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TI TLE 192 — NEBRASKA ADM NI STRATI VE CODE NEBRASKA COW SSI ON FOR
THE BLI ND AND VI SUALLY | MPAI RED

CHAPTER 4 - WORKPLACE POLI CI ES

001. Coverage.

001. 01. Col | ective Bargaining Agreenents.
Commi ssion enployees included in collective bargaining

units may have provisions that differ from those in this
rule covering salary, benefits and other terns and
conditions of enploynent. In cases where there is a
di screpancy, the collective bargai ning agreenent prevails.
Both the Nebraska Commi ssion for the Blind and Visually
Impaired (NCBVI) Personnel Oficer and Business Mnager
have a |listing of which positions are covered by a
col | ective bargaining agreenent.

001. 01A. Enployees in bargaining units represented by
t he Nebraska Association of Public Enployees, Local 61
of the Anerican Federation of State, County and
Muni ci pal Enpl oyees (NAPE/ AFSCME) are covered by these
rul es except as specifically covered by the applicable
NAPE/ AFSCVE contract with the State of Nebraska.



001. 02. Nebr aska Departnent of Adm nistrative Services

Rul es and Regul ati ons.
Supervi sors and ot her exenpt Conm ssion enpl oyees, except

t hose whose positions are created as discretionary pursuant
to Nebraska Revised Statute 71-8605, are covered by the
Nebraska Cl assified System Personnel Rul es and Regul ati ons
(Personnel Rules). If there is any discrepancy, the
Personnel Rules prevail for those enpl oyees. Enpl oyees
subject to the Personnel Rules are covered by these rules
except where | anguage therein applies.

001. 03. Conmi ssion Rul es and Polici es.

These rul es shall not be construed as |imting, in any way,
the power and authority of the Conm ssion to nake policies
governi ng the conduct of NCBVI enployees and the

per formance of Comm ssion functions, provided that such
policies shall be consistent with, and Iimted by, the
provi sions of these rules and any coll ective bargai ni ng
agreenments or Personnel Rules, which supersede al
Conmi ssi on policies.

001. 04. Avai |l ability and Responsibility.
Each enpl oyee has the right to exam ne these rules. Copies

are available for exam nation in the Personnel Ofice (in
print, Braille, disk, and cassette tape formats) and posted
on the NCBVI website (www. ncbvi.state.ne.us). It is the
responsibility of all NCBVI enpl oyees to know and
understand the rules, regulations, and internal processes
applicable to their work, including these rules, Personne
Rul es, and the applicabl e NAPE/ AFSCVE | abor contract.

Definitions.

002. 01. Conmi ssion shall nean the Nebraska Conmm ssion for
the Blind and Visually Inpaired also referred to as NCBV
(Nebraska Revised Statutes 71-8603).

002. 02. Enpl oyee shall nmean any person who works for the



Nebraska Commi ssion for the Blind and Visually Inpaired and
receives a state paynent warrant.

002. 03. Director shall mean the Executive Director of the
Nebraska Comm ssion for the Blind and Visually Inpaired.

002. 04. Busi ness Manager shall nean the Business Manager
of the Nebraska Commission for the Blind and Visually
| mpai r ed.

002. 05. Per sonnel Oficer shal | mean the Per sonnel
Oficer of the Nebraska Commssion for the Blind and
Vi sual Iy | npaired.

002. 06. Consuner/blind consuner shall nmean a person
having sight that is so defective as to seriously limt his
or her ability to engage in the ordinary vocations and
activities of |life (Nebraska Revised Statute 71-8603).

002. 07. Custoner shall mean a person, organization, or
entity with whom the Comm ssion is engaged, including but
not limted to clients, policy-nakers, public and private

entities and organi zations, and the public at |arge.
M SSI ON  AND CULTURE

003. 01. M ssi on:
Enmpowering blind individuals, pronoting opportunities, and
buil ding belief in the blind.

003. 01A. NCBVI provides services enabling blind
persons to achi eve education or training, engage in

t he workforce, elimnate dependence on public support,
and to be able to |ive independently, fully
participating in all facets of life.

003.01B. Qur primary principle is the concept that
vision |oss alone does not prevent people from



achi eving personal goals and anbitions. To acconplish
full participation in life, persons wth visual
i mpairments need to develop a positive understanding
of blindness, gain confidence in their abilities, and
learn the skills needed to function non-visually.
Enpl oyers, educators, famly nenbers, and the public
in general require education & information to
under stand how tasks are done w thout vision in order
to elimnate the attitudinal barriers that prevent
bl i nd persons from achieving their goals.

003. 02. Culture Principles:

003. 02A. Comuni cati on. Conmuni cati on means keeping
people inforned; |istening actively; being open and
accessi ble; and ensuring we are accurate, tinmely, and
conplete in all we say and wite. Bl i nd consuners,
the people we work with and the public, should be able
to perceive us as open and honest in our

communi cation, believe that we hear and understand
what they say, and consider us as a source of valid
and reliable information that is easily accessible.

003.02B. Cooperation, Flexibility and Adaptability.
Cooperation neans a willingness to work with others in
good faith; assisting them and accepting assistance
fromthem Blind consuners and other people we work
with join us in seeking solutions and inprovenents.

003.02C. Col |l aboration and Teamaor k. Col | abor ati on
nmeans a wllingness and ability to work together wth
others as equals in the pursuit of commobn goals. Qur
consuners and the people we work with trust that we
will work with them as partners in the pursuit of
common goal s.
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003.02D. Custoner Service. Custoner  Service neans
responding to our custoners in a respectful, tinely,
and effective nmanner. Qur customers know we value
them their needs, and their perspectives.

003. 02E. Confidence (Job Know edge and Productivity).

Confi dence neans reliance on us to do our jobs

effectively and efficiently with integrity and fairness.
We do our jobs with commtnent, prof essi onal i sm
efficiency, and through accountabl e progr ans and

accurate systens.
CODE OF CONDUCT..

004.01. Servi ce/ Prof essi onal Conduct.

Comm ssi on enpl oyees Wil | i mpl enment al | rol es,
rel ati onships, and responsibilities of enploynent in a
prof essi onal manner. Al'l persons are entitled to expect

NCBVI enpl oyees to be honest, trustworthy and respectful
and to take responsibility for upholding these standards of
behavi or. Conm ssion enpl oyees neasure their actions using
t hese standards:

004. 01A. Conmi ssion enployees shall maintain
prof essi onal st andards:

004. 01A1. Conmission enployees wll denonstrate
only  proper and unbiased invol venent W th
clients. Personal relationships that conflict

with the professional judgnent and interests of
t he Commi ssion or the client are prohibited.

004. 01A2. Conmi ssion enployees’ workplaces wll
portray professional standards.
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004. 01A3. Conmi ssi on enpl oyees wi || mai ntai n
constructive oral and witten communication wth
consuners, the public, other professionals and other
staff.

004. 01A4. Conmi ssion enployees will work to achieve
and mai ntain proficiency at assigned duti es.

004.01B. Conmi ssion enpl oyees shall uphold the
hi ghest | evel of integrity and inpartiality:

004.01B1. Comm ssion enployees wll ensure that
personal relationships do not influence professional
deci si ons, and avoid even the appearance of
I mpropriety, bias, or conflict of interest.

004.01B2. Comm ssion enployees wll I medi atel y
report to supervisors any situation where a conflict
of interest could be perceived.

004. 01B3. Conmi ssion enployees wll abide by state
and federal laws and by the rules and regulations
that cover their enploynent.

004. 01B4. Comm ssi on enpl oyees wi || I mredi atel y
report to supervisors any information that could
I npact an individual case, contract, or other
Conm ssi on busi ness.

004.01B5. Conmmi ssion enployees w ll wunderstand that
all work products developed on work tinme belong to
the Conmission, and wll not accept any outside
financial gain or benefit.

004. 02. Expectati ons of Enpl oyee Attendance.
Absent eei sm and | ateness detract from our ability to carry

out the mssion and cause an undue burden, as well as
norale issues, for those enployees who nust fill in for
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absent or tardy enpl oyees. Regul ar, predictable attendance
is an essential function of each job in the Conm ssion.
Each enployee has the responsibility to report to work
pronptly, as schedul ed. Tardi ness and unexcused absences
may inpact on transfer or pronotion opportunities and nay
result in loss of pay or disciplinary action.

004. 03. EMPLOYEE DRESS.

Al'l Comm ssion enployees will maintain a high standard of
per sonal appearance and groom ng. The clothing worn on the
job should reflect the requirenents of the job and working
condi ti ons. Supervisors have the responsibility and
authority to determ ne what attire reflects t he
requirenents of t he j ob and wor ki ng condi ti ons.
Adm ni strators may provide specific expectations to staff.

THE WORK PLACE

005. 01. EQUAL EMPLOYMENT OPPORTUNITY AND AFFI RVATI VE
ACTI ON STATEMENT. Each enployee regardless of title is
expected to make a good faith effort to carry out this
under st andi ng and denonstrate appropriate behavi or

Di sparagi ng remarks, actions or materials making reference
to race, religion, national origin, disability, color,

gender, age, marital status or sexual orientation wll not
be tol erated. New enpl oyees will receive a copy of this
statenent, as one step in confirm ng the significance these
val ues have in the workpl ace. Di sciplinary action may be

i nposed for any such behavior in accordance wth the
appl i cabl e | abor contract and/or Personnel Rules.

005.02. The Commission is conmtted to a future that is
inclusive of all who can provide the know edge, skills,
abilities, ideas and efforts needed to make our vision a
reality.



005. 03. EQUTY AND DIVERSITY PALICY. We  recogni ze,
encourage, utilize, and value people’'s simlarities and
differences to carry out our mssion. Therefore, al
enpl oyees are expected to incorporate NCBVI's Equal
Qpportunity and Affirmative Action Statenent and Equity and
Diversity Policy as an integral and visible way we do our
wor K.

005.03A. Specifically, we expect that each enployee
will:

005.03A1. Treat all people wth respect and
dignity, and

005. 03A2. Foster a culture that invites and
values the rich diversity anong our enployees and
t he people we serve.

005. 03B. Adherence to t he Conmi ssion’ s Equal
Enpl oynent Qpportunity and Affirmative Acti on
Statement and Equity and Diversity Policy is a part of
the overall basis for evaluating the performance of
adm ni strators, manager s, and supervi sors. The
| eadership of the Conmmssion wll enforce the
principles set forth in this policy in appropriate
ways and in a tinmely manner.

005. 04. WORK PLACE HARASSMVENT AND DI SCRI M NATI ON PALI CY.



005. 04A. Wirk Place Harassnent is based, in whole or
in part, on race, color, gender, religion, age,
disability, national origin, or sexual orientation and
is manifested in the form of unwelcone coments,
j okes, printed or electronic material and/or unwel cone
sexual advances, requests for sexual favors or other
verbal or physical conduct of a sexual nature, or
display of materials and/or the utterance of offensive
comrents in the work place that are derogatory towards
a group or individual

005. 04B. Directives to  Supervisors. Wrk place
harassnent can and does <create a negative work

environnent which affects productivity, efficiency,
wor k attendance, and turnover in staff. In addition,
al l egations  of such  harassnent which are not
appropriately responded to place both the Conm ssion
and the State of Nebraska in a position of potential
liability to the victim of harassnment. Therefore, each
menber of managenent is expected to carry out this
policy wthin his/her area of responsibility. Al
supervisors nust report any conplaint alleging work
pl ace harassment or any unreported inappropriate
behavi or t hat the supervisor observes to the
Comm ssion’s Personnel Oficer, who nust report this
information to the Executive Director. This report
will be provided in witing to the Comm ssion’s AA/ EEO
(Affirmative Act i on/ Equal Enpl oyment Qpportunity)
desi gnee (NCBVI Business Mnager) within five working
days of the alleged incident(s). Failure to do so w |
be considered a violation of this policy and wll be
just cause for corrective or disciplinary action.

005.04B1. Any supervisor receiving a conplaint
alleging work place harassnent wll also be
obligated to immediately notify the conplainant
of his/her rights concerning the pursuit of such
all egations by giving the conplainant a copy of
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the policy. Conpl ai nants and ot her persons

involved in the investigation wll not be
subjected to retaliation, coercion, intimdation

or fear of reprisal. Since investigations of
alleged work place harassnment are personne

matters, per sons i nvol ved shal | mai nt ai n
appropriate confidentiality. I nf or mati on
concerning a conplaint will not be released to

anyone who is not a party to or involved in the
I nvesti gation.

005.04B2. Al conplaints will be handled in a
tinmely and confidential manner . I nf or mati on
concerning a conplaint will not be released to
anyone who is not a party to or involved in the
I nvestigation. Conplainants and other persons
involved in the investigation of an allegation of

work place harassment will not be subjected to
retaliation, coercion or intimdation, or fear of
reprisal . Such actions, in addition to any

enpl oyee breaching confidentiality on information
obtained as a result of a work place harassnent
conpl aint, are subject to disciplinary action.

005. 05. Notification.

Al enpl oyees are to receive a copy and explanation of this
policy at the time of hire. Al enployees will be required
to sign an acknow edgnent of receiving this information.

005. 06. DI SABI LI TI ES AND ACCOVMODATI ONS.

State and federal Ilaw prohibits discrimnation against
people with disabilities in every aspect of enploynent.
Discrimnation in enploynent actions include recruitnent,
selection, hiring, separations, job related reasonable
accommodations and any other terns, conditions and/or
privileges of enploynent.

Xii



005. 07. Reasonabl e Accommbdati on CGui del i nes.

The Commission has a responsibility to provide reasonable
accommodation to allow otherwise qualified persons wth
disabilities to participate in our workforce. Thi s
accommodat i on nmust be provided unless doing so would create
an undue hardship for the Conmm ssion.

005. 08. Di sability.

An enpl oyee nay be considered to have a disability if the
enpl oyee has a physical or mental i mpai r ment t hat
substantially limts one or nore major life activities, if
the enployee has a record of such inpairnment, or if the

enpl oyee is regarded as having such inpairnment. Mjor life
activities include things such as caring for oneself,
perform ng manual t asks, wal ki ng, seei ng, heari ng,
speaki ng, breathing, Ilearning or working. Enpl oyees who

experience disabilities are protected from discrimnation.
In addition, discrimnation against an enployee on the
basis of association wth a person who experiences a
disability is prohibited.

005. 08A. Request.

An enpl oyee may request an accomodation at any tine.
The Comm ssion may ask for information supporting the
request from the enployee’s physician or another
appropriate source. If information is requested, the
supervisor shall discuss this with the enployee in
advance and provide the enployee with a copy of any
correspondence sent to a third party.

005. 09. DRUG FREE WORK PLACE PQLI CY.

The Comm ssion supports the Drug Free Wrk Place Act of
1988 and unequivocally endorses the philosophy that the
work place should be free from the detrinental effects of
illicit drugs.

005.09A. It is the policy of NCBVI that unlaw ul
manuf acture, distribution, dispensation, possession,
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use, or being under the influence of a controlled
substance or alcohol in the work place is prohibited.
Any enpl oyee who violates this policy will be subject
to discipline up to and including disnissal, referred
to a | aw enforcenent agency, and/or may be required to
successfully conplete an approved drug abuse program
sponsored by a private or governnental institution.

005. 09A1. The term “controll ed substance” neans
any drug listed in 21 US C 812 and other
federal regulations. Such drugs include, but are
not limted to, heroin, marijuana, cocaine, PCP,
and crack. They also include |egal drugs that
are not prescribed for the person using them

005. 09A2. Enpl oyees may be subject to drug and
al cohol testing in conformance wth Chapter 48,
Article 19 of the Revised Statutes of Nebraska
when there is reasonable cause to believe the
enpl oyee is using or under the influence of a
controll ed substance or alcohol while on duty or
on work prem ses. Reasonable cause includes, but
IS not limted to, observable signs of
i ntoxication (such as bloodshot eyes, slurred
speech, or unsteady novenent); a work-related
acci dent or near acci dent which indicates
enpl oyee fault; or credible information received
froma reliable person with first-hand know edge.
A positive test result that has been confirnmed in
conpliance wth Chapter 48, Section 1903 of the
Revised Statutes of Nebraska my result in
disciplinary action 1in conformance wth the
appl i cabl e collective bargaining agreenent, state
statutes, regulations, or rules.

005.09B. An enployee of the Conmission is required by

the Drug Free Wrk Place Act of 1988 to inform the
agency within five (5) days after being convicted for
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violation of any federal or state drug offense
crimnal statutes, where violation occurred while on
the work premses or while the enployee was
representing the Conmission in an official capacity.
A conviction neans a finding of gqguilt, including a
plea of nolo contendere (no contest), or the
i mposition of a sentence by a judge or jury in any
federal or state court.

005.09C. The Drug Free Wrk Place Act of 1988
specifies that the agency head or designee of the
Commi ssion nust notify the U S. Governnent agency from
whi ch any funding is received, either through contract
or grant, within ten days after receiving notice from
an enpl oyee or otherw se receiving actual notice of a
convi cti on.

005.09D. Any contractor/vendor doing business wth
the Conm ssion nust have on file a witten drug free
wor k pl ace pol i cy with t he state Pur chasi ng
Depart nment . A contractor/vendor’s failure to conply
with this policy wll result in violation of the
contract and/or renoval fromthe state Vendor List.

005. 10. Pr ocedur es.

enpl oyees will receive a copy of this policy at the

time of hire, and will sign an acknow edgnent of receiving
the information.

005. 10A. Reasons for Inposing Disciplinary Action.
Unl awf ul manuf act ure, di stribution, di spensati on,

possession or use of a <controlled substance or
al coholic beverage in the workplace, or reporting for
duty under the influence of alcohol and/or unlaw ul
drugs will constitute reason for inposing disciplinary
action.
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CONFI DENTI ALI TY.

006. 01. Public Records and Confidentiality.
State law provides that records that the agency has are

avai l able for review unless another |aw expressly provides
that the record is not public. Supervisors wll review
with each enployee the state and federal |l aws and
regul ations governing the release of records to which they
have access on a routine basis as part of their work

assi gnment s. Enpl oyees shall know the internal agency
process for access to and security of such records.
Application fornms for vocat i onal rehabilitation and
i ndependent |iving services of NCBVI state that al

information provided by the applicant wll be kept
confidential, except as specifically released for purposes
of information exchange, for the purpose of service

provision, or for public information.

006. 01A. Enployees shall conply wth those |aws,
regul ati ons, and internal processes in providing
access to public records and nmintaining the
confidentiality of the records in accordance with 34
CFR 361. 38 (Appendi Xx).

006. 01B. Enpl oyees who have access to confidentia
records through interagency agreenents or simlar
sharing arrangenents shall conmply with the conditions
under which access to the confidential information is
permtted.

006. 01C. Enpl oyees who gain access to a record, or
information from a record, which has been designated
by law or regulation as confidential, whether as part
of their regular job duties or by accident, my not
further share that information with anyone other than
those people within the agency who have the right to
know this information.
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006. 02. Rel ease of Information.

If a Commssion enployee appears before a legislative
commttee, the courts, the Parole Board, Pardons Board or
any other admnistrative or judicial body, the enployee
shall not purport to speak on behalf of the Conmm ssion,
unl ess so authorized by the director or designee.

006. 02A. There may be sonme situations when information
may be released to individuals who normally do not
have access to the Commission’s confidential records
and i nformation. Witten release of information nust
be obtained in such situations.

USE OF STATE PROPERTY.

007.01. No enployee shall use state property or time for
their own personal use or benefit. Therefore, Comm ssion
enpl oyees nust go outside the work area for such things as
post age, photocopies, conputer use, sending and receiving
faxes, or any other personal business. Per sonal busi ness
shall be conducted on an enployee’s own tine, either on
breaks or non-work hours.

007.02. Al enployees nust take every precaution to see
that waste is avoided and that care is exercised at all
times to ensure that enployees, contract staff (such as
drivers), and volunteers properly care for state property.

007.03. Tel ephone Usage.

The Commi ssion’s tel ephones are provided for the conducting
of state business. The Conmmi ssion’s tel ephones nay be used
for essential personal business as long as no costs are
charged to the state, the use does not interfere with state
busi ness and the use is kept to a m ni num

007.03A. Essential personal business is defined as
local or long distance calls to children at hone,
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teachers, doctors, day care centers and baby sitters
to inform famly nenbers of unexpected schedule
changes or ot her essenti al per sonal busi ness.
Essential personal |ong distance calls shall be either
collect, charged to a third-party, non-state nunber,
or charged to a personal credit card.

007.04. When on Conm ssion business away from the hone
base, enployees may use their state telephone credit card
to make one three-mnute |ong-distance call to their hone
per day.

007.05. Calling Cards.
State sponsored telephone calling cards my be issued

through the NCBVI Business Ofice, with approval from the
enpl oyee’ s direct supervisor.

007.06. Cellular Tel ephones and 800 Nunbers.

The state provides cellular telephones to agency personne

to utilize in the performance of their official state
duti es when deened necessary. Enpl oyees are not permtted
to make or receive personal calls on state cellular phones
or “800" nunbers unless it is of an enmergency nature. Each
energency situation wll be evaluated on a case by case
basis by the appropriate supervisor or nanager. An exanple
of an energency situation would be to notify soneone that a
trip has been extended and the previously scheduled return
time will be del ayed. Cccasionally, an enployee will nake
work related cellular calls on their personal cellular
t el ephone and may request rei nbursenent.

007. 06A. Enpl oyees operating state vehicles wll wuse
extreme caution if it is necessary to use a cell phone
whil e operating a notor vehicle.
007.07. Conputer Usage.
Al'l conmuni cations sent or received via conputer functions,
including email and internet |ogs, are the property of the
Comm ssion and are subject to being retrieved and viewed by
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aut horized staff at any tinme. End users should have no
expectations of privacy regardi ng personal business
conducted on NCBVI el ectronic equiprment or on the State
Dat a Communi cati ons Network unl ess protected by state or
federal statute. The information is generally retrievable
even after the sender or receiver has erased it fromthe
file. Conputers, including | aptops, are tools for work and
should only be used for work-related activities. Only
software owned/licensed and distributed by the Comm ssion
usi ng the standard software distribution nethods wll be
aut hori zed for use by Comm ssion staff. Software not
distributed in this fashion will be renmoved fromthe PC
with no requirenent to notify the user. User conputer

i dentification nunbers and passwords shall not be “l oaned”
to anyone in the agency or outside the agency wi thout
supervi sory approval. It is against state policy to use
state equi pment for unauthorized personal use. Conputer
use is also governed by the State of Nebraska, “Acceptable
Use Policy” |located at

http://ww. doc. state. ne. us/policies/AUP. pdf, which will be
provided to all enpl oyees. Enployees nust be famliar with
this policy when using a State of Nebraska Conputer

007. 07A. Conputer Assets.

Enpl oyees of the Conmission shall report lost or
suspected theft of all conputer equipnent or other
property including conputer software to appropriate
managenent personnel . Note that copying conputer

software from a Conm ssion conputer and placing it on
a home PCis theft.

007.07A1. To prevent unauthorized |osses, al
noves of conputer equipnment shall require prior
witten approval of the Business Mnager so the
| ocation can be nmaintained on the Conputer
I nventory System

007.07A2. Staff of the Conmm ssion are responsible
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for reporting danaged conputer equipnent to

appropri ate nmanagers. For itens nmanagenent
elects to replace or renove, disposal shall
i nvol ve t he Busi ness Manager , t he agency
| nvent ory Coor di nat or (Executive Director’s

Adm ni strative Assistant), and the Departnent of
Adm ni strative Services as required by statute.

007. O7A3. No conputer, hardware or software
shoul d be destroyed or discarded w thout approval
from the Business Manager and the agency
I nventory Coordinator who wll wrk wth the
Department of Adm nistrative Services.

007.08. Other Assets.

Property other than conputer equipnment that is lost or
suspected stolen should be reported to the enployee’s
i medi at e supervi sor and to t he agency | nvent ory
Coor di nat or . Danaged equipnment nust be reported to
appropriate managers. Replacenent, renoval, or disposal of
equi pnrent shall involve the agency Inventory Coordinator
and the Departnment of Admnistrative Services as required
by statute.

007.09. USE AND OPERATI ON OF STATE MOTOR VEH CLES.

007.09A. Driving Policy for State Business.
The Conmm ssion has a responsibility to the public to

allow only enployees with driving records indicating a
pattern of safe driving practices to operate a notor
vehicle on state business. It is the policy of the
Comm ssion to ensure that when our enployees drive a
notor vehicle on state business, they do so legally,

safely and defensively. In addition, independent
contractors driving for the Comm ssion under contract
will be subject to the sane policies, expectations,

and rules that apply to NCBVI enployees. (Refer to
t he Depart ment of Adm ni strative Servi ces
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Transportation Services Bureau (DAS TSB) Rules and
Regul ations for additional information on driving
vehi cl es for state business.)

007.09B. Enployees Driving on State Business on a

Regul ar or Cccasi onal Basi s.
The supervisor or Personnel Oficer wll verify that

the enpl oyee has a valid driver’s |icense from his/her
domcile state. If the enmployee will be driving a
personal vehicle on state business, proof of required
liability insurance will also be verified. Enpl oyees
who drive on state business are required to
successfully conplete an approved defensive driving
course within six nonths of their enploynent or
notification of this policy. State rules and
regul ati ons require t hat every state enpl oyee
authorized to drive a state-owned vehicle shall also
have a State of Nebraska identification ~card
registered wth the Departnent of Admnistrative
Servi ces, Transportation Services Bureau.

007.09C. The Comm ssion periodically reviews the
license status and driving record of enployees
assigned an ID card. The assessnment of six or nore
points in the preceding 24 nonths on a driving record
Is the indicator for an in-depth review State rules
and regulations require that each enployee sign an
affidavit that he/she has read the Transportation
Services Bureau Policies and Procedures Mnual before
operating a state-owned vehicle (NAC Title 8, Ch 1,
Sec 003.).

007. 09D. Enpl oyees shall conply wth applicable
driver’s licensing laws and shall also notify the
agency if they are experiencing a nedical condition or
are using nedication that would interfere with the
safe operation of a notor vehicle. If a nedical
condition appears to be interfering with an enpl oyee’'s
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safe operation of a notor vehicle, the agency shall
request a nedical release from the enployee’'s
physi ci an indicating whether the enployee is nedically
capabl e of driving as part of his/her job duties.

007.09E. Responsibilities of Enployees who Drive on

State Business.

Any enployee failing to neet the responsibilities
described within this policy and the Departnent of
Adm ni stration Servi ces, Transportation Servi ces
Bureau Rules and Regulations shall be subject to
corrective personnel action and nmay be subject to
disciplinary action up to and including dism ssal.

007.09F. Reporting of Citations.

007. 09F1. Enpl oyees shall notify their supervisor
by the begi nning of the next working day any tine
a citation for either of the followng serious
noving violations occurs, whether on state or
personal time or whether in a state or personal

not or vehi cl e: 1) notor vehicle homcide or 2)
driving under the influence. Enpl oyees shal
report all citations for noving violations

received while on state business no later than
the first working day followng the citation to
their supervisor. State rules and regul ations
require that the Departnent of Admnistrative
Servi ces, Transportation Services Bureau be
notified if a ticketed violation 1is being
cont est ed. Enpl oyees shal | notify their
supervisor immediately if their driver’'s license
i s suspended, is revoked, or becones invalid.

007.09F2. Comm ssion enpl oyees nay not operate a
state vehicle or a personal vehicle being used
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for state business under the influence of drugs
or al cohol .

008. GENERAL ENMPLOYEE | NFORMATI ON.

008. 01. [nterviews.

Enpl oyees interviewng for positions within the Conm ssion
will be allowed up to two hours of work time to interview
This tinme will be granted only if the tinme involved cuts
across the enployee’s normal work hours. Interviewing tine
beyond the enpl oyee’s normal work hours will not be counted
as work tinme and will not be conpensated. Wth supervisory

approval, the enployee may use leave to extend the tine
needed for the internal interview beyond the allowed two
hours of work time. Travel to and fromthe interview site
is the responsibility of the enployee and no travel
expenses wil| be reinbursed.

008. 02. POLI TI CAL ACTI VI Tl ES.

Enpl oyee positions within NCBVI are partially or entirely
funded with federal nobney, so enployees are covered by the
federal Hatch Act and are barred from being a candidate for
a partisan office (offices with candidates identified as
being from specific political parties). Enpl oyees nmay
engage in political activities when not performng official
state duties, but shall not use a position wth the state
to distribute or receive political favors.

008. 02A. Enpl oyees may not display a political poster
in the office, nor wear <clothing wth political
sl ogans/ synbols or political buttons while on duty.

008.02B. If an enployee wshes to take part in
political activities during his/her normally schedul ed
wor k hours, he/she nust arrange for |eave (vacation,
| eave without pay, etc.) to cover the period of
aut hori zed absence.
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008.02C. If an enployee is elected to an office, and
such office presents a conflict of interest wth
his/her job or interferes with scheduled work hours,
the agency has the authority to change ternms and
conditions of enpl oynent, up to and including
term nation of enpl oynent.

008. 03. LAW VI O ATI ONS.

Comm ssion enployees are required to report, in witing,
any arrest or apprehension for law violations, including
traffic offenses to their | medi ate  supervi sor In

accordance with 192 NAC Ch. 4, Section 007.09F1.

008. 04. EMPLOYEE FRAUD.

Any enployee who believes another enployee of the
Commission is conmtting a fraudulent act with respect to
the Comm ssion programs or functions shall provide a
witten confidential report to the agency head or designee.

008. 05. OFFICE/FAC LITY SECURITY AND SAFETY.

Each office/district in the Comm ssion strives to assure
safety and security for enployees on the job, the security
of state property and the safety and security of the people
we serve. Comm ssion enployees are expected to keep
possession of and to not |oan any keys or access cards that
have been issued to them wunless witten authorization has
been given by a supervisor.

008. 06. EMERGENCY S| TUATI ONS PQALI CY.

In the case of energencies that present a danger to the
safety or security of enployees, the Executive D rector or
District Supervisor may rel ease enpl oyees. Enployees w |
be rel eased only for the period necessary to correct the
si tuation.

008. 06A. I f no weat her energency has been decl ared by

t he Governor, enployees who choose either not to
report to work or to | eave work will be charged wth
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accunul ated vacation | eave, earned conpensatory tine
or | eave w thout pay.

008. 06B. Enpl oyees who are on the road on Conm ssi on
busi ness and face severe conditions will continue to
be in work status, even if unable to travel further.
The enpl oyee will contact his/her supervisor, or the
next | evel supervisor if necessary.

COVPENSATI ONAND BENEFI TS.

009. 01. PAY PERI ODS

The Comm ssion enpl oyees are paid on a bi-weekly pay cycle.
It is critical to notify the Personnel Oficer of any
change of address. Deductions for enployees paid every two
weeks are done in tw equal anmounts each nonth. For these
bi -weekly paid enployees, there are two pay cycles during
the year when there are no deductions except for federal
and state w thholding taxes, Social Security, credit union
and retirenment contributions.

009. 02. LEAVE.

State of Nebraska enployees are eligible for various types
of | eave. The NAPE/ AFSCMVE | abor contract and state Rules
and Regulations provide detailed information about the
types of Ileave, provisions for requesting |eave, and
specific dates of established holidays.

009. 03. | NSURANCE.

009. 03A. Life Insurance.
Full-tinme enployees, excluding tenporaries, of the
Commi ssion receive a $20,000 Basic Life term insurance

policy at no cost to them Enpl oyees who work at
| east half tinme and are less than full-tinme my enrol
in the optional Basic Life ($20,000) but wll be

required to pay a portion of the state’'s prem um
contribution. Optional Life Insurance for enployees
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and dependents is avail able at the enpl oyees’ expense.

009. 03A1. The choice for the Optional Basic Life
and Optional Life Insurance plans needs to be
made within the first 30 days of enploynent.
Coverage becones effective the first of the nonth
foll owi ng 30 days of enpl oynent.

009. 03B. Health Insurance.
State enployees who work half-tine or nore are
eligible for nedical and hospitalization coverage

under a group program Tenporary enployees my be
eligible for health insurance participation. Thi s
coverage can include single, partial or full famly

coverage. Enployees have several plans to choose from
and costs differ according to the coverage chosen.

009. 03B1. Enpl oyees who choose to participate in
the State of Nebraska health insurance plan nust
enroll within the first 30 days of enploynent.
Coverage begins the first day of the nonth
foll owi ng 30 days of enpl oynent.

009.03B2. Wen an enployee ends enploynment wth
the state, he/she may be able to continue health
I nsurance coverage for a period of tinme. |If this
option is chosen, the individual wil | be
responsi ble for the total prem um

009. 03C. Dental Insurance.

State enpl oyees who work half-tinme or nore and live or
work in areas where there are contracting dentists are
eligible to enroll in a voluntary dental plan under a
group program Tenporary enployees may be eligible
for dental insurance participation. There is no state
contribution for this insurance.
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009. 03D. Vi sion Insurance.

St ate enpl oyees, excluding tenporaries, who work half-
time or nore and live or work in areas where there are
contracting eye doctors, are eligible to enroll in a
voluntary vision insurance plan under a group program
There is no state contribution for this insurance.

009.03E. Long Term Di sability Insurance.

State enployees who work half-time or nore are
eligible to enroll in a voluntary long-term disability
pl an under a group program Tenporary enployees may
be eligible for long-term disability insurance
partici pation. There is no state contribution for
thi s i nsurance.

009. 04. Fl exibl e Spending.
State enpl oyees, including new hires but excl udi ng

tenporaries, may voluntarily elect to set aside an anount
from their paycheck that is not taxed. The Departnent of
Adm ni strative Servi ces Enpl oyee Benefits Di vi si on
adm nisters this flexible spending account under |nternal
Revenue Service Code Section 125. The noney set aside in
this plan can only be used toward nedical and/or dependent
care expenses. Contact the Personnel Oficer for nore
I nformati on.

009. 05. RETI REMENT.

The State of Nebraska offers a retirenent plan for the
purpose of providing lifetine benefits in recognition of
service to the state. Enpl oyees, other than tenporaries,
who are 30 years of age and have two years of continuous
service nust participate in the plan. Any enpl oyee who has
attained the age of 20 and has a total of twelve nonths of
service may elect voluntary participation. As a nenber of
the Retirenent System enployees contribute 4.33% of their
sal ary. When the contribution reaches $864.00 for the
year, the contribution rate increases to 4.8% The state
mat ches the contribution at 156% The benefits under the
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plan are in addition to any supplenental benefits received
from Soci al Security.

009. 06. Deferred Conpensati on.
A deferred conpensation plan is available to pernmanent

state enpl oyees. Under the provision of this voluntary
suppl enental retirenment plan, enployees nmay request the
state to defer paynent of a portion of their incone to a

| ater date. The taxes nornmally due now on the nobney are
deferred until retirenment when nost participants would be
in a lowr tax bracket. The deferred inconme is invested at

the direction of the participant in a fixed stock, bond

noney market or several other available investnent options.
Any investnment gains remain in the annuity account and are
not reportable for federal or state incone tax purposes.

009. 07. EMPLOYEE ASS| STANCE PROGRAM (EAP) .

The state offers confidential short-term counseling and
referral services through a statew de enployee assistance
program (EAP). Al permanent enployees and their dependent
famly nmenbers or famly nenbers residing with them my
receive assistance in dealing with issues such as stress,
chem cal dependency, enot i onal difficulties, marit al
conplications, and difficulties at work. Initial visits
with the EAP are covered at no cost to the enployee. Fees
for services beyond and outside of the EAP contract are the
responsibility of the enpl oyee.

009. 07A. The office hours of the EAP are flexible so
enpl oyees are encouraged to make appointnments during
non-work tine. If an appointnent during the work
schedule is needed, the enployee will be allowed to
use Sick Leave.

009.07B. The EAP is also available to supervisors when
working with an enployee who has unsatisfactory job
performance, attendance or other issues. If a
supervisor refers an enployee to the EAP, the enployee
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may use work tinme and any information shared with the
counselor w | be kept confidenti al unl ess the
enpl oyee signs a rel ease.

009. 08. TRAI NI NG AND TUI TI ON ASSI STANCE.

009. 08A. Tuition Assistance Policy.

Enpl oyees of the Comm ssion are eligible for tuition
assistance on a first-cone, first-served basis, (per
senester) within existing Conmm ssion allocated funds,
under the follow ng guidelines. The federal |In-
Service Training Gant allows for special provisions
beyond those nentioned below (including but not
limted to travel, books and other costs, and use of

work tinme). Enpl oyees  nust request any unusual
arrangenents from their supervisor and the Executive
Director.
009.08A1. Tuition - shall mean the expenses
required for tuition costs only. Expenses paid

for fees, books and other expenses are not
consi dered a part of tuition.

009. 08A2. Enpl oyee - for purposes of this policy
enpl oyee shall nean permanent in status, either
full or part-tine, excluding tenporary, original
probation or enpl oyees serving disciplinary
probati on.

009. 08A3. Passing grade - for purposes of this
policy a passing grade will be a "C' or better
for an undergraduate course, a "B" or better for
a graduate course (or in accordance wth the
graduate degree program if different), or a pass
in a pass/fail situation.

009. 08A4. O(Operational definitions for the course
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categories that can be approved at 100% are:

Career related - shall nean any course taken
which has direct relationship to a declared
career path within the Conm ssion. Job-rel at ed
shall mean any course taken that has direct

relationship to the position the enployee
currently occupi es.

009.08B. Application Process.
When an enpl oyee applies for tuition assistance she or

he rmust conplete a Tuition Assistance Request form

attach a current class/course description, indicate
the appropriate category for this course on the
application, and submt it to his/her inmediate

supervisor for approval or denial within sixty (60)
days prior to the beginning of the course. Additional
levels of review are at the agency’'s discretion.
Applications will be logged in a centralized data base
and summary reports of all applications (both approved
and denied) shall be nmade available at the Executive
Director’s request. Agreenents nmade regarding work
scheduling wll be noted on the request form
Decisions to deny tuition assistance are final and
non- gri evabl e.

009.08C. Tuition assistance requests that are approved
may be paid at the rate of up to 100% depending on
approval of the supervisor and Executive Director or
Designee, and within the paranmeters established in the
In-Service Training Gant. Tuition assistance
requests that are approved will be based on the actua
attended accredited institution's current tuition cost
not to exceed a maxi mum of up to 150% per credit hour
of University of Nebraska-Lincoln (UNL) rate for
graduat e and under graduate courses respectively.

009. 08D. Ful | time enployees wll receive full
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percentages of assistance as indicated. Part-tine
enpl oyees will receive pro-rated anounts based upon a
percentage of their allocated FTE.

009.08D1. If the enployee is eligible for tuition
assi stance through any other public or private
source, that wll be noted by the enpl oyee on the
Tuition Assistance Request form The tuition
assi stance percentages outlined above wll be
applied to the remaining tuition cost. No
enpl oyee will receive nore than 100% of hi s/ her
course work rei nmbursed.

009.08E. A maxi num of up to 18 credit hours per fiscal
year per enployee may be approved, depending on
fundi ng availability, with appl i cations only
considered for approval if received within 60 days of
the starting date of the course. Enployees wll note
the nunber of credit hours on the Tuition Assistance
Request form Exceptions to the nmaxinmum nust be
approved by the Executive Director.

009.08F. Tuition Assistance Request forns wll be
avai |l abl e through the NCBVI Business Ofice.

009. 08G. Procedure for Reinbursenent.

Wien the enployee has conpleted the course with a
passing grade, he/ she will subm t an  Expense
Rei mbur senent Docunent for paynent of the tuition
costs. Attached to this docunent shall be copies of

an item zed receipt for the tuition paid, grade report
indicating a passing grade, and a copy of the prior
approved Tuition Assistance Request form
009. 08GlL._ Enpl oyees shoul d apply for
rei mbursenent as soon as the course is conpl et ed.
They nust apply for reinbursenment no later than
90 calendar days after the course is conpleted.
Masters |evel classes, excluding those required
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to mintain enploynent per the Conprehensive
System of Personnel Devel opnent, are subject to
income tax and the amount of reinbursement wll
be added to the enpl oyee’s W2 form

009. 08Q&2. Failure to conplete a course or
receiving a less than passing grade, as defined
above, voids approval of the Tuition Assistance
Request .

009.09. CREDIT UNI ON.

State enpl oyees, other than tenporary, are eligible to join
the Nebraska State Enployees Credit Union (Credit Union).
The Credit Union is a financial institution providing an
opportunity to save regularly through payroll deductions.
Credit Union nenbers are eligible to borrow noney for
approved reasons at a reasonable rate of interest. Shar e
draft accounts, which enable an enployee to wite “checks”
on a savings account, are also available, as are traveler’s
checks and a nunber of other services.

009. 10. EXPENSE REI MBURSEMENT.

Rei mbursenents will be made only for travel or other actual
expenses strictly essential to the transaction of officia
busi ness.

009.11. DI SCLAI VER,

Benefits are subject to change based on state negotiations
w t h NAPE/ AFSCMVE. Those listed are in place at effective
date for 192 Nebraska Adm nistrative Code Chapter 4.
Beyond that date, the above text serves as exanples of
types of benefits that may be offered to NCBVI enpl oyees at
any given tine.

| NTERNAL LAILNT P RE.

010.01. The applicable NAPE/ AFSCVME |abor contract and
Personnel Rules address in detail reasons for inposing

XXXI



di sci plinary neasures upon enployees, types of disciplinary
actions that may be inposed, and the processes for grieving
such actions. Enpl oyees have the responsibility to
acquai nt thenselves with those provisions.

010. 02. NCBVI has established an internal conpl ai nt
procedure to deal with issues that are not grievable and
are not covered by the Wrkplace Harassnent Policy. The
i nternal conpl aint procedure is not intended to address any
topic that may be the legitimte subject of a grievance.
The Commi ssion wll not process both a grievance and an
i nternal conplaint on the sane issue at the sane tine.

010. 03. In the Commssion non-grievable issues and
conpl aints should be resolved at the |owest |evel possible.
An enployee is encouraged to bring concerns directly to
hi s/ her inmredi ate supervisor for discussion and resol ution.
If the enployee is not satisfied with a verbal response,
the concern may be presented in witing to the supervisor
within ten workdays of the event causing the concern. The
supervisor wll respond in witing within five workdays.

010.04. If the enployee is not satisfied with his/her
supervisor’s response, the issue may be presented in
witing to a deputy director, wthin five workdays of
recei ving the supervisor’s response.

010.05. The appropriate deputy director shall respond in
witing within ten workdays.

010.06. If the enployee is not satisfied with the deputy
director’s response, the issue nmay be presented in witing
to the Executive Director, within two workdays of receiving
the deputy director’s response. The Executive Director
will respond in witing within 15 workdays. The Executive
Director’s decision is final.
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011.

010.07. Tinme frames may be extended by nutual agreenent of

the parties. Failure to neet the tinelines by any nenber
of managenent automatically allows the enployee to go on to
the next step. If the enployee does not forward his/her

concern within the specified tine frame, the issue is
consi dered resol ved.

VEN | Cl TATI POLI CY.

011.01. The intent of the Vendor Solicitation Policy is to
make sure that the State of Nebraska is not endorsing or
appearing to endorse or assist a vendor in selling or
pronoti ng his/her product or service.

011.02. For the purpose of this policy, a “vendor” is a
person, group of people, or organization (whether profit or
nonprofit) selling or pronoting a product or service for
personal use by the enployee. These persons who are
selling or pronoting this product or service shall not
contact individual enployees during work hours. Thi s does
not apply to a vendor selling itens to be used in state
busi ness (i.e. conput ers, of fice equi pnent or
consul tants), who nay contact the agency.

011.03. Only *“state sponsored” vendors that have been

selected by the state to provide a product or service to
enpl oyees will be allowed to use state tine and property to
distribute information. This type of solicitation will be
coordi nated through the DAS State Personnel Division. The
securing of a payroll deduction through the DAS Accounting
Di vi sion does not nean a vendor is state sponsored.

012. EMPLOYEE RECOGN TI ON PROGRAM

XXXI



The Commission may inplenment an Enployee Recognition
Program which may include awards such as certificates,
pl aques, pins, and/or nonetary recognition.
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APPENDI X A

UNI TED STATES DEPARTMENT OF EDUCATI ON
34 CFR Part 361
State Vocational Rehabilitation Services Program

Sec. 361. 38 Protection, use, and rel ease of personal information.

(a) Ceneral provisions.
(1) The State agency and the State unit nust adopt and
i nplement witten policies and procedures to safeguard the
confidentiality of al | per sonal i nformati on, i ncl udi ng
phot ographs and lists of names. These policies and procedures
must ensure that--

(1) Specific safeguards are established to protect current
and stored personal infornation;

(ii) Al applicants and eligible individuals and, as
appropri at e, t hose I ndi vi dual s' representatives, service
provi ders, cooperating agencies, and interested persons are
informed through appropriate nodes of comunication of the
confidentiality of personal information and the conditions for
accessing and releasing this informtion;

(iii) Al applicants or their representatives are inforned
about the State unit's need to collect personal information and
the policies governing its use, including--

(A) ldentification of the authority under which information
I's collected;

(B) Explanation of the principal purposes for which the
State unit intends to use or release the information;

(© Explanation of whether providing requested information
to the State unit is nmandatory or voluntary and the effects of
not providing requested informtion;

(D) ldentification of those situations in which the State
unit requires or does not require inforned witten consent of
the individual before information nmay be rel eased; and

(E) Identification of other agencies to which information is
routinely rel eased;

(iv) An explanation of State policies and procedures
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affecting personal information wll be provided to each
individual in that individual's native |anguage or through the
appropri ate node of communi cation; and

(v) These policies and procedures provide no fewer
protections for individuals than State | aws and regul ati ons.

(2) The State unit may establish reasonable fees to cover
extraordinary costs of duplicating records or naking extensive
searches and nust establish policies and procedures governing
access to records.

[ [ Page 4401]]

(b) State program use. Al personal information in the
possession of the State agency or the designated State unit nust
be wused only for the purposes directly connected with the
adm ni stration  of the vocati onal rehabilitation program
Informati on containing identifiable personal information may not
be shared with advisory or other bodies that do not have
official responsibility for admnistration of the program In
the admnistration of the program the State unit nay obtain
personal information from service providers and cooperating
agenci es under assurances that the information nmay not be
further divul ged, except as provided under paragraphs (c), (d),
and (e) of this section.

(c) Release to applicants and eligible individuals.

(1) Except as provided in paragraphs (c)(2) and (c)(3) of
this section, if requested in witing by an applicant or
eligible individual, the State unit nust nake all requested
information in that individual's record of services accessible
to and nust release the information to the individual or the
i ndividual's representative in a tinely manner.

(2) Medical, psychological, or other information that the
State unit determ nes may be harnful to the individual may not
be released directly to the individual, but nust be provided to
the individual through a third party chosen by the individual,
whi ch may include, anong others, an advocate, a famly nenber
or a qualified nmedical or nental health professional, unless a
representative has been appointed by a court to represent the
i ndividual, in which case the information nust be released to
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the court-appoi nted representative.

(3) If personal information has been obtained from another
agency or organization, it may be released only by, or under the
condi tions established by, the other agency or organization.

(4) An applicant or eligible individual who believes that
information in the individual's record of services is inaccurate
or msleading may request that the designated State unit anend
the information. If the information is not anended, the request
for an anendnent nust be docunented in the record of services,
consi stent with Sec. 361.47(a)(12).

(d) Release for audit, evaluation, and research. Persona
information nmay be released to an organization, agency, or
I ndi vidual engaged in audit, evaluation, or research only for
purposes directly connected with the admnistration of the
vocational rehabilitation program or for purposes that would
significantly inprove the quality of |ife for applicants and
eligible individuals and only if the organization, agency, or
i ndi vi dual assures that—

(1) The information will be used only for the purposes for
which it is being provided;
(2) The information will be released only to persons

officially connected with the audit, evaluation, or research;
(3) The information will not be released to the invol ved
I ndi vi dual

(4) The information wll be managed in a manner to safeguard
confidentiality; and
(5 The final product wll not reveal any persona

identifying information without the inforned witten consent of
the involved individual or the individual's representative.
(e) Release to other prograns or authorities.

(1) Upon receiving the informed witten consent of the
i ndividual or, if appropriate, the individual's representative,
the State unit nmay release personal information to another
agency or organization for its program purposes only to the
extent that the information may be released to the involved
i ndividual or the individual's representative and only to the
extent that the other agency or organization denonstrates that
the information requested is necessary for its program
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(2) Medical or psychological information that the State unit
determ nes may be harnful to the individual may be released if
t he other agency or organization assures the State unit that the

information will be used only for the purpose for which it is
being provided and wll not be further released to the
i ndi vi dual

(3) The State unit nust release personal information if
requi red by Federal |aw or regul ations.

(4) The State unit nust release personal information in
response to investigations in connection with |aw enforcenent,
fraud, or abuse, unless expressly prohibited by Federal or State
laws or reqgulations, and in response to an order issued by a
judge, magistrate, or other authorized judicial officer.

(5) The State unit also nmay release personal information in
order to protect the individual or others if the individual
poses a threat to his or her safety or to the safety of others.

(Authority: Sections 12(c) and 101(a)(6)(A) of the Act; 29
U S.C. 709(c) and 721(a)(6)(A))
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