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Chairman Bernardo:

I’d like to call to

order this meeting of the Broome County Industrial
Development Agency of November 17th, 2021.
Looking for a motion to approve the
transcript of our meeting of October 20th, 2021.
Mr. Crocker:
transcript.

I have a comment on that

I read it; I wasn't here, but as far as

Mr. Solak’s comment about the local labor union’s
building trades labor union’s exclusivity to the labor
policy -- that's inaccurate.
that labor.

They have no claim to

[Inaudible.]

Chairman Bernardo:
Mr. Crocker:

Thank you.

We’d like it all to be union,

but, that’s not the way it goes.
Chairman Bernardo:
clarification.
comments?

Thanks for the

With that said, are there any other

Looking for a motion.
Mr. Peduto:

So, moved.

Chairman Bernardo:

Thanks, Jim.

Is there a

second?
Mr. Mirabito:

Second.

Chairman Bernardo:

Thank you, Joe.

those in favor, say aye.
Unknown: [Aye -- in unison.]
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All

Chairman Bernardo:

Any opposed or

abstentions?
Moving forward, we have our Public Comment
session.

Anybody wishing to speak on any matter

concerning the IDA, please feel free to state your
name and address for the record and limit your
comments, please, to five minutes.
Mr. Solak:
Ms. Duncan:
Mr. Solak:

Hello.
Hi John.
Can you hear me?

Chairman Bernardo:
Mr. Solak:
Binghamton.

Yes.

Okay, John Solak.

I live in

On the agenda is something that is called

IBM Country Club, LLC.

Now, what I’m about is

avoiding snafus -- mitigation of risk -- that type of
thing.

And I know the Department of State approved

this filing.

I don't know whether that was

perfunctory or not, but I think it behooves you -- and
I think it's a fool's errand to do business with
something named IBM Country Club LLC.

What's even

more distressing to me, looking out at potential
confusion and aggravation, which you don't need -- is
the reference -- the quotation that the agreement
refers to IBM.

Now, I remember a similar situation
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years ago where someone bought the remnants of a
Procter and Gamble coffee brand -- was either Uban or
Chase -- something like that -- and the guy was a bit
of a conman.

And as soon as he got a hold of the

name, which he legitimately acquired from Procter and
Gamble, everybody thought that Procter and Gamble was
-- it was still a Procter and Gamble brand.

So, they

extended him all kinds of credit, and he went on to
con as much as he could.
the case.

I'm not suggesting this is

What I am suggesting is that with all the

problems this area's [sic] had with IBM, to do
business with an outfit that could be confused by
somebody at some time in the future, as a unit of IBM,
is absolutely asinine.

I would like to see that

clarified in the agreement that this is not an IBM,
since you have it in parentheses, property.
this is bizarre to me.

I mean,

I mean, you couldn't go back

to the guy and say, hey, why don't you change the name
and not put IBM in the name?

I think you're asking

for trouble somewhere down the line, again.
comment on that.

That's my

Uh, let's see, to the pay raise --

it's not what transpires -- what actually is -- it's
how it looks.

It looked very bad -- not to let it

ride for another month.

It looked like a fast one was
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being pulled with it being placed last minute on the
agenda -- a bad, bad form.

And, I'm interested now --

is the -- this a pay for the position, or a pay for
Stacey?

Because if the –- if the next person to come

in -- I'm just always curious, that -- is it the pay
raise to the individual or the position, and obviously
it's a pay raise to the individual, because I believe
your employment agreement reflects that.
strange to me.

So, it's

Now, when I commented about an overall

labor policy for The Agency, I wasn't suggesting that
your agreements reflect this, I just say that I think
it's a lack of solidarity.

It's a lack of what made

this country great, which is, unions.

And when unions

begin to look out solely for themselves, I think they
betrayed the idea of organized labor.

How much time

do I have?
Ms. Abbadessa:
Mr. Solak:
anything else.

30 seconds.

Okay, well, I won't go into

It's too, too short a time, and I

would hope that you make arrangements to clarify this
in your agreement about IBM.
Chairman Bernardo:

Thanks.
Thank you, John.

Would

anybody else like to speak at this Public Comment
session?

We'll call this session to a close.
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Executive Director’s report.

Stacey,

updates?
Ms. Duncan:

Thank you, John.

things to report to the Board.

Just a few

Some good news to

share, as referenced briefly in our Governance
Committee meeting on Monday.

We were able to close

our PILOT agreement with Paulus Development on the
project at 59 Lester Ave., which has been supported by
this organization.

That is the adaptive reuse of the

historic Victory factory building in Johnson City.

I

know -- I think we started work on this project -- it
seems like a lifetime ago -- but began work with
Matthew Paulus on this project back in 2018.

It's

taken a pandemic -- gone through a pandemic and a lot
of increased costs, but he's -- was actually closed.
For those reasons, when we get to item number seven,
as we did in Governance, we have since removed that -there is no longer a request for that additional
mortgage recording tax increase.

So, Matthew wanted

me to send thanks to the Board -- called last evening
and appreciated all the Board’s support – we’ve been
expecting a more public-facing event coming up,
probably sometime before the end of the year.
project will begin in earnest.
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So, the

A lot right now is

just remediation work being done at the facility.
good news there.

So

I wanted to let you know staff

attended IDA Academy.

These are bi-annual events

hosted by New York State EDC, our state association,
and they're really great educational events and best
practice events.

Some of the topics -- I think that

will be timely to this Board and some of our recent
discussions -- included what state is -- what EDC is
working with this data for an appraisal process for
wind and solar projects -- across –- statewide, IDA’s
have been frustrated by the lack of consistency,
clarity on how these things are being assessed, and so
that they're looking to create a more standardized
system there.

We did a demo of cost benefit analysis

tool that's being developed by MRB Group, and we plan
to purchase this tool.

It's a software platform.

It

does have a deeper dive than some of the information
that we currently use for ABO standards.

It does give

you, I think, a deeper, more robust sense of the
economic impact of these projects.

So, we're going to

beta test that –- so we’re going to be part of a group
to beta test that software and you will have more
information to –- but I think it'll be a useful tool
for staff.

And the other topic, there was discussion
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on the prevailing wage implementation and a lot of
gray area, as to when or how that will be implemented.
So, I don't have a lot to report, but I will keep the
Board apprised, as we learn.

And then lastly, always

good updates from the Authorities Budget Office, and I
think the theme of that was for more increased focus
on the issue of conflicts of interest and execution of
policies related to conflicts of interest.

So, we

will be sending all of the transcripts and records and
slides from the program as soon as we receive them,
and share them with the Board, and make those
available to you.

Just a quick note, we have

scheduled a few -- we're going to start some quarterly
educational series in 2022, the first of which we're
planning a Lunch and Learn with Harris Beach -- Chris
Andreucci, at Harris Beach.

We are going to invite

nonprofits from the area to learn more about our TaxExempt Bond Financing program and how that can be
utilized as a financing tool for larger-scale
nonprofit programs.

We're also planning one on the

New Market Tax Credit program with Kevin Gremse, with
NDC.

So, we're excited to get those going.

And then

we'll offer some on a quarterly basis, including for
our local municipalities, [inaudible] PILOT funds,
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sales tax exemptions [inaudible].

And, lastly, and

finally, with -- it's a bittersweet announcement, but
as I sent it out to the Board, via email yesterday, I
wanted to make sure to say to the community, that Tom
Gray, who has been with the organization for a
lifetime -- 20 years. . .
Mr. Gray:

Seems longer than that.

Ms. Duncan:

He has decided to retire from

his position as Senior Deputy Operations Director.
Again, it's bittersweet as I noted in my email; I
consider him the Yoda of the organization, always
keeping us calm and sound, and always ready for
thoughtful debate on what we do and has been a great
supporter and friend to me and the team and will be
greatly missed.

But that being said, we think this is

a great chapter for he and Diane, and we wish them all
the best.
Mr. Gray:
Yoda.

I'm certainly the same height, as

That is for sure.
Ms. Duncan:

Chairman Bernardo:

With that. . .

With that [inaudible] the internal

financial reports for the organization.
questions or comments relative to those?

9

Are there any

Moving on.

Loan Activity Reports.

everyone has had a chance to review those.
for Tom?

I trust

Questions

Tom, do you want to offer anything?
Mr. Gray:

I don't have anything to add to

the report, John.
Mr. Mirabito:

This Mountain Fresh Dairy

is still moving through [inaudible].
Attorney Meagher:

Yes.

We’re still moving.

We're just waiting for the court to reappoint the
referee for the next phase and then we'll be able to
schedule the sale.

[Inaudible] . . . expect the sale.

We have to advertise for a period of one month.
Actually, it's 36 days before you could start the
event, so if not in January, in all likelihood,
February, assuming they don't pay us off.
Mr. Mirabito:

If someone wants to kick the

tires on that, is there a process to do that, or is
there ability to do that?
Attorney Meagher:

They can just get a hold

of us or I’d say, get a hold of Tom, but Tom won’t be
here.
Ms. Duncan:

Yeah, we can we can get access.

Attorney Meagher:

Usually, the referees

name and our name, as attorneys of The Agency, will
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appear in the newspaper ad and we usually get a call,
if anyone has questions.
Mr. Bucci:

[Inaudible] open your own health

food stores?
Mr. Mirabito:

I’m trying to get a guy

interested in it, to do it, but . . .
Mr. Bucci:

It's got a long tradition.

Mr. Mirabito:

Yeah, right.

And he knows,

but I haven't convinced him yet, but I'm working on
it.
Chairman Bernardo:
Loan Activity?

Any other questions on

Moving on to New Business.

Resolution number six, or item number six.
Resolution Authorizing an Extension of the Sales and
Use Tax Exemption Letter of Bluestone Wind, LLC of
December 29th, 2021, Through and Including December
29th, 2022.

Stacey.

Ms. Duncan:

Yes, this is a request for the

extension in the term of the sales tax exemption -nothing to do with the actual amounts of what was
approved.

Bluestone Wind project, as well as

construction with majority of roads and other civil
work now completed on site and the team is actively
pouring concrete foundations and installing the
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underground electrical collection system.

As you

know, with the arrival of [inaudible] weather upon us,
a planned restart of all activities on site, is
planned for March or April 2022.

But they are still

on schedule to bring the project into commercial
operation late Q3 of 2022, as planned.

Some of the

outstanding activities on site such as [inaudible]
installation of wind turbines, exempt from sales tax
by state law, but others will benefit from the
exemption that we granted that would date -- the
expiration date on this is December 29th, [2021].
Although they expect to complete the majority of nonexempt activities by the end of 2021, some will -some of that work will be complete in 2022, so
therefore, they're requesting a one-year extension on
the sales tax exemption, which would move that
expiration date to December 29, of [2022].
Chairman Bernardo:

Thank you, Stacey.

Mayor, this comes from Governance?
Mr. Bucci:

It did, and we move it forward

as a motion to approve.
Chairman Bernardo:

Thank you.

second on that motion?
Mr. Crocker:

I’ll second.
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Is there a

Chairman Bernardo:
discussion?

Questions?

Mr. Rose:

Thank you, Dan.

Any

Comments?

Just a technical question.

I

think it's answered in the letter, but in terms of
payments, that schedule on the Host Community
Agreement [inaudible] –- none of that has shifted
further out as [a result]?
Ms. Duncan:

No.

Chairman Bernardo:
comments.

We'll have a vote.

Any other questions or
All those in favor, say

aye.
Unknown: [Aye -- in unison.]
Chairman Bernardo:

Any opposed?

Any

abstentions?
Ms. Sacco:

Abstention.

Chairman Bernardo:

Thank you, Cheryl.

Carried.
As Stacey indicated earlier, item number
seven has been removed from the agenda, so we'll move
on to item number eight.
Attorney Meagher:

Just a point of

clarification to John Solak’s remarks:

we do not

intend to use the name IBM in any shape, form or
fashion.

Reason that appears is the IBM Country Club,
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LLC, owns the property, and so the relationship -contractual relationship we have in order to purchase
the property, is with that LLC.

Once we purchase it,

we will obviously not be using IBM name -- and John, I
have whittled that resolution down a little bit.
[Inaudible.]
Chairman Bernardo:
versions of it!

[Laughs.]

There are five or six

Resolution Authorizing The

Agency to Exercise its Option to Purchase the Property
Located at 4301 Watson Boulevard, in the Town of
Union, Broome County, New York, Owned by IBM Country
Club, LLC, Pursuant to the Terms of an Agreement dated
June 24, 2021, and to Assign its Rights Thereunder to
the Broome County Local Development Corporation.
Stacey.
Ms. Duncan:

Yes.

Well, yes, I'm thrilled

to bring this to the attention of the Board and to
request that we exercise our option.

To me, that

indicates some forward movement on the redevelopment
strategy.

That being said, the members of the

Governance Committee and Board had the opportunity to
hear a presentation from an interested developer.
Today's action does not mean that we are supporting or
definitely moving forward with that specific project,
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but we have had the option on this property since
sometime in 2018 -- very unsuccessfully issued an RFP
in late 2019, early 2020 -- and I think COVID, doesn’t
help, but thanks to the county's partnership on this
project -- the participation of the county through
grant funds to assist with a much-needed
redevelopment, we were able to receive some RFP
responses over the summer.

I think there is one

currently, that demonstrates capacity, that
demonstrates alignment with, I think, the town and the
county's goals for that site.

As well, it

demonstrates a need for this community.

So, that

being said, with that, I think it would be prudent for
us to exercise the option, so that we can enter into a
more deeper [sic] discussion with this potential
developer.

Additionally, with regard to the -- what

we think would be the eventual demolition, there are
some steps we need to do, and it does require us to
own the site.

So, with that, I think I don't have any

additional information, but I'm happy to answer
questions.
Chairman Bernardo:
this point?

Mayor?
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Questions for Stacey at

Mr. Bucci:

The Governance Committee moves

it forward, as a motion to approve.
Chairman Bernardo:
It was pretty well-explained.

Is there a second?
We’ll have a vote.

Dan.
All

those in favor, say aye.
Unknown: [Aye -- in unison.]
Chairman Bernardo:
Ms. Sacco:

That was a yes, Cheryl?

Yes.

Chairman Bernardo:

Thank you.

Motion

carried.
Looking for a motion -- unless there’s
anything else -- go into Executive Session to Discuss
Personnel Matters and the Sale of Property.
Mr. Bucci:

Motion.

Chairman Bernardo:

Thank you, Mayor.

Is

there a second?
Mr. Gates:

[Inaudible.]

Chairman Bernardo:

Dan.

All those in

favor, say aye.
Unknown: [Aye -- in unison.]
Chairman Bernardo:

Any opposed?

[The Board Convened to Executive Session at 12:20 p.m.
on a motion by Mr. Bucci, seconded by Mr. Gates.]
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[The Board Reconvened from Executive Session at 12:58
p.m. on a motion by Mr. Crocker, seconded by Mr.
Gates.]

Chairman Bernardo:

Okay, back in session,

and I do not believe there's any Old Business to
cover.

Looking for a motion to adjourn the Board

meeting.
Mr. Bucci:

Motion.

Chairman Bernardo:
Mr. Crocker:

Is there a second?

Second.

Chairman Bernardo:

All those in favor, say

aye.
Unknown: [Aye -- in unison.]
Chairman Bernardo:

Any opposed?

We are

adjourned.

[The Board Convened to Executive Session at 12:20 p.m.
on a motion by Mr. Bucci, seconded by Mr. Gates.]
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[The Board Reconvened from Executive Session at 12:58
p.m. on a motion by Mr. Crocker, seconded by Mr.
Gates.]

[The meeting was adjourned on a motion by Mr. Bucci,
seconded by Mr. Crocker at 12:59 p.m.]

[Attendees:

John Bernardo, Jim Peduto, Rich Bucci,

Dan Crocker, Brian Rose, Joe Mirabito, Dan Gates,
Cheryl Sacco, Stacey Duncan, Tom Gray, Natalie
Abbadessa, Carrie Hornbeck, Theresa Ryan, Brendan
O’Bryan, Amy Williamson, Joe Meagher, Stan Stret,
Jason Garner, Mike Tanzini, John Solak.]

18

STATE OF NEW YORK

:

COUNTY OF BROOME

:

I, CARRIE HORNBECK, Executive Assistant,
do certify that the foregoing is a true and accurate
transcript of the Broome County Industrial Development
Agency Board Meeting, held telephonically, on November
17, 2021.

Carrie Hornbeck / signed electronically
___________________________
CARRIE HORNBECK
Executive Assistant
The Agency Broome County
Industrial Development Agency
FIVE South College Drive
Binghamton, NY 13905
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Broome County IDA
Financial Statements vs. Budget
Mfn�tf:tEifdecf'l173'o/2021

INCOME:
A) Land/Building Income:
265 Industrial Park Drive
ADEC Mortgage
Canopy
FIVE South College Drive Tenant Leases*
Miscellaneous Income
Solar City
Subtotal

$

B) BCIDA Fees:
IRB/Sale Leasback Fees
Loan Fund Administration
Subtotal
C) Other Income:
Bank Interest
TOTAL INCOME
EXPENSES:
A) Administration:
Salaries
Benefits
Professional Service Contracts
Payroll Administration
Investment Management
Subtotal
B) Office Expense:
Postage
Telephone/Internet Service
Equipment & Service/Repair Contracts
Supplies
Travel/Transportation
Meetings
Training/Professional Development
Membership/Dues/Subscriptions
Audit
Legal
Insurance (Agency, Director & Officers)
Contingency
Subtotal
C) Business Development:
Advertising
Printing & Publishing
Public Relations Contract
Subtotal

2021
Revised
Budget

2021
Approved
Budget
460,071 $
58,838
100,000
87,600
10,000
5,000
721,509 I

460,071
58,838
100,000
87,600
10,000
5,000
721,509 I

615,000
35,000
650,000

615,000
35,000 ._ ;i.
650,000

90,000

I

Budgeted
YTD thru
11/30/21

Actual
YTD thru
11/30/21
$

Variance

421,732 $
53,934
91,667
80,300
9,167
4,583
661,383 I
563,750
32,083
595,833
a2.5oo

90,0001a•1a12-1!tt«fill

2,858,258
8,333
(3,217)
5,373
417
2,s69,164

I

142,435
32,083
110,352

I

3a.a23

I

4,35s,o55 I $

1,339,116 I $

$

411,129 $
182,895
36,667
1,833
18,333
650,858

20,882
9,650
9,767
188
10,451
50,938

2,000
5,000
15,000
7,000
16,000
17,000
10,000
7,000
15,000
70,000
18,000
5,000
187,000

1,833
4,583
13,750
6,417
14,667
15,583
9,167
6,417
11,000
64,167
16,500
4,583
168,667

377
(1,045)
2,695
(1,811)
9,995
8,924
(849)
(1,643)
3,080
(5,992)
1,737
3,695
19,162

112,000
15,000
40,000
167,000

102,666.67
13,750
36,667
153,083

21,895
3,906
3,566
29,366

1$

1,461.so9 I $

$

462,520 $
272,749
40,000
2,000
20,000
797,269

462,520
200,749
40,000
2,000
20,000
725,269

2,000
5,000
15,000
7,000
16,000
17,000
10,000
7,000
15,000
70,000
18,000
5,000
187,000
40,000
15,000
40,000
95,000

1,461,sog I $

3,01s,339 I

Broome County IDA
Financial Statements vs. Budget
/2021
Mon a

2021
Approved
Budget
D) FIVE South College Drive Expenses

TOTAL EXPENSES
OPERATING INCOME

I$
I$

I

Actual
YTD thru
11/30/21

Budgeted
YTD thru
11/30/21

Variance

I

{2,196}1

87,600 1�82;1496�1

80,300

5,000

5,000 ��'1i7tt!6ll

4,583

(2,781)

14,000
19,000

14,000 ��D�ml
19,000
26,729

12,833
17,417

6,532
9,312

81,600

E) Bulldlng/Property Maintenance:
Broome Corporate Park
Maintenance - Mowing/Snowplowing
600 Main Street
Maintenance- Mowing/Snowplowing
Subtotal

2021
Revised
Budget

1,185,869
215,640

I$
I$

I$
21s,64o I$

1,185,869

I$
3,31s,&ss I$
982,367

I$
269,392 I$

1,01 0,324

I
3,1 6,296 I
a1,9s8

0

Broome County IDA
Summary of Bank Deposits and Investments

Account

Cash & Bank Deposits
Petty Cash
NBT BCIDA Checking
NBT BCIDA Money Market
Total Cash & Bank Deposits

Month End
Balance

Statement
Date

100.00
350,706.39
3,256,808.79
3,607,615.18

11/30/2021
11/30/2021
11/30/2021

Rate

0.00%
0.1000%

Portfolio Investment Accounts
Cash & Equivalents
NBT Transition Account
CDs & Time Deposits
US Treasury Bonds & Notes
Total Portfolio Value

Total Cash, Bank Deposit Accounts &
Investments

15,821.67
7,374,225.63
7,390,047.30

11/30/2021
11/30/2021
11/30/2021
11/30/2021

0.0500%
1.12%

10,997,662.48

Loan Funds
STEED

BDF

Petty Cash
NBT STEED Checking
NBT STEED Money Market
Total STEED

100.00
52,305.97
126,971.88
179,377.85

11/30/2021
11/30/2021
11/30/2021

0.00%
0.0500%

NBT BDF Checking
NBT BDF Money Market
Total BDF

126.33
492,289.48
492,415.81

11/30/2021
11/30/2021

0.00%
0.0500%

Total Loan Funds

671,793.66

Total Combined Funds

11,669,456.14

Broome County IDA
Account Receivables

BCIDA
Notes Receivable
265 Industrial Park Drive
3/29/2017

Beginning
Balance
3,325,776.00

Interest
Interest Total Principal Total Interest Outstanding
Added To
Payments
Balance as of
Principal Per
Rate Payments as of
11/1/2021
11/1/2021
11/1/2021
2nd Promisso!l Note
174,325.64

3.0%

3,500,101.64

335,344.25

106,593.21

ADEC
8/5/2015

710,000.00

3.0%

246,432.15

Broome County - Solar City
8/15/2016

100,000.00

0.0%

25,000.00

80,000.00

3.0%

13,791.33

Precium Holdings - Charles St.
5/23/2017

9,723.71

-

Status
Paid In Full

Comments
Building Sale
Monthly Payment

463,567.85

Current

Mortgage Agreement
Monthly Payment $4,903.13

75,000.00

Current

Land Lease
Annual Payment $5,000

66,208.67

Current

Land Sale
Monthly Payment $443.68

Steed Loan Status

BORROWER

17 Kentucky Ave., LLC
20 Delaware Ave, LLC
Airport Inn Restaurant, LLC
Alice's Closet
Bernice Brews, LLC (Marshall McMurray)
Better Offer Properties, LLC
BrightDrive, HCS, LLC
Bryant Heating & Air
Concept Systems
DGC Jewelers, Inc.
Daniel Liburdi
Denise O'Donnell
F.A. Guernsey, Co., Inc.
Fuller Holding Company, LLC
Highland Hollow Farm, LLC
Integrated Wood Components, Inc.
Melissa Beers
Mountain Fresh Dairy
MS Machining
Odyssey Semiconductor Technology
Prepared Power (Sabato)
Paulus Development Company, LLC
Roberts Stone
Sirgany Eyecare
SpecOp Tactical Center
T-Squared Custom Millwork, Inc.
ZOO LLC, OBA The Shop
TOTAL

Opening Balance
1/1/2021

Current Balance
11/30/2021

196,284.59
92,825.16
35,000.00
25,000.00
10,000.00
30,987.81
60,000.00
75,000.00
45,174.27
15,000.00
17,000.00
10,000.00
118,273.72
155,531.81
50,000.00
100,000.00
25,000.00
92,416.06
11,858.65
100,000.00
55,994.78
237,067.98
31,518.79
58,037.89
70,453.61
24,651.04

184,058.62
74,017.92
32,247.33
25,000.00
9,529.11
23,322.67
59,060.16
67,914.38
25,673.35
13,820.30
15,662.98
10,000.00
118,273.72
147,628.72
50,000.00
100,000.00
22,638.15
92,416.06

1,743,076.16

1,603,428.91

95,290.98
53,975.21
216,361.74
12,764.92
24,744.87
70,453.61
18,574.11
40,000.00

Maturity Date

Status
11/30/2021

1/1/2033
1/1/2025
6/1/2026
7/1/2026
8/1/2026
3/1/2024
10/1/2026
5/1/2026
10/1/2022
6/1/2026
6/1/2026
6/1/2026
6/1/2024
2/1/2035
11/1/2026
9/1/2026
5/1/2026
12/1/2021
7/1/2022
8/1/2026
10/1/2033
6/1/2030
7/1/2022
4/1/2022
5/1/2024
4/1/2024
2/1/2027

Current
Current
Current
Current
Current
Current
Current
Current
Current
Current
Current
Current
Bankruptcy
Current
Current
Current
Current
Litigation
Current
Current
Current
Current
Current
Current
Litigation
Current
Current

Business Development Fund Status

BORROWER

Opening Balance
1/1/2021

89,583.06
90,504.95

17 Kentucky Ave., LLC
20 Delaware Ave., LLC
24 Charlotte Street, LLC
265 Main St, LLC
Mechanical Specialties Co.
Roberts Stone
SpecOp Tactical Center
250 Main Street, LLC

139,534.87
9,487.02
20,589.22
74,856.90
48,333.79

Total

472,889.81

Current Balance
11/30/2021

72,167.95
100,000.00
134,470.11
8,338.75
74,856.90
46,746.86
436,580.57

Maturity Date

Status
11/30/2021

10/1/2033
1/1/2025
1/1/2027
9/1/2033
7/1/2022
7/1/2022
5/1/2024
10/1/2029

Paid Off
Current
Current
Current
Current
Current
Litigation
Current

BR+E Loan Status

BORROWER

24 Charlotte Street, LLC
265 Main St, LLC
Antonio's Bar & Trattoria, LLC
Gordon Dusinberre, OBA Northside Auto
Grow Hemp, LLC
Prepared Power
250 Main Street, LLC
Total

Opening Balance
1/1/2021

Current Balance
11/30/2021

25,000.00
41,521.67
46,662.32
48,333.79

50,000.00
44,823.48
25,000.00
24,608.40
39,330.62
44,979.36
46,746.86

208,029.48

275,488.72

46,511.70

Maturity Date

Status
11/30/2021

1/1/2027
9/1/2033
3/1/2027
10/1/2026
11/1/2025
10/1/2033
10/1/2029

Current
Current
Current
Current
120 Days
Current
Current

Loan Delinquency Status

F. A. Guernsey
Mountain Fresh Dairy
SpecOp Tactical

SpecOp Tactical
Grow Hemp New York, LLC

STEED

BDF
BR&E

Bankruptcy
Litigation
Litigation

Litigation
Delinquent

BROOME COUNTY INDUSTRIAL DEVELOPMENT AGENCY
LOAN FUNDS ACTIVITY AS OF
November 30, 2021
STEED ACCOUNT BALANCE:

$ 179,277.85

Amount held at ARC in Washington, DC

$

LOAN COMMITMENTS

Commitment Date

Expiration Date

Commitment Date

Expiration Date

Commitment Date

Expiration Date

Total STEED Loans Commitments
Available to Lend

$ 179,277.85

BDF ACCOUNT BALANCE:

$ 492,415.81

LOAN COMMITMENTS

Total BDF Loan Commitments

$

Available to Lend

$ 492,415.81

BR+E

$

24,511.28

LOAN COMMITMENTS

Total BRE Loan Commitments

$

Available to Lend

$

24,511.28

EXHIBIT A

Year

3
4
6
7

8

9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28

2021
2022
2023
2024
2025
2026
2027
2028
2029
2030
2031
2032
2033
2034
2035
2036
2037
2038
2039
2040
2041
2042
2043
2044
2045
2046
2047
2048
2049
2050
2051

I

Full
Value

10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000
10,658,000

Assessed
Value after
I
Equalization
Rate

8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000
8,100,000

Tax Rates
Total

93.72749
95.60204
97.51408
99.46436
101.45365
103.48272
105.55237
107.66342
109.81669
112.01302
114.25328
116.53835
118.86912
121.24650
123.67143
126.14486
128.66775
131.24111
133.86593
136.54325
139.27411
142.05960
144.90079
147.79880
150.75478
153.76988
156.84527
159.98218
163.18182
166.44546
169.77437

Full Tax
Amount

805,661
821,775
838,210
854,974
872,074
889,515
907,305
925,452
943,961
962,840
982,097
1,001,739
1,021,773
1,042,209
1,063,053
1,084,314
1,106,000
1,128,120
1,150,683
1,173,696
1,197,170
1,221,114
1,245,536
1,270,447
1,295,856
1,321,773
1,348,208
1,375,172
29,850,727

9/29/2021

Payment Schedule

UB Family, LLC (Michael J. Uccellini)
Water Street Apartments
199 Water Street, Binghamton, NY

Project owner:
Project Name:
Location:

Annual Payments

Abatement
Percentage

0.0%
0.0%
95.0%
95.0%
95.0%
95.0%
85.0%
85.0%
85.0%
85.0%
75.0%
75.0%
75.0%
75.0%
65.0%
65.0%
65.0%
65.0%
55.0%
55.0%
55.0%
55.0%
45.0%
45.0%
45.0%
45.0%
35.0%
35.0%
35.0%
35.0%

Abatement
I
Amount

.
765,378
780,686
796,300
812,225
741,263
756,088
771,209
786,634
707,971
722,130
736,573
751,304
664,152
677,436
690,984
704,804
608,300
620,466
632,876
645,533
538,727
549,501
560,491
571,701
453,550
462,621
471,873
481,310
18,462,086

:

TOTAL
ANNUAL
PAYMENT

40,283
41,089

41,910

42,749
130,811

133,427

136,096
138,818

235,990
240,710

245,524
250,435

357,621
364,773
372,069
379,510
497,700

507,654

517,807

528,163
658,443
671,613

685,045

698,746
842,306
859,152
876,335

893,862

11,388,641

Payments by Apartment Owner
- ...--...

,.

------- - . - .- "l --�..- .

Pre-Paid 1 •Annual
· Annual
.
Air Rights I Air Rights
Payment
Rent
· Rent
. ____ _ .::.
C
B
A

40,283
41,089
41,910
42,749
130,811
133,427
136,096

323,312

235,990
240,710
245,524
250,435
357,621
364,773
372,069
379,510
497,700
507,654
517,807
528,163
658,443
671,613
685,045
698,746
842,306
859,152
876,335
893,862
11,388,641

323,312

II

D

E

16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,931
16,934

701,976
715,677
859,237
876,083
893,266
910,796

161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656
161,656

926,688

12,638,641

4,849,680

121,373
120,567
119,746
118,907
30,845
28,229
25,560

22,838

138,818

$3,000,000

Total
Payments by
Apts. Owner

484,968

161,656

161,656
161,656

161,656
161,656

161,656

161,656

252,921
257,641

262,455

267,366

374,552
381,704

389,000
396,441
514,631

524,585

534,738

545,094

675,374

688,544

Total Air Rights: 1,250,000

NOTES:

PILOT Bond will be issued by City.
City will make payments on PILOT Bonds in years 1 and 2 ($323,312 total).
At closing on financing for the Apartments, Apartments Owner will pay City $323,312 as reimbursement for payments in Years 1 and 2.
4 The City will utilize the PILOT payment plus the Air Rights to: 1) make payments for the PILOT Bonds; and, 2) distribute the balance, if any, to the City, County and School District as a PILOT payment
Total Payments by Apartments Owner constitutes the total amount to be paid in PILOT and Air Rigths Payments

Water St RFP Pro Forma 4.0 =2021.09.29.xlsx I 1
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PILOT Distribution

II

=A·E
If available

74,334
79,054
83,868
88,779

32,328

7,262
7,723
8,194

697,496
714,679
732,206

91,509
94,745
146,146
150,475
154,890
159,394
216,053
221,780
227,622
233,580
296,015
303,341
310,814
318,436

34,744
36,950
39,200
41,495
91,594
94,937
98,347
101,825
157,067
161,719
166,465
171,305
232,198
238,354
244,632
251,036
318,136
326,010
334,041
342,233

19,146
19,844
20,557
21,284
32,831
33,804
34,796
35,808
48,536
49,823
51,135
52,474
66,499
68,145
69,824
71,537

7,450,338

3,240,154

3,482,288

727,896

195,965
203,117
210,413
217,854

336,044
345,998

356,151
366,507
496,787
509,957
523,389
537,090

680,650

34,381
36,474
38,610
85,225

88,336

8,674

RE: 2022 EXTENSION OF BROOME COUNTY SALES AND USE TAX EXEMPTION
TO THE BROOME COUNTY IDA BOARD:
Under a resolution adopted December 18, 2019, the Broome County Industrial Development Agency (the “IDA”)
appointed Canopy Growth USA, LLC (“Canopy USA”) and HIP NY Developments LLC (“HIP NY”) as agents of the IDA to
redevelop, construct, renovate, and equip a project at the facility located at 47-51 Pine Camp Drive, Kirkwood, New York.
On December 20, 2019, the IDA, Canopy USA, and HIP NY entered into a Sales and Use Tax Exemption Agreement
(“Agreement”), among other agreements, that exempted Canopy USA and HIP NY for certain sales and use taxes up to a
$3.2 million maximum exemption. The sales and use extension was subsequently extended by the Board to December
2021.
Due to a delay in regulatory certainty regarding hemp and hemp products, Canopy USA and HIP NY have not been able to
complete their planned activities and improvements, and to fully utilize the IDA sales tax exemption as expected. As per
the Agreement, Canopy USA and HIP NY hereby present this written request to extend their appointment as IDA agents to
December 31, 2022, without prejudice to any further extensions. The Agreement directs that the IDA “shall not
unreasonably withhold its consent to the extension of such appointment.”
Thank you for your consideration, and do not hesitate to contact us with any questions.

Sincerely,

Kelly Fair
U.S. General Counsel
Canopy USA and HIP NY

Conflicts of Interest

• The Agency is required to follow ethical guidelines determined by the Authorities Budget Office (ABO)
• A conflict of interest is a situation in which the financial, familial, or personal interests of a board member
or employee come into actual or perceived conflict with their responsibilities with the authority.
• The enactment of the Public Authorities Accountability Act (PAM) and the Public Authorities Reform Act
(PARA) included provisions in Public Authorities Law {PAL) for state and local public authorities, as defined
by Section 2 of PAL, to be more transparent and accountable to the public.

• As such, board members and employees have the responsibility to disclose any conflict of interest,
including any situation that may be perceived as a conflict of interest, to the authority board and the
public. The following process must be followed:
1.
2.

3.

4.

s.

Duty to Disclose: All material facts related to the conflicts of interests (including the nature of the interest and
information about the conflicting transaction) shall be disclosed in good faith and in writing to the Ethics Officer
and Counsel. Such written disclosure shall be made part of the official record of the proceedings of the authority.
Determining Whether a Conflict of Interest Exists: The Ethics Officer and Counsel will review and advise
the individual who appears to have a conflict of interest on how to proceed. This review will include advisement
from the Board's and Agency leadership, as well as seeking guidance from outside sources if they are unsure of
what to do.
Recusal and Abstention: No Board member or employee may participate in any decision or take any official
action with respect to any matter requiring the exercise of discretion, including discussing the matter and voting,
when he/she knows or has reason to know that the action could confer a direct or indirect financial or material
benefit on himself or herself, a relative, or any organization in which he/she is deemed to have an interest. Board
members or employees must physically recuse themselves from deliberations, votes, or internal discussion on
matters relating to any organization, entity or individual where their impartiality in the deliberation or vote might
be reasonably questioned, and are prohibited from attempting to influence other board members or employees in
the deliberation and voting on the matter.
Records of Conflicts of Interest: The minutes of the Authority's meetings during the disclosed conflict of
interest shall reflect the name of the interested person, the nature of the conflict, and a description of the how
the conflict was resolved.
Reporting of Violations: Board members and employees should promptly report any violations of this policy to
his/her supervisor, to the Ethics Officer or HR in accordance with the Whistleblower Policy

Authorities Budget Office
Recommended Practice

This Recommended Governance Practice is intended for use by policymakers,
and directors, officers and officials of state and local authorities. These bulletins
are intended to promote best practices and encourage their consideration and
incorporation into the management policies and oversight of public authorities.
Issue: Conflict of Interest Policy for Public Authorities
Provisions: A conflict of interest is a situation in which the financial, familial, or
personal interests of a board member or employee come into actual or perceived
conflict with their responsibilities with the authority. Various sections of New York
State law require state and local public authority board members and employees
to examine conflicts of interest issues that may arise at their respective authority.
For example, Section 2824(7) of Public Authorities Law stipulates that the
Governance Committee of a state and local public authority is to examine ethical
and conflict of interest issues. Article 18 of General Municipal Law requires officers
and employees of industrial development agencies, urban renewal agencies and
community development agencies to disclose conflicts of interest and specifies
conflicts of interest that are prohibited. Section 74 of Public Officers Law restricts
officers and employees of state public authorities from having a direct or indirect
interest or engage in business or activities that may conflict with their proper
discharge of duties. Section 55 of Executive Law requires board members and
directors of state authorities to report to the state inspector general any information
concerning undisclosed conflicts of interest by another board member or employee
of the authority relating to his or her work for the authority. And section 715(a) of
Not-for-Profit Corporation Law requires not for profit entities, some of which also
are considered public authorities, to adopt a conflict of interest policy.
Objectives: The enactment of the Public Authorities Accountability Act (PAAA)
and the Public Authorities Reform Act (PARA) included provisions in Public
Authorities Law (PAL) for state and local public authorities, as defined by Section
2 of PAL, to be more transparent and accountable to the public. Board members
and employees of state and local public authorities owe a duty of loyalty and care
to the authority and have a fiduciary responsibility to always serve the interests of
the public authority above their own personal interests when conducting public
business. As such, board members and employees have the responsibility to
disclose any conflict of interest, including any situation that may be perceived as a
conflict of interest, to the authority board and the public. Board members and
employees of public authorities are often unaware that their activities or personal
interests are in conflict with the best of interests of the authority. A goal of the

authority should be to raise awareness and encourage disclosure and discussion
of any circumstances that may constitute a conflict of interest.
The purpose of a conflict of interest policy is to protect a public authority’s interest
when it is contemplating entering into a transaction or arrangement that might
benefit the private interest of a board member or employee of the authority or might
result in a possible excess benefit transaction. Therefore, it is important for public
authorities to develop a written conflict of interest policy to formally establish the
procedures for dealing with conflict of interest situations and assure that the public
authority’s interest prevails over personal interests of authority’s board members
and employees.
Recommended Practice: Conflicts of interest of board members and employees
of public authorities are not uncommon due to the multitude of relationships that
occur between authorities, other governmental entities, and the private sector.
Public authorities are at risk of being improperly influenced by board members and
employees that have personal interests that can be in conflict with the best interest
of the authority. To reduce this risk, the ABO recommends that state and local
authorities adopt a written conflict of interest policy to ensure that its board
members and employees act in the authority’s best interest. The conflict of interest
policy should clearly define what is expected of board members and employees
when a conflict of interest or the appearance of a conflict of interest arises as well
as the penalties for failing to comply with the policy. At a minimum, a conflict of
interest policy should always require those with a conflict (or who think they may
have a conflict) to disclose the real or perceived conflict. The policy should also
prohibit employees with a conflict from being involved with the approval of any
transactions related to the conflict and prohibit interested board members from
being a part of discussions and voting on any matter in which there is a conflict.
State and local authorities are advised to adopt a conflict of interest policy that
includes:






An explanation of the circumstances (examples) that constitute a conflict of
interest or the appearance of a conflict of interest.
Procedures for disclosing conflicts or the appearance of conflicts to the
board.
A requirement that the person with the conflict of interest or appearance
cannot participate in board or committee deliberation or vote on the matter
giving rise to such conflict or appearance
A prohibition against any attempt by the person with the conflict or
appearance to influence improperly the deliberation or vote on the matter
giving rise to such conflict.
A requirement that the existence and resolution of the conflict or
appearance of a conflict be documented in the public record, including in
the minutes of any meeting at which the conflict was discussed or voted
upon.



Description of the penalties for failing to comply with the conflict of interest
policy

Board members or employees that are unsure whether a particular relationship,
association or situation constitutes a conflict of interest or the appearance of a
conflict of interest should refer to the authority’s Governance Committee, which is
the body responsible for examining conflicts of interest issues at the authority.
Conflicts of interest identification can be difficult and the Governance Committee
should at all times err on the side of caution and treat instances where there is the
appearance of conflict of interest as a perceived conflict of interest to avoid
compromising the public trust in the authority. Governance Committees are
encouraged to seek guidance from counsel or NYS agencies, such as the
Authorities Budget Office, State Inspector General or the Joint Commission on
Public Ethics (JCOPE) when dealing with cases where they are unsure of what to
do.
The ABO has developed a model conflict of interest policy for state and local
authorities to use as a reference when drafting and/or revising their own policies.
Note that there is no “one size-fits-all” policy and public authorities’ officials need
to decide the level of detail desired and tailor their conflicts of interest policy to
meet the needs and circumstances of the authority. For example, an authority may
want to set different conflicts of interest standards for board members and
employees. Standards for employees can be more rigorous in prohibiting outside
employment that may be in conflict with employment at the authority, while
standards for board members would allow for outside employment and address
conflicts as circumstances arise.
The board should have procedures in place to ensure that all employees and board
members understand and comply with the standards set in the conflict of interest
policy. The conflict of interest policy of an authority should be reviewed annually
by the board members to ensure that it meets the organization’s needs and
addresses any revisions in the law.
MODEL CONFLICT OF INTEREST POLICY
All Board Members and employees should be provided with this Conflict of Interest
Policy upon commencement of employment or appointment and required to
acknowledge that they have read, understand and are in compliance with the terms
of the policy. Board members and employees should review on an ongoing basis
circumstances that constitute a conflict of interest or the appearance of a conflict
of interest, abide by this policy and seek guidance when necessary and
appropriate.
This policy is intended to supplement, but not replace, any applicable state and
federal laws governing conflicts of interest applicable to public authorities.

Conflicts of Interest: A conflict of interest is a situation in which the financial,
familial, or personal interests of a director or employee come into actual or
perceived conflict with their duties and responsibilities with the Authority. Perceived
conflicts of interest are situations where there is the appearance that a board
member and/or employee can personally benefit from actions or decisions made
in their official capacity, or where a board member or employee may be influenced
to act in a manner that does not represent the best interests of the authority. The
perception of a conflict may occur if circumstances would suggest to a reasonable
person that a board member may have a conflict. The appearance of a conflict and
an actual conflict should be treated in the same manner for the purposes of this
Policy.
Board members and employees must conduct themselves at all times in a manner
that avoids any appearance that they can be improperly or unduly influenced, that
they could be affected by the position of or relationship with any other party, or that
they are acting in violation of their public trust. While it is not possible to describe
or anticipate all the circumstances that might involve a conflict of interest, a conflict
of interest typically arises whenever a director or employee has or will have:






A financial or personal interest in any person, firm, corporation or
association which has or will have a transaction, agreement or any other
arrangement in which the authority participates.
The ability to use his or her position, confidential information or the assets
of the authority, to his or her personal advantage.
Solicited or accepted a gift of any amount under circumstances in which it
could reasonably be inferred that the gift was intended to influence him/her,
or could reasonably be expected to influence him/her, in the performance
of his/her official duties or was intended as a reward for any action on his/her
part.
Any other circumstance that may or appear to make it difficult for the board
member or employee to exercise independent judgment and properly
exercise his or her official duties.

Outside Employment of Authority’s Employees: No employee may engage in
outside employment if such employment interferes with his/her ability to properly
exercise his or her official duties with the authority.
PROCEDURES
Duty to Disclose: All material facts related to the conflicts of interest (including
the nature of the interest and information about the conflicting transaction) shall be
disclosed in good faith and in writing to the Governance Committee and/or the
Ethics Officer. Such written disclosure shall be made part of the official record of
the proceedings of the authority.

Determining Whether a Conflict of Interest Exists: The Governance Committee
and/or Ethics Officer shall advise the individual who appears to have a conflict of
interest how to proceed. The Governance Committee and/or Ethics Officer should
seek guidance from counsel or New York State agencies, such as the Authorities
Budget Office, State Inspector General or the Joint Commission on Public Ethics
(JCOPE) when dealing with cases where they are unsure of what to do.
Recusal and Abstention: No board member or employee may participate in any
decision or take any official action with respect to any matter requiring the exercise
of discretion, including discussing the matter and voting, when he or she knows or
has reason to know that the action could confer a direct or indirect financial or
material benefit on himself or herself, a relative, or any organization in which he or
she is deemed to have an interest. Board members and employees must recuse
themselves from deliberations, votes, or internal discussion on matters relating to
any organization, entity or individual where their impartiality in the deliberation or
vote might be reasonably questioned, and are prohibited from attempting to
influence other board members or employees in the deliberation and voting on the
matter.
Records of Conflicts of Interest: The minutes of the authority’s meetings during
which a perceived or actual conflict of interest is disclosed or discussed shall reflect
the name of the interested person, the nature of the conflict, and a description of
how the conflict was resolved.
Reporting of Violations: Board members and employees should promptly report
any violations of this policy to his or her supervisor, or to the public authority’s
ethics officer, general counsel or human resources representative in accordance
with the authority’s Whistleblower Policy and Procedures.
Penalties: Any director or employee that fails to comply with this policy may be
penalized in the manner provided for in law, rules or regulations.
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FOREWORD
Welcome to the Broome County Industrial Development Agency (“The Agency”)
As an employee of the Agency, we look forward to a productive and successful association.
This handbook has been provided to serve as the guide for the employer/employee relationship.
This handbook contains general information and guidelines and is not intended to address all
the possible applications of, or exceptions to, the general policies and procedures described.
For that reason, if you have any questions concerning eligibility for a particular benefit or the
applicability of a policy or practice to you, you should address your specific questions to your
Operations Manager.
Neither this handbook nor any other company document confers any contractual right, either
express or implied, to remain in the company's employ. Nor does it guarantee any fixed terms
and conditions of your employment. Your employment is not for any specific time and may be
terminated at will with or without cause and without prior notice by the company, or you may
resign for any reason at any time. No representative of the organization, except the Board of
Directors has the authority to enter into any agreement for employment for any specified period
of time or to make any agreement contrary to the above.
The procedures, practices, policies and benefits described here may be modified or
discontinued from time to time.
This handbook and the information in it should be treated as confidential. No portion of this
handbook should be disclosed to others, except employees and others affiliated with the
Agency whose knowledge of the information is required in the normal course of business.
Some subjects described in this handbook are covered in detail in official policy documents.
Refer to these documents for specific information because the handbook only briefly
summarizes those guidelines and benefits. Please note that the terms of the written insurance
policies are controlling and override any statements made in this or other documents.
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Section 1:
A. DIVERSITY,EQUITY AND INCLUSION
The Broome County Industrial Development is committed to fostering, cultivating and preserving
a culture of diversity, equity and inclusion.
Our human capital is the most valuable asset we have. The collective sum of the individual
differences, life experiences, knowledge, inventiveness, innovation, self-expression, unique
capabilities and talent that our employees invest in their work represents a significant part of not
only our culture, but our reputation and company’s achievement as well.
The Agency provides equal employment opportunities (EEO) to all employees and applicants
for employment without regard to race, color, religion, gender, sexual orientation, gender
identity, national origin, age, disability, genetic information, marital status, amnesty or status as
a covered veteran in accordance with applicable federal, state and local laws.
We embrace and encourage our employees’ differences in age, color, disability, ethnicity, family
or marital status, gender identity or expression, language, national origin, physical and mental
ability, political affiliation, race, religion, sexual orientation, socio-economic status, veteran
status, and other characteristics that make our employees unique.
The Broome County Industrial Development Agency’s diversity initiatives are applicable—but
not limited—to our practices and policies on recruitment and selection; compensation and
benefits; professional development and training; promotions; transfers; social and recreational
programs; layoffs; terminations; and the ongoing development of a work environment built on
the premise of gender and diversity equity that encourages and enforces:
•

Respectful communication and cooperation between all employees.

•

Teamwork and employee participation, permitting the representation of all groups and
employee perspectives.

•

Work/life balance through flexible work schedules to accommodate employees’ varying
needs.

•

Employer and employee contributions to the communities we serve to promote a greater
understanding and respect for the diversity.

The Agency expressly prohibits any form of unlawful employee harassment based on race,
color, religion, gender, sexual orientation, national origin, age, genetic information, disability or
veteran status. Improper interference with the ability of Agency employees to perform their
expected job duties is absolutely not tolerated. All employees of The Agency have a
responsibility to treat others with dignity and respect at all times. All employees are expected to
exhibit conduct that reflects inclusion during work, at work functions on or off the work site, and
at all other company-sponsored and participative events. All employees are also required to
attend and complete annual diversity awareness training to enhance their knowledge to fulfill
this responsibility.
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Any employee found to have exhibited any inappropriate conduct or behavior against others
may be subject to disciplinary action. Employees who believe they have been subjected to any
kind of discrimination that conflicts with the company’s diversity policy and initiatives should
seek assistance from a supervisor or an HR representative.

a. Inclusion Code Of Conduct
The Agency is dedicated to creating an inclusive work environment for everyone. We embrace
and celebrate the unique experiences, perspectives and cultural backgrounds that each
employee brings to our workplace. The Agency strives to foster an environment where our
employees feel respected, valued and empowered, and our team members are at the forefront
in helping us promote and sustain an inclusive workplace.
The Agency is committed to taking the following actions in support of an inclusive workplace:
• Provide ongoing education and training to all employees on diversity, equity and
inclusion topics.
• Provide all employees with a safe avenue to voice concerns regarding diversity,
equity and inclusion in our workplace.
• Support flexible work arrangements that accommodate the different needs of all
employees.

Code Of Conduct
All Agency employees are also expected to support an inclusive workplace by adhering to the
following conduct standards:
•
•
•
•
•
•
•
•

Treat others with dignity and respect at all times.
Address and report inappropriate behavior and comments that are discriminatory,
harassing, abusive, offensive or unwelcome.
Foster teamwork and employee participation, encouraging the representation of
different employee perspectives.
Seek out insights from employees with different experiences, perspectives and
backgrounds.
Avoid slang or idioms that might not translate across cultures.
Support flexible work arrangements for co-workers with different needs, abilities
and/or obligations.
Confront the decisions or behaviors of others that are based on conscious or
unconscious biases.
Be open-minded and listen when given constructive feedback regarding others’
perception of your conduct.

The Agency will not tolerate discrimination, harassment of any behavior or language that is
abusive, offensive or unwelcome.
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Violations
Employees are expected to report incidents that violate this code of conduct by contacting a
manager the Human Resources Specialist.
Employees who violate The Agency’s code of conduct expectations will face disciplinary action.
Possible consequences include additional training, verbal and written warnings, suspension and
termination of employment.

B. Anti-harassment Policy and Complaint Procedure
The Agency is committed to a work environment in which all individuals are treated with respect
and dignity. Each individual has the right to work in a professional atmosphere that promotes
equal employment opportunities and prohibits unlawful discriminatory practices, including
harassment. Therefore, the Agency expects that all relationships among persons in the office
will be business-like and free of including but not limited to, bias, prejudice and harassment.
It is the policy of the Agency to ensure equal employment opportunity without discrimination or
harassment on the basis of race, color, religion, gender, sexual orientation, gender identity,
national origin, age, disability, genetic information, marital status, amnesty or status as a
covered veteran. The Agency prohibits any such discrimination or harassment.
The Agency encourages reporting of all perceived incidents of discrimination or harassment. It
is the policy of the Agency to promptly and thoroughly investigate such reports. The Agency
prohibits retaliation against any individual who reports discrimination or harassment or who
participates in an investigation of such reports.
Definitions of Harassment
Sexual harassment constitutes discrimination and is illegal under federal, state and local laws.
For the purposes of this policy, sexual harassment is defined, as in the Equal Employment
Opportunity Commission Guidelines, as unwelcome sexual advances, requests for sexual
favors and other verbal or physical conduct of a sexual nature when, for example a) submission
to such conduct is made either explicitly or implicitly a term or condition of an individual's
employment; b) submission to or rejection of such conduct by an individual is used as the basis
for employment decisions affecting such individual; or c) such conduct has the purpose or effect
of unreasonably interfering with an individual's work performance or creating an intimidating,
hostile or offensive working environment.
Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve
individuals of the same or different gender. Depending on the circumstances, these behaviors
may include unwanted sexual advances or requests for sexual favors; sexual jokes and
innuendo; verbal abuse of a sexual nature; commentary about an individual's body, sexual
prowess or sexual deficiencies; leering, whistling or touching; insulting or obscene comments or
gestures; display in the workplace of sexually suggestive objects or pictures; and other physical,
verbal or visual conduct of a sexual nature.
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under
this policy, harassment is verbal, written or physical conduct that denigrates or shows hostility or
aversion toward an individual because of his/her race, color, religion, gender, sexual orientation,
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national origin, age, disability, marital status, citizenship, genetic information or any other
characteristic protected by law or that of his/her relatives, friends or associates, and that a) has
the purpose or effect of creating an intimidating, hostile or offensive work environment; b) has
the purpose or effect of unreasonably interfering with an individual's work performance; or c)
otherwise adversely affects an individual's employment opportunities.
Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or
hostile acts; denigrating jokes; and written or graphic material that denigrates or shows hostility
or aversion toward an individual or group and that is placed on walls or elsewhere on the
employer's premises or circulated in the workplace, on company time or using company
equipment via e-mail, phone (including voice messages), text messages, tweets, blogs, social
networking sites or other means.
Individuals and Conduct Covered
These policies apply to all applicants and employees, whether related to conduct engaged in by
fellow employees or someone not directly connected to the Agency (e.g., an outside vendor,
consultant or customer).
Conduct prohibited by these policies is unacceptable in the workplace and in any work-related
setting outside the workplace, such as during business trips, business meetings and businessrelated social events.
Complaint Process
Individuals who believe they have been the victims of conduct prohibited by this policy or who
believe they have witnessed such conduct should submit a Harassment Complaint Form. A
copy of this form can be found in the back of the Employee Handbook.
If the employee is more comfortable reporting verbally or in another manner, they may discuss
their concerns with the Operations Manager, their immediate supervisor or any other member of
management. The recipient of the complaint will use the information to complete the
Harassment Complain Form, make a copy for the complainant and follow the harassment
prevention policy by investigating the claims.
When possible, the Agency encourages individuals who believe they are being subjected to
such conduct to promptly advise the offender that his or her behavior is unwelcome and request
that it be discontinued. Often this action alone will resolve the problem. The Agency recognizes,
however, that an individual may prefer to pursue the matter through complaint procedures.
The Agency encourages the prompt reporting of complaints or concerns so that rapid and
constructive action can be taken before relationships become irreparably strained. Therefore,
although no fixed reporting period has been established, early reporting and intervention have
proven to be the most effective method of resolving actual or perceived incidents of harassment.
Any reported allegations of harassment, discrimination or retaliation will be investigated
promptly. The investigation may include individual interviews with the parties involved and,
where necessary, with individuals who may have observed the alleged conduct or may have
other relevant knowledge.
Confidentiality will be maintained throughout the investigatory process to the extent consistent
with adequate investigation and appropriate corrective action.
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Retaliation against an individual for reporting harassment or discrimination or for participating in
an investigation of a claim of harassment or discrimination is a serious violation of this policy
and, like harassment or discrimination itself, will be subject to disciplinary action. Acts of
retaliation should be reported immediately and will be promptly investigated and addressed.
Misconduct constituting harassment, discrimination or retaliation will be dealt with appropriately.
If a party to a complaint does not agree with its resolution, that party may appeal to the
Agency’s Chairman of the Board or Executive Director.
False and malicious complaints of harassment, discrimination or retaliation may be the subject
of appropriate disciplinary action.

C. Americans with Disabilities Act (ADA) and the ADA Amendments
Act (ADAAA)
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act,
known as the ADAAA, are federal laws that prohibit employers with 15 or more employees from
discriminating against applicants and individuals with disabilities and that when needed provide
reasonable accommodations to applicants and employees who are qualified for a job, with or
without reasonable accommodations, so that they may perform the essential job duties of the
position.
It is the policy of the Agency to comply with all federal and state laws concerning the
employment of persons with disabilities and to act in accordance with regulations and guidance
issued by the Equal Employment Opportunity Commission (EEOC). Furthermore, it is our
company policy not to discriminate against qualified individuals with disabilities in regard to
application procedures, hiring, advancement, discharge, compensation, training or other terms,
conditions and privileges of employment.
The company will reasonably accommodate qualified individuals with a disability so that they
can perform the essential functions of a job unless doing so causes a direct threat to these
individuals or others in the workplace and the threat cannot be eliminated by reasonable
accommodation and/or if the accommodation creates an undue hardship to the Agency.

Section 2. EMPLOYMENT
A. Employee Classification Categories
All employees are designated as either nonexempt or exempt under state and federal wage and
hour laws. The following is intended to help employees understand employment classifications
and employees’ employment status and benefit eligibility. These classifications do not
guarantee employment for any specified period of time. The right to terminate the employmentat-will relationship at any time is retained by both the employee and the Agency.
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Nonexempt employees are employees whose work is covered by the Fair Labor Standards Act
(FLSA). They are NOT exempt from the law’s requirements concerning minimum wage and
overtime.
Exempt employees are generally managers or professional, administrative or technical staff
who ARE exempt from the minimum wage and overtime provisions of the FLSA. Exempt
employees hold jobs that meet the standards and criteria established under the FLSA by the
U.S. Department of Labor.
The Agency has established the following categories for both nonexempt and exempt
employees:
•

Regular, full time: Employees who are not in a temporary status and who are regularly
scheduled to work the company’s full-time schedule of 37.5 hours per week. Generally,
these employees are eligible for the full benefits package, subject to the terms,
conditions and limitations of each benefits program.

•

Regular, part time: Employees who are not in a temporary status and who are regularly
scheduled to work less than the full-time schedule but at least 20 hours each week.
Regular, part-time employees are eligible for some of the benefits offered by the
company subject to the terms, conditions and limitations of each benefits program.

•

Temporary, full time: Employees who are hired as interim replacements to temporarily
supplement the workforce or to assist in the completion of a specific project and who are
temporarily scheduled to work the company’s full-time schedule for a limited duration.
Employment beyond any initially stated period does not in any way imply a change in
employment status.

•

Temporary, part time: Employees who are hired as interim replacements to temporarily
supplement the workforce or to assist in the completion of a specific project and who are
temporarily scheduled to work less than the company’s full-time schedule for a limited
duration. Employment beyond any initially stated period does not in any way imply a
change in employment status.

Temporary employees are not eligible for company benefits unless specifically stated otherwise
in company policy or are deemed eligible according to plan documents.

B. Reference Checks
To ensure that individuals who join the Agency are well qualified and to ensure that the Agency
maintains a safe and productive work environment, it is our policy to conduct pre-employment
reference checks on all applicants who accept an offer of employment. All offers of employment
are conditioned on receipt of a professional reference check report that is acceptable to the
Agency.
The Agency also reserves the right to conduct a background check on potential employees to
determine eligibility for hire. All background checks are conducted in conformity with the Federal
Fair Credit Reporting Act, the Americans with Disabilities Act, and state and federal privacy and
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antidiscrimination laws. Reports are kept confidential and are only viewed by individuals
involved in the hiring process.

C. Nepotism, Employment of Relatives and Personal Relationships
The Agency wants to ensure that corporate practices do not create situations such as conflict of
interest or favoritism. This extends to practices that involve employee hiring, promotion and
transfer. Close relatives, partners, those in a dating relationship or members of the same
household are not permitted to be in positions that have a reporting responsibility to each other.
Close relatives are defined as husband, wife, domestic partner, father, mother, father-in-law,
mother-in law, grandfather, grandmother, son, son-in-law, daughter, daughter-in law, uncle,
aunt, nephew, niece, brother, sister, brother-in-law, sister-in-law, step relatives, cousins and
domestic partner relatives.
If employees begin a dating relationship or become relatives, partners or members of the same
household and if one party is in a supervisory position, that person is required to inform
management of the relationship.
The Agency reserves the right to apply this policy to situations where there is a conflict or the
potential for conflict because of the relationship between employees, even if there is no directreporting relationship or authority involved.

D. Separation of Employment
Separation of employment within an organization can occur for several different reasons.
•

Resignation: Although we hope your employment with us will be a mutually rewarding
experience, we understand that varying circumstances cause employees to voluntarily
resign employment. Resigning employees are encouraged to provide two weeks’ notice,
in writing, to facilitate a smooth transition out of the organization. Management reserves
the right to provide an employee with two weeks’ pay in lieu of notice in situations where
job or business needs warrant such action. If an employee provides less notice than
requested, the employer may deem the individual to be ineligible for rehire depending on
the circumstances regarding the notice given.

•

Retirement: Employees who wish to retire are required to notify their director in writing
at least one (1) month before the planned retirement date.

•

Job abandonment: Employees who fail to report to work or contact their supervisor for
three (3) consecutive workdays shall be considered to have abandoned the job without
notice, effective at the end of their normal shift on the third day. The manager shall notify
the Operations Manager at the expiration of the third workday and initiate the paperwork
to terminate the employee. Employees who are separated due to job abandonment are
ineligible to receive accrued benefits and are ineligible for rehire.

•

Termination: Employees are employed on an at-will basis, and the company retains the
right to terminate an employee at any time.
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Return of Company Property
The separating employee must return all company property at the time of separation, including
but not limited to, uniforms, cell phones, keys, PCs and identification cards. Failure to return
some items may result in deductions from the final paycheck. An employee will be required to
sign the Wage Deduction Authorization Agreement to deduct the costs of such items from the
final paycheck.
The separating employee shall contact the Operations Manager as soon as notice is given to
schedule an exit interview. The interview will be on the employee’s last day of work or another
day, as mutually agreed on.
Accrued vacation leave will be paid in the last paycheck unless the employee resigned and did
not give and work a full two weeks’ notice.
Health insurance terminates the last day of the month of employment, unless an employee
requests immediate termination of benefits. Information for Consolidated Omnibus Budget
Reconciliation (COBRA) continued health coverage will be provided. Employees will be required
to pay their share of the dependent health and dental premiums through the end of the month.
Rehire
Former employees who left the Agency in good standing and were classified as eligible for
rehire may be considered for reemployment. Rehired employees begin benefits just as any
other new employee. Previous tenure will not be considered in calculating longevity, leave
accruals or any other benefits.
An applicant or employee who is terminated for violating policy or who resigned in lieu of
termination from employment due to a policy violation will be ineligible for rehire.

E. Dispute Resolution
It is the policy of the Agency to treat their employees in a fair and impartial manner. The Agency
will make every effort possible to resolve issues in a timely and equitable manner. Employees
are encouraged to share their concerns, seek information, provide input and resolve potential
problems/issues through their immediate supervisor.
Employees who believe they have been treated unfairly, or in a manner inconsistent with
established policies and practices, or applicable law, and after having made attempt to resolve
issues through their immediate supervisor, should complete a Dispute Resolution Request form
included in this handbook. After thorough investigation, the Executive Director will make a
decision that will be considered final and binding to all parties.
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Section 3.

WORKPLACE SAFETY

A. Drug-Free Workplace
The Agency has a longstanding commitment to provide a safe and productive work
environment. Alcohol and drug abuse pose a threat to the health and safety of employees and
to the security of our equipment and facilities. For these reasons, the Agency is committed to
the elimination of drug and/or alcohol use and abuse in the workplace.
This policy outlines the practice and procedure designed to correct instances of identified
alcohol and/or drug use in the workplace. This policy applies to all employees and all applicants
for employment.
Drug-Free Awareness
Illegal drug use, alcohol and cannabis misuse have a number of adverse health and safety
consequences. All employees who voluntarily seek help for such problem, should consult with
their immediate supervisor before becoming subject to discipline and/or termination under this
or other policies.
Employees should report to work fit for duty and free of any adverse effects of illegal drugs,
cannabis or alcohol. This policy does not prohibit employees from the lawful use and
possession of prescribed medications. Employees must, however, consult with their doctors
about the medications’ effect on their fitness for duty and ability to work safely and promptly
disclose any work restrictions to their supervisor. Employees should not, however, disclose
underlying medical conditions unless requested to do so.
Work Rules
The following work rules apply to all employees:
•

Whenever employees are working, are operating any company vehicle, are present on
company premises, or are conducting related work off-site, they are prohibited from:
o Using, possessing, buying, selling, manufacturing or dispensing an illegal drug
(to include possession of drug paraphernalia).
o Being under the influence of alcohol, cannabis or an illegal
o drug as defined in this policy.

•

The presence of any detectable amount of any illegal drug or illegal controlled substance
in an employee’s body while performing company business or while in a company facility
is prohibited.

•

The Agency will not allow any employee to perform their duties while taking prescribed
drugs that are adversely affecting the employee’s ability to safely and effectively perform
their job duties. Employees taking a prescribed medication must carry it in the container
labeled by a licensed pharmacist or be prepared to produce it if asked.

•

Any illegal drugs or drug paraphernalia will be turned over to an appropriate law
enforcement agency and may result in criminal prosecution.
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B. Workplace Bullying
The Agency defines bullying as “repeated inappropriate behavior, either direct or indirect,
whether verbal, physical or otherwise, conducted by one or more persons against another or
others, at the place of work and/or in the course of employment.” Such behavior violates the
company Code of Ethics, which clearly states that all employees will be treated with dignity and
respect.
The purpose of this policy is to communicate to all employees, including supervisors, managers
and executives, that the company will not tolerate bullying behavior. Employees found in
violation of this policy will be disciplined up to and including termination.
Bullying may be intentional or unintentional. However, it must be noted that where an allegation
of bullying is made, the intention of the alleged bully is irrelevant and will not be given
consideration when meting out discipline. As in sexual harassment, it is the effect of the
behavior upon the individual that is important. The Agency considers the following types of
behavior examples of bullying:
•

Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent
name calling that is hurtful, insulting or humiliating; using a person as the butt of jokes;
abusive and offensive remarks.

•

Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of
physical assault; damage to a person’s work area or property.

•

Gesture bullying: Nonverbal threatening gestures or glances that convey threatening
messages.

•

Exclusion: Socially or physically excluding or disregarding a person in work-related
activities.

C. Violence in the Workplace
All employees, customers, vendors and business associates must be treated with courtesy and
respect at all times. Employees are expected to refrain from conduct that may be dangerous to
themselves or others.
Conduct that threatens, intimidates or coerces another employee, customer, vendor or business
associate will not be tolerated. Agency resources may not be used to threaten, stalk or harass
anyone at the workplace or outside the workplace. The Agency treats threats coming from an
abusive personal relationship as it does other forms of violence.
Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or
activities should be reported as soon as possible to a supervisor. When reporting a threat or
incident of violence, the employee should be as specific and detailed as possible. Employees
should not place themselves in peril, nor should they attempt to intercede during an incident.
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Employees should promptly inform the Executive Director of any protective or restraining order
that they have obtained that lists the workplace as a protected area. Employees are encouraged
to report safety concerns with regard to intimate partner violence.
Any employee found to be responsible for threats of or actual violence or other conduct that is in
violation of these guidelines will be subject to prompt disciplinary action up to and including
termination of employment. The Agency encourages employees to bring their disputes to the
attention of their immediate supervisor.

D. Safety
It is the responsibility of each employee to conduct all tasks in a safe and efficient manner
complying with all local, state and federal safety and health regulations and program standards,
and with any special safety concerns for use in a particular area or with a client.
Each employee has the responsibility to identify and familiarize her/himself with the emergency
plan for his/her working area. Each facility shall have posted an emergency plan detailing
procedures in handling emergencies such as fire, weather-related events and medical crises.
It is the responsibility of the employee to complete an Accident and Incident Report for each
safety and health infraction that occurs by an employee or that the employee witnesses. Failure
to report such an infraction may result in employee disciplinary action, including termination. An
Accident and Incident Report form has been included in this handbook.
Furthermore, management requires that every person in the organization assumes the
responsibility of individual and organizational safety. Failure to follow company safety and health
guidelines or engaging in conduct that places the employee, client or company property at risk
can lead to employee disciplinary action and/or termination.

E. Smoke-Free Workplace
It is the policy of the Agency to prohibit smoking on all company premises in order to provide
and maintain a safe and healthy work environment for all employees. The law defines smoking
as the "act of lighting, smoking or carrying a lighted or smoldering cigar, cigarette or pipe of any
kind." This includes e-cigarettes.
The smoke-free workplace policy applies to:
• All areas of company buildings.
• All company-sponsored off-site conferences and meetings.
• All vehicles owned or leased by the company.
• All visitors (customers and vendors) to the company premises.
• All contractors and consultants and/or their employees working on the company
premises.
• All employees, temporary employees and student interns.
Smoking is permitted in parking lots only.
Employees who violate the smoking policy will be subject to disciplinary action up to and
including immediate discharge.
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I.

Responsibilities
This plan applies to all employees under the umbrella of the Leadership Alliance. Including
the following:
Broome County Industrial Development Agency (The Agency)
Greater Binghamton Chamber Of Commerce
Visit Binghamton
Greater Binghamton Education Outreach Program

The Leadership Alliance and the following work site:
Five South College Drive, Binghamton, NY 13905

This plan requires commitment to ensure compliance with all plan elements aimed at
preventing the spread of infectious disease. The following supervisory employee(s) are
designated to enforce compliance with the plan. Additionally, these supervisory employees
will act as the designated contacts unless otherwise noted in this plan:
Name

Title

Theresa Ryan

Sue Kuhn

II.

Location Telephone No.

Operations Manager

5 S. College Dr. 607-584-9000
Binghamton, NY

Director Of Finance

5 S. College Dr 607-772-8860
Binghamton, NY

Exposure Controls During A Designated Outbreak
A. Minimum Controls During An Outbreak
During an airborne infectious disease outbreak, the following minimum controls will
be used in all areas of the worksite:
1.

General Awareness: Individuals may not be aware that they have
the infectious disease and can spread it to others. Employees should
remember to:
a. Maintain physical distancing;
b. Exercise coughing/sneezing etiquette;
c. Wear face coverings, gloves and personal protective equipment (PPP), as
appropriate;
d. Individuals should limit what they touch;
e. Stop social etiquette behaviors such as hand shaking and hugging; and
f. Wash hands and use hand sanitizer properly and often.
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2.

“Stay At Home Policy”: If an employee develops systems of the infectious
disease, the employee should not be in the workplace. The employee should
inform the designated contact, listed in Section I and follow NYS Department of
Health and Centers for Disease Control and Prevention (CDC) guidance
regarding obtaining medical care and isolating.

3. Health Screening: Employees will be screened for symptoms of the infectious
disease at the beginning of their shift by filling out the health screening form
provided. Employees are to self-monitor throughout their shift and report any
new or emerging signs or symptoms of the infectious disease to designated
contact. An employee showing signs or symptoms of the infectious disease will
be removed from the workplace and should contact a healthcare professional for
instructions. The health screening elements will follow guidance from the
NYSDOH and CDC, if available.
4. Face Coverings: To protect your coworkers, employees will wear face
coverings throughout the workday to the greatest extent possible. Face
coverings and physical distancing should be used together whenever possible.
The face covering must cover the nose and mouth, and fit snugly, but
comfortably against the face and must not create a hazard. The face coverings
must be kept clean and sanitary.
5. Physical Distancing: Physical distancing will be followed as much as feasible.
Avoid unnecessary gatherings and maintain a distance of at least six feet (or as
recommended by the NYSDOH and CDC for the infectious agent) from each
other. Use a face covering when physical distance cannot be maintained.
In situations where prolonged close contact with other individuals is likely, use
the following control methods:
a. Restricting or limiting visitor entry;
b. Limiting occupancy;
c. Signage;
d. Telecommuting;
e. Remote meetings;
f. Restricting travel;
g. Staggering work hours
6. Hand Hygiene: To prevent the spread of infection, employees should wash
hands with soap and water for at least 20 seconds or use a hand sanitizer with at
least 60% alcohol to clean hands BEFORE and AFTER:
a. Touching your eyes, nose or mouth;
b. Entering and leaving a public place;
c. Touching your mask and;
d. Touching an item or surface that may be frequently touched
By other people, such as door handles, tables, gas pumps,
Shopping carts or electronic cash registers or screens.
Because hand sanitizers are less effective on soiled hands, wash hands
Rather than using hand sanitizer when your hands are soiled.
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7.

Cleaning And Disinfection – See Section V Of This Plan.

8.

“Respiratory Etiquette”: Because infectious diseases can be spread by
droplets expelled from the mouth and nose, employees should exercise
appropriate respiratory etiquette by covering their nose and mouth when
sneezing, coughing or yawning.

9. Special Accommodations For Individuals With Added Risk Factors: Some
employees, due to age, underlying health condition or other factors, may be at
increased risk of severe illness if infected. Please inform your Supervisor or the
HR Department if you fall within this group and need an accommodation.
B. ADVANCED CONTROLS DURING AN OUTBREAK
For activities where the Minimum Controls alone will not provide sufficient protection
for employees, additional controls from the following hierarchy may be necessary.
The Leadership Alliance will determine when and if the following are necessary.
1.

Elimination: Employers should consider the temporary suspension or
elimination of risky activities where adequate controls may not provide sufficient
protection for employees.

2.

Engineering Controls: Employers should consider appropriate controls to
contain and/or remove the infectious agent, prevent the agent from being spread,
or isolate the worker from the infectious agent.
Subject to changes based on operations and circumstance surrounding the
infectious disease, engineering controls that are anticipated to be used are listed
below:
a. Use higher-efficiency air filters in the air handling system.

3. Administrative Controls are policies and work rules used to prevent exposure.
Subject to changes based on operations and circumstances surrounding the
infectious disease, the following specific administrative controls are anticipated to
be used:
a. Disinfecting procedures for specific areas;
b. Employee training on reopening guidelines;
c. Cross-train employees to ensure critical operations can continue during a
worker’s absence;
d. Post signs reminding employees of respiratory etiquette, masks and
handwashing;
e. Provide clearly designated entrance and exit.
4. Personal Protective Equipment (PPE) are devices that protect the wearer from
infection. PPE will be provided, used and maintained in a sanitary and reliable
condition at no cost to the employee. The PPE provided to an employee will be
based on a hazard assessment.
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5. PPE Required:
Face Masks
Walking through or working in public areas
Gloves
Touching surfaces in public areas
Hand Sanitizer
For use in all areas
Disinfectant For
For use in all areas
Surfaces
PPE will be provided upon request by the Executive Assistant.

C. EXPOSURE CONTROL READINESS, MAINTENANCE AND STORAGE:
The controls we have selected will be obtained, properly stored, and maintained so
that they are ready for immediate use in the event of an infectious disease outbreak
and any applicable expiration dates will be properly considered.
III.

HOUSEKEEPING DURING A DESIGNATED OUTBREAK
A. Disinfection Methods And Schedules
Objects that are touched repeatedly by multiple individuals, such as door handles,
light switches, control buttons/levers, dials, water faucet handles, computers,
phones, or handrails must be cleaned frequently with an appropriate disinfectant.
Surfaces that are handled less often, or by fewer individuals, may require less
frequent disinfection.
B. Adjustments To Normal Housekeeping Procedures
Normal housekeeping duties and schedules should continue to be followed during an
infectious disease outbreak, to the extent practicable and appropriate consistent with
NYSDOH and/or CDC guidance in effect at the time. However, routine procedures
may need to be adjusted and additional cleaning and disinfecting may be required as
listed below.
C. If an employee develops symptoms of the infectious disease at work, it is ideal to
isolate the area in accordance with guidance issued by NYSDOH or the CDC, before
cleaning and disinfecting the sick employee’s work area. This delay will allow
contaminated droplets to settle out of the air and the space to be ventilated.
D. Liners will be used in trash containers. Empty the containers nightly to prevent
overfilling. Do not forcefully squeeze the air out of the trash bags before tying them
closed. Trash containers may contain soiled tissues or face coverings.
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IV.

INFECTION RESPONSE DURING A DESIGNATED OUTBREAK
If an actual, or suspected, infectious disease case occurs at work, take the
following actions:
a.

Instruct the sick individual to wear a face covering and leave the worksite, and follow
NYSDOH/CDC guidance.

b. Follow local and state authority guidance to inform impacted individuals.
V.

TRAINING AND INFORMATION DURING A DESIGNATED OUTBREAK
A. Stacey Duncan will verbally inform all employees of the existence and location of this
Plan, the circumstances in which it can be activated, the infectious disease standard,
employer policies, and employee rights under the HERO Act.
B. When this plan is activated, all personnel will receive training which will cover all
elements of this plan and the following topics.
a.
b.
c.
d.
e.

The infectious agent and the disease(s) it can cause;
The signs and symptoms of the disease;
How the disease can spread;
An explanation of this Exposure Prevention Plan;
The activities and locations at our worksite that may involve exposure to the
infectious agent;
f. The use and limitations of exposure controls;
g. A review of the standard, including employee rights provided under Labor Law,
Section 218-B.

C. The training will be
a. Provided at no cost to employees and take place during working hours. If
training during normal working hours is not possible, employees will be
compensated for the training time (with pay or time off);
b. Appropriate in content and vocabulary to your educational level, literacy, and
preferred language; and
c. Verbally provided in person or through telephonic, electronic, or other means.
VI.

PLAN EVALUATIONS DURING A DESIGNATED OUTBREAK
The employer will review and revise the plan periodically upon activation of
the plan, and as often as needed to keep up-to-date with current requirements.
Document the plan revisions below:
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PLAN REVISION HISTORY
DATE

VI.

PARTICIPANTS

MAJOR CHANGES

APPROVED BY

RETALIATION PROTECTIONS AND REPORTING OF ANY VIOLATIONS
The Leadership Alliance or his or her agent, or person, acting as or on behalf of The
Leadership Alliance, shall not discriminate, threaten, retaliate against, or take adverse
action against an employee for exercising their rights under this plan, including reporting
conduct the employee reasonably believes in good faith violates the plan or airborne
infectious disease concerns to The Leadership Alliance, government agencies or
officials or for refusing to work where an employee reasonably believes in good faith that
such work exposes him or her, other workers, or the public to an unreasonable risk of
exposure, provided the employee, another employee, or representative has notified The
Leadership Alliance verbally or in writing, including electronic communication, of the
inconsistent working conditions and The Leadership Alliance’s failure to cure, or if The
Leadership Alliance knew or should have known of the inconsistent working conditions.

Notification of a violation by an employee may be made verbally or in
writing, and without limitation to format including electronic communications. To the
extent that communications between The Leadership Alliance and the employee
regarding a potential risk of exposure are in writing, they shall be maintained by the
employer for two years after the conclusion of the designation of a high-risk disease from
the Commissioner of Health, or two years after the conclusion of the Governor’s
emergency declaration of a high risk disease. The following is the contact information to
report violations of this plan and retaliation during regular business hours, as well as
non-business hours.
Stacey Duncan
Executive Director
(607) 584-9000
smd@theagency-ny.com
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Section 4.

WORKPLACE EXPECTATIONS

A. Confidentiality
Our clients and other parties with whom we do business entrust the company with important
information relating to their businesses. It is our policy that all information considered
confidential will not be disclosed to external parties or to employees without a “need to know.” If
an employee questions whether certain information is considered confidential, he/she should
first check with his/her immediate supervisor.
This policy is intended to alert employees to the need for discretion at all times and is not
intended to inhibit normal business communications.
All inquiries from the media must be referred to the Executive Director and/or the Chairman of
the Board.

B. Conflicts of Interest
Employees must avoid any relationship or activity that might impair, or even appear to impair,
their ability to make objective and fair decisions when performing their jobs. At times, an
employee may be faced with situations in which business actions taken on behalf of the Agency
may conflict with the employee’s own personal interests.
Conflicts of interest could arise in the following circumstances:
• Being employed by, or acting as a consultant to, a competitor or potential competitor,
supplier or contractor, regardless of the nature of the employment, while employed with
the Agency.
• Hiring or supervising family members or closely related persons.
• Serving as a board member for an outside commercial company or organization.
• Owning or having a substantial interest in a competitor, supplier or contractor.
• Accepting gifts, discounts, favors or services from a customer/potential customer,
competitor or supplier, unless equally available to all company employees.
Employees with a conflict-of-interest question should seek advice from management. Before
engaging in any activity, transaction or relationship that might give rise to a conflict of interest,
employees must seek review from their manager.

C. Outside Employment
Employees are permitted to engage in outside work or to hold other jobs, subject to certain
restrictions as outlined below.
Activities and conduct away from the job must not compete with, conflict with or compromise the
company interests or adversely affect job performance and the ability to fulfill all job
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responsibilities. Employees are prohibited from performing any services for customers on
nonworking time that are normally performed by the Agency. This prohibition also extends to the
unauthorized use of any company tools or equipment and the unauthorized use or application of
any confidential information. In addition, employees are not to solicit or conduct any outside
business during paid working time.
Employees are cautioned to carefully consider the demands that additional work activity will
create before accepting outside employment. Outside employment will not be considered an
excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel or
refusal to work overtime or different hours. If the Agency determines that an employee’s outside
work interferes with performance, the employee may be asked to terminate the outside
employment.
Employees who have accepted outside employment may not use paid sick leave to work on the
outside job. Fraudulent use of sick leave will result in disciplinary action up to and including
termination.

D. Attendance and Punctuality
Vacation and holidays must be requested with one’s manager in advance in writing. Sick leave
may be used in the case of emergency or sudden illness without prior scheduling. Patterns of
absenteeism or tardiness may result in discipline even if the employee has not yet exhausted
available paid time off. Absences due to illnesses or injuries that qualify under the Family and
Medical Leave Act (FMLA) will not be counted against an employee’s attendance record.
Medical documentation within the guidelines of the FMLA may be required in these instances.
Not reporting to work and not calling to report the absence is a no-call/no-show and is a serious
matter. The first instance of a no call/no show will result in a written warning. The second
separate offense may result in termination of employment with no additional disciplinary steps.
A no call/no show lasting three days may be considered job abandonment and may be
deemed an employee’s voluntary resignation of employment.

E. Attire and Grooming
It is important for all employees to project a professional image while at work by being
appropriately attired. Agency employees are expected to be neat, clean and well-groomed while
on the job. Clothing must be consistent with the standards for a business environment and must
be appropriate to the type of work being performed.
The Agency is confident that employees will use their best judgment regarding attire and
appearance. Management reserves the right to determine appropriateness. Any employee who
is improperly dressed will be counseled or in severe cases may be sent home to change
clothes. Continued disregard of this policy may be cause for disciplinary action, which may
result in termination.
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F. Electronic Communication and Internet Use
The following guidelines have been established for using the Internet, company-provided cell
phones and e-mail in an appropriate, ethical and professional manner:
•

Internet, company-provided equipment (e.g., cell phone, laptops, and computers) and
services may not be used for transmitting, retrieving or storing any communications of a
defamatory, discriminatory, harassing or pornographic nature.

•

The following actions are forbidden: using disparaging, abusive, profane or offensive
language; creating, viewing or displaying materials that might adversely or negatively
reflect upon the Agency or be contrary to the Agency’s best interests; and engaging in
any illegal activities, including piracy, cracking, extortion, blackmail, copyright
infringement, and unauthorized access of any computers and company-provided
equipment such as cell phones and laptops.

•

Employees may not copy, retrieve, modify or forward copyrighted materials, except with
permission or as a single copy to reference only.

•

Employees must not use the system in a way that disrupts its use by others. Employees
must not send or receive large files that could be saved/transferred via thumb drives.
Employees are prohibited from sending or receiving files that are not related to work.

•

Employees should not open suspicious e-mails, pop-ups or downloads. Contact IT with
any questions or concerns to reduce the release of viruses or to contain viruses
immediately.

•

Internal and external e-mails are considered business records and may be subject to
discovery in the event of litigation. Be aware of this possibility when sending e-mail
within and outside the company.

Right to Monitor
All company-supplied technology and company-related work records belong to the Agency and
not to the employee. The Agency reserves the right to monitor use of company-supplied
technology. Inappropriate or illegal use or communications may be subject to disciplinary action
up to and including termination of employment.

G. Social Media—Acceptable Use
Below are guidelines for social media use.
Employees shall not post financial, confidential, sensitive or proprietary information about the
company, clients, employees or applicants.
Employees shall not post obscenities, slurs or personal attacks that can damage the reputation
of the company, clients, employees or applicants.
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When posting on social media sites, employees must use the following disclaimer when
discussing job-related matters, “The opinions expressed on this site are my own and do not
necessarily represent the views of the Agency.”
The Agency may monitor content on the Internet. Policy violations may result in discipline up to
and including termination of employment.

H. Solicitations, Distributions and Posting of Materials
The Agency prohibits the solicitation, distribution and posting of materials on or at company
property by any employee or nonemployee, except as may be permitted by this policy. The sole
exceptions to this policy are charitable and community activities supported by the Agency
management and company-sponsored programs related to the Agency’s products and services.
Provisions:
• Nonemployees may not solicit employees or distribute literature of any kind on company
premises at any time.
• Employees may only admit nonemployees to work areas with management approval or
as part of a company-sponsored program. These visits should not disrupt workflow. An
employee must accompany the nonemployee at all times. Former employees are not
permitted onto company property except for official company business.
• Employees may not solicit other employees during work times, except in connection with
a company-approved or sponsored event.
• Employees may not distribute literature of any kind during work times or in any work
area at any time, except in connection with a company-sponsored event
• The posting of materials or electronic announcements are permitted with approval
Violations of this policy should be reported to the Executive Director.

I. Employee Personnel Files
Employee files are maintained by the Operations Manager and are considered confidential.
Managers and supervisors may only have access to personnel file information on a need-toknow basis.
A manager considering the hire of a former employee or transfer of a current employee may be
granted access to the file, or limited parts of it, in accordance with antidiscrimination laws.
Personnel file access by current employees and former employees upon request will generally
be permitted within three days of the request unless otherwise required under state law.
Personnel files may not be taken outside the department.
Representatives of government or law enforcement agencies, in the course of their duties, may
be allowed access to file information.
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Section 5.

COMPENSATION

A. Hiring
The hiring and/or termination of the Executive Director is done by resolution of the Board of
Directors.
The Executive Director has sole responsibility for hiring additional personnel as needed to
conduct the affairs of the Agency. The creation of new staff positions, however, must be
approved by the Board of Directors. The Executive Director is responsible for termination of
employees.

B. Performance and Salary Review
Performance appraisals are conducted on an annual cycle. Employees will receive a
performance review on the established date each year. The performance appraisal will be
discussed, and both the employee and manager will sign the form to ensure that all strengths,
areas for improvement and job goals for the next review period have been clearly
communicated. Performance evaluation forms will be retained in the employee’s personnel file.
Merit increases are based on company performance and financials and are not guaranteed. A
performance review does not always result in an automatic salary increase. The employee’s
overall performance and salary level relative to his/her position responsibilities are evaluated to
determine if a salary increase would be warranted.
Budget allocations for merit increases are planned for and allocated before the start of each
calendar year. The annual salary increase program is designed to assist management in
planning and allocating merit and promotional increases that reward individual performance,
that are market competitive and that are internally equitable.
Salary adjustments are occasionally requested or warranted at times other than the employee’s
scheduled annual salary reviews. Out-of-cycle salary increases must be preapproved by the
Board of Directors to ensure internal equity and compliance with company policies and
guidelines.

C. Payment of Wages
Salary payment is made Bi-Weekly for salary due up to the pay date. Paydays are Bi-Weekly
on every other Friday.
If the normal payday falls on a company-recognized holiday, paychecks will be distributed one
workday before the aforementioned schedule.
Employees may be paid by check or through direct deposit of funds to either a savings or
checking account at the financial institution of their choice. It is the company's policy that
employee paychecks will only be given personally to that employee or mailed to his/her home
address.
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In the event of a lost paycheck, the Operations Manager must be notified in writing as soon as
possible and before a replacement check can be issued. In the event the lost paycheck is
recovered and the company identifies the endorsement as that of the employee, the employee
must remit the amount of the replacement check to the company within 24 hours of the time it is
demanded.
If an employee's marital status changes or the number of exemptions previously claimed
increases or decreases, a new Form W-4 must be submitted to the Operations manager
Except for extreme emergencies and vacation pay, no salary advances will be made.

D. Hours of Work
Full-time employees work a minimum of thirty-seven and one-half (37.5) hours per week.
Full-time employees are eligible for all benefits listed under “Employee Benefits.” Part-time
employees work less than thirty-seven and one-half (37.5) hours per week. Part-time
employees are not eligible for any benefits, except sick time based on the current New York
State Regulations Retirement (see Retirement) or as may be required by law.
Full-time employees are scheduled Monday through Friday 8:00 a.m. – 4 p.m. Employees
are given two (2) fifteen minutes breaks, one (1) in the a.m., and one (1) in the p.m. and all
full-time employees receive one (1/2) Half hour unpaid lunch break. Lunch and break
schedules will be determined by the Executive Director or designee. Work hours for parttime employees will be determined by the Executive Director or designee.

E. Overtime
Non-exempt employees, if required to work beyond thirty-seven and one half (37.5) hours in
one work week, will be given compensatory time for all hours worked between thirty-seven
and one half (37.5) hours and forty (40) hours. Non-exempt employees will be paid time and
one half their basic rate or be given compensatory time at time and one half for all hours
worked over forty (40) hours per work week. Compensatory time must be used in the week
in which overtime was completed. Prior authorization to work overtime must be obtained from
the Executive Director or designee in advance. While salaried exempt employees will not
receive overtime pay, their salary will not be docked for absences of less than a full day.

F. Employee Travel and Reimbursement
Employees will be reimbursed for reasonable expenses incurred in connection with approved
travel on behalf of the company.
Travelers seeking reimbursement should incur the lowest reasonable travel expenses and
exercise care to avoid the appearance of impropriety. If a circumstance arises that is not
specifically covered in the travel policies, the most conservative course of action should be
adopted.
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Travel for staff must be authorized in advance. Travelers should verify that planned travel is
eligible for reimbursement before making travel arrangements. Upon completion of the trip, and
within 30 days, the traveler must submit a Travel Reimbursement Form and supporting
documentation to obtain reimbursement of expenses.
Exempt employees will be paid their regular salary for weeks in which they travel. Nonexempt
employees will be paid for travel time in accordance with federal and state wage payment laws.

Section 6.

TIME OFF/LEAVES OF ABSENCE

A. Holiday Pay
There will be eleven (12) holidays observed and paid as follows:
New Year’s Day
Martin Luther King Day
Presidents Day
Memorial Day
4th Of July
Labor Day

Veterans Day
Thanksgiving
Day After Thanksgiving
Christmas
Two (2) Floating Holidays

Should a holiday fall on a weekend, the holiday will be observed on the work day closest to
the holiday.
Time off may be granted to employees who desire to observe a religious holiday that is not
recognized by the company.

B. Vacation
Paid Time Off:
It is the policy of the Agency to recognize the importance of paid time off to cover for
vacations, holidays and unexpected illnesses, absences and/or emergency personal days.
For these reasons, regular full-time employees will maintain vacation and sick time banks and
will begin to accumulate sick time from their date of employment with the Agency. Vacation
time is accrued at .2.885 hours per pay period for the first three years, 4.33 hours per pay
period from year 4 to 7 and 5.77 hours per pay prior year 8 and over.
Vacation Time:
Regular employees will begin accumulating vacation time from their date of employment.
Vacation days must be used in ½ day or full day increments and approved by management
in advance.
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Years of Service
0 to 3 Years
4 to 7 Years
8 and Over

Maximum Days
Earned Per Year
10 Days
15 Days
20 Days

Vacation Carry Over:
Employees may carry over a maximum of five (5) days of accrued unused vacation time into
the following calendar year, unless business demands require an exception to normal
practice. Such exceptions must be approved by the Executive Director.
To schedule vacation time, employees should submit a completed leave form to the supervisor
at least two weeks before the requested leave. Employees must ensure that they have enough
accrued leave available to cover the dates requested. Requests will be approved based on a
number of factors, including department operating and staffing requirements.
The supervisor should return the leave request to the employee within three business days of
the date it is submitted indicating that the request has been approved or denied. If the request
for vacation leave is denied, the supervisor should provide an appropriate reason on the form
returned to the employee.
Vacation will be paid at the employee’s base rate at the time the leave is taken. Vacation pay is
not included in overtime calculation and does not include any special forms of compensation
such as incentives, commissions, bonuses or shift differentials. If a holiday falls during the
employee’s vacation, the day will be charged to holiday pay rather than to vacation pay.
Leave taken beyond an employee’s available vacation balance may be unpaid unless otherwise
required under state or federal law.
If employment is terminated, accrued unused vacation leave earned through the last day of
active employment will be paid at the employee’s base rate of pay at termination. In the event of
the employee’s death, earned unused vacation time will be paid to the employee’s estate or
designated beneficiary.

C. Personal Time
The Agency provides three (3) days of personal leave per calendar year to all full‐time
employees. All personal leave is subject to prior approval by the supervisor and Executive
Director and must be requested in hourly increments. No personal leave benefits are paid
upon separation from employment with The Agency for any reason.

D. Sick Leave
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Full-Time employees will begin accruing sick time from their original date of hire on a monthly
basis. In order to qualify for the monthly accrual employees must have either worked or been
paid for all days through to and including the last work day of each month. Part-time
employees will accrue 1 (one) hour for every 30 (thirty) hours worked up to 40 hours.
Management reserves the right to require a doctor’s certificate of reason for being out of work
for absences greater than three consecutive days.
Days Earned Per Year
6 Days

Days Earned Per Month
0.5 Days

Sick days must be used in ½ days or full day increments. No monetary consideration
for accumulated sick leave will be given upon separation from employment.
Sick leave may be used for an employee's personal illness, well-care, and medical and dental
appointments. Sick leave may also be used for illness and well-care in an employee's
immediate family.
Sick leave may not be used before accrual. If sick leave is exhausted, any available vacation
hours will be used in its place. An employee who has a sick leave absence in excess of three
consecutive working days must present medical documentation for the absence. Employees are
not paid for unused sick leave upon termination of employment.

E. Family and Medical Leave Act
Upon hire, The Agency provides all new employees with notices required by the U.S.
Department of Labor (DOL) on Employee Rights and Responsibilities under the Family and
Medical Act . A copy of this can be found in the back of the Employee Handbook: Appendix “A”.
The function of this policy is to provide employees with a general description of their FMLA
rights. In the event of any conflict between this policy and the applicable law, employees will be
afforded all rights required by law.
If you have any questions, concerns or disputes with this policy, you must contact the
Operations Manager in writing or email.
General Provisions
Under this policy, The Agency will grant up to 12 weeks (or up to 26 weeks of military caregiver
leave to care for a covered service member with a serious injury or illness) during a 12-month
period to eligible employees. The leave may be paid, unpaid or a combination of paid and
unpaid leave, depending on the circumstances of the leave and as specified in this policy.
Eligibility
To qualify to take family or medical leave under this policy, the employee must meet the
following conditions:
•

The employee must have worked for the company for 12 months or 52 weeks which
need not have been consecutive. Separate periods of employment will be counted,
provided that the break in service does not exceed seven years. Separate periods of
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employment will be counted if the break in service exceeds seven years due to National
Guard or Reserve military service obligations or when there is a written agreement,
including a collective bargaining agreement, stating the employer’s intention to rehire the
employee after the service break. For eligibility purposes, an employee will be
considered to have been employed for an entire week even if the employee was on the
payroll for only part of a week or if the employee is on leave during the week.
•

The employee must have worked at least 1,250 hours during the 12-month period
immediately before the date when the leave is requested to commence. The principles
established under the Fair Labor Standards Act (FLSA) determine the number of hours
worked by an employee. The FLSA does not include time spent on paid or unpaid leave
as hours worked. Consequently, these hours of leave should not be counted in
determining the 1,250 hours eligibility test for an employee under FMLA.

•

The employee must work in a work site where 50 or more employees are employed by
the company within 75 miles of that office or work site. The distance is to be calculated
by using available transportation by the most direct route.

Type of Leave Covered
To qualify as FMLA leave under this policy, the employee must be taking leave for one of the
reasons listed below:
•

The birth of a child and in order to care for that child.

•

The placement of a child for adoption or foster care and to care for a newly placed child.

•

To care for a spouse, child or parent with a serious health condition (Under the FMLA, a
“spouse” means a husband or wife as defined under the law in the state where the
employee resides, including same-sex marriages in states that legally recognize such
civil unions).

•

The serious health condition (described below) of the employee.
An employee may take leave because of a serious health condition that makes the
employee unable to perform the functions of the employee's position.
A serious health condition is defined as a condition that requires inpatient care at a
hospital, hospice or residential medical care facility, including any period of incapacity or
any subsequent treatment in connection with such inpatient care or as a condition that
requires continuing care by a licensed health care provider.
This policy covers illnesses of a serious and long-term nature, resulting in recurring or
lengthy absences. Generally, a chronic or long-term health condition that would result in
a period of three consecutive days of incapacity with the first visit to the health care
provider within seven days of the onset of the incapacity and a second visit within 30
days of the incapacity would be considered a serious health condition. For chronic
conditions requiring periodic health care visits for treatment, such visits must take place
at least twice a year.
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Employees with questions about what illnesses are covered under this FMLA policy or
under the company's sick leave policy are encouraged to consult with the Human
Resource manager.
If an employee takes paid sick leave for a condition that progresses into a serious health
condition and the employee requests unpaid leave as provided under this policy, the
company may designate all or some portion of related leave taken as leave under this
policy, to the extent that the earlier leave meets the necessary qualifications.
•

Qualifying exigency leave for families of members of the National Guard or Reserves or
of a regular component of the Armed Forces when the covered military member is on
covered active duty or called to covered active duty.
An employee whose spouse, son, daughter or parent has been notified of an impending
call or order to covered active military duty or who is already on covered active duty may
take up to 12 weeks of leave for reasons related to or affected by the family member’s
call-up or service. The qualifying exigency must be one of the following: a) short-notice
deployment, b) military events and activities, c) child care and school activities, d)
financial and legal arrangements, e) counseling, f) rest and recuperation, g) postdeployment activities, and h) additional activities that arise out of active duty, provided
that the employer and employee agree, including agreement on timing and duration of
the leave.
Covered active duty means:
o In the case of a member of a regular component of the Armed Forces, duty
during the deployment of the member with the Armed Forces to a foreign
country.
o In the case of a member of a reserve component of the Armed Forces, duty
during the deployment of the member with the Armed Forces to a foreign country
under a call or order to active duty under a provision of law referred to in Title 10
U.S.C. §101(a)(13)(B).
The leave may commence as soon as the individual receives the call-up notice. (Son or
daughter for this type of FMLA leave is defined the same as for child for other types of
FMLA leave except that the person does not have to be a minor.) This type of leave
would be counted toward the employee’s 12-week maximum of FMLA leave in a 12month period.

•

Military caregiver leave (also known as covered service member leave) to care for an
injured or ill service member or veteran.
An employee whose son, daughter, parent or next of kin is a covered service member
may take up to 26 weeks in a single 12-month period to take care of leave to care for
that service member.
Next of kin is defined as the closest blood relative of the injured or recovering service
member.
The term covered service member means:
o A member of the Armed Forces (including a member of the National Guard or
Reserves) who is undergoing medical treatment, recuperation or therapy or is
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o

otherwise in outpatient status, or is otherwise on the temporary disability retired
list, for a serious injury or illness.
A veteran who is undergoing medical treatment, recuperation or therapy for a
serious injury or illness and who was a member of the Armed Forces (including a
member of the National Guard or Reserves) at any time during the period of five
years preceding the date on which the veteran undergoes that medical treatment,
recuperation or therapy.

The term serious injury or illness means:
o In the case of a member of the Armed Forces (including a member of the
National Guard or Reserves), an injury or illness that was incurred by the
member in line of duty on active duty in the Armed Forces (or that existed before
the beginning of the member’s active duty and was aggravated by service in line
of duty on active duty in the Armed Forces) and that may render the member
medically unfit to perform the duties of the member’s office, grade, rank or rating.
o In the case of a veteran who was a member of the Armed Forces (including a
member of the National Guard or Reserves) at any time during a period when the
person was a covered service member, a qualifying (as defined by the Secretary
of Labor) injury or illness that was incurred by the member in line of duty on an
active duty in the Armed Forces (or that existed before the beginning of the
member’s active duty and was aggravated by service in line of duty on active
duty in the Armed Forces) and that manifested itself before or after the member
became a veteran.
Amount of Leave
An eligible employee may take up to 12 weeks for the first five FMLA circumstances above
(under heading “Type of Leave Covered”) under this policy during any 12-month period. The
company will measure the 12-month period as a rolling 12-month period measured backward
from the date an employee uses any leave under this policy. Each time an employee takes
leave, the company will compute the amount of leave the employee has taken under this policy
in the last 12 months and subtract it from the 12 weeks of available leave, and the balance
remaining is the amount of time the employee is entitled to take at that time.
An eligible employee can take up to 26 weeks for the FMLA military caregiver leave
circumstance above during a single 12-month period. For this military caregiver leave, the
company will measure the 12-month period as a rolling 12-month period measured forward.
FMLA leave already taken for other FMLA circumstances will be deducted from the total of 26
weeks available.
If a husband and wife both work for the company and each wishes to take leave for the birth of a
child, adoption or placement of a child in foster care, or to care for a parent (but not a parent "inlaw") with a serious health condition, the husband and wife may only take a combined total of 12
weeks of leave. If a husband and wife both work for the company and each wishes to take leave
to care for a covered injured or ill service member, the husband and wife may only take a
combined total of 26 weeks of leave.

Employee Status and Benefits During Leave
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While an employee is on leave, the company will continue the employee's health benefits during
the leave period at the same level and under the same conditions as if the employee had
continued to work.
Employee Status After Leave
An employee who takes leave under this policy may be asked to provide a fitness for duty (FFD)
clearance from the health care provider.
Use of Paid and Unpaid Leave
All paid vacation, personal and sick leave runs concurrently with FMLA leave.
Disability leave for the birth of a child and for an employee's serious health condition, including
workers' compensation leave (to the extent that it qualifies), will be designated as FMLA leave
and will run concurrently with FMLA.
Intermittent Leave or a Reduced Work Schedule
The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently
(take a day periodically when needed over the year) or, under certain circumstances, may use
the leave to reduce the workweek or workday, resulting in a reduced-hour schedule. In all
cases, the leave may not exceed a total of 12 workweeks (or 26 workweeks to care for an
injured or ill service member over a 12-month period).
Certification for the Employee’s Serious Health Condition
The company will require certification for the employee’s serious health condition. The
employee must respond to such a request within 15 days of the request or provide a reasonable
explanation for the delay. Failure to provide certification may result in a denial of continuation of
leave.
Certification for the Family Member’s Serious Health Condition
The company will require certification for the family member’s serious health condition. The
employee must respond to such a request within 15 days of the request or provide a reasonable
explanation for the delay. Failure to provide certification may result in a denial of continuation of
leave.
Certification of Qualifying Exigency for Military Family Leave
The company will require certification of the qualifying exigency for military family leave. The
employee must respond to such a request within 15 days of the request or provide a reasonable
explanation for the delay. Failure to provide certification may result in a denial of continuation of
leave.
Certification for Serious Injury or Illness of Covered Service Member for Military Family
Leave
The company will require certification for the serious injury or illness of the covered service
member. The employee must respond to such a request within 15 days of the request or
provide a reasonable explanation for the delay. Failure to provide certification may result in a
denial of continuation of leave.
Recertification
The company may request recertification for the serious health condition of the employee or the
employee’s family member when circumstances have changed significantly, or if the employer
receives information casting doubt on the reason given for the absence, or if the employee
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seeks an extension of his or her leave. Otherwise, the company may request recertification for
the serious health condition of the employee or the employee’s family member every six months
in connection with an FMLA absence.
Procedure for Requesting FMLA Leave
All employees requesting FMLA leave must provide the Operations Manager with verbal or
written notice of the need for the leave. Within five business days after the employee has
provided this notice, the Operations Manager will provide the employee with the DOL Notice of
Eligibility and Rights.
When the need for the leave is foreseeable, the employee must provide the employer with at
least 30 days' notice. When an employee becomes aware of a need for FMLA leave less than
30 days in advance, the employee must provide notice of the need for the leave either the same
day or the next business day. To the extent possible, an estimated return to work date must be
provided. When the need for FMLA leave is not foreseeable, the employee must comply with
the company’s usual and customary notice and procedural requirements for requesting leave.
Designation of FMLA Leave
Within five business days after the employee has submitted the appropriate certification form,
the Operations Manager will provide the employee with a written response to the employee’s
request for FMLA leave.
Intent to Return to Work from FMLA Leave
The company may require an employee on FMLA leave to report periodically on the employee’s
status and intent to return to work.

F. Paid Family Leave Act
Upon hire, The Agency provides all new employees with notices required by the N.Y.
Department of Labor on Employee Rights and Responsibilities under the Paid Family Leave
Act. A copy of this can be found in the back of the Employee Handbook: Appendix “B”.
The function of this policy is to provide employees with a general description of their Paid Family
Leave (PFL) rights. In the event of any conflict between this policy and the applicable law,
employees will be afforded all rights required by law.
If you have any questions, concerns or disputes with this policy, you must contact the
Operations Manager in writing or email.
General Provisions
New York’s Paid Family Leave provides job-protected, paid time off for employees to bond with
a newly born, adopted or fostered child; care for a close relative with a serious health condition;
or assist with family situations when a family member is deployed abroad on active military
service.
Eligible employees can take Paid Family Leave for up to 10 weeks in 2019 and 2020, and 12
weeks in 2021 and 2022. Leave can be taken either all at once or in full-day increments.
Employees may take the maximum time-off benefit in any given 52-week period.
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Benefits are a percentage of the employee’s average weekly wage, capped at that same
percentage of the New York State Average Weekly Wage, as calculated annually by New York
State’s Department of Labor. These benefits are 55% of the employee’s average weekly wage
in 2019, 60% in 2020, and 67% in 2021 and 2022.
Paid Family Leave is funded through employee payroll contributions that are set each year to
match the cost of coverage. The rate of employee contributions is reviewed annually, and is
subject to change by New York State’s Department of Financial Services.
Eligibility
All eligible employees are entitled to participate in Paid Family Leave. Employees who work a
regular schedule of 20 or more hours per week are eligible after 26 consecutive weeks of
employment. Employees who work a regular schedule of less than 20 hours per week are
eligible after working 175 days, which need not need be consecutive. Employees are eligible
regardless of citizenship and/or immigration status.
Type of Leave Covered
To qualify as Paid Family Leave under this policy, the employee must be taking leave for one of
the reasons listed below:
• New Child: The employee can take Paid Family Leave during the first 12 months
following the birth, adoption, or fostering of a child. Expectant mothers cannot take Paid
Family Leave for their own pregnancy. Paid Family Leave for the birth of a child begins
after the birth. It is not available for prenatal conditions.
•

Serious Illness: The employee can take Paid Family leave to care for a close relative
with a serious health condition. These relatives can live outside of New York State and
even outside the country. An employee may not take Paid Family Leave for their own
health condition. A serious health condition is an illness, injury, impairment, or physical
or mental condition that involves: Inpatient care in a hospital, hospice, or residential
health care facility, or Continuing treatment or continuing supervision by a health care
provider. A close relative includes: spouse, domestic partner, child and stepchild, parent
and stepparent, parent-in-law, grandparent, grandchild.

•

Military Active Service Deployment: The employee can take Paid Family Leave to assist
with family situations arising when their spouse, domestic partner, child, or parent is
deployed abroad on active military service or has been notified of an impending military
deployment abroad. An employee may not take Paid Family Leave for their own
qualifying military event.

Employee Rights and Protections
• The employee has job protection ensuring they may return to the same job, or a
comparable one, upon return from PFL.
• The employee may continue health insurance while on leave; however, employees are
responsible for continuing to contribute to health care premiums while on Paid Family
Leave. An employee who does not continue the pre-existing premium contributions will
risk cancellation of health care coverage during their leave period.
• The Agency is prohibited from discriminating or retaliating against employees for
requesting or taking Paid Family Leave.
• The employee does not have to take all of their sick and/or vacation time before using
Paid Family Leave.
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Procedure for Requesting PFL
All employees requesting PFL must provide the Operations manager with verbal or written
notice of the need for the leave. When the need for the leave is foreseeable, the employee must
provide the employer with at least 30 days' notice. When an employee becomes aware of a
need for PFL leave less than 30 days in advance, the employee must provide notice of the need
for the leave either the same day or the next business day. To the extent possible, an estimated
return to work date must be provided. When the need for PFL leave is not foreseeable, the
employee must comply with the company’s usual and customary notice and procedural
requirements for requesting leave.
The employee should then take the following steps:
1. Obtain the required forms from the Operations Manager or online at
ny.gov/PaidFamilyLeave. The Operations Manager must complete the employer
section of the form and return it to the employee within three business days. If the
Operations Manager fails to respond within three days, the employee may proceed
to the next step and submit all materials directly to the Agency’s Paid Family Leave
insurance carrier.
2. Obtain and attach specific supporting documentation or additional forms required for
each type of leave as described on the request for Paid Family Leave and at
ny.gov/PaidFamilyLeaveApply.
3. Submit request forms and supporting documentation to the Agency’s Paid Family
Leave insurance carrier. The employee may submit their claim before or within 30
days after the start of leave. The insurance carrier must pay or deny the request
within 18 calendar days of receiving the completed forms.
Waiver
An employee may opt out of Paid Family Leave if they do not expect to work for the Agency for
the minimum amount of time required for eligibility. If the employee meets this criteria and
wishes to opt out, they should complete a Paid Family Leave Waiver. A waiver of family leave
benefits may be filed when:
• An employee’s schedule is 20 hours or more per week, but will not work 26
consecutive weeks; or
• Schedule is less than 20 hours per week and will not work 175 days in a 52
consecutive week period.
The Agency will keep completed waivers on file. A waiver will be automatically revoked if the
employee’s schedule changes. It can be voluntarily revoked by the employee at any time.
Discrimination Complaints
Employees are protected from discrimination and retaliation for requesting or taking Paid Family
Leave.
If employment is terminated, and/or benefits are reduced, or the employee is disciplined in any
way as a result of requesting or taking Paid Family Leave, the employee has a right to send the
Operations Manager a formal request for job reinstatement using the Formal Request For
Reinstatement Regarding Paid Family Leave (Form PFL-DC-119), which can be found in the
forms section of ny.gov/PaidFamilyLeave. File the completed form with the Agency and send a
copy to:
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Paid Family Leave
P. O. Box 9030
Endicott, NY 13761-9030
If the Agency fails to comply with the request for reinstatement within 30 days, the employee
may file a Paid Family Leave discrimination complaint with the Workers’ Compensation Board
using Paid Family Leave Discrimination Complaint (Form PFL-DC-120), which is also available
on the Paid Family Leave website. Once the complaint is received, the Board will assemble a
case and schedule a preliminary hearing in front of a Workers’ Compensation Law Judge.

G. Coordination of Leave Benefits
Paid Family Leave will work in conjunction with several other benefits. PFL will coincide with
FMLA where eligibility overlaps. PFL benefits are paid in daily increments, whereas FMLA can
be in hourly increments. An employee cannot receive disability and PFL benefits at the same
time. Additionally, the total amount of disability and PFL benefits employees receive cannot
total more than 26 weeks in a 52 week period.

H. Personal Leave of Absence
Employees who require time off in addition to vacation may request a personal leave of absence
without pay for up to a maximum of 30 days. An extension may be approved in limited
circumstances.
All regular employees employed for a minimum of 90 days are eligible to apply for an unpaid
personal leave of absence. Job performance, absenteeism and departmental requirements will
all be taken into consideration before a request is approved.
Please contact the Operations Manager for more information on request procedures.
The employee must return to work on the scheduled return date or be considered to have
voluntarily resigned from his or her employment. Extensions of leave will only be considered on
a case-by-case basis.

I. Bereavement Leave
An employee who wishes to take time off due to the death of an immediate family member
should notify his or her supervisor immediately.
Bereavement leave will be granted unless there are unusual business needs or staffing
requirements.
Paid bereavement leave is granted according to the following schedule:
•

Employees are allowed five days of paid leave in the event of the death of the
employee’s spouse, child, father, father-in-law, mother, mother-in-law, brother, sister,
stepfather, stepmother, stepbrother, stepsister, stepson or stepdaughter.
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•

Employees are allowed three days of paid leave in the event of death of the employee’s
brother-in-law, sister-in-law, son-in-law, daughter-in-law, aunt, uncle, grandparent,
grandchild or spouse's grandparent.

•

Employees are allowed up to four hours of bereavement leave to attend the funeral of an
employee or retiree of the company.

J. Jury Duty
Upon receipt of notification from the state or federal courts of an obligation to serve on a jury,
employees must notify their supervisor and provide him/her with a copy of the jury summons.
The company will pay regular full-time and regular part-time employees for time off for jury duty
up to one week of pay.

K. Voting Leave
Voting Time
All employees should be able to vote either before or after regularly assigned work hours.
However, when this is not possible due to work schedules, employees will receive up to three
hours during the work day to vote. Time off for voting should be reported and coded
appropriately on timekeeping records.
Election Leave
Employees who are chosen to serve as election officials at polling sites will be permitted to take
required time off to serve in this capacity. It is incumbent on employees who are chosen to act
as election officials to notify their manager a minimum of seven days in advance of their need
for time off in order to accommodate the necessary rescheduling of work periods. Time engaged
as an election official should be reported and coded appropriately on timekeeping records.

L. Military Leave of Absence
The Agency is committed to protecting the job rights of employees absent on military leave. In
accordance with federal and state law, it is the company’s policy that no employee or
prospective employee will be subjected to any form of discrimination on the basis of that
person's membership in or obligation to perform service for any of the Uniformed Services of the
United States. Specifically, no person will be denied employment, reemployment, promotion or
other benefit of employment on the basis of such membership. Furthermore, no person will be
subjected to retaliation or adverse employment action because such person has exercised his
or her rights under applicable law or company policy. If any employee believes that he or she
has been subjected to discrimination in violation of company policy, the employee should
immediately contact the Operations Manager.
Employees taking part in a variety of military duties are eligible for benefits under this policy.
Such military duties include leaves of absence taken by members of the uniformed services,
including Reservists and National Guard members, for training, periods of active military service
and funeral honors duty, as well as time spent being examined to determine fitness to perform
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such service. Subject to certain exceptions under the applicable laws, these benefits are
generally limited to five years of leave of absence.
Employees requesting leave for military duty should contact the Operations Manager to request
leave as soon as they are aware of the need for leave.

M. Lactation/Breastfeeding
For up to one year after a child’s birth, any employee who is breastfeeding her child will be
provided reasonable break times as needed to express breast milk for her baby. The Agency
has designated a room location for this purpose. A small refrigerator reserved for the specific
storage of breast milk is available. Any breast milk stored in the refrigerator must be labeled with
the name of the employee and the date of expressing the breast milk. Any nonconforming
products stored in the refrigerator may be disposed of. Employees storing milk in the refrigerator
assume all responsibility for the safety of the milk and the risk of harm for any reason, including
improper storage or refrigeration and tampering. Employees who work off-site or in other
locations will be accommodated with a private area as necessary.

Section 7.

BENEFITS

A. Legislated Benefits
Federal and State laws legislate that payments be made in varying proportions by the employer
and the employee to the Government for certain employee benefit programs. Following are
those benefits legislated for employees in the State of New York. They may vary from state to
state.
Social Security:
Employees and the Agency are required to contribute toward federal Social Security benefits
from the first day of employment. The amount deducted from employees’ wages is deducted
automatically, and the rate is established by law. Social Security provides retirement income,
disability, death and retirement health care. Booklets explaining these details in full are available
at your nearest Social Security office.
15 Henry Street
Binghamton, NY 13901-2723
Phone: (607) 773-2884
Workers’ Compensation:
The Agency pays Workers’ Compensation Insurance so that employees who suffer from workrelated injuries or disease resulting from their employment at the Agency and are temporarily
unable to continue their responsibilities at the Agency receive benefits that are governed by state
law. Questions concerning these benefits should be directed to your immediate supervisor or
the State Workers’ Compensation Appeals Board.
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State Office Building
44 Hawley Street
Binghamton, NY 13901
Phone: (866) 802-3604
State Disability Insurance:
The State of New York requires that employees who are temporarily disabled because of non
work-related disability obtain certain benefits. Required disability benefits provide qualified
employees with partial income replacement for a prescribed maximum period of disability and
this benefit is funded by the Agency. Descriptive brochures of the plan and benefit provisions
are available through your doctor or the New York State Labor Department office.
State Office Building
44 Hawley Street
Binghamton, NY 13901
Phone: (607) 721-8356
Unemployment Insurance:
Employees may be eligible for unemployment benefits through the New York State
Unemployment Office upon termination of service with the Agency depending on State law and
circumstances connected with termination. This benefit is paid entirely by the Agency.
1-888-209-8124

B. Employer Sponsored Benefits
Health Insurance:
Health insurance, including dental and vision coverage is available for regular full-time
employees the first day of hire with the Agency. See Summary Plan Description for further
information.
Life Insurance:
Participation is open to all full-time employees. Individual life insurance is provided for
employees at two and one half (2 ½) times the employee’s annual salary to a maximum of
$300,000. Employees may elect to purchase spouse/dependent children coverage at their
own cost. See Summary Plan Description for further information.
Retirement Benefits:
401(k) Savings Plan:
The Plan is a defined contribution plan provided through NBT Bank. All regular full-time
employees and part-time employees are eligible and vested from the first day of employment.
For each “Plan Year”, the Agency will contribute to the Plan an amount equal to 6.00% of each
participant’s total annual earnings. Participants may also elect to make pre-tax contributions
(subject to limitations established by the IRS) to the Plan. For each “Plan Year”, the Agency will
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contribute to the Plan an amount equal to 100% of each participant’s pre-tax contribution up to
2.00%.

Short-Term Disability (STD) & Long-Term Disability Supplements (LTD):
Regular full-time employees are provided supplemental disability coverage in addition to the
benefits defined in the Worker’s Compensation Law. Subject to a 30-day elimination period and
approval by the insurer, STD pays up to 60% of weekly earnings, less other income replacement
such as the State mandated Workers’ Compensation benefits for a maximum period of eight (8)
weeks. If continuously disabled, LTD benefits will be payable up to 60% of gross monthly
earnings, less any other replacement income received. Insurance premiums are paid by the
Agency. See Summary Plan Description for further information.
The Agency will contribute its required share of health insurance benefits for a maximum period
of twelve (12) weeks from the last day worked for regular full-time employees receiving Workers’
Compensation Insurance and/or STD benefits.
Flexible Benefit Plan:
Participation is open to all regular full time employees. The Flexible Benefit Plan is designed to
qualify as a cafeteria plan within the meaning of section one hundred twenty-five of the Internal
Revenue Code of 1986, as amended, in order that benefits which the employee elects to receive
under the Plan may be included or excluded from the employee’s income under section one
hundred twenty-five (a) and other applicable sections of the Internal Revenue Code of 1986, as
amended. See Summary Plan Description for further information. For more information
regarding benefits programs, please refer to the company Summary Plan Descriptions, which
were provided to employees upon hire, or contact the Operations Manager.

C. Same-Sex Marriages, Civil Unions and Domestic Partners
Same-sex marriages/Civil Unions are persons who:
• Are at least 18 years of age and of the same biological gender
• Have participated in a legally recognized marriage or civil union ceremony in a state
which legally allows and recognizes same-sex marriages/civil unions.
Domestic partners are persons who:
• Are at least 18 years of age.
• Are not legally married to any person and are not related in any way that would prohibit
marriage in the company’s state of operation.
• Share permanent residence.
Domestic partners must have two of the following:
• Joint lease, mortgage or deed.
• Joint ownership of a vehicle.
• Joint ownership of a checking account or credit account.
• Designation of the domestic partner as beneficiary for the employee’s life insurance or
retirement benefits.
• Shared household expenses.
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Company registration of a domestic partnership will be required for coverage under company
benefits.
• An employee who wishes to register a domestic partnership must contact the Operations
Manager for information and the registration form. Upon receipt of a properly completed
form, the department will consider the partnership registered as of the date on the form’s
signature line.
• Children of domestic partners are eligible for benefits under the same conditions as are
the children of employees’ legal spouses.
• Enrollment of domestic partners and eligible dependent children is subject to the same
rules as enrollment of other dependents.
• Domestic partners and their enrolled dependents receive the same or equivalent
benefits as spouses, and their enrolled dependents receive group continuation health
coverage through COBRA and/or individual conversion.
• An employee may terminate a domestic partnership by notifying the Operations Manager
in writing of the termination of the domestic partnership within 30 days of its termination.
The tax consequences of a domestic partnership are the responsibility of the employee. The
value of benefits provided to an employee’s domestic partner (and to the domestic partner’s
eligible children, if any) is considered part of the employee’s taxable income, unless the
employee’s domestic partner qualifies as a dependent under Section 152 of the Internal
Revenue Code.
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Section 8.

OFFICE PROCEDURES

A. Absences
Whenever employees are absent for whatever reason, they must notify the Agency office by
9:00 a.m.; explaining the reason for the absence and giving the expected day of return. The
Operations Manager maintains a permanent record of all absences, including personal time,
personal leaves of absence, vacation and jury duty. It is the responsibility of the employee to
make certain the Operations Manager is informed and has accurate information.

B. Mail
The person responsible for distribution of mail is expected to be knowledgeable concerning
the most efficient and cost effective use of mail services.
Postage is the same as money which is a budget item for which employees are accountable.
Judgment by employees should be used in determining method of mailing. Personal items
are not to be run through the postage meter.

C. Filing
Since office files are for the general use of all employees, a complete and adequate system
must be maintained. All filing should be in accordance with standard procedures in order to
make records readily available, meaning alphabetical, numerical, or chronological ordering
as appropriate for the material being filed.

D. Use of Telephones
In answering the telephone, each employee should bear in mind that he or she can make a
friend for the Agency or lose one each time a call is made. It is necessary that every courtesy
be shown to the person at the other end. Long distance calls add to the cost of doing
business, and while necessary, should be held to a minimum.

E. Leaving the Office
When a staff member is carrying out assigned duties outside the office, he or she must make
sure that another member of the staff knows of the absence, the destination, and the
approximate time of return.

F. Noise
Every bit of noise, no matter what the source, adds to confusion and to that extent decreases
good work and efficiency. Please therefore, avoid any unnecessary noises or loud talking.
This is particularly important when there are visitors in the office or when someone is
telephoning.
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G. Signature
Every letter leaving the Agency office requiring the signature of an officer or committee
chairman or any other person, must be cleared with the signatory before it leaves the office.
If the signatory cannot be reached, only the Executive Director can decide whether or not the
letter may go.

H. Staff Meetings
All staff will attend regular staff meetings.

I. Housekeeping
Offices should be kept neat and orderly at all times. Tops of desks, files and bookcases
should be kept clear of unnecessary items. Desks should be cleared at the end of the day.

J. Purchasing of Supplies and Equipment
The purchasing of all supplies and equipment will be made by the Administrative Assistant or
the Operations Manager. No purchase will be made for any purpose which is not authorized
in the budget unless prior approval is obtained from the Executive Director. Judicious use of
office supplies is expected.

K. Request for Advance Funds
A request for the amount required should be approved by the Executive Director at least one
(1) week in advance of the trip. All expenses must be accounted for within three (3) working
days after return from a trip.

L. Petty Cash
A small amount of petty cash is kept in the office for expenses such as paper towels, coffee,
etc. All expenses out of this fund must be accounted for with a receipt. Receipts must be
turned in immediately after purchase with signature and budget line item indicated.

M. Handling Finances
All funds received by the Agency, whether cash or check, will be directed immediately to the
Operations Manager.

N. Paying Invoices
The Agency seeks to maintain its credit standing at the very highest level at all times. This
can be accomplished by the prompt paying of its bills. Staff members should see that all bills
are promptly delivered to the Operations Manager.
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O. Meeting Minutes
It is required that adequate minutes be kept of all official meetings of the Agency’s
Committees and Board of Directors.
Minutes should record date, place of meeting and the names of those present and absent.
Minutes should be brief, but full enough to make clear the subject matter discussed and what
disposition was made of it. In each case, action items must be clearly shown. Minutes are
distributed to all committee members in a timely fashion as well as being posted on the
Agency’s website.

P. Cooperation of Employees
The Agency is by its nature an example of teamwork. A high degree of teamwork is necessary
at the staff level. Employees having a slack period are expected to offer their assistance to
others when needed. In turn, any employee confronted with an emergency assignment can
expect cooperation from other employees.

Q. Service
Pleasant and courteous treatment of callers, together with prompt and intelligent service are
required of all persons employed by the Agency. Abrupt or discourteous actions in dealing
with the public or in answering inquiries by telephone will be considered a serious violation of
organization policy.

R. Names
Few things disturb people more than to have their names misspelled or their titles inaccurately
given. Everyone should check with utmost care the exact spelling, initials, and titles for all
correspondence and records. Nicknames are not to be used in official correspondence.

S. Publicity
A continuous, never-ending function of the Agency is to educate and inform the public as to
the goals and accomplishments of the Agency. Community acceptance and support are vital
to the success of the Agency program. Therefore, it is not only important for the Agency to
do a good job, but to tell others when we do.

T. Job Descriptions
Each job classification has a job title, written description and corresponding wage and salary
range. The description is intended to reflect and define the significant and essential
assignments or to infer that you will not be required and expected to perform other duties not
specifically mentioned. You are encouraged to examine and familiarize yourself with the job
description for your jobs.
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U. Further Information
If you have a question that is not answered by this handbook or if you would like further
information, always feel free to speak with the Executive Director who can best answer your
questions, provide you with further information or direct you to someone who can.
Communication and mutual understanding are an important aspect of any business. The
Agency encourages you to communicate your feelings, concerns, and ideas about its
operations

Section 9. CHANGES OR MODIFICATIONS
It may become necessary to revise Agency policies, practices and procedures in order to
meet the needs of the Agency, its employees. The Agency reserves the right to interpret,
change, modify or rescind any portion of this handbook, including all policies, practices or
benefit plans described herein without notice. Any additions or changes to the handbook will
be made available for employees. It is each employee’s responsibility to keep their handbook
updated.
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Employee Handbook Acknowledgment and Receipt
I have received my copy of the Employee Handbook.
The employee handbook describes important information about The Agency and I understand that I
should consult my manager of Operations Manager regarding any questions not answered in the
handbook. I have entered into my employment relationship with The Agency voluntarily and acknowledge
that there is no specified length of employment. Accordingly, either I or The Agency can terminate the
relationship at will, with or without cause, at any time, so long as there is not violation of applicable federal
or state law.
I understand and agree that, other than the Board of Directors, no manager, supervisor or representative
of The Agency has any authority to enter into any agreement for employment other than at will; only the
Board of Directors of the organization has the authority to make any such agreement and then only in
writing signed by the Chairman of the Board or a designate of the Board (e.g. Executive Director).
This handbook and the policies and procedures contained herein supersede any and all prior practices,
oral or written representations, or statements regarding the terms and conditions of my employment with
The Agency. By distributing this handbook, the company expressly revokes any and all previous policies
and procedures that are inconsistent with those contained herein.
I understand that, except for employment-at-will status, any and all policies and practices may be
changed at any time by The Agency and the company reserves the right to change my hours, wages and
working conditions at any time. All such changes will be communicated through official notices, and I
understand that revised information may supersede, modify or eliminate existing policies. Only the Board
of Directors has the ability to adopt any revisions to the policies in this handbook.
I understand and agree that nothing in the Employee Handbook creates, or is intended to create, a
promise or representation of continued employment and that employment at The Agency is
employment at will, which may be terminated at the will of either The Agency or myself.
Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal
document. I understand and agree that employment and compensation may be terminated with or
without cause and with or without notice at any time by The Agency or myself.
I have received the handbook, and I understand that it is my responsibility to read and comply with the
policies contained in this handbook and any revisions made to it.
________________________________________
Employee's Signature
________________________________________
Employee's Name (Print)
____________________
Date
TO BE PLACED IN EMPLOYEE'S PERSONNEL FILE
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Dispute Resolution Request
TO:

Executive Director

The following is a statement of my grievance, which I hereby request to be reviewed:
Name: _____________________________ Department: ______________________
Immediate Supervisor: __________________________

Today’s Date: _________

The reason for my grievance is as follows (use separate sheet if necessary and be specific):
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
I discussed this grievance with (supervisor, person grievance is on, etc.). The response was
as follows:
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
I believe this response was incorrect for the following reasons: _______________________
_________________________________________________________________________
_________________________________________________________________________
I believe the appropriate resolution of my grievance would be: _______________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
Employee Signature ________________________

For Personnel Use:

Received: ________________

Resolution: _______________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
Personnel ____________________________
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Date: ____________________

Accident/Incident Report Form
Date of incident: _______________ Time: ________ AM/PM
Name of injured person:
Address:
Phone Number(s):
Date of birth: ________________

Male ______ Female _______

Who was injured person? (circle one)

Passenger

Employee

Type of injury:
Details of incident:

Injury requires physician/hospital visit?

Yes ___

No _____

Name of physician/hospital:
Address:
Physician/hospital phone number:

Signature of injured party _______________________________________________________
Date
*No medical attention was desired and/or required.

Signature of injured party

Date

Return this form to Operations Manager within 24 hours of incident.
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Harassment Complaint Form
Complainant Information
Name: ____________________________ Job Title: _________________________________
Email: _____________________________
Preferred Communication Method:

Email

Phone

In Person

Supervisory Information
Immediate Supervisor’s Name: __________________________________
Job Title: __________________________________

Complaint Information
Your complaint about harassment is made about:
Name: ____________________________ Job Title: _________________________________
Relationship to you:

Supervisor Subordinate Co-worker Other

Please describe what happened and how it is affecting you and your work. Please use
additional sheets of paper if necessary and attach any relevant documents or evidence.
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
Dates harassment occurred: _____________________________________________________
Is the harassment continuing:

Yes

No

Please list the names and contact information of any witnesses or individuals who may have
information related to your complaint: ______________________________________________
[The last question is optional but may help the investigation]
Have you previously complained or provided information (verbal or written) about related
incidents? If yes, when and to whom did you complain and provide information?
____________________________________________________________________________
If you have retained legal counsel and would like us to work with them, please provide their
contact information. ____________________________________________________________

Signature: _______________________________
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Date: __________________

Appendix “A”
Employee Rights
Under the Family and Medical Leave Act
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Appendix “B”
Information for Employees
Paid Family Leave
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Broome County Industrial Development Agency
Telecommuting Policy and Procedure
Objective
Telecommuting allows employees to work at home for all or part of their workweek based on
both the needs of the employee and the BCIDA. The Broome County Industrial Development
Agency considers telecommuting to be a viable, flexible work option when both the employee
and the BCIDA deem it necessary. Telecommuting may be appropriate for some employees
and jobs but not for others. Telecommuting is not an entitlement, it is not a companywide
benefit, but is a benefit offered on a case by case basis to accommodate the needs of both the
employee and employer. This in no way changes the terms and conditions of employment with
Broome County Industrial Development Agency.
Procedures
Telecommuting can be informal, such as working from home for a short period of time, or a
formal, set schedule of working away from the office as described below. Either an employee or
a supervisor can suggest telecommuting as a possible work arrangement.
Any telecommuting arrangement made will be on a trial basis for the first three months and may
be discontinued at will and at any time at the request of either the telecommuter or the
organization. Every effort will be made to provide a two week notice of such a change to
accommodate commuting, child care and other issues that may arise from the termination of a
telecommuting arrangement. There may be instances, however, when no notice is possible.

Ad Hoc Arrangements
Temporary telecommuting arrangements may be approved for circumstances such as inclement
weather, unexpected circumstances including, but not limited to child care issues, children’s
illness, transportation issues, short term family assistance, timing and location of meetings, etc.
These arrangements are approved on an as-needed basis only, with no expectation of ongoing
continuance.
Other informal, short-term arrangements may be made for employees on family or medical
leave to the extent practical for the employee and the organization and with the consent of the
employee’s health care provider, if appropriate.
All informal telecommuting arrangements are made on a case-by-case basis, focusing first on
the business needs of the organization.

1

Eligibility
Individuals requesting formal telecommuting arrangements must be employed with The Broome
County Industrial Development Agency for a minimum of 12 months of continuous, regular
employment and must have a satisfactory performance record. This can be waived under
certain circumstances and must approved by your immediate Supervisor.

Security
Consistent with the organization’s expectations of information security for employees working at
the office, telecommuting employees will be expected to ensure the protection of proprietary
company and customer information accessible from their home office. Steps include the use of
locked file cabinets and desks, regular password maintenance, and any other measures
appropriate for the job and the environment.

Safety
Employees are expected to maintain their home workspace in a safe manner, free from safety
hazards. Broome County Industrial Development Agency will provide each telecommuter with a
safety checklist that must be completed at least twice per year. Injuries sustained by the
employee in a home office location and in conjunction with his or her regular work duties are
normally covered by the company’s workers’ compensation policy. Telecommuting employees
are responsible for notifying the employer of such injuries as soon as practicable. The employee
is liable for any injuries sustained by visitors to his or her home worksite.
Telecommuting is not designed to be a replacement for appropriate child care. Although an
individual employee’s schedule may be modified to accommodate child care needs, the focus of
the arrangement must remain on job performance and meeting business demands. Prospective
telecommuters are encouraged to discuss expectations of telecommuting with family members
prior to entering a trial period.

Time Worked
Telecommuting employees who are not exempt from the overtime requirements of the Fair
Labor Standards Act will be required to accurately record all hours worked using The Broome
County Industrial Development Agency’s timesheets. Hours worked in excess of those
scheduled per day and per workweek require the advance approval of the telecommuter’s
supervisor. Failure to comply with this requirement may result in the immediate termination of
the telecommuting agreement.
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