  The employee, upon publicly declaring candidacy for a public office, shall notify the Administrative Director.  Upon notification, the Administrative Director shall recommend to the Court whether the candidacy requires the employee to enter into a leave status, resign from employment, or have the employee’s employment terminated.  The recommendation shall be based upon the totality of the circumstances, including but not limited to, applicable legal authority, the duties and partisan nature of the public office, and the effect the employee’s absence would have upon the operational needs of the office to which the employee is assigned.  The Court shall make the final determination as to the effect of such candidacy upon an employee’s employment.  An employee who is placed on or required to take a leave of absence for the duration of the employee’s candidacy may use vacation leave, personal leave, or compensatory time during the leave of absence.

(4)
Holding public office.  An employee who assumes public office shall notify the Administrative Director.  Upon notification, the Administrative Director shall recommend to the Court whether the employee’s holding of the public office creates an incompatibility between the positions that requires the employee to resign from employment or have the employee’s employment terminated.  The recommendation shall be based upon the totality of the circumstances, including but not limited to applicable legal authority and the duties and partisan nature of the public office.  The Court shall make the final determination as to the effect of holding office upon an employee’s employment.

(5)
Political discrimination prohibited.  An employee shall not discriminate for or against any other employee, an applicant for employment at the Court, or a person seeking to do business with the Court, because of political party affiliation, political contributions, or political activities permitted by this policy.

(L)
Application of Policy.  Paragraph (J) of this policy does not apply to employees of the Office of Disciplinary Counsel while engaged in the course of their employment or duties or responsibilities with the office.

Administrative Policy 18.  Employee Conduct.

This policy is intended to establish consistent standards and expectations regarding the conduct of employees in the performance of their duties with the Supreme Court.

(A)
Attendance and Punctuality.  An employee is expected to timely report for duty in accordance with the employee’s work schedule and be in attendance each working day.  An employee shall keep the employee’s supervisor informed of the employee’s whereabouts during working hours.

(B)
Personal Appearance.  An employee shall present a professional personal appearance.  An employee shall observe appropriate personal hygiene and grooming and dress in business attire or Court-approved uniform.

(C)
Cellular Telephone Use.  An employee shall avoid using a cellular telephone while operating a motor vehicle or heavy equipment in the course of the employee’s employment or official responsibilities for the Court.  If an employee receives a call while operating a motor vehicle or heavy equipment, the employee shall exercise extreme caution by immediately completing the call or, if the employee wishes to continue the call, by legally stopping the vehicle or equipment as safely and quickly as is reasonably possible.

(D)
Criminal Offenses.  An employee who is formally charged with a criminal offense, other than a minor misdemeanor traffic violation, shall report the action to the employee’s supervisor or the Director of Human Resources within five days of being indicted or receiving a summons or a criminal complaint.  The Court may take appropriate administrative action against the employee.

An employee who is convicted of a criminal offense, other than a minor misdemeanor traffic violation, is subject to corrective action pursuant to Adm. P. 21 (Corrective Actions).  For the purpose of this policy, a conviction includes either a finding of guilty or an entry of a plea of no contest or nolo contendere with the imposition of a sentence.  

(E)
Failure to Cooperate.  An employee shall not knowingly fail to cooperate, provide false information, or otherwise impede an investigation into the alleged violation of an Administrative Policy or Guideline by another employee.

(F)
False Allegation.  An employee shall not knowingly make a false allegation that a Justice, another employee, Court appointee, or vendor has violated an Administrative Policy or Guideline.  

(G)
Retaliation.  An employee shall not retaliate against a Justice, another employee, Court appointee, or vendor who reports an alleged violation of an Administrative Policy or Guideline by the employee.

(H)
Sales and Solicitations.  An employee may initiate non-profit sales and solicitations, including those for contributions to causes and organizations, only by posting information in areas designated by the Administrative Director.  An employee shall not initiate sales or solicitations by means of interoffice mail, telephone, e-mail, or in-person communication.  Employees shall not initiate sales for profit enterprises.

Paragraph (H) of this policy shall not apply to communications from the Employees’ Event Committee concerning events sponsored by the committee or communications from the Office of Human Resources concerning the availability of discounts to all state employees, other special offers available to all state employees, or the Court’s participation in charitable events authorized by the Administrative Director.

(I)
Smoking and Tobacco Use.  The Court is a tobacco-free work environment.  Smoking and the use of tobacco products is prohibited inside the premises of the Court, Court vehicles, and an employee’s private vehicle when being used for Court business and a non-smoker is present.  This paragraph shall be read in conjunction with the requirements and guidance of OJC Reg. 16 (Smoking; Tobacco Products).  

(J)
Visitors and Visiting.  An employee shall limit the number and frequency of personal visitors the employee receives at the Court. An employee shall not engage in excessive personal visiting or conversation with other employees during working hours.

(K)
Work Area.  An employee shall keep the employee’s assigned work area in an orderly and clean condition to facilitate a safe and efficient work environment.  Supervisors may limit the placement of excessive personal property, the use of electronic media such as radios, personal music players, and cell phones, and the consumption of food or beverage in an employee’s work area.

(L)
Workplace Behavior.  An employee shall not engage in illegal or disorderly conduct or other unruly behavior at work.

Effective Date:  July 1, 2003

Amended: April 1, 2009

Administrative Policy 19.  Employee Fitness for Duty.

This policy is intended to establish consistent standards and expectations regarding the fitness for duty of employees in the performance of their duties with the Supreme Court.

(A)
Fitness for Duty.  An employee, while engaged in the course of the employee’s employment or official responsibilities for the Court, shall report for work and perform the responsibilities of the employee’s position in a physical, mental, and emotional condition conducive to high performance and efficiency.  

(B)
Evaluation of Employee.  

(1)
Referral.  The Administrative Director, or the director’s designee, upon the recommendation of the Director of Human Resources, or the director’s designee, and sufficient cause shown, may refer an employee to an external resource for professional evaluation when the employee does not appear to be fit for duty.  An employee shall have the opportunity to refute the results of the evaluation. 

(2)

Refusal.  An employee who refuses to consent or submit to the evaluation shall be subject to corrective action pursuant to Adm. P. 21 (Corrective Actions).

(3)
Confidentiality.  The confidentiality of the results of the evaluation shall be maintained to the fullest extent provided by law.

(C)
Application of Policy.  

(1)
Justices’ staffs.  This policy shall apply to employees assigned to an individual Justice’s staff, except that the responsibilities of the Administrative Director under this policy shall be exercised by the Justice.  In the Justice’s absence, the responsibilities shall be exercised by the Administrative Director.  
(2)
Office of Disciplinary Counsel.  This policy shall apply to employees of the Office of Disciplinary Counsel, except that the responsibilities of the Administrative Director under this policy shall be exercised by Disciplinary Counsel.

(3)  
The Board of Commissioners on Grievances and Discipline.  This policy shall apply to employees of Board of Commissioners on Grievances and Discipline, except that the responsibilities of the Administrative Director under this policy shall be exercised by the Secretary to the board.

(4)  
The Board of Commissioners of the Clients’ Security Fund.  This policy shall apply to employees of the Board of Commissioners of the Clients’ Security Fund, except that the responsibilities of the Administrative Director under this policy shall be exercised by the Administrator of the Clients’ Security Fund.

Effective Date: April 1, 2009
Administrative Policy 20.  Employee Use of Court Equipment.

This policy is intended to establish consistent standards and expectations regarding the use of equipment by employees in the performance of their duties with the Supreme Court.

(A)
Standard of Care.  The appropriate use of Court equipment can improve the efficiency of the Court and its employees.  As a result, employees should use a reasonable standard of care when using Court equipment.

(B)
Personal Use.  Except as provided in paragraph (H)(2) of Adm. P. 17 (Employee Code of Ethics), the occasional personal use of Court telephones, copiers, fax machines, wireless data cards, and the computer network by an employee is permissible, but those instances should be kept to a minimum, both in the frequency of use and duration.  The personal use of all other Court equipment by an employee is prohibited.  Any personal use of Court equipment shall not unduly interfere with the work of the employee, the efficiency of the division, office, or section to which the employee is assigned, or the Court.  An employee may be required to reimburse the Court for the personal use of Court equipment pursuant to Guidelines developed by the Administrative Director.

(C)
Telephones and Fax Machines.  An employee should exhibit the highest standard of professionalism when using the telephone, including cellular telephones.  This standard includes answering incoming calls in a timely manner, identifying one’s work unit and name, and regularly checking and updating voice mail messages.

An employee shall not place personal long distance calls or long distance fax transmissions at Court expense, except as permitted by paragraph (B) of this policy and paragraph (G)(1) of Adm. P. 32 (Travel).

(1)
Privacy.  Pursuant to Adm. P. 7 (Access to Employee Work Environment), an employee does not have a right of privacy in telephone calls or fax transmissions sent or received through the Court’s telephone system.

(2)
Safeguards.  To safeguard the integrity of the Court’s telephone system, an employee shall not knowingly monitor, intercept, record, or attempt to monitor, intercept, or record any telephone or fax communications of another employee without the approval of the employee or the Administrative Director.

(D)
Assignment of Cellular Telephones and Wireless Data Cards.
(1)
Request for assignment.  An employee may request a cellular telephone  or wireless data card by properly completing a Request and Agreement for Use of a Cellular Telephone or Wireless Data Card Form (copy provided at Attachment A) and submitting it to the employee’s division director.  The division director shall approve the assignment of the device to the employee upon a demonstration that the device is essential to the performance of the employee’s assigned duties and responsibilities with the Court.  The form shall then be submitted to the Director of Fiscal & Management Resources, who shall approve the request upon a demonstration that there is sufficient funding available for the assignment of the  device to the employee’s use.  The form shall then be submitted to the Director of Network & Technology Resources or the director’s designee for the assignment of the device.
(2)
Renewal of assignment.  In June of each year, in a process determined by the Director of Fiscal & Management Resources and the Director of Network & Technology Resources or their designees, each employee who is assigned a cellular telephone or wireless data card shall resubmit a properly completed Request and Agreement for Use of a Cellular Telephone or Wireless Data Card Form to the employee’s division director, who shall approve the request pursuant to the standards set forth in paragraph (D)(1) of this policy.

(3)
Use for Court business purpose.  An employee who is assigned a cellular telephone or wireless data card shall restrict the use of the device to Court business.  However, an employee may occasionally use the device for personal purposes as permitted by paragraph (B) of this policy.

(4)
Damage, loss, and theft.  An employee who is assigned a cellular telephone or wireless data card shall safeguard the device from damage, loss, and theft.  If the device is damaged, lost, or stolen, the employee shall immediately notify the Director of Network & Technology Resources or the director’s designee.  If theft is suspected, the employee shall also file a police report.

(E)
Computer Network.  An employee may use the Court’s computer network, including its hardware, software, e-mail system, and the Internet, through a computer assigned for the employee’s use, or through dial-up or Internet connections or other devices as approved by the Director of Network & Technology Resources.

(1)
Privacy and security.  In using the Court’s computer network, an employee should use care and discretion to preserve the security of the network and the confidentiality of the information it contains.

Pursuant to Adm. P. 7 (Access to Employee Work Environment), an employee does not have a right of privacy in e-mail messages or any electronic transmissions sent or received through the Court’s computer network or through the Internet as such transmissions may be sent over private lines, are subject to interception and monitoring, and may be retrieved even after apparently being deleted. An employee does not have a right to privacy in Internet sites visited through the Court’s computer network.

(2)
Safeguards.  To safeguard the integrity of the Court’s computer network, an employee shall not knowingly do any of the following:

· Let any person who is not an employee use the Court’s computer network without permission of a Senior Staff employee, except for the public access terminals maintained by the Court;

· Provide the employee’s password or other identification to a person who is not an employee of the Office of Information Technology or the Office of Network & Technology Resources that allows that person to use the Court’s computer network.  An employee who gives the employee’s password to an employee of either of these offices for troubleshooting or administrative purposes should change the password upon completion of the work;
· Attempt to break or hack into the Court’s computer network or to obtain another employee’s computer network password;

· Monitor, intercept, record, or attempt to monitor, intercept, or record any network traffic, including another employee’s e-mail activity or use of the Internet, without the approval of the employee or the Administrative Director.

(3)
Copyright protection.  An employee shall not knowingly duplicate or disseminate material that the Court has a legal obligation to protect under federal copyright law.

(4)
Additions to computer network.  An employee shall not knowingly connect or add any non-work related hardware, software, or other device to the Court’s computer network, including a computer assigned for the employee’s use, without the approval of the Director of Network & Technology Resources or the director’s designee.


(5)
Prohibited uses of computer network. An employee shall not use the Court’s computer network for any of the following:

· Any purpose that violates a law of the United States or the State of Ohio;

· Any purpose that violates an Administrative Policy or Guideline;

· Any purpose involving a private business or commercial enterprise;

· Any political fundraising or campaign-related activities, or for any other political purpose;

· Any advertising or public relations purpose that is not Court-related;

· Any activity that interferes with the Court’s computer network, damages Court computer hardware, or alters the software on other Court computers;

· Any activity or series of activities that adversely affect the availability, confidentiality, or integrity of the Court’s computer network;

· Any activity that may cause congestion or disruption of the Court’s computer network, including such activities as the distribution of chain letters or unsolicited advertising;

· Participating in chat rooms, listservs, and newsgroups that are not related to legal or court management issues;

· Obtaining access to or distributing material that is obscene or pornographic;

· Sending harassing or offensive statements, including disparagement of others based on their race, color, religion, gender, sexual orientation, national origin, ancestry, age, citizenship, marital status, veteran’s status, or non-disqualifying disability;

· Seeking or obtaining information about files, documents, or other data that are private, confidential, or otherwise not open to public inspection, unless specifically authorized to do so by the file owners; or copying, modifying, or deleting such files, documents, or data without authorization.  Employees shall take all reasonable precautions to prevent the inadvertent dissemination of another’s information via the Court’s computer network;

· Registering another employee to a chat room, newsgroup, bulletin board, e-mail group, or other computer activity without the approval of the other employee.

Effective Date:  July 1, 2003

Amended: January 1, 2004; January 1, 2006; April 1, 2009

Administrative Policy 21.  Corrective Actions.

This policy is intended to establish consistent standards and expectations for managing employee conduct and job performance at the Supreme Court.

(A)  Basis for Corrective Action.  The Court may take corrective action against an employee whose job performance is deemed unsatisfactory or who engages in misconduct, including but not limited to each of the following:

( 
Failure to comply with a lawful order or to accept a reasonable and proper assignment from an immediate supervisor or administrative authority;

(
Inefficiency, incompetence, or negligence in the performance of assigned duties;

(
Insubordination;

(
Failure or refusal to perform job requirements or performance which continues to be unsatisfactory;

(
Failure to obtain and maintain a current license or certification that is a condition of employment or required by law;

(
Intentional falsification or mishandling of Court records;

(
Action which reflects poorly upon the integrity of the Court;

(
Abandonment of job;

(
Any violation of or failure to comply with the federal or state constitution; a federal or state law; or an Administrative Policy or Guideline.   
The Court may take corrective action considered appropriate in view of the nature, frequency, and severity of the employee’s misconduct or unsatisfactory job performance, and other relevant factors, including the employee’s work record and the Court’s past practice in similar cases.

The Court shall aspire to administer corrective actions in a progressive manner, but is not required to do so.  Nothing in this policy alters an employee’s at-will employment status as set forth in Adm. P. 4 (At-Will Employment).

(B)  Types of Corrective Actions.  The Court recognizes the following types of corrective actions:

(1) Verbal reprimand.  A verbal reprimand may be used to address instances of an employee’s misconduct or unsatisfactory job performance.  A verbal reprimand involves a discussion between the employee’s Senior Staff supervisor and the employee regarding the misconduct or unsatisfactory job performance that is the subject of the reprimand. 
The employee’s Senior Staff supervisor, upon prior consultation with the Director of Human Resources, may issue a verbal reprimand.  When issuing the verbal reprimand, the Senior Staff supervisor shall notify the employee the discussion constitutes a verbal reprimand and maintain documentation of the reprimand in a style and manner the supervisor deems appropriate.  A verbal reprimand shall be considered active for purposes of progressive corrective action for one year and may be used as cumulative evidence for additional corrective action after that time.

(2)
Written reprimand.  A written reprimand may be used either to address more severe instances of an employee’s misconduct or unsatisfactory job performance for which a verbal reprimand is considered insufficient, or to address continued misconduct or unsatisfactory job performance.  A written reprimand involves a letter or memorandum describing the employee’s misconduct or the manner in which the employee’s job performance has been unsatisfactory.  

The employee’s Senior Staff supervisor, upon prior consultation with the Director of Human Resources, may issue a written reprimand.  When issuing the written reprimand, the Senior Staff supervisor shall include measures that shall be taken by the employee to address the misconduct or unsatisfactory job performance and a statement that more severe corrective action may result if the measures are not taken.  The written reprimand shall remain in a file to be maintained by the Director of Human Resources, or the director’s designee.  The written reprimand shall be considered active for purposes of progressive corrective action for one year and may be used as cumulative evidence for additional corrective action after that time.

(3)
Suspension, reduction in pay, and demotion.  A suspension, reduction in pay, or demotion may be used either to address severe instances of an employee’s misconduct or unsatisfactory job performance for which a verbal or written reprimand is considered insufficient, or to address continued misconduct or unsatisfactory job performance.  A suspension involves a definite period of time during which the employee is not permitted to work and will not be paid by the Court.  A reduction in pay involves a temporary or permanent decrease in the employee’s hourly rate of pay.  A demotion involves the transfer of the employee to a position of lesser responsibility with a corresponding reduction in job classification, pay range, and hourly rate of pay.  A suspension, reduction in pay, or demotion may be used separately or in combination with other corrective action.

The employee’s Senior Staff supervisor, upon prior consultation with the Director of Human Resources and written approval of the Administrative Director, may impose a suspension, reduction in pay, or demotion.  A suspended employee may not use vacation leave, personal leave, compensatory leave, or sick leave while suspended.

If the suspension of the employee will adversely affect the operation of the division, office, or section in which the employee works, a working suspension may be issued.  Where a working suspension is issued, the procedures in this policy shall be followed except that the employee shall be required to work during the period of the suspension and shall incur a reduction in the employee’s vacation or personal leave balances that corresponds to the duration of the suspension.  

The employee’s Senior Staff supervisor shall provide the employee with a memorandum that specifies the reason for and the duration of the suspension or working suspension, the amount of the reduction in pay, or the terms of the demotion.  The memorandum shall remain in a file to be maintained by the Director of Human Resources, or the director’s designee.  The memorandum shall be considered active for purposes of progressive corrective action for one year and may be used as cumulative evidence for additional corrective action after that time.

(4)
Termination of employment.  Termination of employment involves the employee’s involuntary separation from employment with the Court.  Termination may be used where an employee has engaged in serious misconduct or continues to engage in documented instances of misconduct; or where an employee’s job performance remains unsatisfactory, notwithstanding the imposition of prior corrective action and multiple documented efforts on the part of the employee’s Senior Staff supervisor to correct or improve the employee’s job performance or where an employee continues to engage in documented instances of unsatisfactory job performance.

Before the employment of the employee can be terminated, the employee’s Senior Staff supervisor shall prepare a written justification for the termination, and the Director of Human Resources and the Administrative Director shall review and approve the proposed termination in writing.  The Senior Staff supervisor and the Director of Human Resources shall meet with the employee and provide the employee with written notice of termination.  The written notice of termination shall be included in a separate file maintained by the Director of Human Resources, or the director’s designee.

(5)
The Director of Human Resources, or the director’s designee, in consultation with the employee’s Senior Staff supervisor, shall prepare any written corrective action required under this policy.

(C)
Application of Policy.  

(1)
Justices’ staffs.  This policy shall apply to employees assigned to an individual Justice’s staff, except that the responsibilities of the Administrative Director under this policy shall be exercised by the Justice.  In the Justice’s absence, the responsibilities shall be exercised by the Administrative Director.  
(2)
Office of Disciplinary Counsel.  This policy shall apply to employees of the Office of Disciplinary Counsel, except that the responsibilities of the Administrative Director under this policy shall be exercised by Disciplinary Counsel.

(3) 
The Board of Commissioners on Grievances and Discipline.  This policy shall apply to employees of Board of Commissioners on Grievances and Discipline, except that the responsibilities of the Administrative Director under this policy shall be exercised by the Secretary to the board.

(4)  
The Board of Commissioners of the Clients’ Security Fund.  This policy shall apply to employees of the Board of Commissioners of the Clients’ Security Fund, except that the responsibilities of the Administrative Director under this policy shall be exercised by the Administrator of the Clients’ Security Fund.

Effective Date:  July 1, 2003

Amended:  April 1, 2009

Administrative Policy 22.  Alcohol and Drug Free Workplace.

This policy is intended to establish consistent standards and expectations for the development, promotion, and maintenance of a workplace at the Supreme Court that is free from the influence of alcohol and drugs.

(A)
Alcohol.  The purchase, service, and use of alcohol involve health and safety issues for an employee, and liability risks and public perception concerns for the Court.  The Court’s policy on alcohol depends on the location and circumstances of an event and the work status of the employee.

(1)
Location and circumstances.  Generally, alcohol shall not be served or used at a Court sponsored event or at the workplace.  In limited circumstances, the Court may allow the service and use of alcohol at a Court sponsored event, including an event at the workplace, but only if alcohol is provided by a properly licensed third party vendor and upon the prior approval of the Administrative Director.

(2)
Purchase at Court expense prohibited.  Alcohol shall not be purchased at Court expense, regardless of the location or circumstances involved.

(3)
Employee on duty.  An employee who is on duty shall not purchase, serve, or use alcohol, regardless of the location or circumstances involved.

(4)
Employee off duty.  An employee who is off duty shall not serve alcohol at a Court sponsored event, regardless of the location or circumstances of the event.  An employee who is off duty may purchase and use alcohol at a Court sponsored event approved by the Administrative Director pursuant to paragraph (A)(1) of this policy, including an event at the workplace.

These prohibitions shall be read in conjunction with the requirements and guidance of OJC Reg. 14 (Alcohol; Intoxicating Liquor).

(B)
Controlled Substances and Illegal Drugs.  An employee shall not unlawfully manufacture, distribute, dispense, possess, or use a controlled substance or purchase, transfer, use, or possess any illegal drugs or prescription drugs that are illegal, either at the workplace or any other location.  A controlled substance includes any drug listed in Section 812, Title 21 U.S. Code and federal regulations adopted pursuant to federal law. This prohibition shall be read in conjunction with the requirements and guidance of OJC Reg. 15 (Controlled Substances).

The Court shall notify any federal agency from which it has received a grant when an employee has been convicted of a violation of any state or federal criminal drug statute.  The notice shall be provided within ten days after receiving notice from the employee of the conviction or after receiving other actual notice of the conviction.

(C)
     Alcohol and Drug Testing.  

(1)
Circumstances requiring testing.  The Administrative Director, or the director’s designee, upon the recommendation of the Director of Human Resources, or the director’s designee, and sufficient cause shown, may require an employee to undergo an alcohol or drug test under the following circumstances:

· When there is reasonable cause to suspect that the employee may be intoxicated or under the influence of a controlled substance not prescribed by the employee’s physician;

(
When the employee is involved in a significant incident in which the employee or another person has a reportable and recordable injury or in which documented property damage has occurred;

(
Pursuant to the specifications and provisions of a counseling, employee assistance, or rehabilitative program to which the employee  has been referred as a result of a previous corrective action pursuant to Adm. P. 21 (Corrective Actions).

(2)
Refusal to submit to testing.  An employee who refuses to consent or submit to an alcohol or drug test when required under this policy shall be subject to corrective action pursuant to Adm. P. 21 (Corrective Actions).

(3)
Confidentiality.  Confidentiality concerning alcohol or drug test results shall be maintained to the extent provided by law, and an employee shall have the opportunity to refute the results of any alcohol or drug test.

(D)
Corrective Actions.  An employee who is found to have violated this policy is subject to appropriate corrective action pursuant to Adm. P. 21 (Corrective Actions).

(E) Employee Assistance and Rehabilitation.  If an employee is convicted of a violation of any state or federal statute proscribing the abuse of alcohol or the possession or sale of a controlled substance, or if an employee has a confirmed positive alcohol or drug test, the Court may require the employee to participate in and satisfactorily complete an alcohol or drug assistance or rehabilitation program as a prerequisite to continued employment or as part of a corrective action.

Effective Date:  January 1, 2004

Amended: April 1, 2009

Administrative Policy 23.  Weapons and Violence Free Workplace. 

This policy is intended to establish consistent standards and expectations for the development, promotion, and maintenance of a safe and productive workplace at the Supreme Court that is free from the effects of weapons and violence.  

(A)
Weapons Prohibited.  Except as provided in paragraph (B) of this policy, no employee, shall possess, carry, or store a weapon while on Court property or engaged in the course of the employee’s employment or official responsibilities for the Court, unless specifically required to do so as a condition of the employee’s work assignment. 

This prohibition shall be read in conjunction with the requirements and guidance of OJC Reg. 11 (Weapons).  

(B)
Concealed Carry Permit.  An employee who has been properly issued a permit to carry a concealed weapon pursuant to federal or state law is subject to the prohibition in paragraph (A) of this policy, unless the employee is otherwise allowed by this policy to carry a concealed weapon and first obtains written authorization from the Director of Court Security before seeking entry to Court property.  Any employee who does not obtain such written authorization shall store the weapon in accordance with state law prior to entering Court property. 

Any employee who violates state law regarding this policy is subject to having the matter referred to the appropriate law enforcement officials for criminal prosecution.

(C)
Acts and Threats of Violence Prohibited.  No employee shall engage in an act or make a threat of violence while on Court property, while engaged in the course of employment or official responsibilities for the Court, or when conducting business for the Court.  Acts and threats of violence may include the following activities:

(1)
Threats and intimidation.  Engaging in threatening, intimidating, harassing, or coercive behavior that is sufficiently severe or offensive so as to alter the conditions of employment, or to create a hostile, abusive, or intimidating work environment for another person;

(2)
Stalking.  Willfully, maliciously, or repeatedly following or stalking another person;

(3)
Communications.  Making or sending a threatening, intimidating, harassing, or coercive statement, telephone call, letter, or other written or electronic communication to another person, with the intent to place that person in reasonable fear for the person’s safety, or the safety of the person’s family, friends, associates, or property;

(4)
Physical contact.  Intentionally engaging in physical contact with another person that would cause a reasonable person to believe the person is being assaulted;

(5)
Damaging property.  Intentionally damaging or defacing the personal property of another person or property owned, operated, or controlled by the Court.

(D)
 Domestic Violence.  The Court is committed to creating and maintaining an environment that facilitates the needs of employees who are victims of domestic violence.  The Court shall not discriminate against an employee in any employment actions because the employee is, or is perceived to be, a victim of domestic violence.  The Administrative Director may issue guidelines establishing a workplace plan addressing domestic violence, including appropriate employee protection, assistance, and education measures.
(E)
Notification of Protection or Restraining Order.  An employee who obtains a protection or restraining order shall notify the Director of Human Resources, or the director’s designee.  Upon notification, the Director of Human Resources, or the director’s designee, shall inform the appropriate Court personnel.  

(F)
Reporting Acts or Threats of Violence.  An employee shall report any acts or threats of violence to the employee’s Senior Staff supervisor or Court security.  

(G)
Corrective Action.  An employee who is found to have violated this policy is subject to appropriate corrective action pursuant to Adm. P. 21 (Corrective Actions).

Effective Date:  July 1, 2004

Amended: April 1, 2009

Administrative Policy 24.  Discrimination and Harassment.

This policy is intended to establish consistent standards and expectations for the development, promotion, and maintenance of a workplace at the Supreme Court that is free from the effects of discrimination and harassment.

(A)
Prohibited Activity.  No employee shall engage in or be subject to a prohibited discriminatory practice or harassment, including sexual harassment.  


(1)
Prohibited discriminatory practice.  For the purpose of this policy, a “prohibited discriminatory practice” means a decision relating to either the recruitment, hiring, working conditions, compensation, training, promotion, transfer, or retention of employees or the selection of vendors to provide goods or services, when the decision is made with regard to race, color, religion, gender, sexual orientation, national origin, ancestry, age, citizenship, marital status, veteran’s status, or non-disqualifying disability.


(2)
Harassment.  For the purpose of this policy, “harassment” means conduct based on race, color, religion, gender, sexual orientation, national origin, ancestry, age, citizenship, marital status, veteran’s status, or non-disqualifying disability that unreasonably interferes with a person’s work performance or creates an intimidating, hostile, or offensive work environment for a person.  It involves unwelcome or unwanted conduct, including verbal and non-verbal communications, when the conduct consists of one or more of the following:

(
Using racially derogatory words, phrases, or epithets;

(
Demonstrations of a racial or ethnic nature, such as a use of gestures, pictures, or drawings which would offend a particular racial or ethnic group;

(
Comments about a person’s skin color or other racial or ethnic characteristics;

(
Making disparaging remarks about a person’s gender that are not sexual in nature;

(
Negative comments about a person’s religious beliefs or lack of religious beliefs;

(
Expressing negative stereotypes regarding a person’s birthplace or ancestry;
(
Negative comments regarding a person’s age when referring to a person 40 years of age or older;

(
Derogatory or intimidating references to a person’s mental or physical impairment.
(3)
Sexual harassment.  
For the purpose of this policy, “sexual harassment ” means conduct based upon sex that unreasonably interferes with a person’s work performance or creates an intimidating, hostile, or offensive work environment for a person.  It involves unwelcome or unwanted conduct, including verbal and non-verbal communications and physical contact, when the conduct consists of one or more of the following:

· Making submission to a sexual advance or request for sexual favor an explicit or implicit term or condition of employment;

· Making submission to or rejection of a sexual advance or request for sexual favor a basis for employment decisions affecting the person to whom the harassment is directed;

· Making sexual innuendo, using sexually vulgar or explicit language, making sexually suggestive comments or sounds, telling jokes of a sexual nature, or making sexual propositions or threats;

· Displaying or disseminating sexually suggestive objects, books, magazines, computer software, internet websites, e-mail, graphic commentaries, photographs, cartoons, or pictures;

· Touching, pinching, leering, making obscene gestures, brushing against the body, or engaging in sexual intercourse or sexual assault;

(B)
Reporting an incident.  An employee who believes to have been subject to or observed any prohibited discriminatory practice or harassment by a Justice, other employee, Court appointee, person who conducts business with the Court, or visitor should report it immediately to any member of Senior Staff, the Director of Human Resources, the Administrative Director, or, if the subject of the prohibited discriminatory practice or harassment is an employee and the incident did not involve that employee’s immediate supervisor, to the employee’s immediate supervisor.  Any of these persons to whom an incident is reported shall promptly notify the Director of Human Resources.

(C)
Investigation and written report.  Upon receiving a report of an alleged prohibited discriminatory practice or harassment involving an employee, Court appointee, person who conducts business with the Court, or visitor, the Director of Human Resources, or the director’s designee, shall immediately and thoroughly investigate the incident and prepare a written report.  The report shall contain the findings of the investigator and, if the investigator believes a violation of paragraph (A) of this policy has occurred, a recommendation for corrective action or sanction pursuant to paragraph (F) of this policy.  The report shall be provided to the parties involved.

If the alleged prohibited discriminatory practice or harassment involves a Justice, the Director of Human Resources shall notify the Administrative Director, who shall report the allegation to the Chief Justice for whatever action the Court considers appropriate.  

(D)
Determination of incident.   

(1) 
Agreement of the parties.  If the parties involved agree with the findings and recommended corrective action contained in the written report, the Director of Human Resources shall obtain the signature of each party on the report within five business days after it is provided to them.  The Director of Human Resources shall promptly provide a copy of the signed report to the Administrative Director for review.  Absent extraordinary circumstances demonstrated in the report, the Administrative Director shall approve its immediate implementation.
(2) 
Formal hearing.  If any party involved does not agree with the findings or recommended corrective action contained in the written report or if the Administrative Director believes extraordinary circumstances are demonstrated in the report, within five business days after receiving the report the Administrative Director shall take appropriate action, including appointment of a hearing officer to conduct a formal hearing on the matter.

(E)
Conflicts. 
(1) 
Director of Human Resources.  If a party or witness to an incident reported under this policy is the Director of Human Resources, the Administrative Director shall designate another member of the Court staff to perform the duties of the Director of Human Resources as required by this policy.
(2) 
Administrative Director.  If a party or witness to an incident reported under this policy is the Administrative Director, the Chief Justice shall perform the duties of the Administrative Director as required by this policy.
(3) 
Chief Justice.  If a party to an incident reported under this policy is the Chief Justice, the next most senior Justice shall perform the duties of the Chief Justice as required by this policy.
(F)
Corrective Action.  An employee who is found to have violated paragraph (A) of this policy shall be subject to appropriate corrective action as set forth in Adm. P. 21 (Corrective Actions). 
(G)
Confidentiality.  The Court shall make every reasonable effort to protect the privacy of the parties in the process.  Parties and witnesses shall maintain confidentiality with respect to a complaint or report.  However, the Court cannot ensure that complaints or reports will be kept strictly confidential.

(H)
Distribution of Policy. All requests for proposals and solicitations for employment and to provide goods or services shall reference this policy and the Court’s prohibition against discrimination and harassment in the workplace.

Effective Date:  July 1, 2003

Amended:  September 1, 2007; April 1, 2009

Administrative Policy 24.1.  Workplace Safety and Health.

This policy is intended to establish consistent standards and expectations for the development, promotion, and maintenance of a workplace at the Supreme Court that is safe and healthy.

(A)
Safe and Healthy Workplace.  The Court shall provide employees with a workplace free of recognized hazards which may cause injury or illness.  The Court shall comply with all applicable regulations of the Public Employment Risk Reduction Program (“PERRP”).

(B)
Safety and Health Committee.  The Administrative Director shall appoint a Safety and Health Committee responsible for promoting workplace safety and health awareness, identifying necessary workplace safety practices and training requirements, and monitoring workplace safety practices and compliance with training requirements.  The committee shall consist members the Administrative Director deems necessary to address the responsibilities of the committee.  The committee shall be chaired by the Director of Human Resources or such other employee the Administrative Director shall appoint.
(C)
Responsibilities.  

(1)
Senior Staff supervisors.  Each Senior Staff supervisor is responsible for overseeing the safety of employees within the supervisor’s office.  The Senior Staff supervisor shall adopt such practices and procedures for the supervisor’s office that the supervisor believes are necessary for and consistent with PERRP compliance.  Working with the Safety and Health Committee and the Director of Human Resources, the Senior Staff supervisor shall ensure that the supervisor’s employees are appropriately trained and follow applicable PERRP regulations and the office’s PERRP-related practices and procedures. 

(2)
Employees.  Each employee is responsible for facilitating and promoting workplace safety by complying with applicable PERRP regulations and their office’s PERRP-related practices and procedures, attending and completing required training sessions, and assisting in identification and reporting of potential unsafe practices and conditions.  An employee shall notify the employee’s immediate supervisor and the Director of Human Resources if the employee observes an unsafe condition on Court property.  The Director of Human Resources, or the director’s designee, shall consult, as necessary, with the employee’s supervisor, the employee’s division director, and other Court staff to evaluate the condition and develop an appropriate solution. 
(3)
Director of Human Resources.  The Director of Human Resources, or the director’s designee, shall be responsible for each of the following:

(
Developing training concerning and working with the Administrative Director, or the director’s designee, to develop and implement guidelines addressing safe lifting, ergonomics, hazardous material communications, blood borne pathogens, and emergency evacuation and response; 

· General safety and health training;

· Performing safety and health audits;

(
Record-keeping and reports related to accidents and other safety and health-related incidents occurring on Court property;

(
Workers’ compensation;

(
Injury and illness record-keeping; 

(
Industrial hygiene monitoring activities such as ergonomic evaluations.  

(4)
Director of Court Security.  The Director of Court Security, or the director’s designee, shall do both of the following:

· Coordinate emergency response, evacuation, safety wardens, and medical support services;

· Respond to and provide initial documentation regarding accidents and other safety and health-related incidents occurring on Court property.
(D)
Uniformity of practices and procedures.  To ensure uniformity and completeness, the Director of Human Resources, or the director’s designee, shall assist each office with interpretation of PERRP regulations, sample PERPP-related practices and procedures, training, auditing, and supply of compliance related information.  

(E)
Communications and interaction with PERRP officials.  The Director of Human Resources shall be responsible for all communications and interaction with PERRP officials, including responding to any safety-related complaint letters received by the Court, handling any PERRP inspector who arrives at the Court, and requesting PERRP inspections of Court property.

(F)
Accident response, reporting, investigation, and record-keeping.  The Director of Human Resources and the Director of Court Security shall jointly develop and issue practices and procedures for their respective offices that outline the office’s duties relative to the response to, reporting of, investigation of, and record-keeping for accidents and other safety and health-related incidents occurring on Court property.

Effective Date:  April 1, 2009
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