
Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

Table of Contents 

1. Introduction 

1.1 Nature of Employee Handbook………………………………………………………………………………….… 

1.2 Purpose ...................................................................................................................................................................  

1.3 Revisions.................................................................................................................................................................  

1.4 Duty to Comply.......................................................................................................................................................  

1.5 Variances ................................................................................................................................................................  

1.6 Severability .............................................................................................................................................................  

1.7 Coverage .................................................................................................................................................................  

1.8 Definitions ..............................................................................................................................................................  

2. Responsibilities  

2.1 Authority of Executive Director ..............................................................................................................................  

2.2 Human Resources Officer .......................................................................................................................................  

2.3 Equal Employment Opportunity Officer .................................................................................................................  

2.4 Employees ...............................................................................................................................................................  

2.5 Delegation of Authority by Executive Director .......................................................................................................  

3. Employment Practices  

3.1 Appointment ...........................................................................................................................................................  

3.2 Competitive Recruitments .......................................................................................................................................  

3.3 Competitive Recruitments – Exceptions .................................................................................................................  

3.4 Contingent Workforce .............................................................................................................................................  

3.5 Disability and Accommodation ...............................................................................................................................  

3.6 Employment-Related Checks, Screenings, and Verifications ..................................................................................  

3.7 Employment of Family and Relatives .....................................................................................................................  

3.8 Equal Employment Opportunity .............................................................................................................................  

3.9 Immigration Law Compliance.................................................................................................................................  

3.10 Part-Time Work Schedules .....................................................................................................................................  

3.11 Probationary Process ...............................................................................................................................................  

3.12 Recruitment/Selection Tests ....................................................................................................................................  

3.13 Recruitment List......................................................................................................................................................  

3.14 Rehiring Terminated Employees .............................................................................................................................  

3.15 Religious Accommodation ......................................................................................................................................  

3.16 Retirees or Annuitants .............................................................................................................................................  

3.17 Unsuccessful Recruitment .......................................................................................................................................  



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

4. RTPA Standards  

4.1 Accident Reporting .................................................................................................................................................  

4.2 Business Use of Cell Phones…... ............................................................................................................................  

4.3 Conflicts of Interest .................................................................................................................................................  

4.4 Discrimination ........................................................................................................................................................  

4.5 Financial Disclosure………………………………………………………………………….……. ........................  

4.6 Gifts and Gratuities .................................................................................................................................................  

4.7 Harassment .............................................................................................................................................................  

4.8 Heat Illness Prevention ...........................................................................................................................................  

4.9  Injury and Illness Prevention………………………………………………………………………………………. 

4.10 Intellectual Property ................................................................................................................................................  

4.11 Intranet Postings......................................................................................................................................................  

4.12 Outside Employment/Endeavor ..............................................................................................................................  

4.13 Electronic Resources Usage – No Privacy ..............................................................................................................  

4.14 Personal Information – Updating the Agency .........................................................................................................  

4.15 Personnel Records ...................................................................................................................................................  

4.16 Political Activity .....................................................................................................................................................  

4.17 Private Gain ............................................................................................................................................................  

4.18 Safe Work Environment ..........................................................................................................................................  

4.19 Sales on RTPA Property…………………………………………………………………………………………..... 

4.20 Standard of Conduct................................................................................................................................................  

4.21 Substance Abuse .....................................................................................................................................................  

4.22 Technology and Electronic Resources ....................................................................................................................  

4.23 Violence in the Workplace ......................................................................................................................................  

4.24 Whistle Blower Complaints ....................................................................................................................................  

4.25 Workspace Privacy .................................................................................................................................................  

5. Benefit Highlights  

5.1 Availability of Benefits ...........................................................................................................................................  

5.2 Medical Benefits .....................................................................................................................................................  

5.3 Continuation of Benefits (COBRA) ........................................................................................................................  

5.4 Deferred Compensation Program ............................................................................................................................  

5.5 Dental Insurance .....................................................................................................................................................  

5.6 Disability Insurance ................................................................................................................................................  

5.7 Domestic Partner Benefits .......................................................................................................................................  

5.8 Employee Assistance Program ................................................................................................................................  

5.9 Ergonomics .............................................................................................................................................................  

5.10 Flexible Spending Program .....................................................................................................................................  

5.11 Flexible Work Schedules ........................................................................................................................................  

5.12 Life Event Change ..................................................................................................................................................  

5.13 Life Insurance .........................................................................................................................................................  

5.13 Medical Insurance ...................................................................................................................................................  



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

5.14 Open Enrollment .....................................................................................................................................................  

5.15 Retirement ...............................................................................................................................................................  

5.16 Teleworking Outside of the Office ..........................................................................................................................  

5.17 Vision Insurance .....................................................................................................................................................  

5.18 Transportation Benefits ...........................................................................................................................................  

5.19 Vision Insurance .....................................................................................................................................................  

5.20 Workers’ Compensation..........................................................................................................................................  

6. Time Off  

6.1 Administrative Leave ..............................................................................................................................................  

6.2 Bereavement Leave .................................................................................................................................................  

6.3 Bone Marrow and Organ Donation Leave...............................................................................................................  

6.4 Catastrophic Leave ..................................................................................................................................................  

6.5 Civil Air Patrol Leave .............................................................................................................................................  

6.6 Court Appearances……….………………………………………………………………………………………… 

6.7 Disability Leave ......................................................................................................................................................  

6.8 Domestic Violence Leave .......................................................................................................................................  

6.9 Emergency Services Leave .....................................................................................................................................  

6.10 Extended Leave of Absence ....................................................................................................................................  

6.11 Family Care and Medical Leave .............................................................................................................................  

6.12 Holidays, Agency ....................................................................................................................................................  

6.13 Holidays, Floating ...................................................................................................................................................  

6.14 Jury Duty ................................................................................................................................................................  

6.15 Lack of Authorization for Leave .............................................................................................................................  

6.16 Lactation Breaks .....................................................................................................................................................  

6.17 Maternity/Paternity Leave .......................................................................................................................................  

6.18 Meal Periods ...........................................................................................................................................................  

6.19 Military Leave .........................................................................................................................................................  

6.20 Military Spouse/Domestic Partner Leave ................................................................................................................  

6.21 Paid Time Off .........................................................................................................................................................  

6.22 Religious Leave ......................................................................................................................................................  

6.23 Sick Leave ..............................................................................................................................................................  

6.24 Special Reporting Requirements for Use of Sick Leave ..........................................................................................  

6.25 Time Off Without Pay .............................................................................................................................................  

6.26 Vacation Leave……………………………………………………………………………………………................ 

6.27 Victims of Felony Crimes Leave…………………………………………………………………………………....  

6.28 Vacation Leave…………………………………………………………………………………................................. 

6.29 Victims of Felony Crime Leave…………………………………………………………………………………….. 

6.30 Voting Leave……………………………………………………………………………………………………...... 

6.31 Witness Leave .........................................................................................................................................................  

7. Pay Practices 

7.1 Employee Incentive Program ..................................................................................................................................  

7.2 Compensatory Time ................................................................................................................................................  



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

7.3 Hours of Work ........................................................................................................................................................  

7.4 Overtime .................................................................................................................................................................  

7.5 Pay Periods .............................................................................................................................................................  

7.6 Payday ....................................................................................................................................................................  

7.7 Payroll Deductions ..................................................................................................................................................  

7.8 Separation Pay  .......................................................................................................................................................  

7.9 Time Reporting .......................................................................................................................................................  

7.10 Travel Time.............................................................................................................................................................  

8. Discipline  

8.1 Causes for Discipline ..............................................................................................................................................  

8.2 Disciplinary Actions ...............................................................................................................................................  

8.3 Disciplinary Procedures ..........................................................................................................................................  

8.4 Failure or Refusal of Employee to Sign Written Forms of Discipline .....................................................................  

8.5 Payment of Damages by Employee .........................................................................................................................  

9. Grievance Procedure 

9.1 Grievance Procedure ...............................................................................................................................................  

9.2 Good Faith Requirement .........................................................................................................................................  

9.3 Exclusions ...............................................................................................................................................................  

9.4 Extension of Deadlines ...........................................................................................................................................  

10. Position Classification Plan 

10.1 Classification Plan ..................................................................................................................................................  

10.2 Classification Specifications ...................................................................................................................................  

10.3 Definitions ..............................................................................................................................................................  

10.4 Demotions ...............................................................................................................................................................  

10.5 Merit/Pay Increase ..................................................................................................................................................  

10.6 Reclassification .......................................................................................................................................................  

11. Professional Development 

11.1 Evaluation of Job Performance ...............................................................................................................................  

11.2 Licenses, Bonds, and Certifications ........................................................................................................................  

11.3 Performance Improvement Plan ..............................................................................................................................  

11.4 Professional Education ............................................................................................................................................  

11.5 Professional Memberships ......................................................................................................................................  

11.6 Tuition Reimbursement ...........................................................................................................................................  

12. Separation of Employment  

12.1 Continuation of Benefits (COBRA) ........................................................................................................................  

12.2 Dismissal.................................................................................................................................................................  

12.3 Layoff .....................................................................................................................................................................  

12.4 Procedures at Separation .........................................................................................................................................  

12.5 Resignation .............................................................................................................................................................  



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

13. Personnel Policies  

Business Use of Personal Cell Phones………………………………………………………………………………………. 

Catastrophic Leave ................................................................................................................................................................  

Discrimination and Harassment Prevention ..........................................................................................................................  

Employment of Relatives and Spouses/Domestic Partners ....................................................................................................  

Ergonomics ...........................................................................................................................................................................  

Family Care and Medical Leave ............................................................................................................................................  

Flexible Work Schedule ........................................................................................................................................................  

Heat Illness Prevention………………………………………………………………………………………………….…… 

Injury and Illness Prevention .................................................................................................................................................  

Sexual Harassment and Complaint Procedures .....................................................................................................................  

Standard of Conduct ..............................................................................................................................................................  

Substance Abuse ...................................................................................................................................................................  

Technology and Electronic Resources...................................................................................................................................  

Teleworking Outside of the Office ........................................................................................................................................  

Travel & Timesheet Documentation .....................................................................................................................................  

Vehicle Safety and Usage .....................................................................................................................................................  

Violence in the Workplace ....................................................................................................................................................  

Whistle Blower Complaint Procedures……………………………………………………………………………………... 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

1. Introduction 

1.1 NATURE OF HUMAN 
RESOURCES MANUAL 

1.2 PURPOSE 

1.3 REVISIONS 

1.4 DUTY TO COMPLY 

1.5 VARIANCES 

1.6 SEVERABILITY 

1.7 COVERAGE 

1.8 DEFINITIONS 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

2. Responsibilities 

2.1 AUTHORITY OF 
EXECUTIVE 
DIRECTOR 

2.2 HUMAN 
RESOURCES 
OFFICER 

2.3 EQUAL 
EMPLOYMENT 
OPPORTUNITY 
OFFICER 

2.4 EMPLOYEES 

2.5 DELEGATION 
OF AUTHORITY 
BY EXECUTIVE 
DIRECTOR



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

3. Employment Practices 

3.1 APPOINTMENT 

3.2 COMPETITIVE 
RECRUITMENTS 

3.3 COMPETITIVE 
RECRUITMENTS- 
EXCEPTIONS 

3.4 CONTINGENT 
WORKFORCE 

3.5 DISABILITY AND 
ACCOMMODATION 

3.6 EMPLOYMENT- 
RELATED CHECKS, 
SCREENINGS, AND 
VERIFICATIONS 

3.7 EMPLOYMENT 
OF FAMILY AND 
RELATIVES 

3.8 EQUAL 
EMPLOYMENT 
OPPORTUNITY



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

3.9 IMMIGRATION 
LAW COMPLIANCE 

3.10 PART-TIME 
WORK SCHEDULE 

3.11 PROBATIONARY 
PROCESS 

3.12 RECRUITMENT/ 
SELECTION 
TESTS 

3.13 RECRUITMENT 
LIST 

3.14 REHIRING 
TERMINATED 
EMPLOYEES 

3.15 RELIGIOUS 
ACCOMODATION 

3.16 RETIREES OR 
ANNUITANTS 

3.17 UNSUCCESSFUL 
RECRUITMENT 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

4. RTPA Standards 

4.1 ACCIDENT  
REPORTING 

4.2 BUSINESS USE OF 
PERSONAL CELL 
PHONE 

4.3 CONFLICTS OF 
INTEREST 

4.4 DISCRIMINATION 

4.5 FINANCIAL 
DISCLOSURE 

4.6 GIFTS AND 
GRATUITIES 

4.7 HARASSMENT 

4.8 HEAT ILLNESS 
PREVENTION 

4.9 INJURY AND 
ILLNESS PREVENTION 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

4.10 INTELLECTUAL 
PROPERTY 

4.11 INTRANET POSTINGS 

4.12 OUTSIDE 
EMPLOYMENT/ 
ENDEAVOR 

4.13 ELECTRONIC 
RESOURCE USAGE – 
NO PRIVACY 

4.14 PERSONAL 
INFORMATION- 
UPDATING THE  
AGENCY 

4.15 PERSONNEL RECORDS 

4.16 POLITICAL ACTIVITY 

4.17 PRIVATE GAIN 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

4.18 SAFE WORK 
ENVIRONMENT 

4.19 SALES ON RTPA 
PROPERTY 

4.20 STANDARD OF 
CONDUCT 

4.21 SUBSTANCE ABUSE 

4.22 TECHNOLOGY AND 
ELECTRONIC 
RESOURCES 

4.23 VIOLENCE IN THE 
WORKPLACE 

4.24 WHISTLEBLOWER’S 
COMPLAINTS 

4.25 WORKSPACE 
PRIVACY 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

5. Benefit Highlights 

5.1 AVAILABILITY OF 
BENEFITS 

5.2 MEDICAL 
BENEFITS 

5.3 COBRA is a statute that provides for the continuation of group health insurance 
coverage for members and/or qualified beneficiaries when coverage would end  
because of the following reasons: 

 Loss of coverage of a member or qualified beneficiary due to a reduction 
in benefit-eligible employment hours or termination of benefit-eligible  
employment, excluding termination for gross misconduct; 

 Loss of coverage of a qualified beneficiary due to divorce or legal separation; 

 Loss of coverage of a qualified beneficiary due to death of a member; 

 Loss of coverage of a qualified beneficiary due to the member’s entitlement 
to Medicare benefits; and 

 No longer meeting the eligibility requirements as a member’s dependent. 

If employment is terminated, the employee will be sent notification regarding 
their rights and obligations under COBRA.  Otherwise, the employee or  
qualified beneficiary is responsible for informing Human Resources or any 
circumstances under which continuing coverage under COBRA would apply. 

CONTINUATION OF 
BENEFITS (COBRA) 

5.4 DEFERRED 
COMPENSATION 
PROGRAM 

5.5 DENTAL 
INSURANCE 

5.6 DISABILITY 
INSURANCE 

5.7 DOMESTIC  
PARTNER 
BENEFITS 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

5.8 EMPLOYEE  
ASSISTANCE 
PROGRAM 

5.9 ERGONOMICS 

5.10 FLEXIBLE 
SPENDING PROGRAM 

5.11 FLEXIBLE WORK 
SCHEDULES 

5.12 LIFE EVENT 
CHANGE 

5.13 LIFE  
INSURANCE 

5.14 MEDICAL 
INSURANCE 

5.15 OPEN 
ENROLLMENT 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

5.16 RETIREMENT 

5.17 TELEWORKING 
OUTSIDE OF THE 
OFFICE 

5.18 TRANSPORTATION 
BENEFITS 

5.19 VISION 
INSURANCE 

5.20 WORKERS’ 
COMPENSATION 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

6. Time Off 

6.1 ADMINISTRATIVE 
LEAVE 

6.2 BEREAVEMENT 
LEAVE 

6.3 BONE MARROW AND 
ORGAN DONATION 
LEAVE 

6.4 CATASTROPHIC 
LEAVE 

6.5 CIVIL AIR PATROL 
LEAVE 

6.6 COURT APPEARANCES 

6.7 DISABILITY LEAVE 

6.8 DOMESTIC VIOLENCE 
LEAVE 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

6.9 EMERGENCY 
SERVICES LEAVE 

6.10 EXTENDED LEAVE OF 
ABSENCE 

6.11 FAMILY CARE AND 
MEDICAL LEAVE 

6.12 HOLIDAYS, AGENCY 

6.13 HOLIDAYS, FLOATING 

6.14 JURY DUTY 

6.15 LACK OF LEAVE 
AUTHORIZATION 

6.16 LACTATION BREAKS 

6.17 MATERNITY/ 
PATERNITY LEAVE 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

6.18 MEAL PERIODS 

6.19 MILITARY LEAVE 

6.20 MILITARY SPOUSE/ 
DOMESTIC PARTNER 
LEAVE 

6.21 PAID TIME OFF (PTO) 

6.22 RELIGIOUS LEAVE 

6.23 REST PERIODS 

6.24 SCHOOL VISITATION 
LEAVE 

6.25 SICK LEAVE 

6.26 SPECIAL REPORTING 
REQUIREMENTS FOR 
USE OF SICK LEAVE 
OR PTO 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

6.27 TIME OFF WITHOUT 
PAY 

6.28 VACATION LEAVE 

6.29 VICTIM OF FELONY 
CRIMES LEAVE 

6.30 VOTING LEAVE 

6.31 WITNESS LEAVE 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

7. Pay Practices 

7.1 EMPLOYEE 
INCENTIVE 
PROGRAM 

7.2 COMPENSATORY 
TIME 

7.3 HOURS OF WORK 

7.4 OVERTIME 

7.5 PAY PERIODS 

7.6 PAYDAY 

7.7 PAYROLL  
DEDUCTIONS 

7.8 SEPARATION PAY 

7.9 TIME REPORTING 

7.10 TRAVEL TIME 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

8. Discipline 

8.1 Employee misconduct shall be cause for disciplinary action.  The term “misconduct” 
means not only any improper action by an employee in the employee’s official capacity 
or role, but also conduct by an employee which is not connected with the employee’s 
official duties or roles, but which affects the employee’s ability to perform her/her  
duties, and any improper use of the position for personal advantage.  Sufficient cause 
for discipline shall include, but not be limited to: 

a. Absence from duty or failure to attend specified employee training without 
leave or reasonable cause; 

b. Abuse of leave privileges; 

c. Unexcused or excessive absence or tardiness; 

d. Failure to report for duty after a leave of absence has expired or after a 
leave of absence has been disapproved; 

e. Incompetence (i.e., inability to meet the minimum standards or essential 
functions of an employee’s position for a significant period of time; 

f. Unwillingness to perform the normal quality or quantity of assigned work; 

g. Failure to obey a reasonable oral or written order; 

h. Discourteous treatment of the public or other employees; 

i. Actions which constitute an unwholesome influence on other employees, 
such as harassment or discrimination, which includes sexual harassment; 

j. Using, possessing, dealing, distributing, or being under the influence of 
intoxicating beverages, un-prescribed narcotics, or unlawful drugs while 
on duty or at work locations, or reporting to work, or operating AMBAG 
vehicles or equipment; 

k. Fraud or dishonesty in securing employment or promotion; 

l. Deliberate or willful falsification, alteration, destruction, or removal of 
AMBAG records including, but not limited to, employment applications, 
personnel records, timesheets, or other confidential records; 

m. Theft or any other improper or unauthorized use, removal, or destruction 
of AMBAG property or property belonging to someone other than the 
employee subject to discipline; 

n. Improper use of AMBAG’s technological property, such as access to 
inappropriate Web sites or illegal activities that violate AMBAG’s 
Technology and Electronic Resource Policy; 

o. Violation of AMBAG’s resolutions, policies, rules, or regulations; 

p. Conviction of a felony or conviction of a misdemeanor involving moral 
turpitude; 

CAUSES FOR 
DISCIPLINE 
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q. Dishonesty involving employment; 

r. Bringing or possessing a weapon, such as an explosive, firearm, or a knife, 
that is of no reasonable use to an employee on AMBAG’s property; 

s. Acceptance, from any source other than AMBAG, of one or more gifts 
from a particular person or agency (with an aggregate value in excess of 
$50 annually), or other form of remuneration (except jury duty pay), in  
addition to regular compensation to an employee for the performance of 
his/her official duties.  Honorariums or other payments received by a  
AMBAG employee for speaking engagements while acting in his/her  
official capacity as a AMBAG employee must be remitted to AMBAG; 

t. Outside employment or endeavor, paid or unpaid, not specifically 
authorized by the Executive Director; 

u. Any willful act or conduct, either during or outside of duty hours, 
which is of such a nature that is causes discredit to AMBAG; 

v. Violation of any federal, state, or local law directly impacting the 
employee’s fitness for employment; 

w. Poor attitude or conduct that disrupts the working environment at 
AMBAG by causing disruption in workflow, distress to another person, 
disharmony among co-workers; 

x. Unauthorized disclosure of confidential or trade secret records or 
information to third parties, including but not limited to personal social 
security numbers, medical records, and records relating to a lawsuit,  
investigation, procurement negotiation, or release of any other records 
as may be prohibited; 

y. Failure to pay debts owed to AMBAG in a timely manner; 

z. Failure to pass an employment-related background check, screening, or 
verification; 

aa. Loss of legal authorization to work in the United States; 

bb. Working overtime or compensatory time without pre-approval from the 
employee’s supervisor. 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

8.2 DISCIPLINARY 
ACTIONS 

8.3 DISCIPINARY 
PROCEDURES 

8.4 FAILURE OR 
REFUSAL TO 
SIGN WRITTEN 
FORMS 

8.5 PAYMENT OF 
DAMAGES BY 
EMPLOYEE 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

9. Grievance Procedures 

9.1 GRIEVANCE 
PROCEDURE 

9.2 GOOD FAITH 
REQUIREMENT 

9.3 EXCLUSIONS 

9.4 EXTENSION OF  
DEADLINES 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

10. Position Classification Plan 

10.1 CLASSIFICATION 
PLAN 

10.2 CLASSIFICATION 
SPECIFICATION 

10.3 DEFINITIONS 

10.4 DEMOTIONS 

10.5 MERIT/PAY 
INCREASES 

10.6 RECLASSIFICATION 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

11. Professional Development 

11.1 EVALUATION OF 
JOB PERFORMANCE 

11.2 LICENSES, BONDS, 
AND CERTIFICATIONS 

11.3 PERFORMANCE 
IMPROVEMENT 
PLAN 

11.4 PROFESSIONAL 
EDUCATION 

11.5 PROFESSIONAL 
MEMBERSHIPS 

11.6 TUITION 
REIMBURSEMENT 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

12. Separation of Employment 

12.1 CONTINUATION  
OF BENEFITS  
(COBRA) 

12.2 DISMISSAL 

12.3 LAYOFF 

12.4 PROCEDURES  
AT SEPARATION 

12.5 RESIGNATION 



Suggested policy format and content.  RTPA specific policies should be developed in consultation with RTPA 
Legal Counsel, Board of Directors and appropriate regulatory agencies. 

13. Supplemental Policies 

Business Use of Personal Cell Phones………………………………………………………………………………………. 

Catastrophic Leave ................................................................................................................................................................  

Discrimination and Harassment Prevention ..........................................................................................................................  

Employment of Relatives and Spouses/Domestic Partners ....................................................................................................  

Ergonomics ...........................................................................................................................................................................  

Family Care and Medical Leave ............................................................................................................................................  

Flexible Work Schedule ........................................................................................................................................................  

Heat Illness Prevention………………………………………………………………………………………………….…… 

Injury and Illness Prevention .................................................................................................................................................  

Sexual Harassment and Complaint Procedures .....................................................................................................................  

Standard of Conduct ..............................................................................................................................................................  

Substance Abuse ...................................................................................................................................................................  

Technology and Electronic Resources...................................................................................................................................  

Teleworking Outside of the Office ........................................................................................................................................  

Travel & Timesheet Documentation .....................................................................................................................................  

Vehicle Safety and Usage .....................................................................................................................................................  

Violence in the Workplace ....................................................................................................................................................  

Whistle Blower Complaint Procedures……………………………………………………………………………………... 


