

http://www.nelrod.com/







Agency Name

Personnel Manual Date Prepared: September 25, 2015
F.  Hazardous MaterialS.........cccooiiiiioiiiieeeeeeee e 114
G. Use of AGENCY'S VERNICIES ....ovvueiiiieiieeeee e 116
H.  Vehicular ACCIAENTS ..o e e e e s 119
T T 11 /2R 120
J.  Light and Restricted Duty AsSignments .............oiiiiiiiiiiiicce e 121
APPENDICES SECTION: ....ciiiiiiiiiiiiieieiee ettt et e ettt e e e e e e e e e e e e e e eeeeeaaeeaaaeeeeaeeeeeeeees 122
APPENDIX A — Family Medical Leave (FMLA) POSEr .........coooiiiiiiiiiiiieeeeeieieeeeee e 123
APPENDIX B: FMLA Forms from the Wage and Hour Division .............ccccooviiiieiiiiiniceiii, 124
APPENDIX C - Checklist for New Employee FOIders ..o 125
APPENDIX D - Records Management ............couuiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeee et 126

AL OVEBIVIBW .. nnnnnnnns 126

B. Records MaintenanCe............oooooiiiiiii i 127

C. Access to Personnel RECOIAS.........coviiiiiiiiiiiiiiiiiiieeeeeeeeeeee et 127
SAMPLE FORM 1: Authorization Release of Personnel Records/Medical Information............ 128
SAMPLE FORM 2: Authorization for Release of Information Protected By State/Federal Law 129

SAMPLE FORM 3 Authorization for Release of Personnel Recorgl ..........oooveveeeieiiiiieeeaenn.n, 130

X

© 2015 The Nelrod Company, Ft. Worth, TX 76109





