
TOWN OF BROOKHAVEN POLICY STATEMENTS 
 

• Drug-Free and Alcohol-Free Work Place Policy (January 2005) 

• Prohibition of Unlawful Harassment (April 2018) 

• Smoking Policy 2002 Resolution and Amendment (May 2007) 

• Power of Attorney Resolution #13 (1994) 

• Acceptable Use Policy-Information Security Policy (December 2018) 

• Chapter 28 Code of Ethics and Disclosure (2005) (With Whistleblower  
Protection Act) 

• General Municipal Law Article 18 

• Dress Guidelines (applicable to Part Time and Seasonal Staff) 

• Driver’s License Validation 

• Attendance Procedure (applicable to Part Time and Seasonal Staff) 

• Reporting Work Related Injuries (applicable to Part Time and Seasonal Staff) 

• Family Medical Leave Act Policy (February 2020) 

• Workplace Violence Policy and Amendments of February 2013, August 2013, April 2016 & March 
2018 

• Violence Against Women Act (2013) 

• Prohibition of Political Activity on Town Time and Premises/Time Sheet Responsibility (January 
2013) 

• Employee Safety Handbook (March 2010) 

• Continuing Education Policy (January 2017) 

• Title VI Plan (Town of Brookhaven’s Non-Discrimination Policy) (August 2018)  

• Adoption of TOB Timekeeping Policy & Standard Procedures (January 2018) 

• Vehicle Reform Policy (July 2008) 

• Sexual Harassment Prevention Policy (October 2018)  

• Cancer Screening Resolution (March 2018) 
 

 
I do hereby attest that I have been advised that the Town of Brookhaven Policy Statements listed 
above are available through the Town of Brookhaven’s website, www.brookhavenny.gov, on the 
Personnel Page, as well as on the Town of Brookhaven’s Shared Drive (Q:).  I also have been made 
aware that it is my responsibility to check these documents periodically for any updates or 
amendments.   
 
If I do not have internet access to the Town of Brookhaven’s website or Shared Drive, I can request a 
copy of these documents from the Personnel Division.  If after reading these documents, I have any 
questions, I can contact the Personnel Division at 451-6633. 

 
 
______________________   _____________________________________________ 
Date      Employee Signature 

 
      ____________________________________________ 
      Print Employee Name 

 
Acknowledged by: ____________________________________ ______________________ 

Division of Personnel    Date 
 
 
scanner/forms/tobpolicy                 revised 2/2020 

http://www.brookhavenny.gov/
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RESOLUTION NO • .'I 5 
MEETING OF: JANUARY 4, 2005 

ADOPTION OF TOWN OF BROOKHAVEN 
DRUG FREE AND ALCOHOL FREE WORK 
PLACE POLICY 

WHEREAS, during 1988 Congress passed the Anti-Drug Abuse Act A portion of 

thi$ new law contains a ·section known as the Drug Free Workplace· act; and 

WHEREAS, the Drug Free Workplace Act requires that any employer who applies for 

and/or receives federal grant money must certify that it wfll institute and maintain certain 

employee workplace regulations concerning controlled substances; and 

WHEREAS, since the Town continually applies for, and receives, federal grant 

money, the Town of Brookhaven must comply with ·this legislaUve mandate; and, 

WHEREAS, the Town has a policy strictly prohibiting the possession and use of 

alcoholic beverages on Town ~re mises and/or during worl_dng hours; . 

NOW, THEREFORE, BE IT RESOLVED that the following policy is established by the 

Town effective immediately: 

No e,:nployee·is permitted to purchase, possess, drink.or consume any al~olic 

beverage or controlled substance or be under the influence of an alcoholic beverage or 

controlled substance while on Town time, in a Town vehicle or on Town property. Any 

violation of this policy shall be grounds for disciplinary action. 

The unlawful manufacture, distribution, dispensing, attempt to sell or purchase, 

possession or use of a controlled substance or alcoholic beverage is prohibited in the 

workplace, on Town time or In a Town vehicle, and any employee who unlawfully 

manufactures, distributes, dispenses, att~mpts to self or purchase, possesses or uses a 
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( controlled substance or alcoholic beverage shall be subject to disciplinary action, 

including such penalties as a reprimand, a fine not to exceed one hundred dollars to be 

deducted from the salary or wages of such officer or employee, suspension without pay 

for a period not exceeding two months, demotion in grade and title, dismissal from 

service, referral and participation in a drug and/or alcohol abuse assistance or 

rehabilitation program. 

( 

I \ ___ _ 

All employees, as a condition of employment pursuant to the Anti-Drug Abuse Act 

~ of 1988, Drug Free Workplace Act, and pursuant to the Town Drug Free and_ Alcohol 

Free Workplace PoUcy, shall abide by the above terms and shall notify the Town of 

Brookhaven any criminal drug statute or alcohol related conviction for a violation 

occurring in the workplace, In a Town vehicle, or on Town time no later than five daY$ afta1 

such conviction. 
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ADOPTED 
BY THE BROOKHAVEN TOWN BOARD 

I 

RESOLUTION NO. 2018-0325 
MEETING: APRIL 12, 2018 

AMENDMENTTOTHETOWNOF 
BROOKHAVEN'S PROHIBITION OF 
UNLAWFUL HARASSMENT POLICY 
TO INCLUDE OTHER TYPES OF 
PROHIBITED HARASSMENT 

WHEREAS, at the January 6, 2003 Town Board Meeting, the Town Board of the 

Town of Brookhaven adopted a policy entitled "Prohibition of Unlawful Harassment"; 

and 

WHEREAS, pursuant to Town Board Resolution No. 17, dated September 6, 

2005, the Town Board of the Town of Brookhaven amended the "Prohibition of Unlawful 

Harassment Policy" to have employees bring their complaints to the Town Attorney or 

his/her designee; and 

WHEREAS, the Town of Brookhaven is now desirous of amending the last 

known "Prohibition-of Unlawful Harassment" Policy dated December 14, 2009, to 

include other types of prohibited harassment in the first and second paragraphs, as set 

forth below, and attached hereto in bold: 

" ... creed, disability, sexual orientation, national origin, military status, familial 
status, domestic victim status and predisposing genetic characteristics." 

NOW, THEREFORE, BE IT RESOLVED by the Town Board of the Town of 

Brookhaven that the "Prohibition of Unlawful Harassment" Policy is hereby amended to 

include other types of prohibited harassment in the first and second paragraphs, as set 

forth below, and attached hereto in bold: 

" ... creed, disability, sexual orientation, national origin, military status, familial · 
status, domestic victim status and predisposing genetic characteristics." 
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; and be it further 

RESOLVED, that every employee within the Town of Brookhaven shall receive a 

copy of the amended Town of Brookhaven "Prohibition of Unlawful Harassment" Policy, 

a copy of which is available on the Town Shared Drive as well as from the Division of 

Personnel and the Town Safety Officer; and be it further 

RESOLVED, that all other provisions of the Town of Brookhaven's "Prohibition of 

Unlawful Harassment" Policy dated December 14, 2009 shall remain the same and shall 

be in full force and effect. 
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PROHIBITION OF UNLAWFUL HARASSMENT 

As· part of the Town of Brookhaven's continuing effort to ensure equal employment 
opportunity based solely on an individual's abilities and qualifications, and consistent with the 
guidelines issued by the Equal Employment Opportunity Commissioner, the Town of Brookhaven 
issues this policy prohibiting sexual harassment as well as harassment based upon an 
employee's age, race, religion, color, creed, .disability, sexual orientation, national origin, 
military status, marital status, familial status, domestic victim status, and predisposing 
genetic characteristics. 

Sexual harassment by any employee, whether or not in a supervisory capacity, is strictly 
·prohibited. Sexual harassment, as defined by the Equal Employment Opportunity Commissioner, 
includes unwelcome sexual advances, requests for sexual favors, or other verbal or physical 
conduct of a sexual nature 1) which is made a term or condition of employment, 2) the submission 
or rejection of which is used as a basis for employment decisions, or 3) which has as its purpose 
of effect the unreasonable interfer_ence with work performance or the creation of an intimidating, 
hostile or offensive environment. other prohibited harassment includes conduct abusive or 
demeaning to an employee based upon age, race, religion, creed, color, disability,. sexual 
orientation, national origin, military status, marital status, familial status, domestic victim 
status, and predisposing genetic characteristics, where such conduct has as its purpose or 
effect the unreasonable interference with work performance or the creation of an intimidating, 
hostile or offensive environment. · 

Recognizing that employees of the Town often come in contact with the public, this policy 
prohibiting harassment, shall also prohibit such conduct by an employee of the Town against a 
member of the public when it is either expressly or implicitly a term or condition of that person's 
entitlement to any benefit or right otherwise afforded to the public under applicable laws, rules 
and regulaUons. 

The Town of Brookhaven strongly encourages th-ose who believe they are victims of 
harassment prohibited by this policy to come forward and report the circumstances without fear 
of retaliation or intimidation. Employees will be given the choice of lodging their complaint with 
either a male or a female. 

Due to the sensitive and serious nature of these complaints, those employees who believe 
they are victims of harassment prohibited by this policy are encourage·s to bring their complaint 
to the attention of the Town Attorney, or his/her designee, who will assist the employee in the 
preparation of the written statement detailing the complaint. _The Town Attorney or his/her 
designee will immediately initiate and coordinate a thorough and impartial investigation of the 
matter. Although efforts will be made to protect the confidentiality of all persons involved, such 
confidentiality cannot always be guaranteed. Moreover, employees who do not co_mplain about 
unlawful harassment or who do not fully cooperate in an investigation may be compromising their 
legal rights. 

It shall be the additional responsibility of all supervisors who learn of or suspect a violation 
of the policy to immediately bring the matter to the attention of the Town Attorney, or his/her 
designee. 

Any employee found to have unlawfully harassed another employee or a member of the 
public, or is found to have hampered an investigation, will be subject to disciplinary action up to 
and including discharge o~ removal, in accordance with applicable law. 
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ADOPTED 
BY THE BROOKHAVEN 

TOWN BOARD RESOLUTION NO. 427-07 
MEETING OF: MAY 1, 2007 

AMENDMENT TO TOWN OF 
BROOKHAVEN SMOKING POLICY 

WHEREAS, in an effort to provide a safe ·and healthy environment for 

employees and in accordance with the New York State Public Health Law, Article 13-E, 

Sections 1399-n through 1399-x, which restricts the smoking of any substance which 

contains tobacco, including cigarettes, cigars and pipes, the Town Board of the Town of 
' '. 

Brookhaven adopted the following smoking policy, effective January 1, 1990; and 

WHEREAS, the Town Board amended said smoking policy of the 

Town of Brookhaven on April 1, 1990, August 1, 1995, August 15, 2000 and June 18, 

2002;and 

WHEREAS, it has become clear to the Town Board that in order to 

protect the rights of its employees as well as its residents, it is necessary to again make 

revisions to the policy. 

NOW, THEREFORE, BE IT RESOLVED by the Town Board of the 

Town of Brookhaven that the smoking policy of the Town of Brookhaven, effective June 

18, 2002, is hereby amended as follows: 

and be it further 

SMOKING POLICY OF THE TOWN OF BROOKHAVEN 

Smoking is prohibited within a fifty-foot radius of street-level entrances 
to all Town buildings and facilities located within the Town, which are 
either owned or leased by the Town of Brookhaven and which are 
designated as .accessible by the public. 

RESOLVED, that all other provisions of the Town Smoking Policy, 



( effective January 1, 1990 and amended on April 1, 1990, August 1, 1995, August 15, 

2000 and June 18, 2002 shall be in full force and effect; and be it further 

RESOLVED, that this policy may be amended from time to time by 

resolution of the Town Board of the Town of Brookhaven. All amendments shall be in 

conformance with New York State Law and employees shall be notified accordingly. 
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RESOLtmON NO. /'/ 
MEEfING OF:. JUNE 18, 2002 

AMENDMENT TO TOWN 
OF BROOKHAVEN 
SMO.KJNG POLICY · 

WHEREAS, in an effort to provide a sa:fe and healthy mviromncot for 

empfoyecs and in accordance with the New Yorlc State Public HcaJth Law, Article ~3-E, 

Sections -1399-n through 1399-x, which restricts the smolcing of any substance which· 

contains tobacco, including cigarettes, cigars and pipes, the Town Board of the Town of 

Brookhaven adopted the following smoking policy, effective Janumy l,. 1990; and 

WHERE:A,S, the Town Board amended said smoking policy of the Town 

ofBrookbaven on April 1, 1990, August 1. 1995 and August 15, 2000; and 

WHEREAS, it has become clear to the Town Board that in order to protect 

the rights of its rmp)oyces as weJJ as its residents, it is necessary to again make revisions 

to the policy; 

NOW, THEREFORE, BE IT RESOLVED by the Town Bom-d of the 

Town of Brookhaven that the smoking policy of the Town ofBrooJchavcn, effective 

August 15, 2000, is hereby amended as foJJows: 

SMOKING POLICY OF THE TOWN OF BROOKIIA VEN 

Smoking is prohibited in any Town owned or Town leased facility. 

Smoking is prohibited in Town-owned vehicles used to transport 
individua)s on behalf of the Town. 

Employees found smoking in violation of this policy may be subject · 
to disciplinary action. 



( 
Copies of this policy will be posted and distributed to all employees and 
to all prospective employees on request. 
Conflicts should be brought to the attention of the appropriate supervisory 
personnel. Employees may file a formal complaint with the PersoIDJel 
Officer. 

The Deputy Supervisor shaU be the designee to assist in the enforcement 
of this policy by notifying employees who arc in violation. 

and be it further 

RESOLVED that this policy may be amended from time to time by 

resolution of the Town Board of the Town of Brookhaven. AH amendments shall be in 

conformance with New York State Law and employees shall be notified accordingly . 
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RESOLUTION NO. 13 

MEETING OF NOVEMBER 15, 1994 

BE IT RESOLVED as follows: 

In connection with the performance· of his/her official duties, for the Town, 

NO TOWN employee/official shall solicit from or offer to provide or accept 

services to any resident/citizen in connection with a Power of Attorney or any 

other -written instrument granting such employee/official control over the 

finances of the resident/citizen. 
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ADOPTED 
RESOLUTION NO. 2016-0108 
MEETING: FEBRUARY 4, 2016 

I BY THE BROOKHAVEN TOWN BOARD AUTHORIZE AN AMENDMENT TO THE 
TOWN OF BROOKHAVEN'S 
ACCEPTABLE USE POLICY RELATING 
TO INTERNET/INTRANET/EXTRANET­
RELATED SYSTEMS 

WHEREAS, the Town Board of the Town of Brookhaven by Resolution No. 31 of March 

5, 2002 adopted a Computer, E-Mail and Internet Usage Policy for the purpose of guiding and 

governing the use of the Town's computer and information processing and distribution systems, 

which thereafter was amended by the Town Board by Resolution No. 46 adopted on May 23, 

2002, as well as by Resolution No. 2013-494 adopted May 7, 2013; and 

WHEREAS, a request has been made by the Division of Information Technology to 

update the policy dated April 26, 2013 to include cellular/mobile devices in order to better 

manage the appropriate use of Town issued devices and further avoid capacity problems and 

reduce the susceptibility of the Town of Brookhaven's resources to computer viruses, 

compromise of network systems and other technology issues; 

NOW, THEREFORE, BE IT RESOLVED, that the Town Board of the Town of 

Brookhaven hereby authorizes the amendment to the Town of Brookhaven's Acceptable Use 

Policy dated April 26, 2013, to include cellular/mobile devices, in order to keep up with 

technology changes and effectively and efficien,tly serve the interests of the Town of 

Brookhaven; and be it further 

RESOLVED, that the revised policy shall be subject to the approval of the Town 

Attorney; and be it further 

RESOLVED, that this Resolution shall be effective immediately. 



ADOPTED 
BY THE BROOKHAVEN TOWN BOARD 

RESOLUTION NO. 2013-494 

MEETING: May 7, 2013 

AUTHORIZE A CURRENT 
ACCEPTABLE USE POLICY IN 
REGARD TO 
INTERNET/INTRANET/EXTRANET­
RELATED SYSTEMS 

WHEREAS, the Town Board of the Town of Brookhaven by 

Resolution #31 of March 5, 2002, adopted a Computer, E-Mail and Internet 

Usage Policy for the purpose of guiding and governing the use of the Town's 

computer and information processing and distribution systems; and 

WHEREAS, the Town Board of the Town of Brookhaven by 

· Resolution #46 of May 23, 2002 amended the aforesaid Policy effective May 

23,2002; and 

WHEREAS, in 2010 a request was made to update the Policy 

in an effort to keep up with technology changes; and 

WHEREAS, attached is a final current Policy which has been 

approved by the Town Attorney. 

NOW, THEREFORE, BE IT RESOLVED, by the Town Board of 

the Town of Brookhaven that the attached updated Acceptable Use Policy in 

regard to the Town's computer and information processing and distribution 

systems is hereby approved and shall be in full force and effect immediately. 
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April 26, 2013 

Town of Brookhaven Acceptable Use Policy 

l.0Overview 

lntemet/lntranet/Extranet-related systems, including but not limited to computer equipment, software, 
operating systems, storage media, network accounts providing electronic mail, WWW browsing, and FTP, 
are the property of Town of Brookhaven. These systems are to be used for business purposes in serving the 
interests of the Town of Brookhaven, and of our constituents in the course of normal operations, . 

Effective security is a team effort involving the participation and support of every Town of Brookhaven 
employee and affiliate who deals with information and/or information systems. It is the responsibility of 
every computer user to know these guidelines, and to conduct their activities accordingly. 

Use of computer equipment and inte~t access to accomplish job responsibilities will always have priority 
over personal. use. In order to avoid capacity problems and to reduce the susceptibility of the Town of 
Brookhaven resources to computer viruses, computer users must comply with the following guidelines. 

1.1 Effective Date of this Policy- based on approved rewlution 

2.0 Purpose 
The purpose of this policy is to outline the acceptable use of computer equipment at Town of Brookhaven. 
These rules are in place to protect the employee and Town of Brookhaven. Inappropriate use exposes the 
Town of Brookhaven to risks including virus attacks, compromise of network systems and services, and 
legal issues. 

3.0 Scope 
This policy applies to employees, contractors, consultants, temporaries, and other workers at the Town of. 
Brookhaven, including all personnel affiliated with third parties. This policy applies to all equipment that is 
owned or leased by Town of Brookhaven. 

4.0 Policy 

4.1 General Use and Ownership 
I. While Town of Brookhaven's network administration desires to provide a reasonable level of 

privacy, users should be aware that the data they create on the town systems remains the property 
of Town of Brookhaven. Because of the need to protect Town of Brookhaven's network, 
management cannot guarantee the confidentiality of information stored on any network device 
belonging to Town of Brookhaven. 

. 2, Employees are responsible for exercising good judgment regarding the reasonableness of personal 
use. Individual departments are responsible for creating guidelines concerning personal use of 
lntemet/Intranet/Extranet systems. Io the absence of such policies, employees should be guided by 
departmental policies on personal use, and if there is any uncertainty, employees should consult 
their supervisor or manager. 

3. For security and network maintenance purposes, authorized individuals within Town of 
Brook.haven may monitor equipment, systems and network traffic at any time. 

4. Town of Brookhaven reserves the right to audit networks and systems on a periodic basis to 
ensure compliance with this policy. 

5. l)le computers are provided for business use purposes. However, personal use of the computers is 
permitted in a limited fashion and should be the exception and not the norm and should be 
conducted during off-duty hours, lunch hour or break times ifat all possible. Any and all personal 
use of the computers must still comply with this policy. Users understand that personal use of 
Town equipment is not private or confidential. 
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April 26,2013 

6. Quota time should be used by all Town personnel to access sites that have been restricted by time 
but allowed to access for town business. 

7. Individuals using Town of Brookhaven equipment to access the internet are subject to having 
activities monitored by system or security personnel. Use of this system constitutes consent to 
security monitoring, and employees should remember that most sessions arc not private. 

8. Privately owned computer systems and devices, including· personal laptops, PCs, jump/thumb 
drives, external hard drives, routers, access points, printers, scanners, multifunction devices 
(MFDs), cell/smart phones, iPads.tablets and cameras, may not be connected to the Town's 
network without express authorization of the Division oflnfonnation Technology. This includes 
both wired and wireless connections. 

9. Restricted sites must be examined and approved by Information Technology before being released 
for access. 

I 0. Users should not expect any right of privacy in the T9wn of Brookhaven's systems, including 
electronic communications and information created or stored on the Town of Brookhaven's 
systems. 

11. The Town of Brookhaven, in order to ensure the continuity and safe operations of its systems, may 
employ intercept, capture, and/or use detection programs that search for patterns of abuse, security 
risks, illegal activity, and any violation of this policy. 

I 2. All electronic files and documents originating from or passing through the Town of Brookhaven's 
systems are considered to be the property of the Town of Brookhaven. 

13. Users shall not utilize the Town of Brookhaven's computers or systems for private financial gain, 
or commercial, advertising or solicitation purposes. 

14. Only those Internet services and functions with documented business purposes for this agency will 
be enabled at the Internet firewall. 

15. Employees should schedule communications ~intensive operations such as large file transfers, 
video downloads, mass e-mailings and the like, for off-peak times. 

I 6. All computers shall contain anti-virus software installed .by IT. Such software shall be regularly 
updated by IT. It is the responsibility of the user to inform IT if his or her computer does not 
contain such software. No programs shall be installed on any Town owned or controlled 
computers unless by IT or with IT's approval . 

17. Any information related to potential computer _viruses should be submitted to the Director of 
Information Technology and/or your supervisor immediately. It should not be e-mailed to all user$ 
since the notification itself may contain a virus. 

4.2 Security and Proprietary Information 
1. The user interface for information contained on-Internet/Intranet/Extrani;t-related systems should 

be classified as either confidential or not confidential, as defined by Town of Brookhaven 
confidentiality guidelines, details of which can be found in Law Department policies. Employees 
should take all necessary steps to prevent unauthorized access to this information. 

2. Keep passwords secure and do not share accounts. Authorized users are responsible for the 
security of their passwords and accounts. User level passwords should be changed every ninety 
days s or if and when passwords have been compromised. 

3. All PCs, laptops and workstations should be secured with a password-protected screensaver, or by 
logging-off when the computer will be unattended. 

4. Because information contained on mobile devices is especially vulnerable, special care should be 
exercised. 

5. Postings by employees from a Town of Brookhaven email address to social media should contain 
a disclaimer stating that the opinions expressed are strictly their own and not necessarily those of 
T qwn of Brookhaven, unless posting is in the course of business duties. 

6. All computers used by the employee that are connected to the Town of Brookhaven 
lntemet/Intranet/Extranet, whether owned by the employee or Town of Brookhaven, shall be 
continually executing approved virus•scanning software with a current virus database unless 
overridden by departmental or group policy. 

2 
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7. Employees must use extreme caution when opening e-mail attachments received from u,nknown 
senders, which may contain viruses, e-mail bombs, or Trojan horse code. 

8. All appropriate precautions should be taken to detect viruses, induding scanning all computer files 
(including attachments) that are downloaded and/or opened from th<: internet, before installation or 
execution of such files/attachments. Users should only open attachtncnts from anticipated and 
trusted sources. Users should direct any questions regarding lhc proper use of virus detection 
software to lhe Information Technology Division prior to downloading and/or opening any 
computer files/attachments, · 

9. All electronic messages created and stored on the Town of Brookhaven computers or networks arc 
the property of the Town and are not considered private, 

I 0. · Incoming and outgoing messages will be scanned for viruses and other malign content by Message 
Lab services. 

4.3. Unacceptable Use 
The following activities are, in general, prohibited, Employees may be exempted from these restrictions 
during the course of their legitimate job. 

Under no circumstances is an employee of the Town of Brookhaven authorized to engage in any activity 
that is illegal .under local. state, federal or international law while utilizing Town of Brookhaven-owned 
resources. 

The lists below are by no means exhaustive, but attempt to provide a framework for activities which fall 
into the category of unacceptable use. 

System and Network Activities 

The following activities are str,ictly prohibited. with no exceptions: 

I. Violations of the rights of any person or company protected by copyright, trade secret, patent or 
other intellectual property, or similar laws or regulations, including, but not limited to, the 
installation or distribution of "pirated" or other software products that arc not appropriately 
licensed for use by Town of Brookhaven. 

2. Unauthorized copying of copyrighted material including, but not limited to, digitization and 
distribution of photographs from magazines, books or other copyrighted sources, copyrighted 
music, and the installation of any copyrighted software for which Town of Brookhaven or the end 
user does not have an active license is strictly prohibited. 

3. Exporting software, technical information, encryption software or technology. in violation of 
international or regional export control laws, is illegal. The appropriate management should be 
consulted prior to export of any material that is in question. · 

4. Introduction of malicious programs into the network or server (e.g., viruses, worms, Trojan horses, 
e-mail bombs, etc.). 

5. Revealing your account password to others or allowing use of your account by others. 
6. Using a Town of Brookhaven computing asset to actively engage in procuring or transmitting 

material that is in violation of sexual harassment or hostile workplace laws in the user's local 
jurisdiction. · 

7. Making fraudulent offers of products, items, or services originating from any Town of 
Brookhaven account. 

8. Making statements about warranty, expressly or implied, unless it is a part of normal job duties. 
9. Effecting security breaches or disruptions of network communication. Security breaches include, 

but are not limited to, accessing data of which the employee is not an-intended recipient or logging 
into a server or account that the employee is not expressly authorized to access, unless these duties 
are within the scope of regular duties. For purposes of this section, "disruption" includes. but is not 
limited to, network sniffing, pinged floods, packet spoofing, denial of service, and forged routing 
infonnation for malicious purposes. 

I 0. Port scanning or security scanning is expressly prohibited. 

3 
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11. 

12. 
13. 

14. 

15. 

16. 

17. 

I 8. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 

26. 

Executing any form of network monitoring which will intercept data not intended for the 
employee's computer, unless this activity is a part of the employee's normal job/duty. 
Circumventing user authentication or security of any computer, network or account. 
lnterforing with or denying service to any user other than the employee's computer (for example, 
denial of service attack). 
Using any program/script/command, or sending messages of any kind, with the intent to interfere 
with, or disable; a user's terminal session, via any means, locally or via the 
I ntemct/I ntranet/Extranet. 
Providing information about, or lists of, Town of Brookhaven employees to parties outside Town 
of Brookhaven. 
Personal files obtained via the internet may not be stored on individual PC hard drives or on local 
area network (LAN) file servers. 
Official video and voice files should not be downloaded ft-om the internet except when they will 
be used to serve an approved Departmental function. 
Hacking or cracking is strictly prohibited regardless of motivation or damage. Testing the system's 
security shall be the responsibility of the town's Information Technology Division, 
Users are prohibited from engaging in or attemptfng to engage in maliciously using or disrupting 
the Town of Brookhaven's computers, networks, or internet services; 
Users are prohibited from engaging in or attempting to engage in misusing or damaging the Town 
of Brookhaven's equipment or systems; 
Users are prohibited from engaging in or attempting lo engage in monitoring or intercepting the 
files or electronic communications of other users or third parties; 
Users are prohibited from engaging in or attempting to engage in hacking or obtaining access to 
systems or accounts (internal or external), which they are not authorized to use. 
Users are prohibited from engaging in or attempting lo engage in using another user's network 
log-in account, email address(es), and/or password(s); 
Users are prohibited from engaging in or attempting to engage in breaching, testing or monitoring 
a town-owned computer or system or tampering with the town's system configuration and/or 
network security measures; 
Users are prohibited from engaging in or attempting to engage in using the Town of Brookhaven's 
systems after such access has been denied or revoked; 
Users are prohibited from engaging ·in or attempting to engage in attempting lo delete, erase or 
otherwise conceal any information stored on any portion of the Town of Brookhaven's systems; or 
installing any software program, application or hardware device on a town-owned computer or 
system without first obtainfog authorization from the Division ofinfonnation Technology. · 

5.0 Enforrement 
Any employee found to have violated this policy may be subject to disciplinary action, up lo and including 
termination of employment. 

4 
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Email and Communications Activities 

1,0 Purpose 
The purpose of this policy is to prevent tarnishing the public image of Town of Brookhaven. When email 
goes out from Town of Brookhaven the general public will tend to view that message as an official policy 
statement from the Town of Brookhaven. 

I.I Effective Date of this Polley - based on approved resolution 

2.0 Scope 
This policy covers appropriate use of any email sent from a Town of Brookhaven email address and applies 
to all employees, vendors, and agents operating on behalf of Town of Brookhaven. 

3.0 Policy 
3,J Prohibited Use. 
The Town of Brookhaven email system shall not to be used for the creation or distribution of any disruptive 
or offensive messages, including offensive comments about race. gender, hair color, disabilities, age, sexual 
orientation, pornography, religious beliefs and practice, political beliefs, or national origin. Employees who 
receive any emails with this content from any Town of Brookhaven employee should report the matter to 
their supervisor immediately. 

I. 

2. 

3. 
4. 

5. 
6. 

7. 

8. 

9. 
10. 
I I. 
12. 

13. 
14. 

15. 

Sending unsolicited email messages, including the sending of "junk maW or other advertising 
material to individuals who did not specifically request such material (email spam). 
Any form of harassment via email, telephone or paging, whether through language, frequency, or 
size of messages. 
Unauthorized use, or forging, of email header information. 
Solicitation of email for any other email address, other than that of the poster's account, with the 
intent to harass or to collect replies. 

• Creating or forwarding ttchain letters", "Ponzi" or other "pyramid" schemes of any type. 
Use of unsolicited email originating from within Town of Brookhaven's networks of other 
Internet/Intranet/Extranet service providers on behalf of, or to advertise, any service hosted by 
Town of Brookhaven or connected via Town of Brookhaven's network. 
Posting the same or similar non-business-related messages to large numbers of Usenet newsgroups 
(newsgroup spam). 
Access to personal email accounts should be restricted for all Town personal. Town email should 
be used for Town business only. 
No form of chain letter will be sent using Town of Brookhaven assets. 
Do not automatically forward your e-mail to a non- Town of Brook haven e-mail address. 
Only authorized email software may be used i.e. Group Wise 
Foul, inappropriate or offensive messages, including racial, sexual or religious slurs are 
prohibited. 
Do not respond to junk or harassing mail received on your system. Delete such mail immediately. 
Do not open attachments from unknown sources. All attachments must be validated by anti-virus 
software prior to being opened. However, this does not guarantee the absence of viruses. Knowing 
the source of your attachments is an advantage but not a guarantee. 
Broadcast of network wide non-business ~elated e-mails are prohibited. 

3.2 Personal Use. 
Using any amount of the Town of Brookhaven resources for personal emails is unacceptable. Sending 
chain letters or joke emails from a Town of Brookhaven email account is prohibited. Virus or other 
malware warnings and mass mailings from Town of Brookhaven shall be approved by Director of!T 
before sending. These restrictions also apply to the forwarding of mail received by a Town of Brookhaven 
employee. · 
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3.3 Monitoring 
Town of Brookhaven employees shall have no expectation of privacy in anything they store, send or 
receive on the company's email system. Town of Brookhaven may monitor messages without prior notice. 
Town of Brookhaven is not obliged to monitor email f!!essages. 

3.4 Email Att2cbments 
Town of Brookhaven employees shall not attach large files to emails. The maximum file size is 20meg. All 
attachments should be saved onto the computer's hard drive and the original email and attachment should 
then be deleted from the inbox. Attachments received from unknown sources should never be opened. 

3.5 Message Composition 
All messages sent from Town of Brookhaven addresses are a representation of the town itself. Therefore, 
all correspondence should be written in a professional manner. It is encouraged to utilize spell checker as 
well as manually checking for grammatical errors. 

3.6 lnbox Management 
It is important to manage your inbox in a way so that key messages are readily available. Sorting can be 
done so by priority, subject, date, sender or whatever option seems fit to the user. When an employee is out 
of the office it is expected they prepare an "out of office" message, indicating their return date and 
additional instructions if someone were to require an immediate response. 

3.7 Message Forwarding 
Take caution when forwarding any message to ensure that the infonnatfon is not sensitive or confidential. 
Do not forward any attachment that has not been cleared of viruses, Spyware or content. It is generally not 
authorized to forward mail from town addresses to personal accounts, unless a business need is presented. 

3.8 Distribution Lists 
It is recommended that distribution lists to do not include both Town employees and external users. It is 
also important than when composing a distribution list, all recipients be listed in the ''bee" field as to ensure 
privacy. 

3.9 Email Retention 
User Email is retained indefinitely unless deleted by the user. Trash email is deleted after 31 days by 
default. Mail that is flagged as RETAIN is riot deleted. 

3.10 Confidential Daill 
It is not the decision of the individual employee to disclose confidential or sensitive information. !fan 
employee is in doubt as to the nature of information, he or she should contact his or her supervisor. 

Confidential or sensitive information and records include, but are not limited to: 
• Payroll information 
• Social Security Numbers 
• Personnel records 

Computer system passwords and security codes 
• Budgetary information 
• Pending litigation-or other formal charges pending or in process and investigation 
• Any legally privileged information or otherwise deemed confidential as a matter of law 
• Medical information 
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3. t 1 Email Address Protection 
Avoid publishing your Town of Brookhaven address on websites or submitting the address to every site or 
organization that requests it. if you are submitting a website for personal use, do not utilize your Town of 
Brookhaven email address. Similarly, don't share your coworkers' email addresses with friends, vendors 
or any outside organization. Do not post Town of Brookhaven email addresses on any Internet forums, 
chat rooms, or public areas. 

4.0 Enforcement 
Any ·employee found to have violated this policy may be subject to disciplinary action. up to and including 
termination of employment. 

5.0 Definitions 
Term 
Email 

Forwarded email 
Chain email or letter 

Sensitive information 

Virus warning. 

Unauthorized Disclosure 

6.0 Revision History 

Dennltion 
The electronic transmission of information through a mail protocol such as 
SMTP or !MAP. Typical email clients include Eudora and Microsotl Outlook, 
Email resent from an internal network to an outside point. 
Email sent to successive people. Typically the body of the note has direction to 
send out multiple copies of the note and promises good luck or money if the 
direction is followed. · 
Information is considered sensitive ifit can be damaging to Town of 
Brookhaven or its constituents' reputation. 
Email containing warnings about virus or malware. The overwhelming majority 
of these emails tum out to be a hoax and contain bogus information usually 
intent only on frightening or misleading users. 
The intentional or unintentional revealing of restricted information to people, 
both inside and outside Town of Brookhaven. who do not have a need to know 
that information. 

Original policy adopted March 5, 2002 via resolution #32. 
Amended on May 23. 2002, via resolution #46. 
EMail to all Town employees addressing resolution sent out on May 9, 2005. 
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A: 11/u /45 
Local Law Filing£.· It/I-? / 15 

New York State J?cpartment C?f State 

41 State Street, Albany, NY 12231 

(Use this form to file a local law with the Secretary_ of State) 

Text oflaw should be given as amended. Do not include matter being eliminated and do not 
use italics or underlining to indicate new matter. · 

Town ofBrookhaven 

Local Law No. _____ 34;;;...;... _______ of the year 2005 

A local Law amending Chapter 28 "Code of Ethics" by deleting the Town Ethics Code in 
its entirety and enacting a new Code of Ethics and Disclosure. 

Be it enacted by the Town Board of the Town of Brooklaaven as follows: 

Section 1. Intent. The Town Board hereby recognizes that In order to insure proper administration of 
Town Government, it is necessary to establish standard conduct and guidance of the Town's officers, 
employees and appointees. Therefore, this Chapter establishing the Code of Ethics end Dtsclosure wit 
facilitate as-the proper guide governing the conduct of the Town's officers, empk>yees and appoiltees. 

Section 2. Amendments. The Code of the Town of Broothaven is hereby deleted in its entirety and 
the new Chapter 28 Code of Ethk:s and Disdosure reads as folows: New Chapter 28 Code of Ethics 
and Disclosure. 

Chapter28 

§ 28-1 

§ 28-2 

§ 28-3 

§ 28-4 

§ 28-5 

§ 28-6 

§ 28-7 

§ 28-8 

Purpose. 

Definitions. 

NEW CHAPTER 28 
CODE OF ETHICS AND DISCLOSURE 

Code of Ethics as a Condition of Emptoyment. 

Establishment of Board of Ethics; powers,. duties. training and education 

Conflicts of interest 

Political actMties prohibited. 

Agent's notice of appearance. 

· Use of Town Property; Improper use of information; Disdosure of interest 
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(- § 28-9 

§ 26-10 

§ 28-11 

§ 28-12 

§ 26-13 

§ 28-14 

§ 28-15 

Revolving Door. Representation of interests before Town agencies. 

Financial disclosure required of officers and employees. 

Filing of Fnancial Disclosure Statement; review. 

Distribution and posting. 

Disciosure in certain applications. 

Penalties for offenses. 

General Severability. 

Chapter 28, CODE OF ETHICS AND DISCLOSURE 
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--§ 28-1. PlJl)OSEI. 

The Town of Brookhaven is one of the largest and most populated towns In New York State. 
Brookhaven Town's land area is the largest of any town municipal area in New York State._ These 
characteristics require extraordinary local government services that should only be provided with the 
highest level of honesty, integrity and professionalism. The fOllowing Code of Ethics is fonnulated to 
meet that goal. . 

The proper administration of the goverrvnent of the Town of Brookhaven requires its officers 
end employees, whether elected or appointed, paid or unpaid. including members of any administrative 
boards, commissions or other 1:1gencies, to be impartial and free from conflicts of interest, or even the 
appearance of conflicts, and free from partisan political influences in fulfilling their public responsibl~. 
The purpose of this Chapter is to establish standards of conduct and guidance to the officers, 
emptoyees and appointees of the Town of Brookhaven. 

In M'lheranc:e thereof, the Town Board of the Town of Brookhaven hereby exercises the option 
granted local governing bodies pursuant to Section 811 of the General Municipal Law by requiring all 
Town officials and appointees to file with the Local Board of Ethics a financial disclosure statement in 
such form as shall be approved by the Town Board by resolution. It is the intent of this Section to 
prevent conflicts of interest or the appearance of conflicts of interest by requiring disclosure of those 
financial items which coutd reasonably be expected to lead to a conflict of interest or the appearance of 
a conflict of interest. 

§ 28-2. Defnltions. 

When used in this chapter and unless the context otherwise requires, the words used herein 
shaU have the same meanings or definitions as those in Article 18, §800 et seq., and any amendments 
thereto, of the General Municipal Law are incorporated by reference herein: 

AGENCY means any office, body, board, advisory board, authority, commission, council, 
department, district, division, bureau or committee of the Town, and any comparable entity 
fun,ded or created by or for the Town for the purpose of conducting or financing an 
improvement(s) or service(s) for the promotion of the health, welfare, safety or convenience of 
the residents of the Town or for the benefit of real property in the Town but shall not include any 
fire district or library district. 
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APPEAR. APPEARANCE, or APPEAR BEFORE means a representational communication by 
whatever form, whether personally or ttvough another person or another entity with any_ agency 
of the Town relating to a business dealing. 

BUSINESS DEALING means having or providing any contract or service or work application 
with the TCHm, and means buyi,g, ~ing. renting, acquiring from Of dispensng to the Town 
any good. service or property and is applicable to petitioning for, requesting, or obtaining any 
approval, grant, license, loan, permit, franchise or the like from the Town.. · 

CANDIDA, TE any person seeking or taking affirmative acts in furtherance of obtaining a 
nomination, designation, or election to a public or party office in lhe Town of· Brookhaven, 
excluding the party position of commltteeperson. 

DISCRETIONARY ACT means any action, involving the exercise of judgment or discretion by 
an official or employee, either acting as an individual or as a ITW;mber of board or agency, or as · 
an advisor to any board or agency, and includes, but is not limited to, negotiations, approval, 
advice, recommendation; authorization or sudtt. 

DUTIES - lndUdes those fi.nctions perfOfTlled in the service of the Town, as distinguished 
herein belOW: 

A.. ADVISORY DUTIES - Include those functions performed by any volunteer pUblic officiaJ as 
defined hereii under, involving the mere gathering, analysis, disseminatiOn or retrieval of 
general infonnation for the purpose of rendering advice to the Town Board or the various 
Town department, agencies, boards, committees, councils, special districts, improvement 
districts and all other facets ·of the Town government and Its subdivisions, In regard to their 
volunteer public servk:e. · 

B. DISCRETIONARY DUTIES (Also referred to as discretionary autholity.) - Include those 
functions performed by any Town official involving greater than the mere dissemination or 
retrieval of general information; or those functions imposed by law, job description or 
general practice that kivolve decision making, poficy rnakilg or the rendering of a judgment. 

C. OFFICIAL DUTIES - Include all functions regarding the reasonably expected 
responsibiities, charges, obligations, trusts and )iabjlities of any and an elected officials, 
officers, employees. public officials and/or publec servants of the Town and its various 
departments, agencies, boartls, committees, councils, special districts. improyement 
districts and aJJ other facets of the Town government and its subdivisions, in regard to their 
public setVice. 

ENGA.GE - Includes any recognized dictionary definition thereof and/or of the foClowing words: 
participate. enter into, join, take part in, arrange, bargail and/or deal. 

FAMILY MEMBER means any family refative inctuding a spouse, former spouse, child, 
stepchild, brother, sister, parent or dependent of ·an officer or employee. 

FINANCIAL INTEREST is an interest that exceeds one tenth of one percent (1/10 of 1 %) of the 
outstanding securities of a business concern; or if the interest is in an unincorporated business 
concern, exceeds. one percent ( 1 % ) of the worth of such concern; or is a monetary interest in a 
corporation, person or finn Which exceeds five percent (5%) of net worth of the officer or the 
employee and his or her family members; or is the interest of a partner in any partnership; or is 
the nterest of a stockholder il a professional corporation. ·in computing percentages herein both 
the legal and the beneficial interest shall be aggregated. 
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LOBBYING, LOBBYING ACTNITIES, PAID LOBBYIST - /Jny person paid-to influence the 
passage or defeat of any legislation by the Town or the epproYal or disapproval of any 
legislation by the Town; the adoption or rejection by the Town of Brookhaven, its agencies, 
boards, departments, offices or commissions of any rule or regulation having the force and 
effect of law; or the outcome of any ratemaking proceedjng by a Town agency or the_ outcome of 
any land application before a Town agency. 

· MINISTERIAL ACT means an action perfonned in a prescribed manner, whether by statute or 
by standard accepted and known practice, where there is no exercise of judgment or discretion. 

OFFICIAL OR EMPLOYEE means any offtcer or employee of the Town, paid or unpaid, elected 
or appointed. on suspension, on leave for any reasons including but not limited to workers' 
compensation, disability. maternity or family medical, but does not lncfude any judge, prosecutor 
or employee of the uniied court system. nor volunteer fire '9tters. civl defense volunteers or 
unpaid persons perfooning charitable work. 

OUTSIDE EMPLOYER OR BUSINESS shal rnean: 

(A) any activfty, other than employment with the Town, for which the officer or employee 
receives compensation for services rendered or goods sokl or produced. 

(B) any entity, except the Town, of which the officer or employee is a member, officer or 
employee. . 

(C) any entity In which the officer or employee has an ownership interest. 

POLITICAL' ACTMTIES - any activmes related to partisan politics Including recruiting, 
solicitation for fundraising, invoking political reprisals. and any action that uses Political influence 
to affect the duties and responsibilities of any offieer or employee of the Town. 

TOWN means the Town of Brookhaven .. 

TOWN OFFICIAL - Includes an of the following categories of indivkluals. as distinguished 
herein below: 

A. ELECTED OFFteiAI.. - Includes all persons elected by the electors of the Town of 
Brookhaven pursUMt to the laws of the State of New York. 

B. EMPLOYEE end/or PUBLIC SERVANT - lncli.Jdes alt persons whose salary is paid In 
whole or In part by. the Town of Brookhaven, Its various departments, agencies. boards. 
committees. councis, speciai districts. improvement districts and al other fac.ets of the 
Town govemment and its subdivisions, whether pursuant to civi service regutations, 
contractual empk>yrnent agreements or any other arrangements. 

§ 28-3. Code of Ethics as condition of employment. 

Compliance. It shall be a condition of employment and/or service to the Towr1, or any subdivision 
thereof, that all Town officials and employees thereof be in compliance with this Code of Ethics and 
any and aH opinions rendered by the Board of Ethics and Financial Disclosure. · · 
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§ 28-4 Establishment of Board of Ethics; powers, duties, training and education. 

A. Board establlsbed; membership. 

1. A Board of Ethics is hereby established, pursuant to § 808 of Article 18, and any 
amendments thereto, of the General Municipal Law, i1cotporaled by reference herein, to be 
composed of five (5) members who have a good reputation and a record of honorable 
community service to serve without compensation and at the terms set forth below: 

2. 

(a) Qualifications of members. 

(1) No member of the Ethics Board shal be an offteer or empk)yee of the 
Town of Brookhaven. 

(2) No more than two (2) members shall be from any one political party. 

(3). No EthicS Board member shall hokf office in a political party, ilciuding a 
committeeperson, or be employed or act es a paid lobbyist or hold elective 
office in the Town served by the Ethics Board. An Ethics Board member 
may make campafgll contributions but may not participate in any election 
campaign. 

Such appointment shall conform to the following: 

(a) The members of the Ethics Board shall be appointed by the Town Board, and the 
Supervisor shall annually designate one of the appointed members to seive as 
chairperson. . 

(b) The members of the Ethics Board shall be appointed no later than January 30, 
2006 end annually thefeafter in accordance with the provisions of this section: 

(c) The terms of all ·the current members of the Ethics Board shalt expire upon 
designation of the new board members appQinted in accordance with the 
provisions of this section. 

(d) The terms of office of appointed Ethics Board members shall be three (3) years 
and shall run from January 1111 to December 31 '\ except that of the members 
appointed: one (1) shall serve until December 31, 2006, two (2) shat! serve until 
December 31, 2007 and two (2) shall serve until December 31, 2008. 

{e) An Ethics Bqard member shall serve untit his or her successor has been appointed. 
If a vacancy occurs. It shall be filled, within sixty (60) days, for the unexpired portion 
of the tenn in the same manner as the original appointment. 

(f) An Ethics Board member may be removed from office by the Town Board for 
substantial neglect of duty, gross r,:iisconcluct in office, inability to discharge the 
powers or duties of offtce or conviction of a misdemeanor or felony after written 
.notice and opportunity for such member to respond. 

(g) A quorum shall be three (3) members and action shall be by a majority of the whole 
number of the board. 

(If additional space is needed, attach pages the same size as this slieet, and number eacll~) 
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B. Executive Director. 

1. The Board of Ethics shall be served by a fufl time Executive Director. The Supervisor 
shall designate and set the salary and compensation of the Executive Director from 
nominations made by the Ethics Board with approval by the Town Board. The 
Executive Di'ector shall be responsble to the Ethics Board and shall be responsible tor 
distributing the financial disclosure fonn to all the officers and employees required to file 
pursuant to section 28--1 O herein and shall have such other powers and responsl>ilities 
as set forth i1 the Rules and Regulations as promulgated by the Ethics Board. · The 
Executive Oi"ector may be removed by a maj(>rity vote of the Ethics Board. The 
Executive Dlreetor shall review the disclosure forms. annual and transactiOnal. filed 
hereunder and transmit such forms or the notice regarding such fonns as required 
herein. The Executive Director shaU cause the information required to be filed with the 
Ethics Board to be compiled in an ordeny fashion and instn"e a timely response to 
requests for information pursuant to the Freedom of Information Law.1 

2. The Town Attorney or his/her designee shall serve as counsel to the Ethics Board. 
except he/she shall be excused when he/she or the Ethics Board determines that 
he/she has. or may reasonably appear to have, a conflict of interest. In such event. 
substitute counsel shall be provided in e timely fashion. 

C. Advisory OpiniOn: 

1. The Board of Ethics shaff render advisory opinions to officers, employees or fC>f11'lef" 
employees of the Town . of Brookhaven with respect to Article 18 of the General 
Municipal Law and this Code· of Ethics. Such advisory opinions shall be rendered 
pursuant to the written request of an affected individual ·officer, employee or former 
employee of the Town of Brookhaven, the Supervisor or by resolution of a majority of 
the Town Board. 

2. The Board of Ethics shall make avaiable to al officer& and employees of the Town 
copies of this law and, upon request. all applicable forms adopted by the Town Board 
and such slate statutes which It believes may be of assistance to the officers and 
employees in complying with applicable ethics provisions. 

3. Investigations: 

(a) Investigations. Upon receipt of a sworn complaint by any person alleging a 
violation of this Chapter or upon determlnng on Its own initiative that a violation 
of this Chapter may exist, the Ethics Board shall have the authority to conduct 
any investigation neces681')' to cany _out the provision of this Articfe. In 
conductinQ any such investigation, the Ethics Board may administer oathS or 
affimations, subpoena witnesses, compel their attendance, and require the 
production of any books or records which It may deem relevant and material. 

(b) Hearings; penalties. In its discretion, after a hearing providing for due process 
procedural mechanisms and subject to any applicable provisions of law, the 
Ethics Board may recommend in writing to the Town Board appropriate 
disciplinary action. 

1 Editor's Note: Sec§ 85 et seq. of the Public Officers Law. 
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( c) . The Ethics Board may onty act with respect to officers. employees and former 
empk>yees of the Town. The tennilation of e Town officer's, employee's or 
fooner emptoyee·s term of office or employment_ with the Town shalt not affect 
the jurisdiction of the Board with respect to the requirements inposed by this 
Artide on the former officer, or former empk>yee. 

(d) The Town Board shall receive the recommendation(s) of the Ethics Board and 
shall take such ~ action and impose such penalties as provided in this 
Artide. The Town Board may review the findings of fact and lhe record, if any, 
as shall be made available to it by the Ethics Board. 

(e) The Board· of Ethics shall refer any violation of any provision of this law to an 
appropriate~ agency. 

D. Generally, Opinions of the Board are required in order to compfy not only with the letter of the 
Code of. Ethics, but also with the spirit of preventilg violations of en acceptable code of cooduct. 
All opiniOns of the Board shall be published and avaitabae .in the Town Clerk's Office. with all 
references to names, addresses and other information that would constitute a breach of 
confidentiality removed therefrom. The Board shall at 811 times protect the confidentiality of ell 
Town officials, officers, eraplo}'eeS or former empklyees of the Town or any subdivision thereof 

· requesting an opinion thetefrom. 

E. Consistent with its duties and mandate and due process of law, the Board of Ethics shaff 
operate under such rules and reguations as It deems reasonable and necessary to otder1y 
administer and fulfill its duties and functions. The rules and regulations shaH be filed with the 
Town Board, and, unless rejected or modified.within sixty (60) days, shell be deemed adopted. 

F. The Board of Ethics shall present an annual report. of its actiVities to the Town Board at a public 
hearing. 

G. The Board of E;thics shall have the powers and duties in connection with disclosure fonns as set 
forth ii this code. 

H. The Board of Ethics shall have such other powers and duties as shall be provided by or 
pursuant to Article 18, and any amendments thereto, of the General Municipal Law of the State 
of New York, which is lncotporated by reference herein. 

I. Training end education. The Ethics Board shaU develop educational materials, an educational 
progam on the provisions of this chapter and shall be required to provide annual training to all 
Town employees. The Ethics Boan:! shal file a copy of all such materials with the Town Cterk 
and make information concerning this article aod the Ethics Code avaMabie to the officers and 
employees of the Town, to the public, end to persons inter8$ted in doing business with the 
Town of Brookhaven. 

§ 28-5. Conflicts of interesl 

A. Code of Ethics for Town officers and employees. 

1. Equal treatment of public by Town officers and employees. Every town officer and 
. empk,yee of the Town of Brookhaven shall treat each and every member of the public, 

whether a person, firm, corporation or other organ_ization, with equal consideration end 
without special advantage. No Town officer or employee shall discriminate on the basis of 
race, color, creed/religion, national origin, age, disability, sex or sexual orientation. 
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2. General prohibition. A Town officer or employee shall not use his or her official position or 
. office, or lake or fai to lake any action, in a marvl8r which he or she knows or has reason 
to know may result in a personal ~efit. financial or otherwise, for any of the following 
persons: 

(a) the Town officer or employee; 
(b) his or her outside employer or business; 
(c) a member of his or her household; 
(d) a customer or client (current or wtthin the past frve (5) years); or 
(e) a family member 

3. Gifts. A Town officer or employee shalt not solicit anything of value from any person who 
has received or sought a financial benefit from the Town, nor accept anything of value 
from any person the Town officer or employee knows or has reason to know is seeking or 
has received or sought a financial benefit from the Town within the previous twenty-four 

. (24) months. 

4. Recusal. 

(a} A Town officer or employee shall promptly recuse himself or herself from acting on 
a matter before the Town when acting on the matter, or faHlng to act on the matter, 
may benefit any of the persons listed In subdivision two of this section. 

(b) Whenever a Town officer or employee is required to recuse himself or herself 
under this Code of Ethics. He or she: 

(1) shalt promptly inform his or her superior, If any, 

(2) shaft promptly file with the Town Clerk and Ethics Board a signed statement 
disclosing the nature and extent of the prohibited actk>n or, if a member of a 
board, shall state that information upon the public record of the board; and, 

(3) shall immediately refrain from participating further in the matter. 

(c) Whenever a vote is required from which a Town officer or employee must recuse 
himself or herself such recusal shall not be counted for the purpose of determining 
whether a majority or . other ratio required by statute, local law, orclinanee or 
resolution to pass a measure has been reached, provided, however, that no actiOn 
may be taken by a body unless a majority of alt of the. members appointed or 
elected to such body, votes favorably. If a body is reduced below such majority by 
reason of a recusal required pursuant to this section, thereby causing en inability to 
act, the application shall be deemed denied. · 

s. Representation. A town officer or employee shall not represent any other person in any 
matter that person has before the Town nor represent any other person in any matter 
against the interests of the Town e~cept in ,:natters involving collective bargaining. 

6. Appearances. A Town officer or employee shall not appear before any agency of the 
Town, except on his or her own behalf or on behalf of his of her own constituents or on 
behalf of the Town. 
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7. Avoidance of conflicts. Town officers and employees shaft not knowingly acquire, solicit. 
negotiate for. or accept any interest. employment. or other thing of value whk:h would put 
them In violation of this Code of Ethics. 

8. Inducement of others. A Town officer or employee shatl not Induce or aid another officer 
or employee of the Town to violate any of the pro\rlSions of this Code of Ethics. 

B. Exclusions from the Code of Ethics. The provisions of §28-5 of this article shall not prohibit, or 
require recusaJ as a result of: 

1. An action specificaffy authorized by statute, rule, or regulation of the State of New York or 
of the United States. · 

2. A ministerial act. 

3. Gifts: 

(a) received by the Town officer or employee from his or her parent, spouse, child or 
sibling; or 

(b) accepted on behalf of the Town and transferred to the Town: or 
(c) refTestvnents and meals received et a wideJy attended gathering as defined by the 

Rules and Regulations of the Ethics Boaro; or 
(d) motivated by _a pre-existing personal relationship, as defined by the RuJes and 

Regulations of the Ethics Board. 

4. Gifts or benefits having a value of one hundred ($100.00) dollara or less that are received 
by a Town officer or employee tisied In Section Eleven of the Domestic Relations Law for 
the solemnization of a marriage by that officer or employee at a place other than his or her 
normal place of business or at e time other thal his oc her normal hours o( business. 

5. Non-monetary awards from charitable organizations. 

6. Receipt of Town services or benefits, or use of Town facilties that a,:e generally available 
on the same tenns and conditions to residents or a class of residents in the Town. 

7. Representation of constituents by elected otrtcials without compensation in matters of 
public advocacy. 

§ 28-6. Political Activities Prohibited. 

A No person shaN engage il any political activities on any Town premises at any time. Such 
ptohbited activities include but are not limited to the followilg: 

1. sales or purchases of tickets to political events 

2. discussion of tickets to pOlitic:al events 

3. solicitation to join a politicaf party or activity 

4. discussion of promotions or transfers or changes of assignments or compensation on the 
basis of any politicat considerations. 

5. solicitation of funds or goods or services for political purposes 
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B. No person having supervisory control or who is superior in title to any official or employee of the 
Town shaft engage in .any of the folJowing actions with subordinates at any time on or off Town 
premises: 

1 . discussion of or solicitation of ticket purchases or sales 

2. solicitation to join a political party or political activity. 

3. use of political considerations in discussing duties. positions, compensation, changes in titJes 
or work assignments · 

4. use of potitical considerations as the reason for promotions, assignment changes, demotions 
or termination. 

c. No officer or 'employee of the town shall solicit or discuss political CCJntributions with Town vendors 
or consuttants at any tifrte, on or off Town premises. . . 

§ 26-7. Agent's notice of appearance. An official of the Town having discretionary duties shall require 
the filing of a written noUce of appearance by any agent · · 

A. Fling required. An official of the Town having discretionary duty shall requ.-e the filing of a 
written notice of appearance by any agent felained by e person, business entity, association or 
other ctlent prior to any discussion or meeting with such agenl 

~- Form. A sworn notice of appearance shalt either be by letter or on a form prepered by the Town 
Attorney's office and must include the. business name, individual name, address and telephone 
number of both the agent and client, the date the agent was retained by the dient. the matter 
the agent is appearing on and the department the agent is appearing before and relationship of 
agent or dient to any town officer or employee end shall certify that any written application is 
IJUthful and. compfete. 

c. Filing'. · The department With which the notice of appearance has been filed shall keep the 
original, and a copy shall be forwarded to and maintained by the Town Cleric, as a readily 
avaiable pubic document 

§ 28-8. Use of Town Property; lmproper use of information; Disdosure of interest. 

A. Use of Town property. No Town officer or employee of the Town of Brookhaven shall use or 
permit the use of Town property, including land, vehicles, equipment, computers, internet.. e­
maQ, telephones, materials and any other Town property, for personal convenience or profit, 
except when such use is ava~able to Town citizens generaUy or is authorized by law or as a 
matter of general Town policy to all persons ~imilar1y situated. · 

B. Improper use of information; disclosure of interesl 

1. No officer, or employee of the Town of Brookhaven shall disclose or use fo,- profit. for 
himseff or others, information about the property, affairs, finances or government of the 
Town of Brookhaven that is not generally avaitabfe to the public. 

2. AAY officer or employee of the Town of Brookhaven whose duty it is to participate in the 
discussion of or who gives official opinions to the Town Board or any o1her agency of 
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the Town of Brookhaven on any legislation before the Town Board or matter under 
consideration by an agency shall publicly disclose, for the official record and on a form 
prescrbed by the Board of Ethics, the nature and extent of any direct or indirect. 
financial or other pecuniary interest f:te has in that matter or legislation. 

§ 28-9. Revolving Door: Post emp!o~nt representation before Town agencies. 

A. A Town officer Of emptoyee shall not appear or practice before the Town, except on his or her 
own behalf. or receive compensation for any services rendered in relation to any case, 
proceeding, application, or transaction before the Town, for a period of one year after the 
termination of his or her Town service or employment; however, the bar shalt be two (2) years es 
to cases. proceedings, applications or transactions in which the Town officer or employee was 
directly concerned and personally participated during Town service or were under the Town 
officer or employee's active consideration. 

B. . Restrictions - Town Consultants 
AJI Town consultants, including but not limited to attorneys, architects, engineers, land use or 
economic consultants shall be prohibited from performing any work or services for any entity, 
indivk:lual, property owner oc other involved governmental agency which may reasonabty retate 
to the subject matter of the report. This prohibition shalt be for a period of two (2) years, which 
shalt commence upon any action taken by the Town as a resµ( of the consultant's 
recommendations. All consultants shall disclose in writing any and ell entities, lndMduets, 
property owners or other governmental agencies for which the consultant Is currently providing 
or has previousfy provided services, wh!Ch involve the subject of the report. 

§ 28-19. Financial disclosure required of officers and employees. 

A. The Board of Ethics shall be the repository for completed annual statements of financial 
disclosure end shall give the notice required by Section 808(5) of the General Municipal LB\\' to 
the Temporary State Commission on Local Government Ethics. The Ethics Board shal decide 
who Is required to file e disclosure statement consistent with the pt.rpOSe and Intent of this 
Code. 

B. The Board of Ethics is hereby aUthorized pursuant to Section 811 (1 )(d} of the General Municipal 
law to promulgate ru4es and regulations governing the filing of annual fnancial disclosure and 
transactiOnal disclosure forms, as such forms are adopted by the Town Board, end to enforce 
· such filing requirements. 

C. The Board of Ethics is authorized to grant written exceptions with respect to compfying with the 
bmety fmg of such disciosure statements upon the showilg of undue hardship end to prescribe 
rules 80d. regutations relating to such exceptions with respect to extensions and additional 
penods of time within which to fife such financial statements including the Imposition of a time 
llfmtatton upon such extensions. 

O The Ethics Board shall notify the appropriate Town officer of the failure to timely receive an 
annual financial disclosure form comptying with this Code in order to inwke the remedy for 
fatll.J'e to fde provided i1 Section 28-14(7). · 

E. Annual Financial Disclosure shall be filed by all of the following: 

1. etecied officials 
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2. appointed officials (salaried or unsalaried) to Town offteeS or related agencies under the 
aegis of the Town 

3. managerial and supervisory personnel for both the Town and related agencies 

4. alt code compliance and enforcement personnel of the Town or related agencies 

· 5. al employees having any personnel duty assignment authority 

6. all employees wlh legal or financial duties of 1he Town or related agencies 

7. al information and data entry personnel 

8. all personnel having discretionary authority with property assessments 

9. alt personnel having authority in receipt of taxes. 

10. aU personnel with discretionary authority related to the issuance of licenses .• permits and 
· the receipt of fees. 

. F. If 1he Board determines that en annual disdosure statement is deficient or reveals a possible or 
potential violation of this article, the Board shalt notify the person in writing of the deficiency or 
possible· or potential Violation, afford the individual a reasonable period to correct such 
deficiency and explain the penalties for failure to comply with this Article. 

§ 28~11. FRing of Financial disclosure statement; review. 

A. All officers and emptoyees required to file a disclosure statement as outtined In §28-10 shaH file 
such statement with the .Ethics Board of the Town of Brookhaven on official forms as 
established by resolution of the Town Board on or before the thirty-first (31 111

) day of January of 
each year or within thi1y.(30) days after his or her election, or appointment to office (or related 
agency) in the Town of Brookhaven whichever shalt occu- first. 

B. Cendidates who fie party designating petitions for nominations at a primary etection shall ffle 
such disdosure statement wtthil fourteen (14) days after the last day allowed by law for the 
fling of party deslgnamg petitions naming them as candidates for the next succeeding primary 
election. . 

' 

c. Candidates for independent nomination who have not been designated by a party to receive a 
nomination shall file such disclosure statement within fourteen (14) clays after the last day 
alowec;I by law for the fling of independent nominating petitions naming them as .candidates in 
the neY.t succeeding general or special election. 

D. 

E. 

Candidates who receive the nomination of a party for a special election shall file such statement 
withil fourteen (14) days after the date of the meeting of the party committee at which they are 
nomilated. 

A candidate substituted for another candidate. who fils a vacancy in a party designation or in an 
independent nomination, caused by a declination, shall fie such statement within ten (10) days 
after the last day allowed by law to file a certificate to fill a vacancy in such party designation or 
ndependent nomination. 
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§ 28-12. Distribution and posting. 

A.. New officers and employees. The Personnel Division of the Supervisor's Office shaU issue a 
copy of this Chapter and any controlling opilions of the E~ Board ratified by the Town 
Board to all new officers and employees of the"Town, or any subdivision thereof, at the time 
their employment information is processed and shall note their personnel fie accoroingly. ihe 
new offacers and employees shall sign a· statement that the Code of Ethics and any controlling 
opinions \V8S received and react. 

B. Oaths of offke. The Town Clerk's Office shalt not administer the oath of office to any new 
empfoyee, reappointed officer or elected official until notified by the Personnel Division that 
said employee or officer has received said copies. 

c. CUfT8flt officers and employees. Said Personnel Division shall &.sue a copy of this chapter to 
all current officers and employees of the Town, or any subdivision thereof,1wlthio thirty (30) 
days of Its adoption, by attaching a copy to their paycheck, and shal1 note their personnel files 
accordingly. The current officers and employees shall sign a statement that a copy of the 
Code of Ethics was received and read. 

D. Volunteer officers, officials and/or public officials. Unsalaried Town officials shall be required to 
me an oath of office with the Town Clerk and, upon doing so, shall be issued a copy of the 
Code of Ethics from the Town Clerk. It shall be the responsibiity of ttl8 Town official 
appointing said volunteer to inform them of the requirements herein. The volunteer officers, 
officials and/or public offacials shall sign a statement that a copy pf the Code of Ethics was 
received and read. 

E. Subsequent changes and ratified controlling opinions. Said Personnel Division shall issue a 
copy of any changes to this chapter or any contrdllng opJlion of the Ethics Board ratified by the 
Town Board to ell officers and employees of the Town, or any subdivision thereof, within thirty 
(30) days of adoption or ratification by the Town Board, by attaching a copy to their paycheck., 
and shall note lheir personnel fies accordingty. The Town officiaf appointing e volunteer shall 
be responsible for issuilg a copy of saJd dlanges to volunteers, unless said volunteers serve on 
a committee, board, council or task force, in which case the Supervisor's Office shall issue 
same to the chairman thereof. who shell be responsl>'e for notifying the members thereof. The 
officers and employees shall sign e statement that a copy of subsequent changes and ratified 
controlling opinions to the Code of Ethics was received and read. 

F. Failure by the Town to timely issue a copy of this chapter or any ratified controlling opinion of 
· the Ethics Board to officers ~ employees of the Town or any subdivision thereOf shall have no 

effect on the duty of compliance with this Code. nor the enforcement of the provisions herein. 

§ 28-13. DisclosUre of interest by outside entities in certain applications. 

A. Disclosure requirements. Every application. peUtion or request submitted for a tax grievance for 
a nm-residential parcel, variance, amendment. change of zone, approval of a plat, exemption 
from a plat or official map, license or permit. pursuant to the provisions of this Code shall 
contain a transactional disclosure statement as set forth at the end of this Chapter completed to 
the best extent known to such applicant on such form or amended fonn as shal1 be approved by 
the Town Board by resolution. 

B. Each applicant shall to the best extent known to such applicant disclose the name, residence 
and the nature and extent of the interest that any State officer or officer or employee of the 
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Town of Brookhaven or the County of Suffolk has In the person. partnership or association 
( · making such application, petition or request. 

( 

c. Ownership of less 1han five (5%) percent of the publicly owned stock of a corporation shali not 
constitute en interest for the purposes of this Section and the disclosure provisions of this 
section shalt be construed to be in addition to other disclosure requests of this Code. 

D. For· purposes of§ 28--13, an officer or employee shal be deemed to have an interest in the 
application when he or she, or his or her spouse, or brothers, sisters, parents, children, 
grandchildren or the spouse of any of them (a) is the applicant or, (b) is an officer, dir~. 
partner or employee of the applicant or (c) legaly. or beneficially owns or controls stock of a 
co,porate applicant or Is a member of a partnership or association applicant. 

E. The foregoing disclosure provisions of Section 28-13 shaft apply to any individual who is a party 
officer of a political party in Suffolk County. "Party~ shall include any person holding any 
position or office. whether by election, appointment or otherwise in any party as defined in the 
Election Law for any position defined in either the Election Law oc the General Municipal Law. 

F. The foregoing provisions of Section 28--13 shall not be deemed nor construed to alow any 
offacer or employee k> participate in any fashion in any ac::t prohl>ited or restricted by this Code. 

A. My Individual who knowngly and willfully fails to file an annual statement of financial disclosure 
or who knowingly or willfully, with intent to deceive, makes a false statement or gives 
mormation which such Individual knows to be false on such statement of financial disclosure or 
who ~ determined to have knowingly and willfully violated this Code of Ethics may be assessed 
a civl penalty in an amount not to exceed ten thousand dollars ($10.000.), may be removed 
from office, dismissed, suspended or subject to such other disciplinary action BS the Town 
Board deems advisable, subject to any rights the Individual may have pursuant to statute. 
co111ract. law, rule or reglhtion. The Ethk::s Board shall adopt rules governing the conduct of 
hlulries concerning violations of lhis Chapter. which rules shall provide for due pn>cess. The 
TCMn · Board may only impose the penalties referred to in . this section after conducting an 
adjudicatory proceeding and after its determination becomes final. 

B. Civil fine. Any officer or employee who violates any provision of this article may be subject to a 
civil fine of up to one thousand five hundred dollars ($1,500.) for each violation. A civil fine may 
be inposed in addlti:,n to any other penalty contained in any other provisjon of law or in this 
ar1icle. 

. c. Damages. Any person, Whether or not en official or employee, who violates any provision of this 
artide shall be liable in damages to the Town for any losses or increased costs incurred by the 
'Town as a result of the violation. Such damages may be imposed In addition to any other 
penalty contained in any other provision of law or in this article, other than a civi forfeiture 
pursuant to subdivision four of this section. 

o. Civil forfeiture. Any person, whether or not an officer or employee, who intentionally or 
knowingly violates any provision of this article may be subject to a civil forfeiture to the Town of 
a sum equal to tfvee tines the value of any financial benefit he or she received as a result of 
the conduct that constituted the violation. A civil forfeiture may be imposed in addition to any 
other penalty contained in any other provision of law or in this article. 
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E. Misdemeanor. Any violation of any provision of tms article may be punishabte as a class A 
misdemeanor. 

F. Debarment. 

1. Any person, wheiher or not an officer or employee. who intentionally or knaMngly violates 
_any provision of this artide shalt be prohibited from entemg into any contract with the town 
for a period not_ to exceed three (3) years. 

2. No person, whether or not a Town officer or employee, shaft enter into a contract in violation 
of a bar imposed pursuant to subdivision (a} of this section. · 

3. Nothing in this section shaU be construed to prohibit any person from receiving a service or 
beneflf. or from using a facility, which is genera•y available to the public. 

G. The salary of any officer or ernpk)yee failing to file a financial disclosure fonn by the deadline 
estabtished by this Code shall be withhej(j, untl compliance With the financial disclosure 
provisions of this Code is achieved. 

§ 28-15. General Severabillty. 

If any clause, sentence. paragraph, section or item of this article shaU be adjudged by any court 
of competent jurisdiction to be invalid, such judgment shall not impair nor invalidate the remainder 
hereof, but such adjudication shalt be confined in its operation to the clause, sentence, paragraph, 
section or item dlrectfy involved in the controversy in which such judgment shall h~ been rendered. 

Section 3. Effective Date. This Local Law shall become effective immediately upon fifing with the 
Secretary of State of New York. 

': ;I 

(If additional space is needed, attach pages the ume size as this sheet, and ·11■mber each.) 
(1-n ) 

DOS-239 (R.tv. 11,.,,} 



r· 

( 

TOWN OF BROOKHAVEN BOARD OF. ETlDCS 
TRANSACTIONAL DISCLOSURE FORM 

Applicant Name: .----------------------­
(Last Name, First Name. Middle Initial) 

Applicant Address: _____________________ _ 
{Street, Apt.) 

City 

Nature of Application (Check All That App1y): 
Tax Grievance for non-residential parcel 
Amendment 

State 

__ Variance 
__ ChangcofZone 

Zip Code 

I, 

-- Approv~ of Plat Exemption from Plat or Official M: 
-- license or Permit -- Other 

Does any Officer of the State ofNew York, Officer or Employee of the Town ofBrookbav~ 
Offi,cer or ~Joyce of Suffolk County, Officer of a Political Party in Suffolk County or his or he 
spouse, brother, sister, parent, child, grandchild, or the spouse of any of them have an interest in 
this application by virtue of being the actual Applicant, or, by virtue of having an interest in the 
Co:rporatioo, Partnership, or association making such application? __ Yes __ N 

If you answered "Yes", complete the rest of the form and date and sign where indicated. 

If you answered ''No", simply sign and date the form where indicated. 

INTERESTED PARTY AND NA TORE OF INTEREST 
Name: 
Address:. _______________ _ 

· Title: Department:. _________ _ 

Relationship to Public Officer/Employee and his or her title if other than self: 
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INTERESTED PARTY: fi! !i2 
A. Is the Owner of greater than five percent ( 5%) of the Corporate Stock of the 

Applicant when the Applicant is a corporation whose stock is listed on the New . 
York or American Stock Exchanges? 

B. The actuaJ Applicant 
C. An Officer, Director. Partner, or Employee of the Applicant 
D. Legally or beneficially owns or controls any stock of a non-publicly traded corporate 

Applicant or is a member of a Partnership or Association of the Applicant. 

Date 
Form: BOE003-2000 

DATED: ·DECEMBER. 20., 1005 
F.ADfIRGVILLE., NDl YOH 

Sigmttn of App~ 

~ 
,:,:, 
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Local Law Filing 
A: 09/29/09 

E: 10/13/09 

New York State Department of State 

41 State Street, Albany, NY 1223 I 

(Use this form to file a local law with the Secreury of State) 

Text oflaw should he given as amended. Do not include matter being eliminated and do not 
use italics or underlining to indicate new matter. 

Town of Brookhaven 

Local Law No. 21 of the year 2009 

A local Law amending Chapter 28 of the Code of the Town of Brookhaven entitled "Code 
of Ethics and Disclosure" by adding Article II entitled "Whisdeblower Protection Act" 

Be enacted by the Town Board of the Town of Brookhaven as follows: 

Section 1. Legisbltive Intent. 

This Miele shall be known as the Whistleblowcr Protection AcL The intent of this Article is to protect all' Town 
of Brookhaven employees who disclose illegal or improper governmental activities from rc(!J.liation. 

Section 2. Text Addition 

Chapter 28 of the Code of the Town of Brookhaven entitled "Code of Ethics and Disclosure" is hereby amended 
by adding the following text: · 

§28-16 Purpose 

_ARTICLE II 
WHISTLEBLOWER PROTECTION ACT 

It is the purpose of this Local Law to encourage Town employees to report infonnation that they reasonably and in 
good faith believe to be a violation of law, rule, regulation by another Town employee; or which evidences gross 
mismanagement, a gross waste of funds. 

It is further the purpose of this Local Law to protect employees who report such infonnation from reprisals in the 
form of adverse personnel actions, and to establish the procedures in order to accomplish these goals. 

§18-17 Definitions 

When used in this Article, and unless the context specifically indicates otherwise, the following words shall have 
the meanings indicated: · 

IMPROPER GOVERNMENTAL ACTION• shall mean any action taken by a Town official or employee, or an 
agent of such official or employee, which is undertaken in the performance of such official's, employee's or 
agent's official duties, whether or not such action is within such official's, ~mployee's or agent's scope of 
employment, and which action is in violation of any federal; state or local Jaw, rule or regulation. 

GROSS MISMANAGEMENT - shall mean any action or activity by a Town official or employee which is 
undertaken in the petfonnance of such official's or employee's official duties, whether or not such action or 
activity is within such official's or employee's scope of employment, and which action or activity is an arbitrary 
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and c;apricious misuse of Town property or facilities, a persistent abuse of authority, or is a willful omission to 
perform a required duty. . 

GROSS WASTE OF FUNDS - shall mean the procurement of any supplies and/or professional services by a 
Town official or employee, or an agent of such official or employee, the procedure for which is not govcmcd by 
the General Municipal Law or the Town of Brookhaven Procurement Policy, where the cost of such supplies 
and/or professional services WUC8SOnably e1.ceeds the cost that is standard in the appropriate industry for which 
such supplies and/or professional services are procured. 

PROTECTED DISCWSURE - shall mean any disclosure of information by a Town official or employee 
pursuant to the procedures set forth herein, which the official or employee reasonably and in good faith believes 
evidences an improper governmental action, gross mismanagement, or a gross waste of funds. 

RETALIATORY PERSONNEL ACTION - shall mean any action affecting compensation , appointment, 
promotion, transfer, assignment, reassignment or evaluation of perfonnance, or other adverse employment action 
taken against a Town official or employee regarding bis/her terms and conditions of employment. 

SUPERVISORY AlJI1IORITY - shall mean managerial au~rity or any other authority to direct and control the 
work performance of any other Town official or employee. 

§1.8-18 Retaliatioa Prohibited 

No official or employee having supervisory authority over another official or employee of the Town of 
Brookhaven shall engage in, or threaten to engage in, retaliatory personnel action against any official or employee 
because he/she bas made, or threatens to make, a protected disclosure pursuant to this Article. 

§28-19 Procedure for Disclosure or Information 

A. AJJ.y official or employee of the Town of Brookhaven who reasonably and in good faith believes that any 
other official or employee is engaged in, or has engaged in, improper governmental action, gross 
mismanagement or gross waste of funds, may disclose such infonnation to the official's or employee's 
appointing authority, or his/her designee, for appropriate action. Upon receipt of such infonnation by the 
appainting authority or his/her desi.gnce, such disclosure shall be deemed to be a protected disclosure. 

B. Notwithstanding the procedure enumerated in paragraph (A) above, any official or employee of the Town 
of Brookhaven who reasonably and in good faith believes that any other official or employee is engaged 
in, or has engaged in, imp~r governmental action, gross mismanagement or gross waste of funds, and 
where such official or employee reasonably believes that disclosure to their respective appointing 
authority or designee will not result in the taking of corrective action, such official or employee may 
disclose such information directly to the Town Attorney, or his/her designee, for further investigation and 
official action. Upon receipt of such information by the Town Attorney, or his/her designee, such 
disclosure shall be deemed to be a protected disclosure. 

C. 'The Town Attorney is hereby designated by the Town Board of the Town of Brookhaven, pursuant to §§ 
20-22 (C) (12) and (14) of the Code of the Town of Brookhaven, to investigate all allegations of improper 
governmental action, gross mismanagement and gross waste of funds, and shall be authorized to 
recommend appropriate corrective action, or any other action required to be .taken by law. 

D. Should the Town Attorney be the subject of any a1leged improper governmental action, gross 
mismanagement or gross waste of funds, an official or employee alleging such improper governmental 
action, gross mismanagement or gross waste of funds may disclose such information directly to the Town 
of Brookhaven Board of Ethics. Upon receipt of such information by the Town of Brookhaven Board of 
Ethics, such disclosure shall be deemed to be a protected disclosure. 

E. For the pwposes of this Article, if any disclosure is made to the Town of Brookhaven Board of Ethics by 
any official or employee of the Town of Brookhaven alleging improper governmental action, gross 
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mismanagement or gross waste of funds, provided that such disclosure is made reasonably and in good 
faith, lheu such a disclosure shall be decmc:d to be a protected disclosw-e. 

§28--20 Procedare for FDiq • Cemplamt of Alleged Retaliatory Penoaael Action 

A. Where an official or employee of the Town of Brookhaven is subject·to dismissal, or other retaliatory 
personnel action, and the official or employee reasonably believes that such dismissal or other retaliatory 
personnel action would not have been taken but for the official's or employee's release of any 
information constituting a protected disclosure, the official or employee may fde a complaint with the 

· Town Attorney within thirty (30) days of the alleged prohtbitcd retaliatory personnel action or dismissal. 

B. The Town Attorney or bis/her dcsignec shall immediately initiate and coordinate a thorough and impartial 
investigation of any complaint filed pursuant to paragraph (A) above, ~h IUAY include, but not be 
limited to, the referral of such a complaint to the Town of Brookhaven's Labor Counsel for further 
investigation. 

§28-ll Remedy a■d Relief 

If it is determined that a prohibited retaliatory personnel action has occurred, appropriate action shall be taken, 
which may include but shall not be limited to the discipline of the employee(s) and/or official(s) who caused the 
retaliatory personnel action to occur, and to the extent feasible, affording appropriate relief to the employee or 
official who Wllll the subject of the retaliatory personnel action. 

§28-22 Existing Ri11tts 

Nothing in this Article shall be deemed to diminish the rights, privileges, or remedies of any official or employee 
under any other law or regulation or under any collective bargaining agreement or employment contract. 

Section 3. Authority. 

The Town is vested with the authority to make. these amendments by Local Law pursuant to New York Municipal 
Home Rule Law § IO. 

Section 4. Sevcrabllity. 

If any clause, sentence, paragraph, section or item of this Local Law shall be adjudged by any court of competent 
jurisdiction to be invalid, such judgment shall not impair nor invalidate the remainder hereof, but such 
adjudication shall be confined in its operation to the clause, sentence, paragraph, section or item directly involved 
in the controversy in which such judgment shall have been rendered. 

Section S. Effective date. 

This Local Law shall become effective immediately upon filing with the Secretary of State 

Dated: September 29, 2009 
Farmingville, New York 

r7~/J'~ 
PAMELA J. BETHEIL, TOWN CLERK 
TOWN OF BROOKHAVEN 

(If additional space is needed, attach pages the same size as this sheet, and number each.) 
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McKinney's General Municipal Law § IOO 

fflec:tive: ISH Tm ~meats) 

Mcku:mey's Consolidated Laws of New Yon: Annotated Currentness 
Gcncral Mu:nicipd Law CRefs & Agnos) 

Clupta" 24. Of the Consolidated La'WS 
~ Article J 8. Conflicts of Interest of Municipal Officers and Erq,loyees {Refs & Amos} 

-+ § NO. Definitiolls 

When used in dm article and unless otherwise expressly stated or miless tile context otherwise requires: 

I. ..Onef fiscal officer" means a conpttoller, cormnissioner of finance, diiectm of finance or other officer 
possessing similar powers and duties, except that in a school district the mm shall not mean a member of the board 

· of education or a truStce thereof. 

2. "Coriuact"' means any claim, ICCOODt or demand agaimt or ag.eemeat with a municipality, expras or irq>Jied, md 
shall include the designation of a depository of public funds and tbr- dcsignatilJII of a newspaper, incbting but IIOt 
limited to an official newspaper, for the publication of any notice, resolution, ordinance. m other pmcttding where 
such publication is requited or autoorized by Jaw. · 

3. "lntc:rest" means a direct or indirect petuniaJy or material benefit accraing to a mmicipal officer or etq)loyce as 
the result of a conttact with 1hc municipality which such officer or cq,loyee serves. For tbt, pwpuse,. of dus articl!! 
a n:Mnricipll officu or employee shall be deemed to have ID interest in tbe contract of (a) his ·spouae. minor children 
and depa,dcus. except a coatract of cq,Joymeot with the municipality which such officer or c:mpJoyee serves, (b) a 
firm, partnership c. association of which rw:h officer or etq>loyee is a member or erq,Joyee, (c) • corporation of 
which such officer or employee is an officer, direC1or or eq,Joyee and (d) a COIJ)Orlltioo 1111}' stock of wbich is 
owned or controlled directly OT indirectly by such offic:cr or erq,Joyec. 

4. "Mrmicipality" means a CO\lllty, city, town, village. school district, consolidated health district, county voeationaJ 
education and cxtmsion board. public libmy, board of cooperative educ:atioml services, urban n::aewal agency, a 
joint water works system established pursuant to chapter six hundred fifty-four of the laws of nineteen hundred 
twenty-seven. or a toWn or county iq,rovement district, district corporation, or other district or I joint service 
established for the purpose of cartying on, performing or financing one or more ~ or services wteaded 
to benefit the ~ we)u:rc, Afety or ~ of die inhabitants of such gove, nucnW units or to benefit the 
real pr(Jf)Clty within such units, an industriaJ development agency but shall have no application fo • city haviDg a 
population of ooe million or more or 1o a county, school district, or otbcr public agency or facility tbercin. 

5. "Municipal officer or eiq,loyee" mems an officer or employee of a mmicipality, whether paid or unpaid. 
including nembels of any administrative board, commission or other agency tbcreof and in the c:ase of a COUllty, 
shall be deemed to also include any officer c;,r- CJq>)oyec paid from couuy funds. No person shall be deemed to be a 
municipal officer or eq,loyce solely by reason of being a vohmtecr fireman or civil dcfcme volunteer, except a fire 

· chief or assistant fire chief. 

6. '"Tn:asurer" means a county treasurer, city treasurer, town supervisor, village treasurer, school district treasurer, 
firc district treasurer, itq,rovement district treasurer, president of a board of health of a consolidated bcaJth district. 
county vocational educational and extension board ~. treasurer of a board of cooperative educational 
services, public general hospital treasurer, or other officer possessing similar powers and duties. 

CREDIT(S) 

C 2006 Thomson/West. No Claim to Orig. U.S. Govt Works. 
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McKinney's General Municipal Law § 80 J 

C 

Mckinncy's Consolidated Laws of New Y od: Anootated Currentpe& 
Geoctal Municipal Law {Refs & Annos} 

Chapter 24. Of the Consolidated Laws 
~ Article J 8. Coaflicts of lntetcst of Municipal Officers and Eq,loym; {Refs & Amos) 

.. , 881. Coaflicts ofiater-est prollibited 

• I I. • ~ ~· 

Pagel ... -

Except as provided in sctioP eight huodred two of this chapter, (l) no municipal officer or~ shall have an 
~crest in any contract with 1he IDIIDicipality of which be-is an officu or aq,Joyec, when such officer or employee, 
individually or as a member of a board, has the power or duty to (a) negotiate. paepau; authorize or approve the 
contract or autholne or app,:ote payment thereunder (b} audit bills or claims under the coatract.. o..- (c) appoint an 
officer or eq,loyee who bas any of the powen or duties set forth above aod (2) no chief fiscal officer, trcasun:r, or 
bis deputy w ctq1loyec, sbalI have au ~ in a bank: or trust ~y .designated as a depoutory, paying agent. 
rcgi5tratioa agent or for invesbDCDt of fuuds of the municipality of which be is an officer or eq,loyee. Tbe 
provisions of this sectioD shaD in no event be construed to preclude the payment of lawful compensation and 
necessary expenses of any municipal officer or ~loyec in one or: .more positions of public ~loyment. the 
holding of which is not prohibited by law. 

CREDIT(S) 

(Added L.1964, c. 946. § 2; amended L.1965, c. I 043, § 2.) 

HISTORICAL AND STATirrOR.Y NOTES 

1999 Main Volume 

L.l 964, c. 946 leplatien 

For legislative findings. sec § 1 of LI 964, c. 946, set out as a note at Article 18. 

For information regarding laws superseded. see § I 3 of L.1964, c. 946, set out as a note at Article 18. 

FormerSediem 

A former·§ 801, relating to the effective date of the General Municipa] Law, was renumbered§ 901 by L.1964, c. 
946~ § 3. See, now, General Municjpal Law§ 1001. 

McKinney's Genen.l Municipal Law§ 801, NY GEN MUN§ 801 

· Current through W005, chapter 766 and L.2006, chapters I and 4 to 6. 

Copr O 2006 Thomson/West 
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McKinney's General Municipal Law § 802 

C 

Mcl:inney's Consolidated Laws of New York: Annotated Cui rcntqqs 
Geaetal Municipal Law 0WS & AmlQS} 

Chapter 24. Of d:ae Consolidated Laws 
.. Article lfi. Conilicts of Interest ofMunicipal Officers wl ~loyecs <Refs & Atmos) 

The provisions of section eight hundred ope of this chapter shall IIOt apply to: 

Page I 

I. a. The dcsigDation of• bank or trust ~ as a deposilory, paying agent. registration agent or for mves1meDt 
of fi.mds of a namicipality except when the chief fiscal officer, treasurer, or bis deputy or employee, has an interest 
in such bank or u:ust ~y; provided, however. that where designation of a bank: D£ trust cc:nq:,,my outside the 
municipality would be required becallSC of the foregoing rcstricnoD, a bank or trust COll4WY within the. municipality 
may ncverthe1ess be so desigmd:,:d; 

b. A CODtnlCt with a J>CROll., firm. corponttion or association in which a municipal officer or ~loyee has an merest 
which is prohibited solely by reason of employment as an offica- or employee thereof: if the rcJDUDaation of such 
employment will not be cUrectly affected as a mult of ACh ·cootraet md the duties of such erq,loyment do not 
directly involve the procurcmcnt. preparation or performance of my part of such cootract; 

c. Tbc designation of a ncwspaper, inc:Juding but not limited to ~ official nt::•spapef, fm the publication of any 
notice. resolution. on:Jinance or other proceeding where 111Cb publication i!. iequi:ted or ~ by law; 

d. The purcbue by a mmicipality of real property or an interest 1hercin, provided the purchase and the considemion 
therefor ii. appoved by order of the supreme court upon petition oftbc gove1Diog board; 

c. The acquisition of real property or an intettst therein, through condmmation proceedings according to law; 

f. A coatract with i membership corporation or other voluntary non-profit corporation or association; 

g. The .air ofboeds and notes pursuant to m;tion 60.10 of the k!g.l finance law; 

h. A COlllraC.1 m which a municipal offJCCT m ~oyec has an interest if such contract was entered into prior to the 
time be qs elttlcd or appointed as such officer or ~. but this paragntpb shall in no eveut authorize a 
rmr...t of any IUCb coutrac:t; 

i. ~)11'1t111 of I duly licensed physician as school physician for a school district upon authorization by a two-­
third, .-oer of die baud of education of such school district, notwitbsaDding the fact that such physician shall have 
an tnlrfnl. as defiled in section dght hundred one of this cbap1er, '° such employment. 

J. PurchuQ cw public work by a municipality, other than a county, located wholly or partly within a county with a 
populattoa of t..-o hundred tbousmd m Jess pursuant to a contract in which a meni>cr of tbe governing body or 
board 111:1 • prorubtted interest, where: 

· (I) the rurdlcr of the governing body or board is elected and serves without salary; 

(2) the pm-chases. in the aggregate. are less than five thousand dollars in one fiscal year and the governing body or 
board bas followed its procurement policies and procedures adopted in accordance with the provisions of m!ioo 

O 2006 Thomson/West. No Claim to Orig. U.S. Govt. Works. 
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~cKinney's ~ Munic~ Law§ 802 

0 ~ bundrtd four-b of this chapter and lbt procmcmeut process indicates that tbc contract is with the lowest dollar ;o:cr, . . 
(3) the comract for the purchases or public work is approved by resolution of t11C body or board by the affirmative 
vote of each mem:icr oftbe body or board except the interested member who shall abstain 

2. a. A contract with a corporation ia 'Wbich a municipal officer or employee bas an interest by reason of 
stockholdings when less than five per ceotum of the out5taDding stock of tbt anpuation is owned or COD1rollcd 
diJ"CCt}y m indiicctly by such officer or employee; 

b. A comnct b' lhe fumishin8 of public utility services when the rates or charges therefor are fixed or rcgwaied by 
the public service rommission; 

c. A connct for the payment of a reasonable rcotaJ of• room or rooms owned or leased by an officer OI' employee 
when the same arc used in the pcrfonnm::c of bis officiaJ duties and are so designated as an office o.- chanibcr; 

d. A contract for the payment of a portion. of lhe compensation of a priva1c C!J1>1oycc of 1111 officer when such 
eJJ1P)oyce perfonm part time service in the officiaJ duties of the office; · 

e. A cootJact in which a municipal officer oc ~loyee bas an ••est if the total consideration pa)'able tbeaermdet. 
when added to tbe aggregate amoont of all consideration payable under contracts in which such person bad an 
intcRSt during the fiscal year, does not~ the sum of seven buod:red fifty dollars. 

f. A CODtract with a member of a private industry council established in accordance with the federal job training 
pa:aueisbip act IfNl] or any firm. corpon1icm or usoc:iation in whic:11 ncL mr:mbec bolds an m1ae1t, provided the 
member discloses such interest to the council and the member does not vote on the cootr:act.. · . 

CREDIT(S) 

(Addedl...1964,c.946,§ 2; amendedL1965,c. l043,§ 3; L1966,c. 135,§ I; L.1963,c. JOS.§ I; L.1970,c. 
1019.§ I; Ll973,c.195,§ 18; L.1977,c .. 211,§ l; L.1983,c.440.§ I;_ L.1996.c.364.§§ 1.2.) 

!Bill ;?9 USCA § 1so1 et seq. 

mSTORICAL AND STATUTORY NOTF.S 

1999 Main Volomc 

L19'4, c. 946 legisbtiN 

For legislative findings. see§ I ofL.1964, c. 946, set out as a note at Article 18. 

For information regarding laws superseded, see§ 13 ofL.1964. c. 946, set out as a note at Article 18. 

McKinney's General MlUlicipal Law § I02, NY GEN MUN § 802 

Current through L.2005, chapter 766 aod L.2006, chapters I and 4 to 6. 

Copr C 2006 Tbomwn/Wcst 
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Ellutive: Aapst 1~ 2095 

Mclcinney's Consolidat.cd Laws of New Y cn Annotated Cus ,entuqs 
Genen1 Municipal Law {R.efs & Annos) 

Chapter 24. Of the Cobsolidated Laws . 
'ti Article J 8. Conflicts of Interest of Municipal Officers and Employees ·(Refs & Annos) · 

.. , 883. Disdosare or illterest 

Page 1 

I w Any DJUb:jpa) officer or cq,Joyee who bas, will have, or later acquires an interest in m whose spouse bas, will 
have, or Jaa acquites an interest in any IICtUaJ or proposed contnct, pirchasc agreement. lease agrecme.m or other 
agrcemctit, .including oral agieemcm:s. with the municipality of which )IC or &be is an officer or~ shall 
publicly disclose the nature and extent of 5UCh interest in writing to his or btt immediak: supervisor and 1o the 
govemiag body thereof as 1omt as be or me bas Jcnowlcdge of such actual or prospcctrYe interest. Such written 
disclosmc shall be made part of and set forth in the official record of the proceedings of such body. 

2. Notwitlls1anding the provisions of subdivision one of Ibis section. disclosue shall not be requ:ilcd in the case of an 
interest in I contract descnoed in wbdivision two of section eight hubd:red twp hereof. . 

CREDIT(S) 

(Added L.1%4, c. 9:46. § 2; amended LJ965, c. I 043, § 4; L.2005. c. 499. § 1. eff. Aug. 16, 2005.) 

lllSTORJCAL AND STAnrroR.Y NOTES 

1999 Main Volume 

L.1'64, c. M6 lecidatiaa 

For legislative findings, see J 1 ofL1964, c. 946, set out as a note at .Aniclc 18. 

For information regarding laws superseded, sec§ 13 ofL.1964, c. 946, set out as a note at Anicle JI. 

McKinney's General Municipal Law § 803, NY G~ MUN § 103 

Current through L200.S, chapter 7(,6 and L.2006, cbaptm I and -i to 6. 

Copr 0 2006 Thomson/West 

END OF DOCUMENT 
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C 
Effective: ISee Tat Amendments} 

Mclcinney'S Consolidated Laws of New York Anootaled CwyeptpeSs 
General Municipal Law {Refs & Anno;;} 

a.pta- 2-4. Of the Consolidated Laws 
"ti Artkle 18. Coaflicts oflmerest of Municipal Officers wl Etq,loyees {Refs 4f. Anpos} 

-+§ 16'. Coatracts void 

Any contract willfully entered into by .or widi a municipality in which there is an in1eJest prohibited by this article 
shall be nuB. void aud wholly unenforceable . 

. CREDJT(S) 

(Added LJ964, c. 946, § 2.) 

IUSTORJC'.AL AND STA TIITORYNOTES 

1999 Main VohlJD: 

L1964, c.. ~ lepslation 

For Jegislative findings, see § I ofLJ 964, c. 946, set out as a note at Anicle 18. 

For information regarding laws superseded, sec § 13 of L J 964. c. 946, set out as a note at Article I I. 

McKinney's General Municipal Law§ I04, NY GEN MUN § I04 

Cum:nt through L200S, chapter 766 and L.2006, chapters 1 and 4 to 6. 

Copr O 2006 Thomson/West 

END OF DOCUMENT 
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Ell'ec:tne: (See Tm Ameadmeatsl 

Mc:kinoey's Consolidated Laws of New York AnDo1ated Qu::rcgtness 
Genetal Mnnicipal uw (Refs & Agpos} . 

Cb1per 24. Of the ConsoJidated Laws 
~ Artie~ J 8. Conflicts of lmerest of Monicipal Officers and~~ «:Rm & &mos) 

.,.§ lew.CmaJaiatenstsprolllbked 

Page I 

No member of the governing board, of a municipality shaU have any interest in the development or operatim of any 
real property loca1ed within Nassau Comity and developed or opc:nated by any membeubip totJ>Ol&bbll originally 
formed for pmposes among~ uc the following: 

1- to~ for. advise. n,:;ommcnd, pa0toote and in all ways encourage. alone or in concert with public officials and 
bodies a:od interested loca:I associations, the development I.Dd establishment of any lad, :ib Nassau County 
publical)y Iflill owned wi1h partic:ular ffll'hasis on industrial, business, commcn;ia1, residential and public DseSy 

lhe augmcntion 1fliU of public revenues IIDd furtherance of die public im:rest of the cibzens ofNusau County;_ 

2_ to conduet studies to ascertain the needs of Nassau County as pertaim to such publicaJly 1H:ill o'MICd lulds and 
supporting facilities and in Nassau County generally for tbe purpose of aiding the County of Nassau in attracting 
new business, commerce and industry to it and in eocooraging the development and retcmion of business, ~ 
and industry; . 

3 _ to relieve and reduce unemployment, promote and provide fOT additional ancl mnimorn employment. better and 
maintain job opponunitics IIJld instruct or train individuals to iq:,rove OI' develop their capabilities for such jobs; 

4. to ~lemcnt and engage itself in plans of development of such publical1y !fHll owned lands and odx:r meas in 
connection with private companies ldJd citizens and with public bodies and officials. and to participate in such 
opcratit:u, leaseholds, loans, ownerships with respec:t to land, buildings or public facilities or interest therein as may 
be lawfill and dcsinble to effectuate its corporate purposes and the best inlerests of the people of Nassau County. 

CREDIT(S) 

(Added L 1970, c. 720, § I.} 

fEN.!] So in original. 

McKinney's General Municipal Law § &04-a, NY GEN MUN § 804-a 

Ctment through L2005, chapter 766 and L.2006. chapters 1 and 4 to 6. 

Copr 0 2006 Thomson/West 
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C 

Mdcinney's Consolidated Laws ofNew Yod:: Annotated Cw:rcmness 
Gmal MUDicipa) Law (Refs & Agnos) 

Claapla' 24. Of lhe Coosolidated Laws 
~ Arucle 18. Coaflicts of Interest ofMuJJicipal Officen and Employees {Re& & Am,os) 

-+ § 805. Viobllioa$ 

Any municipal officer OT employee who willfully and knowingly violates the foregoing provisions of this artic)c 
sbalJ be guilty of a misdc:moanor. 

CREDIT(S) 

(Added L.1964, c. 946, § 2.) 

lHSTOIUCAL AND ST An.JTORY NOTES 

1999 Main Volume 

for legislative finding,;, ,ice § I of L 1964, c. 946, set out as a note at Article 11. 

For information regarding laws superseded. see§ 13 ofL.1964, c. 946, set oUl as a note at Article JI. 

McKinney's General.Municipal Law § 805, NY GEN MUN § 805 

Cunent through L.2005, chapter 766 and L.2006, chapters 1 and 4 to 6. 

Copr .C 2006 ThomsonfW est 

END OF DOCUMENT 

Cl 2006 Thonison/Wcst No Claim to Orig. U.S. Govt. Works. 



( 

C 
Effective: ISct Text Ameadmeats) 

Mclcinncy's Consolidated Laws of New York Annotated CUt'T'CJltDW 
Gcncn1 Municipal Law (Refs & Almos) 

Chapter 2-4. Of the Consolidated Laws . 
"II Anick J§. Conflicts ofhrtercst ofMunicipal Officcn; and Eiq>Joyees {Refs&: Al:mo§l 

-+§ 805-a. Certaila action pnkibjted 

Pagel 

1 • No municipal officer oc employee shall: a. directly or indiJectly, solicit any gift, or accept or n:ceiYe any gift 
ba,....;ng • value of seventy-five dollars or more, whether in the form of money, service, loan. travel, entertainment, 
hospitality, thing or ,romise, or in any otbcr fonn, under circumsances in which it couJd reasonably be infem:d that 
the gift was intended to influence min, or could reasonably be expected to influence him. in 1bc: pt:rfonmmce of hi$ 
official duties or was intended as a rcwanl for any official action m bis part; 

b. disclose confidential information acquiJcd by him in the cour&e of his official duties oc use such informatim to 
further his personal interests; 

c. receive, or enter into my apeemem. express or implied, for cmq,ensation for services to be rendered in relation 
to any matter before a1y mumcipal agency of which he is an officet, member or employee or of any municipal 

( agency over ~ be bas jurisdiction or to which he has the pD'WCT to appoint any member, officer or ~ycc; or 

d. receive, or enter into any agreement, express or implied, for cm14,ensation for service.s to be rendered in relation 
to any mancr before any agency of his municipality. whereby bis coq,ensation is to be dependent or contingc:ill 
upon any action by such agency with respect IO such matte£, provided daat this paragraph shall not prohtlm: the fixing 
at any timr of fees based upon the reasonable value of the services n:ndcrcd.. 

2. In addition lo any penalty contained in any other provision of law, any person who shall knowingly and 
intelltiooally violate Ibis section may be fmed. suspended or removed .from office or cq,loyment in the manuer 
provadcdbylaw. 

C'REDIT{S) . 

(Added Ll970,c.1019, § 2; amended J,..1917. c. 813, § 21.) 

lllSTORJCAL AND ST A TIITORY NOTES 

1999 Mam Volurnt 

Llffl. ,. Ill lfpbtioa 

Amendrnm by L.1917, c. 813, elf. Dec.31.1987. pursuant to§ 26 ()fL.1987, c. 813, as amended, set out as a note 
undet Gc:nrnl Munici01I Law§ 813. 

McKinney's umc1al Municipal La1Y § 805-a, NY GEN MUN § 805-a 

Current through L2005, chapter 766 and L.2006~ _cbap_tcrs 1 and 4 to 6. 
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Copr O 2006 Thomson/West 

END OF DOCUMENT 

( 

0 2006 Thomson/West. No Claim to Orig. U.S. Govt. Worts. 



.. .. , 

( 
~ -·-

McKinney's Genmt.l_Municipal Law§ 805-b 

e 
Efftetin: {See Tat Ameu4mms} 

Mckinney's Consolidated Laws ofNew Yon: Annotated CU11'e1Jtbess 
GeoeraJ Municipa) Law (Refs & Annos} 

Ompcr 24. Of the Consolidated UIWS 
'ta Article 18. Cooflicts oflnkrest ofMunicipa) Officm and ~loyces (R&fs & Annos) 

.,. § 805-b.. Solenmb:ation er IDU'ria&es 

Page I 

Notwi1hstmding my statute. law or rule to the- contnry. no public officer listed in section eleven of the domestic 
rclatiom law lhalI be. prolnl>ited from acc:.eptiog ~ gift or benefit having a value of seventy-five dol1m or k:sa. 
whether in the form of DJOney, J)fopcrty. services• or cntertainmcDt. for 1he solcrnnmtion of a marrilgt by su.ch 
public officer at • time md place other than the public officer's nonnal public. place of busincs&, during normal hours 
of business. For 1hc purpose of this section, a town or village judge's normal hours of business shall mean those 
hours ooly which are officially scheduled by the court for the performing of the judicial function. 

CREDIT(S) 

(Added L.1913, c. 433, § J; amended L,1990, c. 238, § 1.) 

( McKinney's General ~unicipaJ Law § llO~--b. NY GEN MUN § 805-b 

Cuneot through UOOS, chapter 766 and L.2006, cbaptcn I and 4 to 6. 

Copr 0 2006 Thomson/West 
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M ckiimey's Consolidated Laws of New York Anno1ated Cw ,eotncss 
Gencnl Mumcipal Law OWi & A.gm) . 

Oapta' l.f. Of tbe Consolidated Laws 

,. Article 18, Conflicts oflnteJut of Mumcipil Officers nd &q,loyees fRefs & Amps) 

.. § N6. Cetleofedua 

1. (a) The govemmg body of each coumy, city, town, village and school district shall and 1be goveming body of any 
other municipaJity may by local law, m~ « resolution adopt • code of ethics settin& forth for lbe guidaoce of 
its officers and cq,Joyees the staoduds of conduct teaSODllbly expected of them. Such code llia1l pnmde standards 
for officers and eq,loyees widl respect 1o disclosure of intaest in Jc:gisJarinn before dac local pYWaning body, 
hoktiag of iavestmeDts in cooftict with official duties. private eq,loyment in conflict with officiaJ ~ future 
emp1oymmt and such o1ber sta:odaads reJatia& to the conduct of office.n and employees as may be· dnc1md 
advisable. Such codes may n:gula1e or prescribe cooduct which is not exp:cssly probibited by this utic:Je but may 
not authorize conduct odlerwisc prohibited. Such codes may provide for the probibiticm of conduct or disclosure of 
inf'onuatioo and 1ht dmificatjoo of eq,loyees or officers. 

(b) Effectne on and after J11111mY first, ainrteen buDdR:d ninety-one, IUCb codes of polmcal subdivisiona. u defined 
in scctiop eipt bppm:ed tm of this article, may CODWD provisions which require Jhe filing of coq,lelcd annual 
statements of finmc;ial disclosure with the apprnpriatc body, as defined in sectioo eight hundred k;ll of 11m article. 
Nothing bc:rein sball be construed to n::strict any political mbdmsion or any other muoicipality from requiring such 
a filing prior to JIDU8JY first, uineteeo hundred· Dinety-ooc. Other than as requiied by. subdiygigp two of gctiop 
!iight hupdn;d eleyeD of tms article, the govrmiDg body of my such political subdivision or o1he,- mmricipality may 
at aray time subscq.ieut lo the effective date oftbis paragraph (b). adopt a local law, o-dirwnce or raoJutic4, pw:auaat 
to subdivisiop ope of section tjght b,mdn;4 eleycp of1bis article and ny such political~ or DMo•icipality, 
actiog by its pYellling body, may take such other' action as is ■u6mized in SDCb subdivision. Any political 
subdivision or odlCl umnicipatity 10 which .U of the provisions of sectiop eight hm;dmJ tm;lye of this article apply 
may elect ID mmve itself &om tbe ambit of all (but not some) provisions of such teetion in the IIIIJlllel' amborized 
in subdivisit;la lbree of such section eight hundred twelve. In such event any such political subdmaicm or 
municipality shall be subject to cer1ain cooditioDs ad linaitatioos set forth in paragnpbs (a). (b) wl (c) of such 
subdivisiOII duce which shall i.Dcl'llde, but not be limited to, 1he promulgation of a form of an amuaJ slalemeut of 
financial disclosme descn"bed in~ one of such sectiOll wb1 )mivhr;d tjrn:n. 

2. The chief executive officer of a mmicipality adopting a code of ethics shall cause a copy thcJeof to be distributed 
to every officer ud employee of bis municipality. Failure to dis1n'buie any such copy or failure of any officer or 
employee to receive such copy shall have no effect on the duty of ~liance with such code, nor die enforcement 
of provisions thereof. 

·3. Until JmmaJy first, nineteen hundred ninety-one, the clerk of each mmicipality shall file in the office of the state 
con1)bUl1er and on or after January first, Dinetcco hundred ninety-one, the clerk of each mmicipality and of each 
polirical subdivision, as defined in gctiop ejpt hundred ten of this article, shall file with tbe ~-Y state 
commission on local g<,vcrnnlCDt ethics established by Kcrion eight hundred thirteen of this article. if such 
tc:mpomy state commission be in cxistencc, and in all events shaD maintain as a record subject to public inspec:tion: 

(a) a copy of any code of ethics or any amendments to any code of ctmcs adopted within thirty days after the 
adoption of such code or such anrodrnc:DI, 

(b) a statement that such mmicipality or political subdivisiOD bas established a board of ethics, in accordance with 
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~tion eight hundred cit.ht and/or pursumt to other law, charter, code; loc:aJ Jaw, ordinance or resoJution. and the 
corq,osilxm of such boud. within thirty days a,fter the establishment of such board. 

( c) a copy of 1bc form of annual statement of financial disclosure desmoed in subdiyisjon one of section ei&h! 
)nlndm;I ekvep of this article md ·eitbel a sta1Cmcnt of the date such unual statement form was promulgated by 
local law, ordinance or resolution of the goveniing body, if adopted pmsunt to subparagraph (i) o{Rf!H.T'lllh (a) of 
mpdiyisiop ope of section ejglg hundred clevg of this article, or • staiemcllt that the govrming body bas, by local 
law-, t>rdiDance or resolutioo, resolved to cootinuc the use of an authorized form of annual statement of financial 
disclom'c in use on the date such local law, ~ nr resohnioll is adopted. if adopted pursaut to subpar-agopb 
{ ii) of paragraph la) of spbctivjsjon PM of sc:ctiop eight hgndffii e)eyep of this article, and if u of January first. 
nineteen hundred ninety-one, no such fotm was promulgated and no such n:sohc was mide to CObbDDC IISing an 
existing amm1 S1atemeQt firm. a statement that the provisions of section eight 1:tuDdred n,sln of dos article apply 
or tiiai it is • IIJIJDicipality which is uot subject to the provisions of section ejght bupdrcd !Weh's of this anicle 

· because it is not a political subdivision as dtfined in section eia,bt hundred ten of this article. 

( d) oo or before the fifteeDdi day of February in each yell, the ~ or the teq,omy state commission on 
local govcnment ethics if such commissioo be in existcncc, or the cbt of the mmicipality or political subdivision 
durin& or after caJcnda:r year: nineteen hundred ninety-one. if su::h commission not be in n.istcnce, as the case may 
be. sbaJ1 submit to the legislature a report listing the name of e.ach COUDty, city, town. vilJage and school district 
which bas as of the thirty-first day of Dc:cember next prea,:ting, failed _, so file with him or with it, as the cue: may 
be7 a cQde of ethics. or in the cas:e of a filing by the clcd: of the municipality or political subdivision, stating wbetber 
or DOt the m.micipality oc political subdivision bas in effect as of the filiog date, a code of ethics. 

( e) not later than April first. nineteen hundred ninety-one, the comptroller shaD submit lo the trmpomy state 
commisnol cm local government ethics: 

(i) a report that sets forth, (A) the name of each political subdivision. as such term is defined in sectiop eight 
mip<ked tm of this article, the governing body of wtuch hll$ ,elected to satisfy the n:quircmeDts of subdivision ope of 
sectiop eight lp:mdrr4 1:feyep of this article by continuing to use the unuaJ statement .form in cxisteocc • the time 
such eJection is made as authori:u:d by subdivision ope of section cigJJt hmvJwl eleycp of this nticJe, and (B) the 
name of~ political subdivision. as so defined, odacr than tltose listed in clause (A) of this mbpatagnq,h (i), that 
timely promo)gated an umual statement furm of financial disclosure in IICCOldance with spbdiyjsiop ODe of sc:ctjgn 
eipt Jmndrw ,;leveu of this article, and (C) in a separate caicgory~ sets forth the name of those political subdivisions 
that failed to conri:ouc using its existing form or to prmm]gatc a form and which, 1hen:fore., by openttioo of 
subdiyjsiop two pf section eigllt hundred eleygt of this article have become subject, as of Jmmry first, nineteen 
bu:ndn:d ninety:--anc, to the provisions of section eight hppdred twelye of this article. Tne COU4Jbol1er 5ball, at the 
same time such report is submitted to tht tctq>otary state c-nrnrnission· on local go~ermuent dhica, notify each 
political subdivwoo which v- contained in the latter category that it is subject to section ejght hundred twelve of this 
article; and 

(ii) a copy of the most recent filing by all municipalities and political subdivisions, made pursuant to paragraphs (a), 
(b). (c) and (d) of this subdivision.. 

CR.EDIT(S) 

(Added LJ964, c. 946, § 2; amended L.1969, c. 646, § 2; L.1970, c. 1019, § 3; L.1987, c. 813. § § 10. 11.) 

HISTORICAL AND ST A TIITORY NOTES 

1999 Main Volume 

L1917, t.. 813 lqid•tion 

Amendment by L.1987, c, 813, eff. Jan. l. 1989, pursuant to§ 26 of L.1987, c. 813, as amended, set out as a no(e 

under Gepg;al Municipal Law§ 813. · 
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( L,.1 '64, c. 946 lepslatiN 

( 

For legislative findings. see § I of L I 964-, c. 946, set out as a nocc at An:icle 18. 

For information n:prdiag laws superseded. see § 13 of LI 964, c. 946, set out as a note at Article· 1s. 

McKinney's General Municipa) Law § 806, NY GEN MUN § 806 

Curmrt through UOOS, chapter 766 and L.2006, chapters I and 4 to 6. 

Copr c:, 2006 Tbomson'West 

END OF DOCUMENT 
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C 
EfJfflive: ISte Tm AaendlDffltsJ 

M c:k:inney's Consolidated Laws of New Y od: Allnotatcd kurrentoeSS 
General MllJlicipal Law [Refs & Amos} 

Oapter 24. Of the Consolidated Laws 
~ Article 18. Conflicts of Interest of Municipal Officers ind ~loyees (Refs & Armos} 

,..§ 817. Postinc ofstat•te 

Page 1 

Tue chief cxecutivt officer of each municipality shall ca~ a copy of this article to be kept posied in each public 
building under 1be jurisdiction of bu: rnuoiciplllity in a place COD5piCIIOOS to its officers md ~,=s. Failan: to 
pos1 any such copy shall have no effect on the duty of compliance with this article. aor with the enfmcement of the 
provisions thereof. 

CR.EDIT(S) 

(AddedLl964,c. 946, § 2; amended L.1970, c. 1019, § 4.) 

HISTORICAL AND STA TIJTORY NOTES 

1999 Main Volume 

LI 964, c. !M4i Jecislation 

for legislative findings. sec§ I ofL.1964, c. 946, set out as a note at.Article II. 

Foc infonnarioll regarding laws superseded, see§ 13 ofLl964, c. 946, set out as a note at AnicJe 11. 

McKinney's GenenlJ Municipal Law§ 107, NY GEN MUN § 107 

Current through L2005, chapter 766 and L.2006, chapters l md 4 to 6. 

Copr C 2006 Thomson/West 

END OF DOCUMENT 
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C 

M clinney's Consolidated Laws of New Yod: A.nDotated UUTef1tnesS 
Gcacnl Manicipal Law (llefs &. Amos} 

Chapa 24. Of die Coosolida1cd Laws 
~ Article l8. Omflicu of hden:st of Municipal Officers and Eq,lo:,ees (Refs If. Atmos) 

.. , ... a.ants of edda 

Page I 

1 _ The govcming body of any couaty may CS1ablish • county bond of ethics and appopaiae JDODeyS for 
ma:iotemoce and penooaJ services in am::dion tbcrewitb.. lbe mculbers of~ board of etbics shall be appointed 
by sucll governing body except in the c:uc of a county operating UDdcr an optional or altaDative b:m of oouoty 
goveawueat or county chal1er. in which cue Ille_ members sbalJ be. appoinled by lbe county exccatnc or- county 
ma:naga-, as the cue ·may be., subject to confirmation by such go,eiuing body. Such board ofethics shall o:msist of 
at least three me11•ien. a majority. of wbom shall not be officers or enployces of such county Of nun~ 
wb(l)Jy or partia11y located in such COUli:y ud at least one of whom shall be an elected or appoinled officer or 
etnployec of die c:ounty or a UJUDicipality 1oc:ated within mcb county. The· :n,cnal let$ of mc:h board sbaJl ieceive no 
salary OI' COiJ4lCDS&1ion fur their services as members of such board. and shall serve at the p1easurc of the IIJIPOinting 
aothority. 

2. The board sbaD render advisory opioiom to officers and employees· of municipalities wholly or putly within the 
county with respect to this article and any code of ethics adopted pursuant hereto. Such advisory opinions shall be 
rcnden:d pursuam lo tbe written request of any such officer or ~loyee under such m1es an4 rqulations u the 
board may piesaibe and sbaD laave 1be advice of COIIIIIIICl erq,loycd by 1be baud. or if none, the county .-.:aey. In 
addition, it may make rcconuoendatioas with respect to the drafting and adoplioli of a code of etbics OT •nitndments 
tbemo.upoo die request ofdle g<m:miDg body of any municipality in die county. 

. 3. 'Jbe. go.auing body of any 1•■111icipalily ocher 1ban a county may establish• local boud of ethics IDd, ~ sucti 
governing body is so authorized. appop:iate mooeys fer maiw•eou-..c and penona1 services in cmmc:ctioo tberewith.. 
A local board shall have all the powm ad ddlies of and sbaD be govcnied by the same CODditioDS u a county bc:md 
of ethics, except that it shall act only wifa rapect to oflicen and employees of the munic:ipalitY 1hat l:as established 
such board or of ils agmcies. The nw:uu:n of• locaJ boud shall be appointed by such penaa or body as may be 

. designated by the governing body of tbc mmicipality· to serve at the pleasure of the appointing autlaority md such 
board sbaD consist of at least tbree ~ • majority of whom are DDt odaerwi9e officen or ~yea of such 
mnnicipality. Such board sball iDclode at least one member who is an elected or appointed tDUDiciJ-1 ofli<:cr or 
employee. . 

4. The county board of~ sbaD not act with n:spect to the offu:ers and eq,Joyees of any mmicipality located 
within such county or agency tbc:reof, wliere such namicipality bas mablisbed its own board of e1llics, except that 
the local board may at its option refer maUers to the county board. 

5. A board of ethics ofa political subdivision (as defined in section eight hundred ten of this article) md of any other 
municipality. which is required by local law, 01di11ana: or resolution to be. or which pursuant to lepJ Mdhority, in 
practice is, the repository for ~ auaual stateuw-:111s of financial disclosure shall notify the 1en:px .. )' state 
commission on local gove1nment ethics if such commission be in existmce and if not, shall file a stalcmcDt with the 
clerk of its mnoicipality. that it is tbe authorized reposilOly for compk:led annual statements of fimaciaJ disclosure 
and that on account thereof: such ~ statements will be filed '1ri1h it abd .not with the rnrnrnission. Should 
any local Jaw. ordimmcc or raolutioo be adopted which provides for the filing of such coiq:,leted annual statemenu 
with 1ht lempOlllY s1l1C commission Oil loca1 govemmcot ethics instead of with such board of ethics, such board of 
ethics sbiall notify the temporary state commission on local govcmmeut ethics of tha,t fact. 
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CREOIT(S) 

(Added L1964, c. 946, § 2; amended L.1965, c. 1043, § 5; L.1970. c. 1019, § S; L.19[7, c. §13, § 12.) 

lllSTOIUCAL AND ST A TIITOR.Y N~ 

1999 Mam Volume 

Llffl, t.113 lepladoll 

Page2 

Amendment hy Ll987, c. 813, cft Jan. 1. 1989, ptnuant to§ 26 ofL.1987, c. 813, as amended. set out as a b01C 

uodtt GenmJ Mumcipal 1..aw § a 13. 

Ll 971, t. tel9 kplation 

L.1970, c. JO I 9, § 6, provided: 

"This act [affecting this section. sections 802, 805-a, W7, and 808] shall take effect OD the first day of July, nineteen 
bUJldml seYCDty but any duly constituted board of ethics of a county, city. town ot village in rxistm::e as of such 
date may continue to function .as • board of e1hics hereunder until replaced by • bCW board of cthic:s established 
pursuant to this act, but in no event buer than the first day of January, nineteen hundred seventy-one,• 

L19'4, c.. '46 lqislation 

For legislative findings, sec § 1 ofL.1964, c:. 946, set out as a note at Article l 8. 

For information regarding laws superseded. see§ 13 ofLl964, c. 946, set out as a note at Article 18. 

McKinney's Gcneral.MwrlcipaJ Law §- 808. NY GEN MUN § 108 

Cw:tcnt through L.2005, chapter 766 and W006, chapters J and 4 to 6. 

END OF DOCUMENT 
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M ckinney's Consolidated Laws of New Y od: Annotated Cunmtness 
General Municipal Law {Refs & Annos} 

Cbaptr:r 24. Of the C-omolidated I..,n,s 

"11 Article J 8. Conflicts of lnlerest of Municipal Officers and ~loyees (Refs & AmJOS) 

_., 809. Disdenre ill certaill applicatiom 

Page 1 

J • Every application, petition or request submitted for a variance, amendment, change of zoning, approval of a plat, 
exemption from • plat OI" official map, liceusc or permit, pursuant ~ the provisions of 8D)' ontinuce. local law, role 
or regulation constituting the zoning aod planning regulations of a municipality shall S1atc the name, residence and 
the nature mil extent of the iolcrest of any Slate officer or any officer or eq>loycc of such muaicipality w of a 
11111nicipality of which such municipality is• part, in 1hc person, partnei'Ship or IISSOCU1ion making IQICb application. 
petition or request (berciDaftcr c:allcid die applicant) to the cx1c:ot known 1o such applicant. 

2. For- 1hc purpose of this section ua officer oc ~ s1-JJ be deemed to have an interest in the applicant when 
be. his spouse, or then mothers, sisters, parents. cbildrcn., grandchildren. or the spouse of any of 6cm 

(a) is the applicut, or 

(b} is an officer, direcior, partner or etq>loyec of the applicant, or 

( c) legally or beocficially owns or controls $U>Ck of a corporate applicant or is a member of a partnership or 
association appliamt, or 

(d) is a party to an agrcemtDl with such an applieant, CXpl'CSS or ilq,~ whereby be may receive any payment or 
other benefit, wbe1ber or oot for services n:ndacd. dependent or- contingent upon the favorable approval of such 
application, petition or request. 

3. In the county of Nassau !he provisions of subdivisions one and two of this section shall also apply to a party 
officer. "Party officer" shall mean uy penoo holding 1111y position or office, whether by clcctioo, appoiaatoe,a or­
othcnvisc::, in any party as defined by subdivision four of scc:tion two of the election Jaw. Iflill 

4. Ownership of less than five per cent of the stock of a corporation whose stock is listed on the New Y ode or 
American Stock Exchanges ~ not constitute an interest for the purposes of this section. 

5. A person who knowingly and intentionally violates this section shall be guilty of a misdemeanor. 

CREDIT(S) (Added L.1969, c. 646, § 3; amended L:197O. c. 825, § § 1, 2.) 

[FN1] Now Election Law§ l-104. subd. 5. 

McKinney's General Municipal Law§ 109, NY GEN MUN § 809 

Currcnr through L.2005, chapter 766 andl.2006, chapters J and 4 to 6. 
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Effedive:.(Sff Tm Amcnclme•tsl 

Mckinney's Consolidated Laws of New Yon: Annotated Currentness 
General Municipal Law (Refs & Almos) 
· Osapi::r 24. Of the Consolidated UM 

"fl Artjc;le 18. Cooflicts of lnicrest of Municipal Officers and Erq>loyees <Refs ~ AJIDO§} 

-+ § 810. Additioul def"uddeas 

As used in sections eight hllJ"!n:rl eleycn, eight hundred twelve and eight hundred tbiJ:tm:! of this article: 

Page 1 

1. The term "potiticaJ subdivision" shall mean a county, city, toWD or village having a population of fifty thousand 
or-_ more and shall include a city with • population of one million or JDOrt. 

2. The tttm •loc,:a} elecied official" shall mean an elected officiaJ of the political subdivision, except judges or 
justices of the UDified comt system. 

3. 1'be term "local officer or employee" 5ball mean the bcack (other than local elected officials) of any agency, 
depu tueut. divi$ion, council, board, comniissioJJ, or bmeau of a political subdivision md their deputies and 
usisam, and die offian md ~loyeea of auch agenciea. clepwbuem, c:livisima, boudl, bmeaua. et41Woit1QCDS or 
councils who bold policy•making positions, as annually detcnn:ined by the appointing authority and set forth in a 
writtm iust.umem whiclt dJaD be filed with the approptiak bo4y durillg the lDOJl1h offcbnwy; except that tlle term 
"1ocal officer or eq,loy=" shall aot mean a judge. justice, officer oc ~Joyee of the unified court System. 
Metlbttt, officers UJd employees of each industrial de\'dopment agency and authority sbail ~ deemed officen or 
employees of the county, city; viµage or 11>wn for whose benefit such agency or authority is established. 

4. 'The term "stm: agency" shall nan any state depaJ1ment. or division. board, commission, or bureau of my state 
deplrtmcnt. · any public benefit eorporation. public authority or CODWDission at least one of wllose members iB 
appointed by the governor, or the stale mivcnity of New Yon: or the city univenity of New York. including all 
tbeil coostibiCllt IJDits en:q,t CODl!Dmity colleges and the indq,en,deot institutions operating statutory or COlltnlct 
colleges on behalf of the state. 

5. 1'be term "spouse" shall JDCaD_ the husband or wife of the rq,oJting individual unless living separate and apart 
from the yepocting individuaJ with the intention of terminating the mmiagc or providing for pemaDelll separation or· 
unless separated pssuant to: (a} a judicial order, decree or judgmeot, or (b} a legally binding separation agreement. 

6. The tmn "local political party official• shall mean: 

{a) any chairman ofa county commiuec clcctedpursuant to section 2·112 of the election law. or bis or bct5U(;CCSSO[ 
in office, who received coq,cnsation or expenses, or both, from constituted committee or political committee funds. 
or both, during the reporting period aggRgating thiJty thousand dollan or more; · 

(b) that petsOII (usually designated by the rules of a county committee as the •county leader" or .. chairman of the 
executive cormnittc:e") by whatever title designated, who pmsumt to the rules of a county committee or in actual 
practice, possesses or performs my or aJJ of the following duties or roles, provided that such person received 
c(Jlq)CDSllrioo or exp:~ or both, from constituted Cblnmittee or political l-ommittee funds, or both. duriDs the 
reporting period aggrepting thirty thousand dollars or more: · 

~/, (i) the principal political. executive aod administrative officer of the county cormnirtee; 
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(ii) the power of general managemcat ova: the affairs of~ county cnmmiuec; 

(iii) the power to exercise the powa:s of tbe cbainnan of the county couuniUcc u provided for in the rules of 1he 
coWJt)' conmitiec; · 

(i...,) the power to preside at all meetings of the caanty exccutivc couanitk:e, if soch a ...ommittec is created by the 
rules of the county e;oumittee or exists de facto, or any othei commiuee or subcommittee of the COIIDt}' committee 
vested by such rules ·with or baviog de flldo the power of gcnc:ra} mauagcmcnt over the affairs of the county 
conmdttec at times when the county t:dilllli-tee ii> not in actual session; 

(v) 1he power to c:alJ a meeting of the c:ounty committee or of any conuoiuee m mbo).1ooif1o:; vested with tbe rights., 
po'W'CIS, duties or privileges of the COllDfJ committee pursuant to the rules of the county et>t•M•idtee, for the paq,ose 
of' filling 1m office at a spccia) dection in accordmcc with section (t:l 14 of the election· law. for the purpose of 
filling a vacancy in •ceo1 dance with iCCtion 6-116 of such law or for the pmpose of fi11ina a vaamcy or vacancies in 
1be county committee which. exist by 1'CUOD of an incn:asc in the mm.abet of e1ection districu widun the county 
occasioned by a change of the boundaries of mae OI' ID(ft e1cctioo districts., taking effect after the e1ectioo of its . 
members. or for the pmpose of deferminiDg 1he districts that the elected mcmbcu shall 1epesent until the next 
cJcciioD at which such members of such c:on•nitC~ are dccted; provided. however. that in no event shall such 
powc.:r enco~ the power of• cbairperson of an assembly district conanittce or other district c:oaaaittee &mailer 
than a county and created by the rules of the C'OUDt)' c~, to call • meeting of such district commiuce for such 
pu:rposc; 

(vi) the power 10 direct the treasurer of the party to expeDd funds of the COUDty committee, or 

· (vii) the power to procme from one or more bank account5 of tbe county conrmittce the neccssmy funds to defray 
the expcDSCS oftbc county ~; and 

(c) the city, aown or village chainnu or leader ofa city. town or~ co.1■umee ,of• party as the term pmty is 
defined in g;tiop J-104 of Jbe election llw. but only with respect to a city, town m village having • popalatioo of 
fifty lbousand or more, and only if such chairman or leader received compeusation or expemes, or both. .from 
constituted couunittce or political commitlee funds, or both, during the repw~ period agreptiag thirty thousand 
dolJus or IIIOl'C. The tmn chainnm or leader is i••e,.;:led to mer 1o the penoa who performs the ftmctiom and . 
duties oftbe chiefofficial ofa party in the city, town or village by whatever titr drsignatetl 

The 1e11111 •comtituted conm.ittee" and •political committee", as used in this subdivis~ six. shall have the same 
meaninp II those coowned in sectiop J -4-JOO of the electiop law. 

7. Tbe tam •Jdalivc" shall mean such individual's spouse, child, stcpc:hild, stcpp:uent, or any person who is a diR:ct 
descmdaat of die grandpueuts of the reporting individual or of the n:porti.ug ~s spouse. 

8. The 1n111 •uncnancipated child" sbal1 mean any son, daughter, stepson or S1cpdaugbter who is under age cigblecn, 
wunamcd and living in the household of die reporting individual. 

9. Tbt lfflll •,pp, up ialC body" OJ "appi opiiate bodies" shall mean: 

(a) in llaie cue of any political subdivision which has created or bc-rcafter creates a boatd of ethics which is in 
rX:astencr • tbr hD1£' an annual statement of fioanciaJ disclosure is Jlue, and which has been designated by local law, 
ord~ • molutioo to be the repository for such completed statements. such boud of ethics; 

(b) in dlf QR of any political subdivision which bas created Of bercaftcr creates a board of educs which is in 
cxisteDcc a; die time an annual SUltemeDt of fimocial disclosure is due, and which has not been designated by local 
law, orc:tm.:c or n:sohrtion to be the repository for such coq,lctcd statements, the temporary state commissioo on 
local govtmmeat ethics; 

(c) in the case of any political subdivision for which no board of ethics is in existence at the time m annual 
. 
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10. The term •regulatory agea:y" shall have the same rnc:aning as ascnl:ied to such term by subdivision one of 
seetion seventy-three of the public officers law. 

11 • The tcnn '"ministerial matter" shall have the same meaning as ascribed to such term by subdivision one of 
section seventy-three oftbe public officcn law. 

12. The 1am "local agency" sllalJ mean: 

(a) any county, city, town, village., school district or district corpomioo. or any agency, department. division. boud, 
con,rnjssioa or bureau theteof; and 

(b) any public benefit COYpOt"ation or public authority not included in the dcfimtioo ofa state agency. 

CREDIT(S) 

(Added L. )987, C. 8 J 3. § I 3: ll1Dmded L J 993, C. 356, § 2.) 

IU:STOIUCAL AND ST AnrfORY NOTES 

1999 Main Volume 

L.l 993, c. 356 kgislafloa 

Amendment by Ll993, c. 356, eff. Oct. 19, 1993", but not to apply to projects for which IUl agency, through the 
issuance of its bonds, execution of leases, 01 the passage of an inducement resolution or bond n:solutioo, · has 
autborittd my assistmce prior to the date on which this act shall have become a law wbetbcr or not suth projects 
arc thereafter modified, pmsuant to Ll993, c. 3S6, § 31, set out as a note under Gc:neral Municipal Law§ 854. 

Mc:Kinney'sGeneral Municipal Law§ &IO, NY GEN MUN§ &IO 

Cu:m:nt through L2005, chapter 766 and L.2006, cbaptets l and 4 to 6 . 

. Copr O 2006 Thomson/West 
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Effectm: {See Tat Ameadmaats) 

M el:imey's Consolidated Laws of New York Axmo1a1ed Cwufmuess 
Geacral Municipal Law (Rep & Apnps} 

Cbapta-24.0f'tbceomolidatedLaws 
.... Article 18, Conflicts oflntercst of Municipal Officers and Erq>loyces (lt,ef.s & AOOO§) 

'· . 
Page 1 

-+§ Ill. Prollll■lptioll ef fora of ua..i mte•eat of fiuadal disclos•re; aatllority of CoVfflliac 
IMdy 'Wida raped• pasom Albj«t 1llemo · 

J • (a) The go'YCIJliag body of each polmcal subdivision 11111y. not Jaier than January first, riineteeD hundred ninety­
onc. md the governing body of any other- nmnicipality may at any time subsequent to the effi:ctivc date of this 
secixlo, adopt a locaJ law, ordimocc, or resolution: (i) 1"beaein it promulgates a form of IIIDllal sbllewent of 
financial disclosure which is designed to assure disclosure by lDJllicipal offic::en; and eiq>loyeca. which for the 
pu1JIOSCS of this section, the definition for which shall be modified so as to also include a city widl a populalion of 
one milliaa_or more, and (in the case ofa polilical ~ or any other county, city. town or village) wlaich is 
desiped to assure discloslR by Joca1 dected officiak and/or by local political party oflicws of such financial 
information as is deteunined necessary by the govenaing body, or (ii) wherein it tes0IYeS to coorin,c the use of' an 

. autbmizcd form of ampuaJ statement of financial itiscJosun: in me on the date such local law, oa~ or resolution 
is adopted 1D either eTCDt. such local law, orrlimnc:c or n:solution if and when adopted shall specify _by mme of 
office or by title « classifica~ those mmicipal officers and employees and (in the case of a political subdivision 
or any other county, city, town or village} 1bose local elected officials and/or those local political party officials 
which sball be n,quircd 10 CC••• lr:te md file auch annuaJ smterneot In a city wuh • populatioo of8- million or 
. DJOR, such local law, ()lldimncc or resolution lhalJ be at' least as stringcut in scope and substance aa tbe provisions of 
Kciion Pritt hmvlrgl tmm: of this~-

(b) The go,eaniug body of a poli1ical wbdiwisioo or any otbct- county, city, town or viDage, wmcb requires the 
COJq>letion and filing of either of such forms of anaual st.temeats of finmcia1 disclosure by local or Dlllllicipal 
officm and Cl'.JlOO)'eCS and/or by local ek:ctcd officials sbaJl have tbc power, if it so cboosea. to require the 
completion and filing of such annual st.temrars of financial disclosure by locaJ political party officials as if such 
ofl"Jcials were officc:rs OI' employees of such county, city, town or- village, provided however, 1bat I person who is 
subject to the filing requirements ofboeh subdmsion two of section SC'\'CDiy-three-a of the public officas law and of 
this subdivision may satisfy the requiremeDts of this subdivision by filing a copy of the statemc:ut filed pumant to 
section sevcnty--dlree-a oftbe public officas law with 1be •ppaOJXia.te body, as defined in f!:Siw qaht lpDJ'br!I ten 
of this article, Ob oc before the filing dcad1im: provided in such SCC?'ioo seventy-three-a. notwithstanding the filing 
deadline otherwise iqioscdby this subdivisiolL 

(c) The governing body ofa political subdivision or any other county, city, town or village -..,Jtjcb requires any Joal 
or municipa) officer or ~loyee or any loc::aJ elected official or any local political party official to coq,lete and file 
either of such annual S1.1aaements of financial disclosure shall have, possess, exercise and eajoy all the rights, powers 
and privilegcs·attendant thereto which ,m bC('CSSIIY and proper lo the enforcement of such rcquiremcnt. including 
but not limited to, the promulgation of rules and regulations pursuant to local law, cmtinwuce or resolution, which 
rules or regulations may provide for the public availability of items of informatii)D to be cnntaincd no such form of 
statement of financial disclosure, the determimtioo of penalties for violation of such rules or rcgolations. and such 
other powers as ue conferred upon the ltmpuimy stau. coamnission oo local gc,"'eumaent ethics purswmt to letjion 
eight hundred thirtecp of this article as such local governing body determines are wanantcd under the circumstmccs 
existing in its county, c.ity, town or village. 

(d) The local law, ordinance or resolution, if and when adopted, sbail provide for the annual filing of cOJq>letcd 
1 statements with either ~ tcmp011.ty state conmissiuo on local government ethics or with the board of ethics of the \__ __ 
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political subdivision or other mmicipality and sball coma.in tbe'procedare for filing IN:b. mtennds and the date by 
which such filing shall be required. If 1hc board of ethics is designated as the tpptopti.t.e body. then such local law. 
ordinance Dr JCSOlution shall confer upoo lhe board appropriate autbolity to cn:forcc such filing requin:m:nt.. 
including the authority to prorwlgate mlcs and regulations of the same iq>ort as those which the tcrq,oniy state 
comrnisslon rm local ~ ethics cnjo)'E uncb sectipn tjgpt hgndn;d tbilt;m of this article. Any such local 
la'W'. ordinance or rcsolutioo shall authorize excc:ptions with Icspcct to coq,lyi:ng with timely filing of such 
dise~ stlfCOV':nts itue 10 justifiable cause or undue budsbip. The apptop::iatc body shall prescribe rules and 
regulations rclll'ted to such exceptions wiih respect to extensioas 8Dd additional pcriuds of time within ~ to file 
such state:mmt including the iq,osition of a time limibtion upon sucli exta,siots. 

( e) Notbibg herein shall be construed to prohibit a political subdivisiou or other mmicipality from Jllll1l1llpting the 
fonn of llDIIUa.l financial disclosure statement set fonb in section eight hundred twelve of this article. Pronulgation 
of the ume form of amwal fllllDCial disclosure 5tatement set forth in gctioo eight hundn.d twelve of this article 
shall not be deemed an automatic election to be subject to the provisions of such section. 

2. 1n the e\'C'Dt 1hltt a political 5Ubdivision fails by January first, oineleal hundred ninety-one 1D promllga1e, or fails 
by such date to elect to continue using. a form of annual statement of financial disclosure in the nmincr authorized 
in subdivision IXIC of this section then the provisions of section edit hmv:lred twelve of "Ibis aniclc shall apply on. 
and afler soch date to any 5UCh political subdivision subject to the provisions of subdivisxm three of such ~ 
c:iaht himrJmrl mt:ye. 

CR.EDIT(S) 

(Added L.1987, C. 813, § 14.) 

( McKinney's General Municipal Law§ 811, NY GEN MUN§ &11 

Cum:nt. through WOOS. chapter 766 and-L2006. chapien; l and 4 to 6. 

Copr O 2006 Thomson/West 
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Gcnenl Mumcipal Law <Refs & ADllos) 

Cbaptr:I' 2-i. Ofdlc CoDlolidMed Laws 
~ Article 18. Conflicts ofhatercst ofMuuicipll Officers and Eq,loyees fRefs & Amp;\ 

Page I 

... t 112. Fiuadal disdosare for locaJ elected •llidals ■lld ca1ai11 oflken aad empleyees .r te1111des, cities. 
towmaaddlaps 

I.(■) A.Dy politic:al subdivision or oebcr COUJJt)', city, town or village to which all oftbe provisions of this section arc made 
applialb1c, whether IS the result of the provisions ~ io subdiyision two of sectioD tjgbt lprod:tt4 eleven of this article 
or as a result of au electioD to be subject to the fXO'~ of d:us section as permitted by subdivision two of dais aection. sbaU 
require (i) c:ach of m local elecied officiaJs wt local o&en ad employees, (il) each local political party official and (iii) 
c:ach candidate for' locaJ elected official with rcspcct to such political subdivision. 10 file an mumal 61■lt1 ■1.mt of financial 
disclosure com■imng the information md in the form set forth in subdivision five of this section acept 1hat disclosure 
1cquiaements for ■sscssoa who are not ~ by this article shall be govc:ncd by tbe ·reqWJ.cmeubi of section tine hrmdr.:d 
thirty-six of the. real property tax law. Such surcment shall be filed oo or before the fiftec:utb day of May with respect to die 
preceding calendar )Qt, except that 

(i) a pcTSOf:l who is subject to the rcportin& tequirem:nts of this subdivision and who timely filed 'With tbe internal revenue 
service an· ■ppticatioo ~ automatic extension of time in which to file his or her individual income lax return for the 
immediately preccdio& calendar or fiscal year sbalJ be required to file such financial disclosure s1111euw:nt on or before May 
fifteenth but may, without being subjected to any civil penalty on account of a dcficieDt saicmeat. iodicue with mipect to 
my item of the disclosure statement that information with respect thereto u: Jading but will be supplied in • Alppleml:aw:y 
siwle,ucnt of fuanc:ial disc)osun; which shall be filed on or before the sewadl day after the apilation of the period of sur::h 
automatic extellsioll of time within which to file such iDdividu■1 iocume Wt return. provided that failure to file or to timely 
file such suwluu mufstatemcat offmancial disclosure or 1he filing of an iocowpleh: or ddicic:nt supplementary statement 
of financial disclosure &ball be subject to the PDticc and penalty provisions of this section respecting annual state11w11s of 
financial disclosure IS if such supplrmcuJary stall:ml::llt were 1111 annual SbMICUeot,. 

(ii) a penon who is mpmed to file an annual finqcia} disclosme sutement with tiae leD¥<N.•) ltate UAIN►PS11icm OD local 
govemmcet ethics, and who is gruted an additiouaJ period of time within wlaich ID file such statr:rned due' to· jus1ifiablc 
cause or UDdoc lrardsbip, in accordance with rcquiRd JUles and rcgu)atioDs m the subject~ puauaut ID PID8'JB1b ,; .of 
subdivision njpc of section eight hundred thirteen of this article, shall file sucb stat:r:mcm wilhin the additional pa:iod of time 
~; . 

'.iii) candidates for local elected official who file designating petitiom for nomination at a ptimlly election sball file such 
>tatement within seYeD days after the last day allowed by law for the filing of designating petitions :naming them as 
::andidates for die JICl1 5111'Xeeding primary election; 

\v) candidates for indcpcDdcnt nomination for local elected official who have not been designated by a party to receive a 
10mination shall file sucli statement within seven days after the last day allowed by law for the filing of independeut 
xm,inaring petitions namiDg them as candidates for local elected official in the next succeeding eenera) or special or village 
!lection; and 

v) candidates for local elected officiaJ who receive the nomination of a party for a special election c:.- who receive the 
JOmination of a party other than at a primal)' election (whether or not for an uncontested office) shall file such statem:nt 
~thin seven days after the date of the meeting of the party comminee at which they are nnmim1ed. 
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(b) AS used in this subdivision, the terms "party"', •c:maniUt:e• (when used in conjuction lfNl] with die term "'panyj. 
N.1-.: ,ov_W ~ • • -1-...:-• -..........; __ • • ,o;...,J :,_ • • II "L-tt~ --I "---~~ ff:: __ ._.gna-. ,......_.., . pihu&iy =~u. ~tion. tvuCpeailOU oormnanon. CIWlKJ\ auu uuu,uu;;z,u;:u Oua;c;• 

shall )lave the same nnnings as 1hose contained in section l-l04 of 1he election )aw. 

(c) Suc:h s:tatem:m shall be filed with the appopriate body, as defined in section eight oopdred ten of this article • 

. ( d) The appropriate body. as defined in section .ejght hurvfn;4 tm of this article, shall obtain from the "board of elections". as 
such term~ defined in sestion l-104 <){the clectiQo law. lists of all candidatrs for local elected official, ml &om such lists, 
shall detennia and publish lists of those candidates who have uot, 1Vitbin 11:n days after the requiled date for filing such 
statement, filed the Slltcment ,equiied by this subdivision. 

( c) I.,ocaJ politicaJ party officials and any petSOO required to file such statement who comneia::e, employment after May 
fifteenth of my yem- shall file such statement within thirty days after commencing ~loymcnt or of taking the Po5ition of 
local politicaJ party official. as the cue may be:. 

(f) A person wbo is subject to the filing requi:rcments of both subdivision two of~ sevcnty-thn:e-a of the public officers 
law and of this subdivision may satisfy the rcquircments of this subdivision by filing a copy of the statemeat rlled pursuant to 
section seventy-three-a of the public officers law with the appropriate body, as defined in section eight bpgdred ten of this 
article, on or before the filing deadline provided in such SCCbOD seventy-three-a, notwiths1uding the filing deadline 
otberwisc itq,osed by this subdivision. 

(g) A pemm wbo is subject to the filing requilcments of this subdivision from more than one poli1ical subdivision within the 
same county may satisfy the rcquiremeots of this subdmsion by filing only one ammal statement of financia1 disclosmc with 
the appropriate body (as is required in that county) for the county in which such political subdivisions are located m if such 
political subdivisions cross ODC or more county boundary lines, then such single filing may be made for any of the counties in 
which one of such political subdivisions is located provided, bowcvef. that the app1op1iate bodies (as required by such other 

· counties) arc notified of the name of the county of ~h eotq'.>liance by the person who is subjected to the filing requirements 
of this subdivision, within the time limit for filing specified in 1hu subdivision. 

· (h) A local elecled official who is simultanc:ously a candidate for local elected official shall satisfy the filing deadline 
rcquiremc:ou.oflhil subdivision by complying only with the: deadline applicable 10 one who bolm such local elecied office. 

(i) A candidate whose ume will appear on botb • party designating petitioo and on an independent noininating petition fcw 
the sunc offict or who will be listed on the election ballot for 1hc same office more than once shall satisfy the filing deadline 
rc:quircmcnu of Ibis subdivision by ~lying with the earliest applicable deadline only. 

2. The govma.ins body of a county, city, town or village having a population of less than fifty thousand may by local law m 
ordinance: dcc1 ID be Rlbject to the provisions of this section. In such event. any such city, county, town or village shall be 
deemed to be a political subdivision under this section. 

3. A:/Jy pobtlcll subdivision or other county, city, town or village to which all of the provisions of this section are made 
applicable. wbttbn u a result of the provisions contained in subdivisiolJ two of section eidtt hppdrro elem of this article or 
a.s a result of an clctnon to be subject to the povisions of tins iCction at. permitted by subdivision two rL this section. may 
elect to rffllDV't lbclf &om the ambit of all (but not some) provisions of this section (other than this subdivision) by adopting 
a local law. aniuwn or rtSOlutioo specifically referring to the authority conferred by this subdivision. Provided., however. 
that 1M tenm of auch local law. ordinaocc or resolution sha11 be subject to the following conditiom and limitations: 

(a) Such local la..,, Dtdmance or resolution must provide for the promulgation of a form of an annual statement of financial 
disclosure dncnbed in subdivision one of section eight hundred cleyen of this article for use with respect to information the 
govrming body ttqUim IO be reported for the calendar year next succeeding the year in which such local law, ordinance or 
rcsolutiob ii adopctd aad for use with respect to information required to be: reported for subsequent calendar yean; anci sbaII 
provide for lbc filing of ccnwleted statements with either the ~ state commission on local govctJWliCllt ethics or with 

( the board of ethics of the political subdivision or other IDlDidpafity, as specified in subdivjsjop one of section tjght hnndr-ed 
" ~ of this article. 
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(b) such removal shall not be dfectivc with respect to the aimuaJ financial disclosure stateme:at f« die calendar year in 
which th: local law, onfinmcc or resolution is adopted (the filing of which S1atemeat is due on May fiftee.udi of the next 
succeeding year with certain exceptious), nor shall such removal be effcctnc with respect to any RqUiJed IIDDlal financial 
disclosure statrment for the DJ'JJDl"Jtiatrly preceding calendar year (the filing ofwbicb statcm:nt is• due on May fifteenth (with 
certain exceptions) of the caleDdar year in which such 1ocal law. cml~ O£ resolution is adoplcd). w shall such n:movaJ 
be effectr¥c with respect to any o1ber precediDg year but such mm,val shall apply first to the statemcat which would haw:· 
been due on May fifteeoth (with certain cxccptions) of the SC1:0Dd year next 10v:ceeding 1:be year in which such 1ocaJ law 
onli:nanCC or resolution is adopted, ~ such removal 5ball ·app1y therca&r to subsequent statements otherwise due ~ 
ID Ibis section. , 
. . 
(c) Such removal shall not affect the powa- to ilq)osc, or thc iq>ositioo of; a penalty for failme to file, or for false filing, of 
any required muaJ fivncial disclosure mtemeat 

(d) Tue local law, ordinance or'resolution referred to in paragraph (a) of this subdivision or any other such local law, 
onti:naPCC or ~lotion so adopted may make provision for any other right, power or privilege granted by subdivision one of 
sucJi ~ eight ml'14frrd elevc;P. · 

4. Nothing coDtaincd in this .section shall be construed as precluding the governing body of a political subdivision from 
requiring additional and/or lllOfC detailed items of financial disclosure than arc set forth in subdivision five bercinbclow. 

5. The annual statement of~ial disclosmc shall contain the information and shall be in the fQrm set forth bcreinbclow: 

ANNUAL STATEMENT OF FINANCIAL DISCLOSURE FOR (Insert Name of Political Subdivision)-(For caJendar ~ 

1. Name 
2. (a) 

Title of Position _______________________ _ 

(b) 
(c) 

Department. Agency or o.ther Governmental Entity _________ _ 
Address of Present Office ____________________ _.;. 

(d) 

3. (a) 
Office Telephone Number--------------,-.--------
Marital statue · . If married, please give 

epouae'e full na111e including maiden name where applicable. 

{b) List the names of all unemancipated children. 

Answer each of the following questions completely, with respect to ca1eodar year ____ • unless another period or date 
is otherwise specified. If additional space is needed, attach additional pages. 

Whenever a "value" or "amount" is required to be reported bemo. such valoc or amount shall be n:ported as being within one 
of the following Categories: Category A~ $5,000; Category B-$5,00C)' to under $20,000; Category C- $20,000 to 
\UXicr $60,000; Category D-$60,000 to under $100,000; Category E- SI00,000 to under $250,000; and Category F­
$250,000 or over. A rcportiog individual shall indicate Che Category by letter only. 

For the purposes of this statcmeut, anywbeic the term "local agency" shall appear such term shall mean a local agency, as 
defined in sectioo eight hundred ten of the genera) mw1icipaJ law, of the political subdivision for which this fiDancia1 
disclosmc statement has bcco fiJed 

\,_. 4. (a) List any ·office, trusteeship, directorship, partnership, or position of 
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5. 

any nature including honorary positions, if known, and excluding· 
membership positions, whether compenaated or not, held by the 
reporting individual with any firs, corporation, association, 
partnership, or other organi2ation other than the State of Nev York 
or (ineert name of political subdi~ieion). If said entity was 
lic:enaed by any state or local agency, was regulated by any state 
regulatory agency or local agency, or, as a regular and eignificant 
part of the business or activity of aaid entity, did buaineae with, 
or had matters other than ministerial matters before, any state or 
local agency, list the narae of any such agency. 

Position organization State o~ Local Agency 

Cb) List any office, trusteeship, directorship, partnership, 9r position of 
any :nature including honorary poeitione, if known, and excluding 
111emberahip positions, whether compensated or not, held by the apouse 
or u.nemancipated child of the reporting individua1, ~ith any firm, 
corporation, association, partnerahip, or other organization other 
than the State of New York .. If aaid entity was licensed by any state 
or local agency, wa.11 regulated by any state regulatory agency or 
local agency, or, as a regular and aignificant ·part of the buaineae 
or activity of said entity, did business with, or had matters other 
than ministerial matters before, any atate or local agency, list the 
name of any such agency. 

Position .Organization State or Local Agency 

(a) List the name, address and description of any occupation, employment, 
trade, business or profession engaged in by the reporting individual. 
If such activity waa licensed by any atate or local agency, w.s 
regulated by any state regulatory agency or local agency, or, as a 
regular and significant part of the business or activity of aaid 
entity, did business with, or had matters other than 'll'linieterial 
matters before, any state or local agency, list the rua.-e of any such 
agency. 

Position Name & Address of 
Organization 

Description State or Local 
Agency 

(b) If the spouse or unemancipated child of the reporting individual was 
engaged in any occupation, employment, trade, business or profession 
which activity was licensed by any state or local agency, wae 
regulated by any state regulatory agency or local agency, or, as a 
regular and significant part of the busineaa or activity of said 
entity, did business with, or had matters other than ntinisterial 
inatters before, any state or local agency, list the name, address and 
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description of 
profession and 

Position 

such oc~tion, employ111e11t, trade, bu.eine■a or 
the name of any such agency. 

Naae k Address of Description 
Organization 

State or Local 
Agency 

6. List any 'interest, in exce■s of $1, 000, excluding bonds and note•, held by 
the reporting individual, such individual• s apouse or u.nemancipated 
child, or partnenahip of which any such person is a member, or 
corporation, ten per centwn or .-ore of, the stock of which ie owned or 
controlled by any such person, whether vested or contingent, in any 
contract aade or executed by a state or local agency and include the name 
of the entity which holc:18 auch interest and the relationship of the 
reporting individual or •uch individual •s spouae or such child to such 
entity and the interest in asuch contract. Do not list any intere■t in any 

· such contract on which final payment has been ·made and al1 obligations 
under the contract except from guarantees and warranties have been 
perfonaed, provided, h~r, that such an intere•t must be liated if 
there has been an ongoing dispute. during the calendar year for which this 
atateaent is filed with respect to any such guarantee• or warranties. Do 
not· list any intereat in a contract made or executed by a atate agency 
after public notice and pursuant to a procea■ for coq:,etit.ive bidding or 
a proceee for competitive requests for propoaale. 

self, Spouse Entity Which Relationship tc contracting category of 
or Child Held Intereet Entity and State or Value of 

in Contract Interest in Local. Agency contract 
Contract 

7. List any poeition the reporting individual held as an officer of any 
political party or political organization, a11 • med:>er of any political 
party committee, or .as a political party district leader. The tena 
"party" shall have the saune meaning aa •party• in the election law. The 
term "political organizatio~• means any party or independent body· as 
defined in the election law or any organization that ie affiliated with 
or a subsidiary of a party or independent body. 

e. (a) It the reporting individual practices law, is licensed by. 'the 
department of state as a real estate broker or agent or practice■ a 
profession licensed by the department of education, give a general 
description of the principal subject areas of 1Rattera undertaken by 
such individual. Additionally, if such an individual practice• vith a 
firm or corporation and ia a partner or shareholder · of the firm or 
corporation, give.a general description of principal subject areas of 
matters undertaken by such firm or corporation. Do not list ~ name 

C 2006 Tbomsoo/West No Claim to Orig. U.S. Govt. Wotks. 



( 
' 

Pagc6 

McKiJ)Jley's General Municipal Law § B 12 

of the individua.l cli~ts, cu11tomera or patients. 

(b) List the name, principal address and general description or the nature 
of the busine.as activity of any entity in Which the reporting 
individual or such individual 'a spouse had an inveataent in excess of 
$1, ooo excluding investments in securities and interest■ in real 
property. 

9. t:Jiet each source of gifts, excluding campaign contributions, in exceas of 
$1,000, received during the reporting period for which this etateaent is 
filed by the reporting individual or such individual• a spouiae or 
uneaancipated child fr«. the siune donor, excluding gifts from a relative. 
Include the n~ an.cl address of the donor. The term •gifts• doee not 
include reimbursements, whi~h tenn is defined in item 10. Indicate the 
value and nature of each euch gift. 

Self, Spouae 
or Child 

Nasae of Donor "Addreas Wature of Gift .Category of 
Value of 

Gift 

10. Identify and briefly describe the source of any reimbursements for 
expenditures, excluding campaign e.xpenditure11 and expenditures in 
connection with official dutiee reimbursed by the political aubdiviaion 
for which this statement has been filed,· in exceaa of $1,000 frccn each 
sucb source. For purpo•ee of thi• item, the term •reimbur■eraents• shall 
mean any travel-related expemJee provided by nongovernmental aourcea and 
for activities related to the reporting individual's official duties 
such as, speaking engagements, conferencea, or faetfinding evente. The 
term •reimbursements• does not include gifts reported under item 9. 

Source Description 

11. Liet the identity and value, if reasonably ascertainable, of each interest 
in a trust, estate or other beneficial interest, including retirenent 
plane other than retirement plans of the state of New York or the city 

\ of New York, and deferred compensation plane established in accordance 
with the internal revenue code, in.which the reporting individual held a 
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12. 

beneficial interest in exceea of $1,000 at any time during the preceding 
year. Do not report interests in a trust, estate or other beneficia1 
interest established by or for, or the estate of, a relative. 

Identity Category of Value* 

• The value of auch interest shall be reported only if reaaonably 
ascertainable. 

(a) Deacribe the tenu of, and the parties _to, any contract, promise, or 
other agreement between the reporting individual and any person, 
firm, or corporation with respect to the employment of such 
individual after leaving office or position {other than a l~ave of 
absence). 

(b) Describe the parties to and the te:nns of ~y agreement providing for 
continuation of payw.ente or benefits to the reporting individual in 
e,xcess of $1, ODO fr~ a prior employer other than the political 
subdivision for which this atateaent is filed. (Thie includea 
interests in or contributions to a pension fund, profit-aha.ring 
plan, or life or health insurance; buy-out agreements; severance 
payments; etc.) 

13 . List below the nature and amount of any income in exceaa of $1, 000 from 
each source for the reporting individual and such individual 1 11 spouae 
for the taxable year laat occurring prior to the date of filing. Nature 
of inc0111e includes, but is not limited to, salary for government 
enip1oyaaent, inc:oaie fr011 ot~r compensated employment whether public or 
private, directorships and other fiduciary positions, contractual 
arrangements, teaching inc0111e, partnership•, honorariulllB, lecture fees, 
consultant fees, bank and bond interest, dividends, income derived from 
a trust, real estate rents, and recognized gains front the sale or 
exchange of real or other property. Income from a~ businese or profeeeion 
and real estate rents shall be reported with the source identified by 
the building address in the case of real estate rents and otherwise by 
the name of the entity and not by the name of the individual customers, 
clients or tenants, with the aggregate net income before taxes for each 
building address or entity. The receipt of maintenance received in 
connection with a aatrimonial action, alimony and child support payments 
shall not be listed. 

Self/ Spouse Source Nature Category of Amount 
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14. List the eourcea of any deferred incocae in excess of $1,000 from each 
source to he paid to the reporting individual following the cloae of the 
calendar year for which this disclosure statement is filed, other than 
deferred compensation reported in item 11 hereina.bove. Deferred income 
derived from the practice of a profession shall be listed in the 
aggregate and shall identify ae the source, the name of the firm, 

·corporation, partnership or association through which the income was 
derived, but shall not identify individual clients. 

source category of Amount 

15. Li•t each aesigrunent of incoae in excess of $1000, and each traIJJ1fer other 
than to a relative during the reporting period for which this statement 
i• filed for leas than fair consideration of an interest in a trust, 
estate or other beneficial interest, securities or real property, by the 
reporting individual, in excess of $1000, which·would otherwise be 
required to be reported herein and is not or hae not been so reported. 

l.6. 

Itea Assigned or Assigned or Transferred Category of Value 
Transferred to 

Li■t bel~ the type and market value of securities held by the reporting 
individual or such individual's spouse fr01n each issuing entity in 
exce11s of $1,000 at the c:loee of the taxable year laut occurring prior 
to the date of filing, including the name of the issuing entity 
exclusive of securities held by the reporting individual i■sued by a. . 
professional corporation. Whenever an interest in securitiea exists 
through a beneficial interest in a truat, the securities held in such 
truat shall be listed only if the reporting individual bas knovledge 
thereof except where the reporting individual or the reporting 
individual 1 s apouse has transferred assets to such trust for hie or her 
benefit in which event 11:uch securities shall be listed unless they are 
not •scertainable by the reporting individual becauae the trustee is 
under an obligation or haa been instructed in writing not to disclose 
the contents of the trust to the reporting individual. Securities of 
which the reporting individual or the reporting individual's spouse is 
the owner of record but in which aucb individual or the reporting 
individual's spouae hae no beneficial interest shall not be listed. 
Indicate percentage of ownership if the reporting person or the 
reporting person's spouse holda nore than five percent·of the stock of a 
corp(>ration in which the stock ia publicly traded or more than ten 
percent of the stock of a corporation in which the stock is not publicly 
traded. Aleo list securities owned for investment purpoaee by a 
corporation more than fifty percent of the stock of which is owned or 
controlled by the reporting individual or such individual's spouse. For 
the purpose of this item the term •securities• shall mean bonds, 
mortgages, notes, obligations, warrants and stocks of any class, 
investment interests in limited or general partnerships and certificates 
of deposits and such other evidences of indebtedness and certificates of 
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interest as are usually referred to as aecuritiee. The market value for 
such securities shall be reported onl.y if reasonably ascertainable and 
shall not be• reported· if the eecuri ty .i,s an interest in a general 
partnership that was lieted in item B (a) or if the aecurity b 
corporate stock, not publicly traded, in a trade or business of a 
reporting individual or a reporting individual's spou■e. 

self/ Issuing Entity- Type of Category of 
Spouse Security Market Value as 

of the close of 
the taxable 
year last 
occurring prior 
to the filing 
of this 
statement 

Percentage 
of 
corporate 
1tock 
owned or 
controlled 

List below the location, eize, general nature, acquisition date, market 
value and percentage of ownership of any real property in which any 
vested or contingent intere■t in exceae of $1,000 ia held by the 
reporting individual· or the reporting individual • e apoua~. Alao list real 
property owned fo~ investment purpoaea by a corporation nore than fifty 
percent of the stock of which is owned or controlled by the reporti.ng 
individual or such individual' a spouae. Do not list any ·real property 
which is the primary or secondary· persona1 residence of the reporting 
individual or the reporting individua1 's spouae, ~cept where there is a 
co~owner who ia other than• re1ative. 
self/ Location Size General Acqui■ition 

Spouse/ Nature Date 
Other 
Party 

Category 
of 

Market 
Value 

Percentage 
of 

OWnership 

18 _- List below all notes and accounts receiv-ab1e, other than from goods or 
services sold, µeld by the reporting individual at the close of the 
taxable year last occurring prior to the date of filing and other debts 
owed to such individual at the close of the taxable year 1ast occurring 
prior to the date of filing, in excess of $1,000, including the name of 
the debtor, type of obligation, date due and the nature of the 
collateral securing payment of each, if any, excluding securities 
reported in item 16 hereinabove. Debts, notes and accounts receivable 
owed to the individual by a relative shall not be reported. 

Name of Debtor Type of Obligation, Date Category of Amount 
Due, and Nature of 
Collateral, if any 
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19. Li■t below all liabilities of the reporting individual and such 
individual's spouse, in excess of $5,000 as of the date of filing of 
thie statement, other than liabilities to a relative. Do not liat 
lia.bi1ities incurred by, or guarantees made by, the reporting individual 
or wch individual's spouse or by any proprietorship, pa.rtner■hip or 
corporation in which the reporting individWlll or euch individual's 
spouse has an interest, when incurred or made in the ordinary course of 
the trade, business or professional practice of the reporting individual 
or such individual's spouse. lnclude the name of the creditor and any 
collateral pl.edged by web ip.dividual to secure payment of any ■uch 
liability. A reporting 1ndividual shall not list any obligation to pay 
maintenance in connection with a matri1DOI1ial action, ali-.ony or child 
support payments. Revolving charge account information shall only be set 
forth if liability thereon is in excess· of $5,000 at the ti111e of filing. 
Any loan issued in the ordinary course of business by a financial 
institution to finance educational costs, the cost of hOffle purcb.aae or 
improvements for a primary or secondary reeidence, or purcbaae of a 
personally owned motor vehicle, household furniture or appliances aha.11 
be excluded. If any such reportable liability lla• ~en guan.nteed by any 
third person, list the liability and name the guarantor. 
Na,qe of Creditor or Type of Liability and. Category of Allount 

Guarantor Collateral, if any 

The requirc:mcDts of law relating to tllC rep01~ of financial interests are in the public interest and DO adverse inference of 
unetfl:ical or illegaJ conduct or behavior will be drawn merely from corqiliuce with these rcquin:mems. 

(Signature of Reporting Individual) Date (month/day/year) 

6. A reperting individual who lnowingly and wilfully fails 10 file an annual statement of financial disclosure or who 
knowingly and wilfully with intent to deceive makes a false statement or- gives information which such individual blows to 
be false on such statement of financial disclosure filed pursuant to this section shall be assessed a cM1 penalty in an amount 
not to exceed ten lbousand dollars. Assessment of a civil penalty bemmdtt shall be made by the appropriate body, as such 
term is defined in ggjop eiebt hundred tm of this article. For a violation of this subdivisioll. other drm for conduct which 
coostitutes a violation of subdivision twelve of section seventy-three of the public officers law, the board of ethics of the 
political subdmsion or other municipality may, in lieu of a civil penalty, refa a violation to the appropriate prosecutor and 
upon mrh convictioo, but only after such referral,. such violation shall be pm.isbable as a class A misdemeanor. A civil 
paalty for false filing may not be~ hereunder in the event a category of •value" or "amount" reported hereunder is 
incorrect unless such reported information is falsely understated. Nonwithsfmding any other provision of law to tbe contlmy. 
no ~ penalty, civil or criminal may be ~ for a failure to file, or for a false fiJing, of such m1e1■eat, ~ that the 

1 appointing authority may impose disciplinary action as otherwise: provided by law. Each appropriate body, as such term is 
'--. / defined in sectjop eight bnndn;g ten of this anicle, sbalJ adopt rule$ governing the conduct of ldjudica1ory pmccedings and 

appeals relating to the asses~ of the: civil penalties herein aU1hori:z:ed. Such rules shall provide for Ole process procedura) 
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mccllaoisms siabstol!lially similar 10 those act forth in article tbrcc of the state w,·,iuiw:ati1re proc:edl.ue act but such 
mec:1ta11isms Deed not be- idruical in terms or scope. Asscssrncat of a civil peoalty shall be final un1ess modified,. suspended 
or vacated witbm thirty days of~ and upon beuiming final shall be subject to review at the- imcance '>ftbc affected 
reporting individual in a proceeding womicoced against the appn,p. iate body, pursuant to article seventy-eight of the civil 
practice Jaw and rules. · 

CREDIT(S) 

(Added L.1987. c. 813, § 15; amended L.2004. c, 85. § 1. eff. May 18. 2004.) 

Il:lill So in origiDal. (wont misspelled.) 

McKinney's General Municipal Law § 112, NY GEN MUN·§ 812 

cunent through L.2005, chapter 766 and L.2006, cbaph:n l and 4 to 6. 

Copr 0 2006 Thomson/West 

END OF DOCUMENT 
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Mclcimcys Consolidated Laws ofNew Yori: A.rmotated Cunegto,;:ss 
Gcnr::ral Municipal Law (Refs & Annos) 

Oaapm- 24. Of the Consolidated La1iS 
,._. Article l 8. Coo1licts ofl:ntcrest ofMuuicipal Officers and Elq,loyees (Befs & hDOO!) 

Page 1 

-+§ 813. Teaporary state at11missiett OIi local pvet11mot dliits;" falldiGils. powers ad duties; 
rmew •f finaJICial disdoslu'e staterneats; ■dlisory opiaiem; bmm:lgation ud eafonelaellt 

<[Section expired Dec. 31, 1992, pursuant to L.1917, c. 8_13, § 26]> 

1. There is established • temporary state cormni5Sion oo local govemmcnt ethics which sbaJl consist of nnie 
membc:n ud shaJ1 have and exercise the powers and duties set forth in tms section. 

2. The menias of the~ daD be~ by the governor, provided. however, that one member liball be 
appoimed oo the nomination of the teu.p>t1Q y presidc:nt of the senate; 011C on the nomination of the mmotity leader 
of the senate; one on the nomination of the speaker of the assembly; and one on the .oomination of the miootify 
leader of the assembly. Of 1hc furc memben, appointed by the governor without prior nomma1ioo, DD mote than 
three mcnmcn shall belong to the 511ft political party and at ~ tine mcmbt.'l'S shall not be public officen or 
employees m hold any public office, elected or appoinu:d. No member shall bold office ~ any political party or be 
employed as a lobbyist. · 

3. Membm of the commissioo shall serve for tetms of four years. 

4. Tbe governor shall designa1e the chairman of the amm:tissioti from among the members thereof: 'Who aball lliCnC 

as chaim:1.-n at the pleasure of the governor. The cbaiuuan or any fivt. memben, of the coo911isPJ11 may call a 

~-
5. Any vacancy occurring on the rnmmissino shall be filled within sixty days of its occunence, by the governor, in 
the same manner as the member whose VICllDCY is being filled was appciimed. A pcrsoo appointed to fill a vacancy 
shall be appointed for 1hc unexpired term of the mem,er hr &UCC:eeds. . · 

6. Five members of the commission shall coostitutc a quorum, and the commission &ball have power to act by 
majority vote oft.be total number ofm:mliers of the cmm:nissioo without vacancy. 

7. Mcni,..,'TS of the comnission may be n:moved by the governor for substantial neglect of duty, gross miscooduct in 
office, inability to discharge the powers or duties of office or violation of this section, ~ writtcti notice and 
opportunity for a reply. · · 

8. The members of the co~ssion shall not receive c~on but shall be reimbursed for reasonable expenses 
~ in the performmcc of their officiaJ duties. 

9. The comnission mall: 

a. Appoint an executive director who shall act in accordance with the policies of the cmooiswm Tbe commission 
may delegate authority. to the executive director to act in the name of the commission between naeetingc of the 
commission provided such delegation is in writing and the specific powers 10 be delegated arc enumerated; 
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( b. .Appoint such other s1a.ff as Ill\': oecessmy to cmy out its duties under t1w: section; 

( 

c . .Adopt, IIIICDd, md rescind JUies and regu1atiom to govern proccdwcs of the cmmnission, which slaD inc~ but 
~• be limited to. the pocedwc whereby a persm who is requ1red to. file an annual financial ditclosure sta•cmeut 
with the commission may request au additional period of time within which to file such stir•eocnt, due 1o justifiable 
cause or undue hardship; such ru1es or rcgulatioos shall provide fix a date beyond which in an cases of justifiable 
cause or undue lmdship no mrtber extemion of time will be gnmlCd. The commission may utim:e er modify such 
rules or tqUlations or adopt sepuatc roles or ~tions for the purposes of paragraph (d) of subdivision ope of 
~ eght bwYkr4 t;leven of dos article; 

d~ J>rormlpk guidelines to assist appoiming authorities in detetmining -Nhich penoas bold policy-making positions 
(or purposes of sections eight bttJJ4n::d l'!)eycp and e:i&bt Jmwtmd twelyc of this article; 

e. Make available forms for annual statements of financial disclosure required to be filed pmsuaut to section eight 
bu-ndred twelve of this article; 

f. Review coq,lcted fimncial disclosure statrmcots in accordance wi1h the provisions of scctjogs eight hundred 
~Jeyep. eight hqodrcd twelve and this section. and in the case of a political subdivisioo which bas elected to require 
the filing of coq,leted statco.elds with the commission, in accmdancc with 1he criteria established by duly adopted 
code of c1hics, loa1 law, ordinance or. n:solution. provided however, that the commission may delegate all or put ()f 
this review fuoctioo 10 the executive director who shall be rcspomiblc for coo:.,leting s1aff review of such 
statements in a manner coosislCDt with the terms oftbc comnrissioo's delegation; 

g. Receive complaints alleging • violatioo of sectjop cigbt lnnvJrraf eleym or eight )mndrw twelve of this article or a 
violatiora of the criteria foa reporting mp.iitcmcnts established by duly adopted code of ethics. local law, ordinance 
or resolution with respect to political subdivisions which have elected to rcqu.irc the filing of coq,le1ed statements 
Mmthccommiss~; . 

h. Permit my penoo required to file a financiaJ disclosure statement to request the CNJllJPSSX-. to delete from the 
copy tbem,f made available for public: mspectioo one or IDOJ'C items of information.. which may be de'Jeted by .the 
commwioa. after dcmal of a request for deletion Dade to the local gcrveu:.weut advisory cOIIDl::il a provided in 
subdivisjoe scvcnteeu of this section. upon I finding by a majority of the 10tal uuo.mer ·of m:mben of the 
con:m:assioo widlout vacancy that the information which would otherwise be required to k discbcd will have no 
naterial ~ on the discharge of the rq>ortiog person's official duties. If such request for delctioa is deaied, the 
corno-i•sioa. in its DOtificatirm of denial. shall inform 1be person of bis o.- her right to appeal 1he couuni,.,;m's 
dctrnnitarioa punuaD1 to its rules govrming adjudicatory proccedinp smd appeals adopted pursuant to subdivision 
twelve of dais.section. The commission sbaO pomulpte ru1es and regulatioas governing thr- issuun:: of written 
dccwom m cOODCCtioo with appeals from the advisory comx:il; · 

i. Permit aay pmon rcquiJed to file a fiwacial disclosure statement to request an exemptiol1 from DY rcquiaement 
to rq,on oat • m:m i1mlS of information which pertain to such person's spouse or unemancipated children which 
item • im miy be exeq,1ed by die commission, after denial of a request for c:uzq,tioo nwde to the loca1 
gOVCl1lfllC1ll advnory council as provided ~ subdivision seventeen of this section, upon ,a finding by a majt:rity of 
the total auniJcr of 1Dtmbers of the commimon without vacancy that 1he reporting iDdividual's apousc. on ms f3I' her 
own bdaalf' or oa behalf of an ~led c:hild. objects 10 providing the information necessary to make such 
disdosur~ and that lhc information which would Olberwisc be required 10 be reported will have no material bearing 
00 thr du,cllillrJC or die reporting person's off1eial duties. · lf such request for ~ is dcoic:d. the commission, in 
its DObficaboa of deaial, shall inform the person of bis or- her right to appeal the commission's dctcmlindion 
pursuul 10 111 naks governing adjudicatory proceedings and appeals adopted pursuant to sobdivision twelve of dus 
scctiolL Tbc conmssion shall pronmJgatc rules and regulations governing the issuance of written decisirms in 
connec.110D Wllh appeals from the advisory council; 

j. Advise and assist any local agency in establishing ·ruJes and regulations relating to possible con1Jicts between 
private ·inlucsts and oflicia) duties of present or former local elected officials, local political party officials and local 
officers ud eq,loyees; 
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k.. l'ermit any person woo bas not hem determined by bis or bc:r appointing ambority lo llold a policy-making 
p0sitioa. but 'Who is otherwise rcquin:d 1o file a financial disclosure statemem to request Ill eu:q,lion &om SUCh 
requilem:nt in ~rdaDcc with rules and regulations governing such excq,tions. Such rules md reguJatiom shall 
pcOVidc for excq,tions to be granted either on the application of m individual or on bebalf of pa sons wbo dare the 
san1e job tide or eiq>loyment classification which the cnmmission deems to be coq,uable f« pQrpMeS of this 
section. Such rules and tegu1atioos may permit tbe granting of an exemption where • .in the disc:11:tion of the 
co'JlllDissinn, tbc public imerest docs not require disclosure and the applicant's duties do not mvom the nesotiation. 
ao"tllorization or approval of: 

(i) contrac1s... leases, franchises, revocable consents., coocessiom. \'aJiances, special permits. or licmses as defined in 
section seventy-three of the public ofliceis law; 

(ii) the purchase, sale, rental or lease ofreal property, goods or services, or a contract therefor; 

(iii) die obtaining of grants of mmey or loans; or 
/ 

(iv) the adoption or rc:pca1 of any ruJc or tegulation having the fDICC and effect of law; 

I. Frq,are Ul ammal report to the gmicmor. and the legislature s.m:m:miz.ing the activities of the l"(ll'IIJ'Qmoo and 
TCComrnending rhanges in the laws gmeming the conduct of local elected officials. local political party officials and 
local officers and employees. In addition. such report shall list the names of politicaJ subdmsiom wbic:h have 
created boards of ethics, adopted codes of ethics md adopted f011DS of annual s1atcmcots of finew:i.11 di&closuic; 

m.. Act as a repository fot ~leted financial disclosure forms filed pursuant to sectiop tjght bupdred deyen or 
tight hundred twelve of this article; 

n. Upon ccrtificatlon of a question by the public advisory council lo the commission, as provided in puagraph (k) of 
subdivision seventea1 of this &ectioD, the cornmissicm may dc1ennie • question COUUiOll to a clus ot defined 
category of persons or hrms of infuu:.tion required to be disclosed. where deten:ninatian of tbe qnestioo will 
prevent .undue rq,etitioo of requests fir exeq,tioa or deletion or pevmt undue coq,tication in ~lyinz with 1he 
rcquirerncnts of such section. 

IO. The comnissioo. or the exeartiw: director and staff of the commiss:ioTI if responsibility tbi::ref~ bas been· 
delegated, sbal1 inspect aD fuwria\ disclosure mtrments filed with the cormnissioo to ascertain wbdber 1111y person 
subject: to the rqiol1ing requrrem:nts of section eipt hundred e)eyep or ~i&ht hgpdred twem, of this article, and in 
the case of a political subdivision whicli bas elccllcd to require the filing of completr:4 IDDilaJ fiomritl m1e,,,e1■si 
with the commission, subject to the reponing requircmems contained in duly adopted code of etbics, local law, 
ordinance or- resolution, bas failed to file such I U.temete, bas fiJed a defic:ient statement or bis filed • stalt:uittil 
which reveals a possible violation of $C9ion eighJ hundred eleven or eight hundn:d twelve of this article, or of duly 
adopted code of ethics, local law, on:timmce or resolution, as the cue may be. 

l l . If a person required to file a financial disclosure statement with the conmrission bas f.ailed ID file a disclosure 
statement or bas filed a deficient sta1ement, the connission shall norify the reporting penoa in writing. state the 
failure to file or defai) the ddiciency, provide the pmoo with • fifteen day period to cure the deficit:Dcy, and advise 
· the person of the penalties for failure lo comply with the reporting iequiremcnts. Such notice ~ be confidential. 
If the person fails to make such filing or fails to eutt the dcfJciency within the spcciftcd time period. the cnc11uissmn 
shall send a notice of delinqueocy: (a) to the rq,oning pmon; and (b) in the case of a local officer or eq,loyce, to 
the appointing authority for such penoo. 

12. a. If a reporting person has filed a Slatement which reveals a pomblc violation of duly adopted code of ethics, 
local law, ordinance or resolution OT of section eight bmdred eleven or eight hundred twdYe of this article, or the· 
commission receives a sworn complaint alleging such a viobtioo, or if the commission detamiJles on its own 
initiative to investigate a pomble violation. the commisrion shall notify the rq,orting persoo in wrimg. describe the 
possible or alleged violation of such code of ethics, local law, ordinance or resolution or of such section eight 
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mJDdred cleyep or gaht lpgylmi twelve of this article and provide the persoo with a fi:fteeD day period in which to 
submit a writba tespome setting fordi iofounatioo relating to the activities cited as a possil,le m aDcgcd violanc:. of 
1aw. Iftbe 00tt1nissinn'1hercafta' males a detenumation dw fmtbc:r inquiry is~ it shall give tbe rq,ol1ing 
pe:non an opponuaity IO be beard The ci(4111ess4on mall also inform the reporting i:ndividua1 of its rules repnfi:ng . 
1bC condlw::t of adjudicatory proa:edinp •lxl appeals and the due process .-,rocedural mo::haoiSJIIII ...uable to such 
jpdividuaL If die commission dtleUUUk:S at any stage of the procc:cding. that there is DO violation or that any 
pc,tcntial coaflict of inten:St -riolation has been rectified. it shaJJ so advise the rq,orting pcmxi md 1bc complainant, 
if any. All of the folegoiog pn,,-ttdings shall be- coufidcotial 

b. Jf tbc COi,aoissi6n de1euuincs that there is reasonable cause to believe that a violation bu occuned. it sbaJl send a 
notice of reasolllbie cause: (i) to the rcp,itiug )lCBOll; (ii) to the co~lainant if any; and {iii) in tbe cue of a local 
officer or ~yee. to the appoiuliDg authority for such pcr&oD. 

13. A reporting individual who knowingly and wilfully fails to file Ill Ulllbai statement of fi, .. ,.. ial disclosure or 
who knowingly a:rad wilfully with imcat to deceive makes a false statemtnt or gives infonmtioo which such 
individual mows to be false on such sta'ieJDelll of finmcial disclosure filed pmmant to 1his section sball be uscsscd 
8 civil penalty in an amount not lo exceed ten thousand dollars. Assesmw::of of• civil pcna1t) beieuudet shall be 
made by thta Cu1wo;Esioo with respect to persom subject to its jurisd:ic:tion. For a violation. of dlis subdiriaion, other 
than for conduct which coastitutes a viobd:ioa of subdivision twelve of section ~ of the public offic:en 
Jaw. lbc tcq,otll)' state ccu1■oissim on local govemmeat ethics may. in lieu of a civil penalty. Ider a violation to 
the appropria1e posmdOI and upon sucla coovic:tion, but only after such referral. such violation shall ht punishable 
as a class A Jllbdei•N"MDOI. A civil penalty for false filing nay not be iq,osed bemmder in the eveat a ca1egOly of 
-va1ue• or •81D911D1" tq,oned bemmdcr is .inconect rm1css such Jcponcd mfnrnwtioo is fabdy w:adcndaled. 
Notwitbs1mding any odler' provision of law to the cou11a.y. no other pma)ty, civil or criminal may be imposed for a 
failure 1o fi1c. 01 fm a false filing. of such statement, except that the appointing authority may in.,ose disciplinary 
action as otherwise provided by law. The wnvnission shall be deemed to be an agency within the mning of article 
three of the staae admiuistrativc procedmc act and shall adopt ntlcs govrmiag ihe conduct of adjuclical•ny 
pi ocee<'lmp amd appeals taken pwsumt to a ~ C01m1e,., :c:c:I under utic1e seventy-eight of 1bc civil pnctil::e 
law and rules rdidine to the assessment of the civil penalties hcren,. authmizcd 'and cv11u11ission denials of requests 
for certain dc:Jctions or exeq,lioas to be made from a financial discJosme statement as aU1hoaizcd in parag:n■ph h or 
paragnph i of am,cmisioll mac of 11m section. Such rules. which 5hall not be subject to the approval requhe■■a::at:a 
of 1bc state admiaisllatite 'ptuc::edu..::: act, shall p:o'ride for due process ph,cedwal m,:henisoe; mkw,•wly similar 
to 1hose set for1h in such article tbrtc but sucb. mecbmisrns need aot be idr:oticat in terms w scope. AslessniCiil of a 
civil penalty or euw111aiss.a denial of such a request sbaJl be fimJ unless modified. suspended or vacated within 
thirty days of iqiosition. with respect to thf assc ss11en1 of such penalty, or unless such denial of teqocst is reversed 
wit.bin such time period, and upon becoming final shall be subject to review at the instance of 1be affected iepoitiog 
individuals in a pocerding nn■meooed against the tempouny stale CNJ'llfflssioo Oil ·1oca1 govm■m,!:Dt ethics. 
pursuant to article seventy-eight ~ftbe civil pnctice law and rules. 

14. A copy of ny noocc of delioquency or notice of reasonable C8IISC sent pursuant to subdivisions ~ and 
twelve oflh:is section shall be ioclllded in the rq,mting pmon's file and be available for public impec::tioo 

15. Upon written request from any person who is subject to the jwisdic::tioo of the commission, the commission shall 
render advisory ~ oo the n,quncmeuts of said provisions. An opinion rendered by the cou:mi.uioa, until and 
unless amended er revoked. shall be binding oo the con:unission in any r,..i»seqocot proceeding COOCCJning tlae person 
who requested the opimoo and who acted in good faith, nnless materw facts wcte omitted or misstated by the 
person in the reqacst for an opinion. Such opinion may also be relied upon by such pcnon, and may be introduced 
and shall be a defense. in any criminal m- c::ivil action. Such requests shall be confidential. but the commission may 
publish such opin.iom provided that the name of the requesting person and other identifying details shall not be 
included in the. pmlication. 

16. In addition to any~ powers and duties specified by law, the commissi<hl ~ have the power md duty ID: 

a Administer and enforce all the provisions of Ibis section; 

0 2006 Thomson/West. No Claim to Orig. U.S. Govt. Works. 



( 

( 

Page 5 

~clGrmey's ~ Municipal Law § 813 . 

b. Conduct auy investigation necessary to carry out the provisions of this section. .Pursuam to this ·power and duty, 
the c,.mmiuioa rm.y administer oaths or affirmations, subpoeoa witDcues, ~I their attendance and require the 
production of any boob or records which it may deem relevant or material. 

I 7. (a) There is cstablisbcd within tht.. teft4,ulary state commission on local govcnunent ethics a public advisoty 
council which shall comist of five mcmbe:ts and shall have and exercise the powers and duties set fonb in this 
subdivision. 

(b) The meumeu of the public advisory cooncil shall be appoinu:d by the governor provided, 'however. that ooc 
me.m,cr shall be appointed oo the DODJimti«t of di,; tempot.uy presideat of die JeDate amd ooc mcm>er ~ be 
appoina:d on die nominatioo of the speab:r of the assembly~ Of the tbn:e b.em>el$ .appc>inccd by the 80fflDOl 
without prior nornmatioa., no more than two mcniM:n shall belong to the sam: political party and at least two 
members shall aot be public officers or eq>loyces or bold any public office, elected or appointed. No member shall 
bold office ia any politica) party or be erq:,loycd as a lobbyist. 

( c) Members of the public advisOJy council shall serve for tetms of four years CODCWTCDt with the term of office of 
the governor. 

(d) The governor shall designate the chairman oftbe public advisory COUDCil from among the membm thereof: who 
sbaD serve as ~ at the pleasure of the govcmor. The chairman or any three membas of the public advisory 
council may call a meeting. · · 

( e) Any vacancy occurring on the public advisory council shall be filled within may days of its occunmcc. by the 
govemor, in the same 1D1DDCr IS the member whose vacancy is being filled was appointed. A person appoina:d to 
fill a vac:ucy occurring other than by expiration of a term of office shall be appointed for the unexpired term of the 
member be sucettds_ · 

·, 

(f) Three members of the public advisory council shall coo.uitute a quorum, and 1he public advisory council shall 
have power to act by majority vote of the total m.unber ofmenmcrs of the public advisory council without vacancy. 
Mem>ttS oftbe council may be ~ved by the governor fm substuttiaJ negJect of duty, gross misconduct in office; 
inability IO.di.scbargc the powers or duties of office ot violation of this section after written notice md oppoitumty 
for reply. · 

(g) · The n:mbm of the public advisory council sha1J not receive ~ but sbaD be 1eimbur:.ed for 
reas<!Gllbk n:peDSe$ incurred in the: performance of tbc:ir official duties. · 

(b) Tht public- advisory council shall: (l) Permit any JlC!SOD required to file a financial disclosure statement to 
request the public advisocy council to delete from the copy thereof made available·for pubJic inspection one or more 
iterm of informatioa which may be deleted upon a finding by • majority of 1he 10tal number of members of tbc 
public advllOI')' COODcil without vacancy that the inf«mation wmcll. woo1d otherwise ·be available for public 
inspc:CbOII will baYC DO material bearing OD the discharge of the repmtiug pmoo's official duties. If such request for 
dcleoon is dealed., the public advisory council, in its notificatiOll of denial, shall iJJfmn the person of bis or her right 
to appeal dllC public advisory council's determination to the commission pursuant to the conanission's rules 
goVffllUIJ ld.Judacllory proceedings and appeals adopted pmsuant to subdivision thirteen of this section; and 

(2) Pmmt any penon required to file a financial disclosure statement to request an exemption from any requirement 
to rq,on 00t or nn items of information which pertain 10 such person's spouse or unemancipated children which 
ltrm or ltfflll may be exempted upon a finding by a majority of the 1o1al numberofmcmbcrs of the public advisory 
councal •itboul vacancy that the reporting individual's spouse, oo his or her own bcbalf or on behalf of an 
unet'DlftCipleed child. objects IO providing the information IICCCSSIJY to make such disclosure and that the 
information ....tuch 'WDllki otherwise be requited to be reported will have ~ material bearing oo the disc:harJc of the 
reponma penon's official duties. H such re.quest for exemption is denied, the public advisory council, in its 
notif acaball of denial. shalJ inform the person of his or her right IO appeal the public advisoty couocil's determination 
to the connissicm pursuant to the commission's rules govcming adjudicatory proceedings and appeals adopted 
pursuant to subdivision tbineen ofthis section. 
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(i) PeadiDg any appticatioo for deletion or exemption either to the public advisory coi:mcil « 1o die cnn■«iuion 
upon appeal of u adverse determination by the public advisory council, all information which is tbc &Ubjcct or a 
part of the application shaD n:oain coofidco6al. Upon an adverse deter:miuat.ioo by the Ct'IDRDission. dJC reporting 
jpdividual may reqoest, and upon such request the; u•1-uissioo shall provide. that any infounatioo which is the 
subject or part of tbe · application mmiD confidential for a period of thirty days following JM>tice of such 
detcrminatioo. Jn the event that the ICJ>Oi ting iodividual resigns bis Office and holds DO 01beJ- office subject 1o the 
j~ of the comnission, 1bc infonnaliou :;hall not be made public and shall be expunged in its euthety. 

(j) Not'Withstaadme the provisions of article seven of the public officer& law, DO meeting 0( p:occrmng. including 
any such proceeding ~ UDder paragraph h or i of subdivision nine of this scctioa. of the commission shall 
be open to the public. cxcq:,t if expressly provided otherwise by the public advisory council. 

(k) Where the comal is of the opinion that a de1ttmination of a questm common to a class or defined category of 
persons or items of information with respect to requests for deletion or ex~tion will prevent U0011C JCJ)Clilioo of 
such requests or undue complication, the council may certify the question to the commission for resolution and 
disposition in aa:mtlance with paragraph (n) of subdiYision Dine of 1his section. . 

18. a. Notwilhs1uding the provisions of article six of the public o:ffic:ers law, the only .-ecords of the commission 
which shall be available for public inspcctjoo are: · · 

{ 1) the informatioa set forth in_ an annual statement of fimmcial disclosure filed pursuant to local law, ordioan,;:e or 
resolutioB or filed pursuant to section eight bJPadrnd eleyen or eight hundred twelve of this article except the 
categories of value or amount which shall remain confidential and any other item ofinfonnation deleted punuant to 
parag,aph h of subdivisioo nine of this section, as ~ case may be; 

(2) notices of delinquency sent under subdivision eleven_ofthis section; 

(3) notices ofJCISODllhle cause sent under paragraph b of subdivision twelve ofthis section; md 

( 4) notices of ciYil assessments imposed under tbil scctioD 

b. Notwitbnandiog the provisions of article seven of the public oflicas law, no meeting or proceeding of the 
commission shall be open to the public, except if expressly provided o1lacnvisc by the corm:nissioo. 

19. Tbcrc is laereby ~lished a local gt,YCJmnent advisory board 'lo assist 1he commission in the~ of its 
powas and duties. Such board shall consist of twelve mcmbeta to be appoiuted by the eovcna; four siian be 
appoiated DD die nomination of the state conference of mayors; four shall be appointed on the nomination of 1be 
state association of towns; and four shall be appointed on the nommation of die state usociauoD of cmmtiet 'The . 
board shall inform the commission of policies and coocems of local g~e1111D;nts with respect to the admirristnltion 
of the provisions of this article and disseminate information to local govei 111 ,eats with respect to the operations of 
the comnission. 

CREDIT(S) 

(Added L,.1917, c. 813. § 16.) 

HISTORJCAL AND STA TUfORY NOTES 

1999 Main Volume 

Codificatiea. 

Section expired Dec. 31, 1992, pursuant to L.1987, c. 813, § 26, as amended. The provisions of this section have 
been retained _to facilitate the transfer, assignment and devolvemcnt of powers, duties and functions from the 
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L-1"1, ~113 lecJslatioa-

Section 26 ofL. I 987, c. B 13; amended L. I 988, c. l 08, § 2, eff. June 8, I ~118, provided: 

-nus act [which, in additioo to the unendmcntc set out below, amended Judiciary Law § ~11 and m.cted 
provisions set out as notes um1eJ- Publk Officers Law § 73] shall tal:.e cffeCl inu,ediately (Aug. 7, 19!7}. except that 
sections two through six [ac:kting Public Officers Law § 73;t Ind amending Public Officers Law § § 73.1§.1.l and 
~. section eight [IIIXICDdinB Executjye Law§ )66). sections ten through sixtea1 [adding Ocoeral Mppicipal Law§ 
i. 110. fil fil and 813 and •meudittg 0enmJ MunicipaJ Law§§ §06 and Ml and 5":Cions eigbti:a and 
ninctrm [enacting provisiom set out as notes under Public Officers Law § 731 of th1s act shall llte ~ hnuary . 
nrst. nineteen hundred eighty-njne; sectiolls seven (adding Executjve Ltw § 94J'and nmc [adding Lm,lative Law 
§_JQ and repealing former Legislative Law § 80) of this act shall take effect Jw first, nm=.en huncked eighty­
eight except that paragrapb g of subdivision nine and subdivisions ntelve through fourteen of section ninety-four of 
the executive lnr, as added by section seven of tins act.. and paragnpb g of subdivision ci&bt and snbdivisions 
eleven through thirteen of section eighty of the legislative Jaw. as added by section nine of this act, shall take e~ect 
January first, nineteen hundred eighty--nine; and sectiom twenty through twenty-five {•Jnt!ftlting liUbd. S of MJk 
Officers Law § 73 and Gqenl Municipal Llw § 805--a; and ■meooing the Lobbying Act and rdated provisions set 
oUt as notes under Legjslatiye Law § I J of this act shall take effect December thirty-first, nineteen hundred eighty-­
seven; prnvided, however, that 

"(a) the provisions of subdivision eight of section seventy-three of the public" officers law, as n::aumbe.-ed and 
lll11CDded by section two of this act, with respect to legislative cq,loyees shall apply only to such eq,lo~ who 
terminate their scrvkc or eq>loymcnt on or after January first, niDetecn hundred eighty-nine~ 

"(b) the provisions of subdivision fifteen of section ninl:ty-four of the executive law, as added by section &CVCn of. 
this ad, ud ~ provisions of subdivisioo fourteen of section eighty of the Jepslativc law, as added by section nine 
of this act, shall apply to advisory opinions on the requ:itemcnts of sections seventy-three. seve■ty-three-a Qd 
seventy-four of the public officcJs bw as such sections exist OD and after January £int. nineteen hundred eigbty­
nine; 

"( c) the provisions of section eight hundted tbitteen of the general municipal Jaw, as added by scctioD sixteen of this 
act. shall remain in effect until and including December thirty-first, Dille1een hundred ninety-two; upon the 
expiration of such provisions, the po'W'ef&, duties and functions of the teiq>OIE)' state CQlll•MSS• on locaJ 
gover.umcnt ethics s.baU be transferred. assigned and devolved upon the rcspcctive board of ethics, if there be me, or 
if not, upon the govcmiug body, ofpolitica) subdivisions which arc requi,ed by the provisions of sectioa6 eight 
hu:ndrcd devm and eight hundred twelve of the general mmicipa1 law, or which have elected pursuant to such 
sections. to be subject to the jurisdiction of such temporary state commission; 

•(d) the amendmctlts made by sections twenty-two, twenty-three and twenty-four [amending the Lobbying Act. set 
out as a note under LegisJntiye Law § l J of this act shall apply to reports JCquired to be filed after Dea:ni>er tbirty­
first. nine1ccn hundred eighty-seven; and 

"(e) the provisions of sections twenty-two; twenty-three and twmty-four [amending the Lobbying Act, set out as a 
note under Legislative Law§ JJ of this act shall rrmain in full force and effect for only so long as the lobbying act 
remains in effect pursuant to section five of chapter one. thousand forty of the laws of nineteen bmdred eighty-ooe 
as from time to time •mended • 

McKinney's GeoeraJ Municipal Law§ 813, NY GEN MUN§ 813 

Cunent through L.20Q5, chapter 7fJ6 and L.2006, chapters I and 4 to 6. 
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· TOWN OF BROOKBA VEN 

DRESS GUIDELINFS FOR PART TIME AND SEASONAL EMPLOYEES 

All Pan Time and Seasonal employees are required to follow the following dress 
guidelines. The pmpose of dress guidelines is to promote a positive public image, 
encourage a productive wotk environment and comply with health and safety standards. 

GUIDELINES 

All Part Time and Seasonal employees are: 

► to have a well-groomed, neat appearance. 

► to dress in a manner that is normally acceptable in similar business 
establishmcnts/enviromncnts (applicable to office stafl). 

► to wear Town issued clothing (if applicable). Clothing must be properly 
mainUµned and in original form.. No alteration ofTown issued apparel (cutting 
off of collars or sleeves, shortening of midriff, tie dying, etc.) is allowed. 

► not to wear suggestive or provocative attire such as muscle shirts, transparent 
blouses, deep necklines, bare midriff tops, bare shoulders or back; all shirts must 
have sleeves. Shirts must be plain with Town logo or logo not to exceed 3n x 3". 

► to wear shorts (permissible for outdoor employment) that are no higher than three 
inches above the knee (approximately mid-thigh). No cut-off shorts are 
permitted. 

VIOLA TIO NS TO GUIDELINES 

-Violation to the Town's dress guidelines may result in the Town taking corrective 
action, which may require the employee to leave the premises. Continued 
violations of the dress guidelines may include further disciplinary action and 
possible termination of employment. 

If you have any questions, please ask your department head or division director or 
call the Division of Personnel at 451~. 

3103 · 
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Driver's License Validation 

In order to operate a Town-owned vehicle or any vehicle in the course of my 
employment, I must possess an appropriate and valid NYS Driver's License and 1 
authorize the Town to confinn the validity of the New York State Driver's License with 
NewYorlc State Department ofMotorVehicles. 

1/04 
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Town of Brookhaven 
Long Island 

Division of .Personnel 

TO: All Part Tiiile c:Uld Seasonal Town E~ployees 

RE: Attendance 

lfyou. are unable to report to work on a day on which you ate, scheduled, yoµ are 
required to contact your supervisor directly. Failure to follow this directive rnayresult in 
disciplinary action up fo and including tennination. 

Thankyou, 

Office of the Supervisor 
Division of Personnel 

One Independence Hill• Farmingville • NY 11738 • Phone (631) 451-6633 
• An Equal Opportunity Employer • 

WWW;brookhaven.org 
Printed tm recycled. paper 
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Town of Brookhaven 
Long Island 

DIVISION OF PERSONNEL 

TO: ALL PARTTl:MtAN:D SEA$ONALTQWN EMPLOYEES 

RE: REPORTING WoRK-RaATED lNfUR.IES 

PLEASEBE ADVISED 1UAT IN fiiEE\ft:N1' or A W()RK-RELA'fED INJURY, 

\'OU.I\RE R.EQl)~DTO ADVl~.l: YQll:RSuPE,RVjSQR IMMEDIATELY. A TOWN OF 

8~(.)Qt;JIA VEN INJURY AND lLLNES:i lNCil)ENT REl>ORTFORM MQSTBE 

CO'.\fl"U:TED. f All.URE TO REPORT YOtm INJURY MAY RESULTJN DJSCIPI.INARY 
( 

At'fl<l\ AND nu: p(JfENTIALLdSS OF WORKERS' COMPENSA noN BENEFITS. 

Offi~ of dle Supervi!.or 
_ Division of Personnel 

Om· lndependenc:e 1-Jil.1 • Farmrngville • NY 11738 • Phone (6;l l) 451-6633 
• An Equal Opportunhy Employer • 

WWW;brookhaven.org 



·ADOPTED 

BY THE BROOKHAVEN TOWN BOARD 

RESOLUTION NO. 2020-0142 
MEETING: FEBRUARY 13, 2020 

ADOPTION OFF AMIL Y AND MEDICAL 
LEA VE POLICY 

WHEREAS, the Town Board of the Town of Brookhaven on May 3, 2005, 

adopted the Family and Medical Leave Policy; and 

WHEREAS, the Town Board is now desirous of amending the "Family and 

Medical Leave Policy" in accordance with United States Department of Labor Opinion 

letters FMLA 2019-1-A and FMLA 2019-3-A as set forth in the attached. 

NOW, THEREFORE, BE IT RESOLVED, by the Town Board of the Town 

of Brookhaven that the Family and Medical Leave Policy are hereby amended as set 

forth in the attached, effective immediately. 



ADOPTION OF FAMILY AND 
MEDICAL LEA VE POLICY 

BE IT HEREBY RESOLVED that the Town Board of the Town of Brookhaven 

hereby amends its Family and Medical Leave Policy in accordance with United States 

Department of Labor Opinion letters FMLA 2019-1-A and FMLA 2019-3-A as follows: 

FAMILY AND MEDICAL LEA VE 

The Family and Medical Leave Act of 1993 (FMLA) entitles employees to take up to 

twelve (12) weeks of job protected leave if the employees has a serious health condition as 

defined by the law and is unable to work; for the birth, adoption or foster placement of a child 

(leave must conclude within twelve months of the birth or placement) and/or to care for a family 

member who has a serious health condition (defined as spouse, child or parent). 

In order to qualify for a leave of absence under the FMLA, employees must have been 

employed by the Town for at least twelve months and must have worked at least 1250 hours 

within the twelve months immediately preceding the commencement of the leave. 

Eligible employees are entitled to a maximum of twelve weeks leave time (for one or 

more qualifying events) during a twelve-month period, which commences with the date leave is 

first taken. The 12 weeks need not be consecutive, and may be intermittent if required by the 

circumstances necessitating the leave. Family members who are both employed by the Town are 

entitled to a total of twelve weeks leave (rather than twelve weeks each) for the birth, adoption 

and/or foster placement of a child. If an employee returns to work prior to or at the conclusion of 

the twelve-week period, the employee will be returned to the same or an equivalent position. 

Health benefits for employees are continued for the duration of the leave in the same manner as 

when the employee was working. 

Employees are required to use all applicable accruals while out on FMLA leave. 

For an employee's own serious health condition, this would include accrued sick, personal 

and then vacation time. For taking care of a family member with a serious health 

condition, or for the birth, adoption or foster care placement of a child, this would include 

accrued personal and then vacation time. Neither the employee nor the Town can require 

delaying the designation of the leave as FMLA qualifying leave until after paid accrued 



time has been used or exhausted. Once the Town has enough information to determine 

that the leave qualifies for FMLA designation, the employee shall be so notified. 

Employees must provide 30 days notice for a foreseeable leave due to birth, adoption or 

planned medical treatment. Employees are expected to provide as much notice as practicable, 

but in no event less than 2 days after an unforeseeable circumstance. Failure to provide the 

requisite notice may result in the delay or denial of the FMLA leave. 

Upon request employees must submit medical documentation on a form provided by the 

Town to substantiate the need for the leave (including requests for leave to care for a seriously ill 

family member). If the leave is foreseeable and at least 30 days notice has been provided, the 

medical certification should be provided before the leave begins. If that is not possible, it must 

be provided no later than 15 calendar days after it is requested. Failure to provide the medical 

certification in a timely manner may result in delay or denial of the FMLA leave. The Town 

reserves the right to require a second or third medical opinion and certification in order to 

determine whether leave is necessary. The Town is responsible for absorbing the cost of 

required additional medical opinions. The Town may require periodic medical documentation to 

substantiate the continuation of the leave, no less than every 30 days. 

Employees must obtain and submit medical clearance from their physician prior to 

returning to work. Employees must advise the Town of Brookhaven their intent to return to 

work as soon as practicable. Failure to provide the medical clearance may delay the return to 

work. 

While on any unpaid portion of FMLA leave, an employee does not accrue vacation, sick 

time or personal time. 

Full-time employees may be entitled to additional rights and benefits pursuant to their 

collective bargaining agreements. 
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ADOPTED 

BY THE BROOKHAVEN TOWN BOARD\ 

RESOLUTION NO. 2018-0280 
MEETING: MARCH 22, 2018 

REPLACING ONE OF THE 
DESIGNATED CONTACT PERSONS IN 
CONNECTION WITH THE TOWN OF 
BROOKHA YEN'S WORKPLACE 
VIOLENCE PREVENTION POLICY 
STATEMENT 

' ' 

WHEREAS, on June 7,· 2006, New York State enacted legislation creating a new 

Section 27-b of the State Labor Law which requires public employers to perform a 

workplace evaluation or risk evaluation at each worksite and to develop and implement 

programs to prevent and minimize workplace violence; -and 

WHEREAS, the Town of Brookhaven, by Resolution No. 2009-1097 on 

December 22, 2009, adopted the Workplace Violence Prevention Policy which is iri 

compliance the New York State Labor Law Article 2, Section 27-b; and 

WHEREAS, the Town of Brookhaven by Resolution No. 2013-0763 on August 6, 

2013 adopted the Workplace Violence Prevention Policy Statement designating contact 

people; and 

WHEREAS, the Town Board of the Town of Brookhaven is desirous of replacing 

one of the designated contact persons in connection with the Town of Brookhaven's 

Workplace Violence Prevention Policy Statement as set forth in the attached. 

NOW, THEREFORE, BE IT RESOLVED by the Town Board of th~ Town of 

Brookhaven that the Town hereby replaces one of the designated contact persons in 

connection with the Town of Brookhaven's Workplace Violence Prevention Policy 

Statement as attached; and be it further 
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RESOLVED, that every employee within the Town of Brookhaven shall receive a 

copy of the Workplace Violence ~revention Policy Statement, a copy of which is 

available on the Town Shared Drive as well as from the Division of Personnel and the 

Town Safety Officer, ensuring that all employees work in a safe and secure 

environment. 
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TOWN OF BROOKHAVEN 

Workplace Violence Prevention Policy Statement 

The Town of Brookhaven is committed to the safety and security of our employees. Workplace violence 
presents a serious occupational safety hazard to our agency, staff, and the general public. Workplace 
Violence is defined as any physical assault or acts of aggressive behavior occurring where a public 
employee performs any work-related duty in the course of his or her employment including but not 
limited to: 

An attempt or threat, whether verbal or physical, to inflict physical injury upon an employee; 
Any intentional display of force which would give an employee reason to fear or expect bodily harm; 
Intentional and wrongful physical contact with a person without his or her consent that entails some 
injury; Stalking an employee with the intent of causing fear of material harm to the physical safety and 
health of such employee when such stalking has arisen through and in the course of employment. 
Acts of violence against Town of Brookhaven employees where any work related duty is perfonned will 
be thoroughly investigated and appropriate action will be taken, including summoning criminal justice 
authorities when warranted. 

All employees are r~sponsible for helping to create an environment of mutual respect for each other as 
well as clients arid visitors, following all policies, procedures and prograrri requirements, and for assisting 
in maintaining a safe and secure work environment. 

This policy is designed to meet the requirements ofNYS Labor Law .Section 27-b and highlights some of 
the elements that are found within our Workplace Violence Prevention Program. The process involved in 
complying with this law included a workplace evaluation that is designed to identify the workplace 
violence hazards our employees could be exposed to. 

Authorized Employee Representative(s) will, at a minimum, be involved in: 

• The evaluation of the physical environment; 
• The development of the Workplace Violence Prevention Program and; 
• The review of workplace violence incident reports at least annually to identify trends in the types 

of incidents in the workplace and review of the effectiveness of the mitigating actions taken. 

All employees will participate in the annual Workplace Violence Prevention Training Program. 

The goal of this policy is to promote the safety and well-being of all people in our workplace. All 

incidents of violence or threatening behavior will be responded to immediately upon notification. 

All Town of Brookhaven personnel are responsible for notifying the contact person designated below of 

any violent incidents, threatening behavior, including threats they have witnessed, received, or have been 

told that another person has witnessed or received. 

MALE 

Name: Ken Lauri 
Title: Assistant Town Attorney 
Department: Law 
Phone: 451-6500 

DESIGNATED CONTACT PEOPLE 

FEMALE 

Marie M. Michel 
Senior Assistant Town Attorney 
Department: Law 
Phone: 451-6500 

E-mail: klauri@brookhavenny.gov E-mail: mmichel@brookhavenny.gov 
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RESOLUTION NO. 2016-0297 
MEETING: APRIL 7, 2016 

TO AMEND THE TOWN OF 
. BROOKHAVEN'S WORKPLACE 
VIOLENCE POLICY 

WHEREAS, it has been determined that for the protection of Town employees 

and the public, the possession of firearms must be restricted; and 

WHEREAS, there already exists a provision in the Town Code at §10-23, 

restricting the possession and use of firearms and weapons in certain situations. 

NOW, THEREFORE, BE IT RESOLVED by the Town Board of the Town of 

Brookhaven that it shall be the policy of the Town of Brookhaven to prohibit an 

employee from carrying a firearm, shotgun or rifle, as those terms are defined in Penal 

Law Sec 265, concealed or otherwise, while on Town property, in a Town vehicle, in the 

employee's personal vehicle while on Town property, or while on duty conducting Town 

business. An exception to the foregoing are employees in the Department of Public 

Safety who have been so designated in writing by the Chief of Staff, after consultation 

with the Commissioner of Public Safety or his/her designee and designated Peace 

Officers as follows: Chief Fire Marshal, Assistant Chief Fire Marshal, Fire Marshal II, 

Fire Marshal I, Bay Constables, and Harbor Masters, after approval by the 

Commissioner of Public Safety who shall be the individual responsible for overseeing 

and ensuring compliance of armed personnel; and be it further 

RESOLVED, that the following shall be requirements for Town Employees 

hereby authorized to carry firearms on duty: 

1. Peace Officer: Authorized employees shall be designated as Peace Officers, as 
it pertains to Fire Marshals, Bay Constables and Harbor Masters, pursuant to 
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NYS CPL Article 2, Section 2.10, Subsections 18, 19 and 65. All employees 
must be approved by the Commissioner of Public Safety to carry firearms. 

2. Initial Training and Qualifications: Each authorized employee shall receive the 
· initial training and qualification in the use of firearms pursuant to the 
requirements of the NYS Division of Criminal Justice Services from an authorized 
governmental training agency. 

3. Annual and In-Service Training Requalifications: Each authorized employee shall 
receive annually in-service training and requalification pursuant to the · 
requirements of the NYS Division of Criminal Justice Services from an authorized 
governmental training agency. The aforementioned annual training and annual 
qualifications shall include: 

• Firearms requalifications 
• Expandable Baton (if carried) 
• O.C. Spray (if carried) 
• Use of force/DPF 

4. Personnel File Review: Commissioner of Public Safety (or his/her designee) 
shall perform an annual review of the authorized employee's personnel file for 
any evidence of disciplinary actions, EAP referrals or other information which 
may be utilized to determine if a firearm may still be authorized. 

5. Annual background check: Commissioner of Public Safety (or his/her designee) 
shall perform or cause the performance of an appropriate background check 
annually of the authorized employee. 

6. Physical: Should the Commissioner of Public Safety deem it necessary, an 
_ authorized employee shall be required to obtain a physical examination. 

7. Laws and S.O.Ps: An authorized employee sht:111 adhere to all applicable state 
laws and department/division standard operating ·procedures. 

8. Authorization. Peace Officer shall be authorized to carry a weapon while 
performing within the scope of duties, while on duty in the Town of Brookhaven. 

9. Equipment. Glock 9mm Model 19 or 26 and ammunition holsters shall be 
purchased and owned by the Peace Officers and shall not remain on Town of 
Brookhaven property while officers are not on duty. 

; and be it further 
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RESOLVED. It shall be the policy of the Town to prohibit any person who is not a 

Town employee from bringing any firearm, rifle or shotgun, whether concealed or not, 

into any Town owned building or on Town property, without first obtaining express 

permission to do so from the Commissioner of Public Safety or his/her designee for this 

purpose. An exception to the foregoing shall be for non-Town peace officers and police 

officers who are duly licensed and permitted to carry a particular weapon. 
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I ADOPTED 
j 
l BY THE BROOKHAVEN TOWN BOARD 

RESOLUTION NO. 2013-763 · 

MEETING OF: AUGUST 6, 2013 

AMENDMENT TO THE TOWN OF 
BROOKHAVEN'S WORKPLACE 
VIOLENCE POLICY TO INCLUDE A 
PROVISION FOR FULL EMPLOYEE 
PARTICIPATION THROUGH AN 
AUTHORIZED EMPLOYEE 
REPRESENTATIVE TO FURTHER 
MEET TH.E REQUIREMENTS OF 
NEW YORK STATE LABOR LAW 
SECTION 27-b 

WHEREAS, on June 7, 2006, New York State enacted legislation 

creating a new Section 27-b of the State Labor Law which requires public 

employers to perform a workplace evaluation or risk evaluation at each worksite 

and to develop and implement programs to prevent and minimize workplace 

( violence; and 

WHEREAS, the Town of Brookhaven, by Resolution No. 2009-1097 on 

December 22, 2009, adopted the Workplace Violence Prevention Policy which 

is in compliance the New York State Labor Law Article 2, Section 27-b; and 

WHEREAS, the Town of Brookhaven is desirous of amending the 

· Workplace Violence Policy to include a provision for full employee participation 

through an authorized employee representative in the development and 

implementation of the Town's workplace violence prevention program as 

attached. 

NOW, THEREFORE, BE IT RESOLVED by the Town Board of the Town 

of .Brookhaven that the Town hereby amends the Town of Brookhaven 

1 Workplace Violence Policy as attached; and be it further 
\_ 



( 

( 

• • 

RESOLVED, that every employee within the Town of Brookhaven shall 

receive a copy of the amended Town of Brookhaven Workplace Violence Policy, 

a copy of which is available on the Town Shared Drive as well as from the 

Division of Personnel and the Town Safety Officer, ensuring that all employees 

work in a safe and secure environment. 
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( \ ADOPTED 
iBYTHE BROOKHAVEN TOWN BOARD ! ________ __. 

RESOLUTION NO. 2013-278 

MEETING OF: February 26, 2013 

TO AMEND THE TOWN OF 
BROOKHAVEN'S WORKPLACE 
VIOLENCE POLICY 

WHEREAS, it has been determined that for the protection of Town 

employees and the public, the possession of firearms must be restricted; and 

WHEREAS, there already exists a provision in the Town Code at §10-23, 

restricting the possession and use of firearms and weapons in certain situations. 

NOW, THEREFORE, BE IT RESOLVED by the Town Board of the Town 

of Brookhaven that it shall be the policy of the Town _of Brookhaven to prohibit 

an employee from carrying a firearm, shotgun or rifle, as those terms are 

( defined in Penal Law Sec 265, concealed or otherwise, while on Town property, 

in a Town vehicle, in the employee's personal vehicle while on Town property, 

or while on duty conducting Town business. An exception to the foregoing are 

employees in the Department of Public Safety who have been so designated in 

writing by the Chief of Staff, after consultation with the Commissioner of Public 

Safety or his/her designee, and the Town's Sr. Safety Officer; and be it further 

RESOLVED, it shall be the policy of the Town to prohibit any person who 

is not a Town employee from bringing any firearm, rifle or shotgun, whether 

concealed or not, into any Town owned building or on Town property, without 

first obtaining express permission to do so from the Commissioner of Public 

Safety or his/her designee for this purpose. An exception to the foregoing shall 
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be for non-Town peace officers who are duly licensed and permitted to carry a 

particular weapon. 
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ADOPTED 
BY THE BROOKHAVEN TOWN BOARD 

RESOLUTION NO. 539-07 
~G OF: June 5, 2007 

ESTABLISHMENT OF TOWN OF BROOKHAVEN 
lNJURY AND ILLNESS PREVENTION PROGRAM 
FOR WORKPLACE VIOLENCE 

WHEREAS, workplace violence is physicaJ assault, threatening behavior or verbal abuse occurring 

in the workplace setting and is a critical problem, both for the employee and employer; and 

WHEREAS, on June 7, 2006, New York State enacted legislation creating a new Section 27-b of 

the State Labor Law which requires public employers to perfonn a workplace evaluation or risk evaluation 

at each worksite and to develop and implement programs. to prevent and minimize workplace violence; and 

WHEREAS, the Town of Brookhaven.concurs with the rules and guidelines outlined by the New 

York State Department of Labor, Division of Safety and Health regulations which is attached and entitled 

"Workplace Violence Prevention Requirement for New York State Public Employees;., and 

WHEREAS, the Town of Brookhaven and its Departments are dedicated to ensuring that all 

( employees work in a safe, secure environment, and bas formed a committee and prepared the attached 

program entitled, "Town of Brookhaven Injury and Illness Prevention Program for Workplace Violence" 

the sole pwpose of which is to infonn and assist the Town of Brookhaven personnel in recognizing and 

take appropriate action when workplace violence is recognized, including but not limited to physical 

assaul~ threatening behavior or verbal abuse occlllring in the workplace setting; and 

WHEREAS, the Town Attorney has designated two attorneys to investigate and verify any report 

received without delay and to initiate appropriate action necessary to resolve the issue in order to provide a 

safe workplace where violence is not tolerated and every effort is made to prevent same; 

NOW, TIIEREFORE, BE IT RESOLVED by the Town Board of the Town of Brookhaven that the 

Town hereby establishes the attached ''Town of Brookhaven Injury and Illness Prevention Program for 

Workplace Violence;" and be it further 

RESOLVED, that every employee within the Town of Brookhaven shall receive a copy of the 

"Town of Brookhaven Injury and Illness Prevention Program for Workplace Violence" ensuring that all 

employees work in a safe and secure environment. 
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I ADOPTED 
BY THE: BROOKHAVEN TOWN BOARD I . 

! ________________ _ 

RESOLUTION NO. 2013-277 
MEETING OF: February 26, 2013 

RESOLUTION IN SUPPORT OF THE RENEWAL OF 
"THE VIOLENCE AGAINST WOMEN ACT" BY THE 
UNITED STATES CONGRESS 

WHEREAS, the United States Congress recognized the severity of violence against 

women and our need for a national strategy with the enactment of the Violence Against Women 

Act in 1994, with a vote of 415-4; and 

WHEREAS, this landmark federal legislation's comprehensive approach to violence 

against women combined tough new provisions to hold offenders accountable with programs to 

provide services for the victims of such violence; and 

WHEREAS, the Violence Against Women Act has improved the criminal justice response 

to violence against women by holding rapists accountable for their crimes by strengthening 

federal penalties for repeat sex offenders and creating a federal "rape shield law"; Mandating that 

victims are not forced to be~r the expense of their own rape exams or for service of a protection 

order; Keeping victims safe by requiring that a victim's protection order will be recognized and 

enforced in all state, tribal, and territorial jurisdictions within the United States; Increasing rates of 

prosecution, conviction, and sentencing of offenders by helping communities develop dedicated 

law enforcement and prosecution units and domestic violence dockets; Ensuring that police 

response to crisis calls and judges understand the realities of domestic and sexual violence by 

training law enforcement officers, prosecutors, victim advocates and judges; and Providing 

additional tools for protecting women in Indian country by creating a new federal habitual offender 

crime and authorizing warrantless arrest authority for federal law enforcement officers who 

determine there is probable cause when responding to domestic violence cases; and 

2 
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_ WHEREAS, the VAWA has ensured that victims and their families have access to the 

services they need to achieve safety and rebuikt their lives by Responding to urgent calls for help 

by establishing the National Domestic Violence Hotline; Improving safety and reducing recidivism 

by developing coordinated community responses; Focusing attention on the needs of 

underserved communities; including creating legal relief for battered immigrants and supporting 

tribal governments in building their capacity to protect American Indian and Alaska Native 

women; and 

WHEREAS, that Violence Against Women Act has created positive change In that fewer 

people are experiencing domestic violence; More victims are reporting domestic and sexual 

violence to police, and reports to police are resulting in more arrests; States have reformed their 

laws to take violence against women more seriously; Many states have passed laws prohibiting 

polygraphing of rape victims; and 

WHEREAS, the Town Board of the Town of Brookhaven is desirous of supporting the 

United States Congress renewal of "The Violence Against Women Act", which expired in 2011. 

NOW, THEREFORE, BE IT RESOLVED that the Town Board of the Town of Brookhaven 

recognizes the need to address the severity of violence against women; and be it further 

RESOLVED, that this Town Board supports the renewal of "The Violence Against Women 

Act". 

3 
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Town of Brookhaven 
Long Island 

, .... 
Edward P. Romaine, Supervisor 

TO: All Town Employees 

FROM: Garrett W. Swenson, Jr., Chief of Staff {/tJ.f ,</%,) · 
PROHIBITION OF POLITICAL ACTIVITY ON TOWN TIME 
AND PREMISESrflME SHEET RESPONSIBJLI_TY 

RE: 

DATE: January 31, 20 lJ 

Supervisor Romaine has requested that I specifically remind all Town employees 
that political activities conducted during work hours ·are strictly prohibited. In addition.· 
the use of Town equipment and vehicles for political activities are strictly prohibited. 
Any deviation from this directive will be cause for disciplinary action. 

In addition, any personal business that is attended to during the course of the 
workday!!!.!!.!! be properly reflected on the time sheet as personal or vacation time, which 
must have prior approval. Personal business includes all activities that are personal in 
nature and includes political activities .. 

The Town's legal duty is to insure that Town employees are paid only for 
performing work properly required of them and which is accurately reflected on their 
time sheets. Filing a time sheet that fails to charge personal business to accruals may 
subject such employee to disciplinary action and could lead to criminal proceedings. 

GWS:cjs 
cc: Hon. Edward P. Romaine, Supervisor 

Hon. Daniel Panico, Deputy Supervisor/Sixth District Councilman 
Hon. Steve Fiore-Rosenfeld, First District Councilman 
Hon. Jane Bonner, Second District Councilwoman 
Hon. Kathleen A. Walsh, Third District Councilwoman 
Hon. Constan_ce Kepert, Fourth District Councilwoman 
Hon. Tim-0thy P. Mazzei, Fifth District Councilman 
Hon. Louis Marcoccia, Receiver of Taxes 
Hon. Patricia Eddington, Town Clerk 
Mike Murphy, Acting Superintendent of Highways 
Lisa Keys, Deputy Chief of Staff 
Matthew J. Miner, ChiefofOperations/CommissionerofWaste Management 
A.nnette Eaderesto, Town Attorney 
Linda Chawner, Town Personnel Officer 

Office of the Supetvisor 
Ont' !nde:>pendt-ni'e Hifl • F..irmrnw,ille • NY It 7:18 • Phunt" {h:\ I) 1:>1-'J 100 • F.1x (ti:H l 1.-il-(iti,7 

www.hrookh.1,en.nr~ 
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Employee Safety Handbook 

At the Town of Brookhaven, our most valued resources are our employees, the 
members of the public, and the communities we serve. We are dedicated to providing a 
safe and healthy environment for employees and the public. Injuries generally can be 
prevented. In order to achieve an accident free workplace,· an organized and effective 
Safety Program must be carried out Town wide. 

All employees will follow this program 

Please take the time to study and understand these safety policies and 
procedures. It is your responsibility (and ours) to make this program work. You 
are a valued member of the team, and we care about your safety. 

Health and Safety Requirements 

All employees will comply with the provisions of the Occupational Safety and 
Health Act. Therefore, any employee who knowingly commits an unsafe act, creates an 
unsafe condition or disregards the safety policy is subject to disciplinary action, as per 
established procedures. Some (but not all) violations are listed below: 

• Drinking alcohol, and/or drug abuse prior to or during working hours 
• Fighting 
• Theft 
• Willful damage to property 
• Failure .to wear proper Personal Protective Equipment (PPE). 
• Willful or negligent destruction of safety equipmenUmachinery guards 
• Failure to follow proper safety procedures 
• Failure to follow recognized industry practices 
• Engaging in dangerous horseplay 
• Failure to notify the Town of Brookhaven of a hazardous situation . 

Notify your supervisor immediately if/of 
• Any/all injuries 
• Should you become ill while on the job 
• You have a disability or physical handicap that will prevent you from safely 

performing an assigned task 
• You do not have the proper safety equipment 
• Any safety violations you observe 
• Any dangerous conditions you observe 
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Accident and Incident Reporting 

It is important that you report all accidents and incidents that result in injury, 
illness, or damage (however slight), to your supervisor immediately. It is the Town of 
Brookhaven's responsibility to investigate each incident, and your responsibility to report 
them when they occur. 

First Aid and Medical Treatment 

The Town of Brookhaven provides a First Aid Kit in many departments. It is 
there. for your use for the treatment of minor injuries. Ask your supervisor to show you its 
location. Let your supervisor know if you need to u_se the First Aid Kit. 

If you have a work-related injury or illnesses that requires professional medical 
assistance, notify your supervisor and let him/her know before you receive this 
assistance. If you fail to notify your supervisor, you may be ineligible for Worker's 
Compensation benefits to pay for doctor's bills, and/or lost wages. 

First Aid Training 
The Town of Brookhaven, with limited exceptions; does not provide first aid 

training to its employees. Any first aid rendered by one employee to another is done so 
voluntarily (as a "Good Samaritan"). 

CPR/ AED Training 
The Town Of Brookhaven will provide AED/CPR training to employees when. 

possible, Employees who require this skill as a condition of employment will receive 
first call on this training.· Other employees will be offered this training as resources 
allow. This training will be given free of charge on Town time. The only condition 
placed on this training is that the employee volunteers to use this training to render aid as 
appropriate during their workday. Contact the Town Senior Safety Officer for 
information regarding CPR/ AED classes. 

Your Safety Rights 

You have several important rights concerning safety, which are protected by federal, 
state and local laws that you should be aware of. They are: 

• The right to request information on Health and Safety hazards in the workpl_ace, 
precautions that may be taken, and procedures to be followed if an employee is 
injured or exposed to toxic substances. 

• The right to know about the hazards associated with the chemicals you work with, 
and the safety procedures you need to follow to protect yourself from those 
hazards. 

• The right to question any instruction which requires you to disobey a safety rule, 
which puts you or someone else in unnecessary danger of serious injury, or 
requires you to perform a task which you have not been trained to safely perform. 
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• The right of freedom from retaliation for demanding your safety rights. 

Your Safety Responsibilities 

You also have some important responsibilities concerning safety. These are: 
• The responsibility of reporting all injuries and illnesses to your supervisor, no 

matter how small. 
• The responsibility of always following the safety rules for every task you 

perform, 
• The responsibility of reporting any hazards you see. 
• The responsibility of helping your co-workers recognize unsafe actions or 

conditions they cause. 
• The responsibility of asking about the safety rules you are not sure about. 

Employee Safety Rules 

It is impossible to list or include all safety rules for all the possible tasks you may 
have to do. But the following rules have been prepared to help you avoid hazards, which 
may cause injury while doing some of the more common tasks you may be asked to do. 
You should study and follow the rules provided in this booklet, and to ask your 
supervisor for additional rules when asked to do a task you are not familiar with, and this 
booklet does not cover. Failure to follow safety rules and /or safe practices may result in 
disciplinary action in accordance with established procedures. 

GENERAL SAFETY RULES 
• Read and follow the safety notices and other information that is posted. 
• Observe and follow all safety instructions, signs, and operation procedures. 
• Help your fellow employees when they ask for assistance or when needed for 

their safety. 
• Never participate in "horseplay."· 
• Clean up spills immediately. 
• Report all unsafe conditions, hazards, or equipment immediately. Make sure 

other people are warned of the problem so that they may avoid it. 
• Wear personal protective equipment as required to reduce injury potential. Use 

gloves, safety glasses, back support belts, etc., as necessary. 
• Never stand on chairs, furniture, or anything other than an approved ladder or step 

stool. 
• Never use intoxicating beverages or controlled drugs before or during work. 

Prescription medication should only be used at work with your Doctor's approval. 

FIRE SAFETY 
• Report all fire hazards to your supervisor immediately. 
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• Fire fighting equipment sh.all be used only for fire fighting purposes by those who 
are trained to do so. 

• Do not block off access to fire fighting equipment. 
• Keep doors, aisles, fire escapes and stairways unobstructed at all times. 
• In the case of a fire; your first consideration must be the safety of all persons. 
• Change clothes immediately if they are soaked with oil, gasoline, paint thinner or 

any other flammable liquid. 
• Know how to report a fire and how to sound the fire alarm. 
• Know the location of all fire extinguishers, and how to use them .. 
• Know the fire exits to be used in an emergency. 

HAND TOOL SAFETY 
• Wear ·protective equipment necessary for the job you are performing. Discuss any 

required safety equipment with your supervisor as changes occur. 
• Do not use defective tools. 
• Check all wiring on electric hand tools for proper insulation and 3-prong plug 

grounding. 
• Hammers: Use eye protection at all times! 
• Screwdrivers: Use the right size and type of screwdriver for the job. Do not use 

a screwdriver as a chisel. 
• Wrenches: In using any wrench, it is better to pull than to push. If you have· to 

push, use your open palm. Use the proper wrench for the job. 
• Handsaws: Saws that are sharp and rust free are less likely to bind or jump. 

Insure the object being cut is secured tightly to a flat surface. 

PROTECTIVE EQUIPMENT 
Make sure you wear the proper safety equipment when working! Make sure 

it is the proper type and in good condition! 

MATERIAL HANDLING SAFETY RULES 
• When lifting, lift properly. Keep the back straight, stand close to the load, and 

use your leg muscles to do the lifting, keeping the load close to the body. Never 
twist your upper body while carrying a load. 

• When lifting heavy objects, utilize a two-wheeled dolly, or ask for assistance from 
another employee. 

• Inspect the object you are going to lift for sharp comers, nails or other things that 
may cause injury. 

• Use gloves when handling rough or sharp materials. 

HOUSEKEEPING 
• Do not place materials in aisles, stairways, or any designated path of travel. 
• Stack material at a safe height so that material will not fall if bumped. Insure 

heavy loads have proper support, and make sure there is no overhanging or 
irregular stacking of material. 

• Place all trash or scrap in places provided. Clean up all spills immediately. 



( 

( 

l._ ... 

• Report worn or broken flooring, stair treads, handrails, furniture, or other office 
equipment. 

• Smoking is pel'.Illitted only in designated areas. Use ashtrays for disposing of 
butts. Do not throw butts on the floor. 
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ADOPTED 

BY THE BROOKHAVEN TOWN BO.ARD 

RESOLUTION NO. 2017-0052 
MEETING: JANUARY 10, 2017 

AMENDING THE TOWN OF 
BROOK.HA YEN'S CONTINUING 
EDUCATION AUTHORIZATION 
POLICY 

WHEREAS, the Town of Brookhaven from time to authorizes employee 

continuing education, which may include classroom training, seminars and/or webinars; 

and 

WHEREAS, continuing education programs are of great importance to the 

Town of Brookhaven as they improve an employee's knowledge and skills, and 

enhance employee performance; and 

WHEREAS, the Town Board of the Town of Brookhaven on January 8, 

2015 adopted a policy for the authorization of continuing education programs for.Town 

employees to provide better clarity for reimbursable expenses; and 

WHEREAS, the Town Board of the Town of Brookhaven is now desirous 

of amending the "Town of Brookhaven Employee Continuing Education Authorization 

Policy." 

NOW, THEREFORE, BE IT RESOLVED by the Town Board of the Town 

of Brookhaven that the "Town of Brookhaven Employee Continuing Education 

Authorization Policy" is hereby amended, as set forth in the attached, effective January 

1, 2017. 
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Town of Brookhaven 
Employee Continuing Education Authorization Policy 

Background: 

This policy seeks to formalize policies and procedures for the authorization of employee continuing 
education. This policy does not include tuition reimbursement for higher education events performed 
outside of the work hours and paid for by the individual. 

Continuing education m_ay include classroom training, seminars, and webinars. It is recognized that 
Webinars are increasingly becoming a popular and cost effective means of providing · continuing 
education as it relates to improving knowledge and skills of the Town's employees in that several staff 
members may participate at the same time. 

It is the responsibility of the Department Commissioner to determine if the continuing · education is 
directly related to the employee's job duties, and whether the program will enhance the employee's 
knowledge and skill set in such a way that will be beneficjal to the performance of his or her duties. 

Authorization: 

• A Town Continuing Education Authorization Form must be completed by the employee attending 
the event, regardless of whether or not a Town Board Resolution will be required. Upon 
Department Commissioner Approval as prescribed below, the form must be forwarded to Finance 

( for budgetary certification, and determination whether Supervisor's Office, or Supervisor's Office 
and Town Board Resolution, is necessary. 

• All Continuing Education events that require overnight travel, regardless of cost, must ha_ve an 
approved authorization form submitted to Finance and an adopted Town Board Resolution. 

• All Continuing Education events that do not require overnight travel, and have a total cost 
between $0.00 and $150.00 (includes program fees/travel/meals) per participant must be 
approved by the Department Commissioner and the Finance Commissioner. 

• Continuing Education events that do not require overnight travel and have a total cost between 
$151.00 and $350.00 per participant must be approved by the Department Commissioner, the 
Finance Commissioner, and the Supervisor's Office. 

• Continuing Education events that do not require overnight travel, but have a total cost over 
$350.00 or more per participant must be approved by Town Board Resolution after approval by 
the Department Commissioner, the Finance Commissioner, and the Supervisor's Office. 

• All continuing Education events that require Town Board Approval must be approved by the 
Supervisor's Office in advance of a Resolution Submission by Finance. 

• The Finance Department will provide the Supervisor's Office with a monthly report of all approved 
Continuing Education programs and employees who attended that cost$150.00 or less. 

Revised: January 2017 



( ,Eligible Continuing Education Expenditures: 

• Event registration/program fees. 

• Least expensive method of transportation to/from the event. 

• If driving is the least expensive method of transportation, a Town vehicle must be used, unless an 
exception is granted by the Supervisor's Office or Town Board Resolution.· 

• Should a personal vehicle be used for transportation, the mileage reimbursement will be based 
upon the current Federal IRS rate. 

• Meal expenses may be reimbursed only when meals are not provided at the continuing education 
event. 

• If meals are not provided -during the event, employees may be reimbursed for the actual costs 
incurred, provided they are supported by receipts. If actual meal costs are in excess of the GSA 
per diem allowance for the area of travel, authorization for such expenditures must be obtained 
by the Supervisor's Office. Consistent with GSA rules, no meal allowance is allowed unless the 
employee is in travel for more than 12 hours. 

( • Overnight accommodations must take advantage of any discounted rooms sponsored by the 
event. · 1f no accommodations are sponsored by the event, the cost may not exceed the GSA 
nightly room rate unless approved by the Supervisor's office prior the traveling. 

• The Town Continuing Education Authorization Form must be completed and approved as 
required for all continuing education events. 

Revised: January 2017 



Town of Brookhaven Continuing Education Authorization Form 

c· Employee Name: _____________ Signature ____________ _ 

( 

Department: _______________ _ 

Date --------- Date(s) of Event: ___________ _ 

In accordance with the Employee Continuing Education Authorization Policy, I request authorization to 
attend the following_: Training_ Seminar_ Webinar_ Location: ___________ _ 

Name Education event -----~----------------------

Please describe the relevance of this training /Seminar/ Webinar to Employees current Town position. 

Cost of Program Registration: 

Estimated Cost of Lodging: 

Estimated Cost of Travel: 

Estimated Cost of Meals: 

Total Estimated Program Costs: _______ _ 

Does Event Require Overnight Travel? Yes No 

I certify that the Continuing Educational event is related to the employee's job description and 
will serve to enhance the skills necessary to efficiently perform his / her duties, and I approve 
administrativ~ leave for the employee for this event. 

Department Commissioner: 

Name----~------- Signature ____________ Date ___ _ 

Budgetary Control: 

Appropriation fund to be used ___________ _ Funds Available 

Finance Commissioner Approval -----~-----------Date ____ _ 

Finance Department Only: 

l _ Office Of the Supervisor Approval _________________ Date ___ _ 
'-.._.,• 

_Requires Town Board Approval 

Revised: January 2017 
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INTRODUCTION1 

The Town of Brookhaven is committed to ensuring that no person is excluded fr~m participation 

in, or denied the benefits or services delivered by the Town on the basis of race, color, national 

origin, income, disability, gender, age, marital status, sexual orientation, parental status, family 
. ' 

medical history or genetic information, political affiliation, military service, Limited English 

Proficiency or any other non-merit based factor. This Title VI Plan was developed to guide the 

T~wn in its administration and management of Title VI related activities. 

Title VI of the Civil Rights Act of 1964, as amended, prohibits discrimination on the basis of . . 

race, color, sex, age, disability, income status or national origin in programs and activities 

receiving Federal financial assistance. Specifically, Title VI provides that "no person in the 

United States shall, on the grounds of race, color, or national origin, be excluded from 

participation in, be denied the benefits of, or be subjected to discrimination under any program or 

activity receiving Federal financial assistance."2 

The Civil Rights Restoration Act of 1987 broadened the scope of Title VI coverage by 

( expanding the definition of terms "programs or activities''3 to include all programs or activities 

of Federal Aid4 recipients, sub-recipients, and contractors, whether such programs and activities 

are directly Federally assisted or not, 5 so long as any part of the department, agency, special 

purpose district or other instrumentality of a State or local government is extended Federal 

financial assistance. 6 

1 Additional authorities to reference include: Title VI of the Civil Rights Act of 1964; 23 U.S.C. § 109(h) (2012); 23 
U.S.C. § 324 (1973); 42 U.S.C. §§ 2000d -2000d-4 (1964); 42 U.S.C. §§ 4601-4655 (1987); 28 C.F.R. § 50.3 
(1966); DOT Order 1050.2 (1971); Executive Order No. 12250 (1980); Executive Order No. 12898 (1994). 
2 42 U.S.C. § 2000d 
3 See P.L. 100.259, § 557, March 22, 1988 · 
4 "Federal Aid" is not limited to monies. "Although the word 'financial' usually indicates 'money,' federal financial 
assistance may take non-monetary form." U.S. Dept. ofTransp. v. Paralyzed Veterans, 477 U.S. 597, 607 n.11 
(1986). For example, such non-monetary assistance may include the use or rent of Federal land or property at below 
market .value, Federal training, a loan of Federal personnel, subsidies, and any other arrangements with the intention 
of providing assistance. 
5 Federal financial assistance does not encompass contracts of guarantee or insurance, regulated programs, licenses, 
procurement contracts by the Federal government at market value, or programs that provide direct benefits. See 28 
C.F.R Part 42.102(c). The Town's Title VI Plan, as put forth herein, applies to applicable programs and activities, 
as defmed in 42 U.S.C. § 2000d-4a(l), and in conjunction with 28 C.F.R Part 42.102(c). 
6 See 42 U.S.C. § 2000d-4a(l); see also New York State Department of transportation 
(https://www.dot.ny.gov/main/business-center/civil-rights/title-vi-ej), current through March 30, 2015, whereby in 
response to questioning the "programs and activities" covered by Title VI, it was noted that "Title VI applies to 
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NON-DISCRIMINATION POLICY STATEMENT 

It is the policy of the Town of Brookhaven, hereafter referred to as "Town," to prevent and 

eliminate discrimination on the basis of race, color, sex, national origin, age, marital status, 

disability, sexual orientation, parental status, family medical history or genetic information, 

political affiliation, military service, Limited English Proficiency or any other non-merit based 

factor, in any and all of its operations and services, as well as all aspects of employment. It is 

also the policy of the Town to administer all phases of its personnel activity, including 

recruitment, hiring, placement, upgrading, training, promotion, transfer, separation, recall, 

· compensation, benefits, education, recreation, and all other conditions or privileges of 

employment without regard to the aforementioned protected groups of persons. 

The Town assures that no person shall be excluded from participation in, be denied benefits of, 

or otherwise be subjected to discrimination or retaliation under any program or activity, as 

provided by Title VI of the Civil Rights Act of 1964 and the Civil Rights Restoration Act of 

1987.7 The Town is a g;overnmental agency8 that requires government contractors to take 

affirmative action to employ and advance through employment qualified minorities, women, 

persons with disabilities, and disabled veterans and veterans of the Vietnam Era. The Town 

further assures that every effort will be made to ensure non-discrimination in all of its programs 

and activities, regardless of whether those programs are directly receiving federal funding or 

assistance. 

The Town, as a "recipient," is to include Title VI language in all applicable written agreements 

and will monitor9 for compliance when the "sub-recipient" entity is either in receipt of direct or 

indirect federal aid. The Town will monitor for compliance10 both pre-award11 and post-award. 12 

discrimination throughout an agency, not just to actions involving the Federally assisted program. If an agency 
receives any Federal fmancial assistance for any program or activity, the entire agency is required to comply with 
Title VI, not just the particular program." · 
7 See P.L. 100.259, § 557, March 22, 1988 
8 Subject to Executive Order No. 11246, Section 503 of the Rehabilitation Act of 1973, and Section 402 of the 
Vietnam Bra Veterans Readjustment Assistance Act of 1974. 
9 See "Title VI Monitoring and Review Process" for more information. 
10 If the Town believes that an applicant is not in compliance with Title VI, the Town has three potential remedies: 
(1) resolution of the non-compli~nce (or potential non-compliance) by "voluntary means", which entails the Town 
entering into an agreement with the applicant, and whereby that agreement becomes a condition of the contract for 
receiving federal a$sistance; (2) where voluntary compliance efforts are unsuccessful, the Town can opt to refuse to 
grant or continue the assistance; or (3) where voluntary compliance efforts are unsuccessful, the Town can refer the 
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The Town of Brookhaven further agrees to the following responsibilities with respect to its 

programs and activities: 

1. To designate a Title VI Coordinator who has a responsible position within the 

organization, and access to and communication with the Town Supervisor and/or Deputy 

Supervisor. 

2. The Town is to issue a policy statement (herein), to be signed by the Town Supervisor 

and/or Deputy Supervisor, which expresses the Town's commitment to the non­

discrimination provisions of Title VI. This policy statement shall be circulated throughout 

the Town's offices and to the general public. Such information shall be published, where 

appropriate, in languages other than English. 

3. In Town contracts that are subject to the acts and regulations ~eferred to herein and 

pursuant to Title VI, t~e terms and clauses put forth in Appendix A shall be incorporated 

into those Agreements. 

4. The Town shall develop and maintain a complaint process, whereby the Town will make 

every effort to resolve complaints of discrimination against itself and its sub-recipients. 

Complaints against the Town, as a recipient, shall be immediately forwarded to the New 

York State Department of Transportation's Office of Civil Rights Title VI Coordinator. 

5. The Town shall participate in training offered on Title VI matters and other non­

discrimination requirements. 

violation to the Department of Justice for judicial action. (See 42 U.S.C. § 2000d-1 for procedure in pursuing these 
options.) Furthennore, the Town may defer the decision on whether to grant the assistance pending completion of a 
Title VI investigation, negotiation, or other action to obtain remedial relief. In considering options for enforcement, 
the Town is best suited to consult 28 C.F.R. Part 50.3, which provides an overview of guidelines for the enforcement 
of the Title VI Civil Rights Act of 1964. 
11 Pursuant to Federal statute, Federal agencies are required to monitor recipients, such as the Town, for compliance 
with pre-award Title VI requirements. See 28 C.F.R. Part 42.407(b). Thus, in turn, the Town, subject to such audit, 
is to be responsible for ensuring that its sub-recipients are in pre-award compliance as well. See generally 28 C.F.R. 
Part 42.107(a). See Footnote 9 for means of pursuing voluntary compliance; where voluntary compliance is 
achieved, the agreement must be in writing and specify the action necessary for the correction of the Title VI 
deficiencies [28 C.F.R. Part 42.41 l(b)]. 
12 Pursuant to Federal statute, Federal agencies are required to monitor recipients, such as the Town, for compliance 
with post-award Title VI requirements. See 28 C.F .R. Part 42.407( c). Thus, in turn, the Town, subject to such audit, 
is to be responsible for ensuring that its sub-recipients are in post-award compliance as well. See generally 28 C.F.R. 
Part 42.107. Compliance reviews can vary, and can range from large and complex investigations to those more 
limited in scope. Post-award reviews may be limited to a simple "desk audit", whereby the Town could demand the 
production of or access to records and a review is conducted of documentation submitted, or may even involve an 
on-site review. 
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6. If the Town is subject to a review by the New York State Department of Transportation 

and/or the U.S. Department of Transportation, and any deficiencies are identified, then 

the Town agrees to take affirmative action to correct any and all deficiencies within a 

reasonable time period, not to exceed ninety (90) calendar days. 

7. The Town maintains that it has a process to collect racial and ethnic data on persons 

impacted by Town programs. 

The Town of Brookhaven's Department of Housing and Human Resource's Commissioner, 

Diana Weir, is designated to be the Title VI Coordinator and is responsible for implementing the 

Title VI requirements for the municipality. 13 The Town's Title VI Coordinator is also responsible 

for initiating and monitoring Title VI activities, preparing reports and related responsibilities.14 

Edward P. Romaine, Supervisor 
Town of Brookhaven 

13 Pursuant to 23 C.F.R. § 200.9(a)(3) 
14 As required by 23 C.F.R. § 200 and 49 C.F.R. § 21 

[dated] 
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TOWN OF BROOKHAVEN'S TITLE VI ASSURANCES 

The Town of Brookhaven agrees that as a condition to receiving any Federal financial assistance 

from the United States Department of Transportation, Federal Highway Administration, or from 

the State of New York, through the New York State Department of Transportation, it is subject 

to, and must comply with, the statutory and regulatory authorities and requirements as detailed 

and put forth in this document. 

The Title VI Assurances provision requires the Town to include specific language in all of its 

solicitations, contracts., permits, licenses, leases, and documents transferring real property. In 

some cases, the language and Assurances required by Title VI supplements the Town's existing 

equal opportunity and nondiscrimination provisions. 

This Assurance is given in consideration of and for the purpose of obtaining any and all Federal 

grants, loans, contracts, agreements, property, and/or discounts, or other Federal aid and Federal 

financial assistance as extended after the date hereof to the Town, as a recipient, by the 

Department of Transportation· under the Federal Highway Program, and is binding on the 

( recipient, sub-recipients, sub-grantees, contractors, subcontractors and any of their 

subcontractors (if applicable), transferees, successors in interest, and any other participants in the 

Federal Highway Programs. The person whose name and signature appears below is authorized 

to sign this assurance on behalf of the Town, as a recipient. 

!-b ~1,F 
Edward P. Romaine, Supervisor . [dated] 
Town of Brookhaven 
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AMERICANS WITH DISABILITIES ACT 

The Americans with Disabilities Act (ADA) of 1990 provides comprehensive civil rights 

protections to persons with disabilities in the areas of employment, state and local government 

services, and access to public accommodations, transportation, and telecommunications. Thus, 

the ADA prohibits discrimination and ensures equal opportunity for persons with disabilities. It 

also mandates the establishment of teletype devices or telephone relay services and encourages 

the involvement of people with disabilities in the development· and improvement of 

transportation plans and para-transit plans and improvement services. The ADA was originally 

enacted in public law format and later rearranged and published in the United States Code. 

The purpose of this section is to ensure that the Town creates reasonable, accessible paths of 

travel in the public right-of-way for everyone, including people with disabilities. The Town has 

made a significant and long-term commitment to improving the accessibility of their pedestrian 

· facilities. The Town continues to make transportation investments in projects that address the 

safety of pedestrians consistent with the ADA Transition Plan.15 In consideration of the 

· recommendations put forth in the Transition Plan, the Town is working to ensure that sidewalks, 

curb ramps, crosswalks, and signage within the Town are compliant with ADA guidelines. 

The public complaint process is an integral part of the Transition Plan, which the Town has 

adopted. Public complaints or requests may often drive the prioritization .of improvements. To 

file a complaint or a request regarding accessibility of a sidewalk or curb ramp, contact the 

Town's ADA Coordinator in writing and describe the issue in detail, including the location. The 

ADA Coordinator will route this information to the appropriate Town department for inspection 

and possible action. If the roadway and signage are designated to be Town property, the Town 

will work to ensure that any such issues are remedied and brought into ADA compliance. 16 In the 

15 The Transition Plan describes the existing policies and programs to enhance the overall pedestrian accessibility. 
Moreover, the Transition Plans provide a method for a public entity to schedule and implement ADA required 
improvements to existing streets and sidewalks. Before a Transition Plan can be developed, an inventory of the 
current curb ramps and sidewalks must be developed. · 
16 Title II specifically applies to "public entities" (state and local governments) and the programs, services, and 
activities they deliver. Title II, Article 8, requires public entities to take several steps designed to achieve 
compliance. The plan shall, at minimum, include: (a) a list of the physical barriers in a public entity's facilities that 
limit the accessibility of its programs, activities, or services to individuals with disabilities; (b) a detailed outline of 
the methods to be utilized to remove these barriers and make the facilities accessible; ( c) the schedul~ for taking the 
necessary steps to achieve compliance with Title II; and (d) the name of the official responsible for the plan's 
implementation. 
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event that such roadways and signage are privately owned and maintained, then the Town will 

investigate further and send compliance officers to assist with ADA compliance and/or issue 

tickets for such existing violations. 

ADA provisions have also been incorporated into design manuals and processes to ensure that 

ADA issues have b~en taken in to consideration and are part of project development. In order to 

ensure the correct design of curb ramps, sidewalks, and crosswalks in new construction and 

alterations, the Town follows ADA guidelines for pedestrian facilities in the public right-of-way. 

Whenever there is an intersection improvement project or new construction project, any·affected 

curb ramps, sidewalks, and crosswalks will be rebuilt to these ADA design guidelines, where 

feasible and reasonable. 

ENVIRONMENTAL JUSTICE 

The 1994 Environmental Justice Executive Order No. 12898 (EJ) supplements the existing 

requirements of Title VI of the Civil Rights Act, whereby it directs federal agencies to identify 

and address the disproportionately high and adverse human, health, or environmental effects of 

its actions on minority and low-income populations, to the greatest extent practicable and as 

permitted by law. The order also directs each agency to develop a strategy for implementing such 

BJ policies. Additionally, the order is also intended to promote non-discrimination in federal 

programs that both affect human health and have an impact on the environment. 

The Town of Brookhaven makes ~ concerted effort to understand community demographics, 

avoid potentially negative impacts to specific populations, which encompass such groups as 

aforementioned, and ensure equal opportunity for all to participate in the planning process 

through public hearings and public participation, as well as other mechanisms used to gather 

community feedback. Also, all projects with the potential for significant adverse environmental 

outcomes include a social impact analysis, and EJ considerations are analyzed to that effect. 
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LIMITED ENGLISH PROFICIENCY 

The 2000 Limited English Proficiency Executive Order No. 13166 (LEP) requires recipients of 

federal funding, such as the. State and Metropolitan Planning Organizations, to examine the 

services that it provides, to assess whether there is a need for additional LEP services, and to 

develop and implement a system to provide LEP individuals with meaningful access 17 to the 

appropriate services. 

A person who does not speak English as their primary language, and who has a limited ability to 

read, write, speak or understand English, may be a LEP person and therefore may be entitled to 

language assistance with respect to Town and sub-recipient services. Language assistance can 

include interpretation, which means oral or spoken transfer of a message from one language into 

another language, and/or translation, which means the written transfer of a message from one 

language into another language, and/or the translation of documents, which means written 

transfer of a fortJ?.al document or notice from one language into another language. 

Presently, the Town uses the company, Language Line Services, 18 which provides a variety of 

LEP services to the Town, upon request and free to LEP persons who wish to access the Town's 

programs and activities. The current contract term is valid through October 24, 2017, 19 and such 

services include telephone interpretation assistance as well as document translation. 20 

With proper advance notice, typically through contacting the Town's Title VI Coordinator at 

leas! two business days prior to the program or activity for which translation services are being 

requested, such as in the case of Town Board meetings, hearings, or other Town business, LEP 

persons can request translation services. The Town also proactively employs different measures 

for identifying LEP persons who require language assistance through the use of posting notices, 21 

17 "Meaningful Access" is assessed by empioying a four factor analysis'. Considerations include (1) the number or 
proportion of LEP persons in the service area who may be served or are likely to require recipient or sub-recipient 
services; (2) the frequency with which LEP persons come in contact with recipient or sub-recipient services; (3) the 
nature and importance of services, as provided by the recipient or sub-recipient to the LEP population; and ( 4) the 
resources available to the recipient and sub-recipient, and overall costs to provide LEP assistance. 
18 Language Line Services provided the Town with a "Quick Reference Guide" and an "11 Helpful Tips for 
Working with an Over-the-Phone Interpreter" guide to facilitate the Town's access to translation services. 
19 See State ofNew York Contract# PS65923 
20 Noted languages include, but are not limited to, Spanish, Chin~se, Italian, French and French Creole. 
21 Such posted notices would advise of the Town's LEP Plan and the availability of interpretation or translation 
services that are offered free of charge in languages that LEP persons would understand. 
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utilizing language identification cards, and the Town requesting employee feedback about 

employee interaction with the public and the need for LEP services.22 

In addition to utilizing the aforementioned company, the Town also offers staff training, with 

regards to providing information about the Title VI Policy and LEP responsibilities. S-µch 

training would also include a description of language assistance services that are. offered to the 

public, the use of language identification cards, documentation of language assistance requests, 

and how to handle a potential LEP ( and any other Title VI) complaint. 

ORGANIZATION AND STAFFING 

The Commissioner of Housing and Human Services serves as the Town of Brookhaven's Title 

VI Coordinator and is charged with overseeing the implementation of the Town's external and 

internal Civil Rights program activities to ensure equal opportunity for all. The implementation 

of the Town's external and internal Civil Rights program includes monitoring and implementing 

the Town's Title VI programs and activities in compliance with following: the Americans with 

Disabilities (ADA) Act guidelines; Executive Order No. 12898, regarding Environmental 

Justice; and Executive Order No. 13166, regarding Persons with Limited English Proficiency. 

The Office of Civil·Rights, hereafter referred to as "OCR," is primarily tasked with promoting 

compliance with the U.S. Department of Transportation regulations, hereafter referred to as 

"USDOT," and the Federal Highway Administration's Title VI policies and mandates, hereafter 

referred to as "FHW A." Specifically, OCR is responsible for developing procedures and 

guidance documents to assist the Town, and therefore its sub-recipients, to comply with the 

USDOT and FHWA policies and mandates. Therefore, when the Town is providing training to 

. ensure compliance with Title VI requirements, such training should encompass the following: 

the identification and elimination of discriminatory activities and practices, or the absence or 

neglect of certain activities and practices that could have a discriminatory outcome. 

22 Town employees and sub-recipients are to be periodically, and informally, surveyed on their experience 
concerning any contacts with LEP persons. One example suggested by the OCR on how to gather such information 
is when the Town or a sub-recipient holds a program or activity, a staff member can be available to greet 
participants as they arrive. The theory, as put forth by the OCR, is that by informally engaging participants in 
conversation, it is possible to gauge each attendee's availability to speak and understand English; even though 
translation services may not be available at that time or event, it will help identify the need for future events. 

10 
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PROCESS TO IDENTIFY AND ELIMINATE DISCRIMINATION 

The Town has developed written Af:finnative Action Plans for minorities, women, people with 

disabilities, and disabled veterans and veterans of the Vietnam Era. These plans are available for 

review during regular business hours. At the Town, within the Department of Housing and 

Human Services, Diana Weir, Commissioner of said department, is responsible for administering 

the Affirmative Action Programs. This person is also responsible for conducting an analysis of 

all personnel actions to ensure equal opportunities and for submitting reports on the progress of 

the Town's equal opportunity efforts. Sexual harassment, or any other kind of harassment, 

including harassment based on sexual orientation, will not be tolerated. 

The Town's Title VI discrimination complaints procedure is still the primary vehicle by which it 

pursues allegations of discrimination. The Town makes a concerted effort, through training and 

program oversight, to eliminate discrimination when found to exist. The Town investigates such 

allegations, and if proven to exist, will take the appropriate corrective action. Thus, training and 

education are primary deterrents of discrimination, which underscores how personal and 

organizational attitudes and behaviors can shape and/or deter allegations of discrimination. 

TITLE VI TRAINING 

OCR continues its coordination, facilitation and delivery of Title VI related training for internal 

and external partners, including the Town's program areas and Federal aid sub-recipients. In this 

regard, OCR utilizes both classroom and on-line training methods. Also, OCR staff and Title VI 

Coordinators receive training and are able to attend presentations, workshops, and access on-line 

resources to expand its knowledge and understanding of Title VI issues. To further the Town's 

goals and ensure the training of its employees, Town employees are provided with an "Employee 

Annual Education Fonn" (as attached hereto in Appendix B), which provides an overview of the 

Town's Title VI Policy. Furthermore, each Town employee is to complete an "Employee 

Acknowledgment of Receipt of the Title VI Plan" (as attached hereto in Appendix C), whereby 

the employee is to sign and date the fonn, which is then kept on file with the Town. 
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TITLE VI MONITORING AND REVIEW PROCESS 

The Title VI Program Reviews are a mechanism to monitor how program areas and sub­

recipients are complying with Title VI provisions.23 To ensure compliance, the Town engages in 

ongoing monitoring and provides direction, training and technical assistance to internal and 

external sub-recipients.24 

The Title VI Program Review for internal Town program areas include a desk review by OCR, 

in which documentation is collected, compiled and examined. If necessary, OCR staff will meet 

with responsible- program personnel to discuss specific processes and procedures, such as 

reviewing data collection and complaints.25 

. In accordance with Title VI requirements, state transportation agencies are required to have 

procedures in place to ensure nondiscrimination during both pre-award and post-award activities. 

G1ven that it is impossible to examine every possible project or activity, the Town agrees to take 

the initiative and self-monitor and analyze the specific procedures and actions being taken to 

ensure that such pre-award and post-award decisions are made in a non-discriminatory fashion. 

23 See 23 C.F.R. § 200.9(b)(7) 
24 These are examples of means that the Town can use to monitor and ensure compliance, but the Town is not 
limited to such measures. The terms "monitor" and "monitoring" are used broadly in the Title VI Plan, as there is no 
authority that concretely defines these terms or the associated obligations of non-Federal recipients. Thus, the Town 
will uphold its obligation to monitor its sub-recipients, but will do so in a manner deemed appropriate by the Town 
and in compliance with all Federal, state, town and local laws and ordinances. · 
25 OCR employs several strategies for ensuring that the Town, as a recipient, and its sub-recipients are in Title VI 
compliance: A Title VI Program Review process for recipients focuses on documentation of the following major 
components of a Title VI Program: developing Title VI Assurances, developing a Title VI Policy Statement, 
appointing a Title VI Coordinator, developing procedures for processing external discrimination complaints, 
providing the Town with a list of external discrimination complaints, providing accommodations for LEP persons, 
ensuring nondiscrimination in local projects and the public participation process, collecting and analyzing data to 
ensure nondiscrimination in the recipient's programs and activities, ensuring that Title VI training is provided to 
staff and sub-recipients, and promoting nondiscrimination in the award of contracts. When monitoring the Town's 
program areas, OCR will typically outline the Title VI, ADA, LEP and EJ aspects of the program area to be 
reviewed. Program reviews examine specific program elements and activities, such as data collection and public 
outreach. Further action on the part of the Town program area or sub-recipient is not required if the program area or 
sub-recipient has demonstrated, and documented, compliance. In the event that the Town's program area or sub­
recipient cannot demonstrate compliance with Title VI, ADA, LEP or EJ requirements, then OCR will notify the 
Town in writing and then the Town is required to develop a corrective action plan within ninety (90) days. OCR 
would monitory the corrective action plan and provide technical assistance to the Town's program area or sub­
recipient to ensure that corrective actions are in place. Program monitoring is approached via several methods, 
including self-monitoring, internal program reviews, and external monitoring. 
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('• SUB-RECIPIENT REVIEW PROCEDURES . 

All sub-recipients, which includes but is not limited to subcontractors and vendors, who receive 

payments from the Town where funding originated from any federal source, are subject to the 

provisions of Title VI of the Civil Rights Act of 1964 as amended. 

Written contracts shall contain non:..discrimination language, either directly or through the bid 

specification package that becomes an associated and incorporated component of the contract. 

INVESTIGATION OF COMPLAINTS 

The Title VI complaint procedures are intended to provide aggrieved persons with an avenue to 

raise complaints of discrimination with regards to Town programs, activities and· services, as 

required by statute. Thus, any person who believes that they or as a member of any specific class 

of persons, or in connection with any minority contractor, has been subjected to discrimination as 

prohibited by Title VI_ofthe Civil Rights Act of 1964, may file a complaint.26 A complaint may 

( also be filed by a·representative on behalf of such a person. 

The Town provides a Title VI Complaint Form, as attached hereto in Appendix D,\vhich may be 

used by such persons to submit the complaint information. Nevertheless, if complainants would 

prefer to date and sign a letter, such means will be accepted by the Town, so long as •it includes 

the same _information as requested in the Complaint Form. 

The complaint must be filed in writing with the Town at the following address in order for the 

Town to properly receive and investigate any complaints of alleged discrimination: 

Town of Brookhaven 
Attn: Diana Weir, Commissioner and Title VI Coordinator 
Department of Housing and Human Resources 
One Independence Hill 
Farmingville, New York _ 1173 8 

The Town also encourages all complainants to certify all mail that is sent through the U.S. Postal 

Service to ensure that all written correspondence can be tracked. However, the Town also has a 

26 As stated in49 C.F.R. § 21.ll(b) (1973) 
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form letter to forward to complainants to acknowledge receipt of their complaint and to indicate 

that it is currently being reviewed and investigated, a sample of which is attached hereto in 

Appendix E, which is to be mailed within seven (7) days ofreceipt of the initial complaint. 

Submission of a Complaint 

All complaints alleging discrimination based on race, color, sex, national origin, age, disability, 

or income status, in a service or benefit provided by the Town will be directly addressed by the 

Town for investigation. The Town shall also provide the appropriate assistance to complainants, 

including those persons with disabilities, or who are limited in their ability to communicate in 

English. Also, the Town shall 'make every effort to address all complaints in an expeditious and 

thorough manner. 

In all situations, the Town's employees must contact the same immediately upon receipt of Title 

VI related statute complaints. An employee's failure to follow-up may result in disciplinary 

action. 

Investigation of the Complaint 

The Town's Title VI Coordinator has overall responsibility for the discrimination complaint 

process and procedures. The Title VI Coordinator may, at her discretion, assign a capable person 

to investigate the complaint. The designated investigator will conduct an impartial and objective 

investigation, collect factual information and prepare a fact-finding report based upon 

information obtained from the course of the investigation. 

The investigator assigned shall prepare a written plan, which includes, but is not limited to, the 

following: names of the complainant(s)° and respondent(s); the basis for the complaint; issues, 

events or circumstances that caused the person to believe that he or she has been discriminated 

against; information needed to address the issue being alleged; criteria and sources necessary to 

obtain the information; the identification of key people; the estimated time needed to properly 

investigate the issues being alleged; and the remedy sought by the complainant. 

In conducting the investigation, the investigation will only address those issues relevant to the 

allegations made in the complaint. Furthermore, confidentiality will be maintained to the extent 

reasonably possible. Interviews will be conducted to obtain facts and evidence regarding the 

14 



( 

( 

aUegations in the complaint, and the i1:3-vestigator will ask questions to elicit such information 

about these aspects of the case. A chronological contact sheet·is to be maintained throughout the 

investigation. 

As complaints are being investigated, it may be determined that the Town will have to follow-up 

. with the complainant for additional information. The complainant shall make himself or herself 

reasonably available to the designated investigator, to ensure completion of the investigation 

within the timeframes set forth. Note that any failure on the part of the complainant to provide 

the requested information will result in the administrative rejection of the complaint. 

Once the investigator concludes the investigation, the investigator is to prepare an investigative 

report and submit said report; along with any supporting documentation, to the Department of 

Housing and Human Resources, for the Town's Title VI Coordinator's review. 

Time Limitations on Filing Complaints 

Complaints must be filed within 180 ( one-hundred eighty) days of the alleged discrimination. If 

the complainant could not reasonably be expected to know that the act was discriminatory within 

the prescribed 180 ( one-hundred eighty) day timeframe, then the complainant will have an 

additional 60 (sixty) days after becoming aware of the illegal discrimination to file the 

complaint. 

The complaint itself must set forth, as fully as possible, the facts and circumstances surrounding 

the claimed discrimination. In cases where the complainant is unable or incapable of providing a 

written statement, then the complainant will be assisted in converting the verbal complaint in to a 

written complaint. However, all complaints must be signed and dated by the complainant and/or 

the complaint's representative, before such complaint will be considered. 

Notification of the Outcome of the Complaint 

Once the complaint is fully investigated by the Town, the Title VI Coordinator will send a final 

written response letter to the complainant, stating that the complaint was either substantiated (see 

a sample letter in Append1x F) or that the complaint was unsubstantiated (see a sample letter in 

Appendix G). The Title VI Coordinator shall make such a determination based on the totality of 

the aforementioned processes. 
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In the letter notifying the complainant that their complaint was not substantiated, the complainant 

will also be advised of his or her right to: (a) provide additional information to the Town for 

further consideration and investigation within 7 (seven) calendar days of receipt of the Town's 

final written decision; and/or (b) file a complaint externally with the New York State Department 

of Transportation, the U.S. Department of Transportation, and/or the Federal Transit 

Administration. The contact information for each of these organizations is provided below: 

New York State Department of Transportation 
Office of Civil Rights, Title VI Unit 
50 Wolf Road, 6th Floor 
Albany, New York 12232 

U.S. Department of Transportation 
Departmental Office of Civil Rights 
1200 New Jersey Avenue 
Washington, D.C. 20590 

Federal Transit Administration 
Office of Civil Rights 
Attn: Title VI Program Coordinator 
East Building, 5th Floor - TCR 
1200 New Jersey Avenue, SE 
Washington, D.C. 20590 

Finally, the Town prohibits the retaliation against, or intimidation of anyone, that either takes 

action or participates in action to secure the rights protected by these laws.27 

Town Maintenance of a Complaint Log 

The Town maintains a designated Title VI Complaint Log. Through the use of this log, the Town 

assigns an identifying case number to the complaint, notes the complainant's name and address, 

the date that the complaint was filed, the alleged basis of the complaint, allows for notes on the 

status of the complaint, and keeps a record of the final disposition. The information in the Title 

VI Complaint Log is used to streamline the Town's information and for internal office purposes 

only. 

27 Pursuant to 49 C.F.R. Part 21.1 l(e), the statute prohibits any form of intimidation, threats, coercion, or 
discrimination against any person who makes a complaint, testifies, assists, or participates in any manner of the 
investigation. Also, the statute provides for the identity of the complainant to remain confidential, except to the 
extent necessary to effect the purpose of investigating and/or resolving the complaint. 
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DATA COLLECTION AND REPORTING 

The Title VI Coordinator will maintain permanent records, which include, but are not limited to, 

signed "Acknowledgments of Receipt" from· the employees indicating receipt of the Town's 

Title VI Plan, copies of the Title VI complaints or lawsuits and such related documentation, and 

records of correspondence to and from complainants and Title VI investigations. 

With regard to the investigations of complaints of alleged discrimination, all such records and 

investigative files are maintained in a confidential area and are kept for a minimum 3 (three) 

years. Copies of any and all complaints, together with a copy of the investigation report and final 

decision letter will be forwarded to the New York State Department of Transportation, Title VI 

Coordinator, Office of Civil Rights, within 60 (sixty) days of the receipt date of the complaint. 

In addition, state and local transportation agencies are required to have procedures in place to 

collect and analyze statistical data (including, but not limited to, race, color, national origin, age, 

sex, and disability). Such data can help inform decision making and avoid inadvertent 

, discriminatory practices. 

Most program areas are responsible for collecting and analyzing data in some capacity, and they 

share the data information collected as part of the annual Title VI reporting process. Data 

collection and utilizing the information in this manner allows the Town and OCR to better 

understand how the programs are successful and what strategies could be employed to . better 

leverage data tools and resources. 

In addition, data is also collected at public meetings, events and activities. By having participants 

sign-in, which records the participant's name and other contact information, the information 

· collected is used for Town and department purposes, including but not limited to developing 

future projects or influencing other department initiatives. 

At these meetings, along with a sign-in sheet, the ''Title VI Public Involvement Survey" is also 

made available to participants (see Appendix H for a sample survey form). This survey is 

voluntary, however the biographical and demographic information collected is analyzed to 
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ensure that affected communities and interested persons are provided with equal access to 

programs and activities.28 
. 

The Town's Title VI Coordinator is responsible for collecting and maintaining the data. The 

data, which is collected formally and informally throughout the year, is to be compiled on an 

annual basis.· The subsequent report will be available to the public, upon request, by contacting 

the Title VI Coordinator and Department of Housing and Human Services, for which such 

contact information is provided herein. 

TITLE VI INFORMATION DISSEMINATION 

In order for the Town to adequately disseminate information about Title VI of the Civil Rights 

Act of 1964, as well as its policy of nondiscrimination, a narrative explaining as much is 

included in posters that are displayed in Town facilities. An example of such language and 

information is attached hereto in Appendix I. 

Furthermore, the Title VI informational posters shall be prominently and publicly displayed on 

the Town's website as well as in physical locations ass0<;:iated with applicable sub-recipients, as 

deemed appropriate. The name of the Title VI coordinator is available on the Town's website, at 

http://www.brookhaven.org/Departments/Housing-Human-Services. Additional information 

relating to the Town's nondiscrimination obligations can be obtained from the Town's Title VI 

Coordinator. 

Title VI information shall be disseminated to the Town's employees annually via the Employee 

Education form (as aforementioned, see Appendix B) in payroll envelopes. This form reminds. 

employees of the Town's, policy statement, and of their Title VI responsibilities in their daily 

work and duties. During New Employee Orientation, new employees shall be informed of the 

provisions of Title VI and the Town's expectations for them to perform their duties accordingly. 

All employees shall be provided a copy of the Title VI Plan and are required to sign and return 

the Acknowledgment of Receipt (as aforementioned, and as attached hereto in Appendix C). 

28 Federal regulation 23 C.F.R. Part 200.9(b)(4) requires that all state departments of transportation develop 
procedures for the collection of statistical data (race, color, religion, sex, and national origin) of participants in, and 
beneficiaries of, state transportation programs, such as relocatees, impacted citizens, and affected communities. 

18 



( 

I 

\ 

f 
\_ .•. 

ADDITIONAL RESOURCES 

To access the authorities that were compiled to create the aforementioned Title VI Plan, 

reference the following leading legal resources: 

• Title VI of the Civil Rights Act of 1964 (42 U.S.C. § 2000d et seq.) 

• Section 162(a) of the Federal-Aid Highway Act of 1973 (23 U.S.C. § 324) 

• Age Discrimination Act of 1975 

• Section 504·ofthe Rehabilitation Act of 1973 

• Americans with Disabilities Act of 1990 

• Civil Rights Restoration Act of 1987 

• 49 C.F.R. Part 21 

• 23 C.F .R. Part 200 

• USDOT Order 1050.2 

• Executive Order No. 12898 (Environmental Justice) 

• Executive Order No. 13166 (Limited English Proficiency) 

Note that while an Executive Order has the force of a law, a lawsuit may not be brought under an 

Executive Order. For additional guidance and useful links, reference the following website: 

http://www.fhwa.dot.gov/civilrights/programs/tvi.cfm 
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Appendix A 

. CLAUSES AND TERMS TO INCLUDE IN CONTRACTS SUBJECT TO TITLE VI29 

During the performance of this Agreement, the [ entity name], for itself, its assignees and 
successors in interest (hereinafter referred to as "Contractor") agrees to as follows: 30 

Compliance with Regulations. The Contractor shall comply with the terms and conditions and 
Regulations relative to non-discrimination in Federally-assisted programs of the U.S. Department 
of Transportation (hereinafter referred to as "USDOT"), 49 C.F.R. Part 21, and the Federal 
Highway Administration (hereinafter referred to as "FHWA"), 23 C.F.R. Part 200, as they may 
be amended from time to time (hereinafter referred to collectively as "Regulations"), which are 
herein incorporated by reference and made a part of this Agreement. 

Non-discrimination. The Contractor, with regard to the work performed during this Agreement, 
shall not discriminate on the basis of race, color, national origin, sex, age, disability, religion or 
family status in the selection and retention of subcontractors, including procurements of 
materials and leases of equipment. The Contractor shall not participate either directly or 
indirectly in the discrimination prohibited by 49 C.F.R. Part 21.5, including employment 
practices when the Agreement covers a program set forth in 49 C.F.R. Part 21 Appendix A and 
49 C.F.R. Part 21 Appendix B. 

Solicitations for Subcontractors, including Procurements of Materials and Equipment. In all 
solicitations made by the Contractor, either by competitive bidding or negotiation for work to be 
performed under a subcontract, which includes procurements of materials or leases of equipment, 
each potential subcontractor or supplier shall be notified by the Contractor of the Contractor's 
obligations under this Agreement and the Regulations relative to non-discrimination on the basis 
of race, color, national origin, sex, age, disability, religion or family status. 

29 These are general clauses and tenns, revised October 2010, that should be included in Agreements between the 
Town and its sub-recipients. However, different types of contracts may require additional terms and conditions as 
required by, and as deemed to be in compliance with, Title VI and additional Federal laws and regulations. For 
example, these include but are not limited to the following types of contracts: contracts involving deeds and the 
transfer of United States property; contracts for the transfer ofreal property acquired or improved under the activity, 
a facility or program receiving Federal financial assistance (i.e. deeds, licenses, leases, pennits, or similar 
instruments); and contracts for the construction, use, and/or access to real property that was acquired under the 
activity, facility or program receiving Federal financial assistance. · · 
30 Tenns to be modified and integrated accordingly into the appropriate Town contracts; the substance of the clauses 
must appear in the contracts to indicate compliance with Title VI. 
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Information and Reports. The Contractor shall provide all information and reports required by 
the Regulations or directives issued pursuant thereto, and ~hall permit access to its books, 
records, accounts, other sources of information, and its facilities as may be determined by the 
FHW A, New York State Department of Transportation (hereinafter referred to as "NYSDOT"), 
Federal Transit Administration (hereinafter referred to as "PTA"), the Federal Aviation 
Administration (hereinafter referred to as "FAA"), and/or the Federal Motor Carrier Safety 
Administration (hereinafter referred to as "FMCSA"), to be pertinent to ascertain compliance 
with such Regulations, orders and instructions. Where any information is required of the 
Contractor, which information is in the exclusive possession of another who fails or refuses to 
furnish this information, the Contractor shall so certify to the NYSDOT, FHWA, PTA, FAA, 
and/or FMCSA as deemed appropriate, and shall set forth what efforts it has made to obtain the 
information. 

Sanctions for Noncompliance. In the event of the Contractor's non-compliance with the non­
discrimination provisions of this Agreement, the NYSDOT shall impose such contract sanctions 
as it, or the FHWA, PTA, FAA and/or FMCSA, may deem to be appropriate, including but not 
limited to: ( a) the withholding of payments to the Contractor under the terms of the Agreement 
until the Contractor complies, and/or (b) cancellation, termination or suspension ·of the 
Agreement, in whole or in part. 

Incorporation of Provisions. The Contractor shall include the provisions of these paragraphs, 
both the aforementioned and the present, in every subcontract, including procurements of 
materials and leases of equipment, unless exempt by the Regulations, or directives issued 
pursuant thereto. The Contractor shall take such action with respect to any subcontract or 
procurement as the NYSDOT, FHWA, FTA, FAA and/or FMCSA may direct as a means of 
enforcing such provisions including sanctions for non-compliance. In the event that a Contractor 
becomes involved in, or is threatened with, litigation with a sub-contractor or supplier as a result 
of such direction, the Contractor may request the NYSDOT to enter into such litigation to protect 
the interests of the NYSDOT and, in addition, the Contractor may request the United States to 
enter into such litigation to protect the interests of the United States. 
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During the performance of this Agreement, the [entity name], for itself, its assignees and 
successors in interest (hereinafter referred to as "Contractor") agrees to comply with the 
following non-discrimination statutes and authorities, including but not limited to: 

Title VI of the Civil Rights Act of 196431 (42 U.S.C. § 2000d et seq.) and 49 C.F.R. Part 21 32
; 

Uniform Relocation Assistance and Real Property Acquisition Policies Act of 197033 (42 U.S.C. 
§4601); Federal-Aid Highway Act of 197334 (23 U.S.C. § 324 et seq.); Section 504 of the 
Rehabilitation Act of 197335 (29 U.S.C. § 794 et seq.), as amended, and 49 C.F.R. Part 2736

; the 
Age Discrimination Act of 197537 (42 U.S.C. § 6101 et seq.), as amended; Airport and Airway . 
Improvement Act of 198238 (49 U.S.C. § 47123), as a:mended; the Civil Rights Restoration Act 
of 198'l39 (P.L. 100-209); Titles II and III of the Americans with Disabilities Act, as 
implemented by Department of Transportation regulations pursuant to 49 C.F.R. Parts 37 and 
3840

; 42 U.S.C. § 4712341
; Executive Order No. 1289842

, Federal Actions to Address 
Environmental Justice in Minority Populations and Low-Income Populations; Executive Order 
No. 1316643, Improving Access to Services for Persons with Limited English Proficiency; and 
Title IX of the Education Amendments of 197244 (20 U.S.C. § 1681 et seq.), as amended. 

31 As discussed at length herein, this Act prohibits discrimination on non-merit based factors. The Town has 
maintained the position that discrimination is prohibited on the basis ofrace, color, sex, national origin, age, marital 
status, disability, sexual orientation, parental status, family medical history or genetic information, political 
affiliation, military service or any other non-merit based factor. 
32 Entitled "Nondiscrimination in Federally-Assisted Programs of the Department of Transportation - Effectuation 

. of Title VI of the Civil Rights Act of 1964." 
33 Prohibits unfair treatment of persons who are displaced or whose property has been acquired because of Federal 
or Federal-aid programs and projects. 
34 Prohibits discrimination on the basis of sex. 
35 Prohibits discrimination on the basis of disability. 
36 Entitled "Nondiscrimination on the basis of Disability in Programs or Activities Receiving Federal Financial 
Assistance." · 
37 Prohibits discrimination on the basis of age. 
38 Prohibits discrimination on the basis of race, creed, color, national origin, or sex. 
39 Broadened the scope, coverage and applicability of Title VI of the Civil Rights Act of 1964, the Age 
Discrimination Act of 1975 and Section 504 of the Rehabilitation Act of 1973, by expanding the definition of the 
terms "programs" and "activities" to include all of the programs or activities of the Federal-aid recipients, sub­
recipients and contractors, whether such programs and activities are Federally funded or not. 
40 These provisions prohibit discrimination on the basis of disability in the operation of public entities, public and 
private transportation systems, places of public accommodation, and certain testing entities (see 42 U.S.C. §§ 12131 
-12189). . 
41 The Federal Aviation Administration's non-discrimination statute, which prohibits discrimination on the basis of 
race, color, national origin, and sex. 
42 Executive Order No. 12898 ensures non-discrimination against minority populations by discouraging programs, 
policies, and activities with disproportionately high and adverse human health or environmental effects on minority 
and low~income populations. 
43 Executive Order No. 13166 provides for agency guidance and seeks to ensure that Limited English Proficiency 
persons are not discriminated against because of their national origin or non-fluency in English. To ensure 
compliance with Title VI, the Town must take reasonable measures to ensure that LEP persons have "meaningful 
access" to the programs being offered. . 
44 Prohibits discrimination on the basis of sex in educational programs and activities. 
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AppendixB 

EMPLOYEE ANNUAL EDUCATION FORM . 

Town of Brookhaven's Title VI Policy 

It is the policy of the Town of Brookhaven, hereafter referred to as "Town", to prevent and 

eliminate discrimination on the basis of race, color, sex, national origin, age, marital status, 

disability, sexual orientation, parental status, family medical history or genetic information, 

political affiliation, military service or any other non-merit based factor, in any and all of its 

operations and services, as well as all aspects of employment. It is also the policy of the Town to 

administer all 'phases of its personnel activity, including recruitment, hiring, placement, 

upgrading, training, promotion, transfer, separation, recall, compensation, benefits, education, 

recreation, and all other conditions or .. privileges of employment without regard to the 

aforementioned protected groups of persons. 

All employees of the Town are expected to observe this policy in their daily work and duties. If a 

citizen approached you with a complaint, direct him or her to Diana Weir, Commissioner of the 

Department of Housing and Human Services, and Title VI Coordinator. 

23 



( Appendix C 

EMPLOYEE ACKNOWLEDGEMENT OF RECEIPT OF THE TITLE VI PLAN 

I hereby acknowledge the receipt of the Town of Brookhaven's Title VI Plan. I have read the 

Plan and I am committed to ensuring that no person is excluded from participation in, or denied 

the benefits of, the Town of Brookhaven's services on the basis ofrace, color, sex, national 

o_rigin, age, marital status, disability, sexual orientation, parental status, family medical history or 
1 
genetic information, political affiliation, military service or any other non-merit based factor, as 

provided by Title VI via either the Federal Highway Administration (FHWA), the Federal 

Transit Administration (FTA), the Federal Aviation Administration (FAA), or the Federal 

Railroad Administration (FRA). 

( Employee Signature 

Print Name 

Date 

24 



(' 
AppendixD 

TITLE VI COMPLAINT FORM 

If you feel that you have been discriminated against by the Town of 

Brookhaven, please provide the following information in order to assist us in 

processing your complaint and send it to the address provided: 

Title VI of the 1964 Civil Rights Act provides that no person in the United States shall, on the 

grounds of race, color, sex, national origin, age, marital status, disability, sexual orientation, 

parental status, family medical history or genetic information, political affiliation, military 

service or any other non-merit based factor, be excluded from participation in or be denied the 

benefits of or be otherwise subjected to discrimination under any program or activity receiving 

Federal financial assistance. 

1. Your Name and Address: 

Name: ------------------------------
Address: -----------'---------------------
Telephone No.: Home ______ Mobile _______ Work _____ _ 

2. Person(s) Discriminated Against, if different from above: 

Name: ---------,------------------'---------
Address: -----------------------------
Telephone No.: Home ______ Mobile _______ Work _____ _ 

Please Explain your Relationship to this Person: -----------------'---
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(- Check off the appropriate category as to which your complaint pertains, and then provide 

a description, explaining as clearly as possible, what occurred and why you believe it 

happened and how you were discriminated against. Provide the name(s) of and witness(es) 

or other person(s) involved in the alleged discrimination. 

( 

3. Does your complaint concern discrimination in the delivery of services or in other 

discriminatory actions of the department or agency in its treatment of you or others? 

___ Race/Ethnicity ___ Income Status 

Sex ---- Disability ----
____ National Origin ----Age 

Explain: (If necessary, attached additional sheets of paper) 

Please list below any persons (witnesses, employees or others), if known, whom we may contact 

for additional information to support or clarify your complaint. Include name, address, and a 

phone number. 

4. What is the most convenient time and place for us to contact you about this complaint? 

5. To the best of your recollection~ on what date(s) did the alleged discrimination take 

· place? 

Earliest Date of Discrimination: -----------------------
Most Recent Date of Discrimination: ---------------~-----
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6. Complaints of discrimination must be filed within 180 (one-hundred eighty) days of the 

alleged discrimination. If the most recent date of discrimination, as noted above, is more 

than 180 (one-hundred eighty) days ago, then you may request a waiver of the filing 

requirement. If you wish to request a waiver, please use the space below to explain why 

you waited until now to file your complaint. 

7. Do you have any other information that you think is relevant to our investigation of your 

allegations? 

8. What remedy are you seeking for the alleged discrimination? 

9. Have you, or the person allegedly discriminated against, filed the same or any other 

complaints with other governmental offices (including, but not limited to, the Federal 

Transit Administration, Federal Highway Administration, or the Department of Civil 

Rights)? 

Yes No ---- ----

If yes, please state the name, address, and contact information of the agency where the complaint 

was filed and the current status of that complaint: 

Agency: -------,--------------------------
Contact Person: ----------------------------
Address: -------------------,--------~-------

~ · · · Telephone Number: _________________________ _ 
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10. If you have an attorney representing you concerning the matters raised in this complaint, 

please provide the following information: 

Attorney Name: ___________________________ _ 

Address: -------------------------------
0 f fi c e Telephone No.: ________________________ _ 

11. We cannot accept a complaint if it has not been signed. Please sign and date the 

complaint form below. 

Signature 

Print Name 

Please return the completed form to: 

Town of Brookhaven 
Attn: Diana Weir, Commissioner and Title VI Coordinator 
Department of Housing and Human Resources 
One Independence Hill 
Farrningville, New York 11738 

Date 

The Town encourages all persons to certify their complaints for all mail being sent through the 
U.S. Postal Service as to ensure that all written correspondence can be tracked 

This form may be used to file a complaint with the Town of Brookhaven based on Title VI of 
the Civil Rights Act of 1964. However, you are not required to use this form; a letter that 
provides the same information may be submitted to file your complaint. 

Note: The Town of Brookhaven prohibits retaliation or intimidation against anyone who takes 
action or participated in action to secure the rights protected by the Town's policies. Please 
inform the Town of Brookhaven's Personnel Department if you feel you were intimidated or 
experience perceived retaliation with regards to filing this complaint. 
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AppendixE 

TITLE VI COMPLAINT FORM ACKNOWLEDGMENT 

[Date] 

[Complainant's Name] 
[Address] 

1 
· [City, State, Zip Code] 

Dear Mr./Mrs. [Complainant's Name]: 

This letter is to acknowledge receip_t of your complaint against the Town of Brookhaven alleging 

acts of discrimination. 

An investigation is underway. If you have any additional information that you wish to convey or 

questions concerning this matter, please feel free to contact the Department of Housing and 

Human Services, at 631-451-6600, or in writing to the Town of Brookhaven, One Independence 

Hill, Farmingville, New York 11738. 

Thank you. 

Sincerely, 

Diana Weir, Commissioner 
Department of Housing and Human Resources 
Title VI Coordinator 
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AppendixF 

LETTER TO NOTIFY THAT COMPLAINT IS SUBSTANTIATED 

[Date]· 

[Complainant's Name] 
[Address] 
[City, State, Zip Code] 

Dear Mr./Mrs. [Complainant's Name]: 

Previously you contacted. the Town of Brookhaven in your letter dated _____ ~ whereby 

you filed a complaint against the Town alleging a Title VI violation. 

Upon further investigation, a violation of Title VI of the Civil Rights Act of 1964 appears to 

exist. Efforts are underway to correct the deficiencies that were identified. 

Thank you for calling this important matter to the Town's attention. If an administrative hearing 

is necessary you may be contacted by this office, or from federal authorities. 

Thank you.· 

Sincerely, 

Diana Weir, Commissioner 
Department of Housing and Human Resources 
Title VI Coordinator 
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Appendix G 

LETTER TO NOTIFY THAT COMPLAINT IS UNSUBSTANTIATED 

[Date] 

[Complainant's Name] 
[Address] 
[City, State, Zip Code] 

Dear Mr./Mrs. [Complainant's Name]: 

The matter referenced in your complaint, dated_,----~ which alleges Title VI violations 

against the Town of Brookhaven, has been investigated. 

The outcome of the investigation indicates that the provisions of Title VI of the Civil Rights Act 

of 1964 have not been violated. As you know, Title VI prohibits discrimination based on race, 

sex, income status, disability, age; or national origin in any program receiving federal financial 

assistance. 

The Town of Brookhaven has analyzed the materials and facts pertaining to your case as 

potential evidence of the Town's failure to comply with any of the Civil Rights laws. However, 

upon further investigation, there was no indication that any of these laws have been violated. 

Therefore, at this time, your complaint has been deemed to be unsubstantiated, and the file on 

this matter will be closed. 

You have the right to ( a) provide additional information to this office within seven (7) calendar 

days of receipt of this final written decision from the Town, which would enable the Town to 

reconsider your complaint, and/or (b) file a complaint externally with the U.S. Department of 

Transportation, the New York State Department of Transportation and/or the Federal Transit 

Administration at: 
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New York State Department of Transportation 
Office of Civil Rights, Title VI Unit 
50 Wolf Road, 6th Floor 
Albany, New York 12232 

U.S. Department of Transportation 
Departmental Office of Civil Rights 
1200 New Jersey Avenue 
Washington, D.C. 20590 

Federal Transit Administration Office of Civil Rights 
Attn: Title VI Program Coordinator 
East Building, 5th Floor - TCR 
1200 New Jersey Avenue, SE 
Washington, D.C. 20590 

Thank you for taking the time to contact us. If I can be of any assistance to you in the future, 

please do not hesitate to contact me. 

Sincerely, 

Diana Weir, Commissioner . 
Department of Housing and Human Resources 
Title VI Coordinator 
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AppendixH 

TITLE VI PUBLIC INVOLVEMENT SURVEY 

TITLE VI PUBLIC INVOLVEMENT SURVEY 

Completing this form is voluntary but encouraged 
You are not required to provide the information requested in order to participate in this meeting. 

Title VI of the Civil Rights Act of 1964 requires the New York State Department of 
Transportation (NYSDOT) and the Town of Brookhaven to provide opportunities for everyone 
to comment on transportation programs and activities that may affect their community. Title VI 
specifically states that, "No person in the United States shall on the grounds of race, color, or 
national origin be excluded from participation in, be denied the benefit of, or otherwise b.e 
subjected to discrimination under any program, service, or activity receiving federal financial 
assistance. " 

By completing this form, you are assisting NYSDOT and the Town of Brookhaven to comply 
with all Title VI and related statutes, which require the collection of statistical data to aid in 
assessing the Town's outreach efforts among those who are affected or interested in this project. 

The Town's Title VI Coordinator will handle all information confidentially. Please contact Diana 
Weir, Commissioner of the Department of Housing and Human Services and Title VI 
Coordinator, at 63 _1-451-6600, if you have any questions or concerns regarding this form. 

Meeting Purpose: _________________________ _ 

Location: Date: ---------------- ----------

Please check all that apply. Indicate Gender and Race/Ethnicity. 
. List Zip Code Sex: White African Hispanic/ Asian Native 2 or More Other 

M/F American Latino American Races 

THANK YOU FOR YOUR PARTICIPATION! 
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Appendix I 

SAMPLE NARRATIVE FOR INCLUSION IN POSTERS TO BE DISPLAYED IN 

TOWN OF BROOKHAVEN FACILITIES 

Town of Brookhaven Nondiscrimination Public Notice 

Title VI of the Civil Rights Act of 1964 

The Town of Brookhaven hereby gives public notice of its Nondiscrimination Policy to ensure 

compliance with Title VI of the Civil Rights Act of 1964, as amended, and as supplemented by 

all related statutes and regulations, which applies to any and all Town services, programs, and 

activities that are Federally funded. 

Any person who believes that he or she has individually, or as a member of any specific class of 

persons, been excluded from participation in, been' denied the benefits of, or otherwise been 

subjected to discrimination under any Town service, program or activity, and believe that the 

discrimination i$ based on race, color, national origin, gender, age, income, disability or limited 

ability to speak English, has the right to file a formal complaint. 

Complaints will be accepted in writing and may be filed with the Town's Title VI Coordinator 

within 180 days from the date of the alleged act of discrimination. 

For more information and for a Title VI Complaint Form and instructions on how to file a 

discrimination complaint, access our website at www.brookhaven.org, or write to the address 

below. If this notice is needed in another language, contact our office at: 

Town of Brookhaven: 
Attention: Diana Weir, Commissioner and Title VI Coordinator 

Department of Housing and Human Services 
One Independence Hill, Farmingville, NY 11738 

.~/:: ce:631-451-6600 ,f-);, ~;;; 

Edward P. Romaine, Supervisor [ dated] 
Town of Brookhaven 
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RESOLUTIONNO. 2018-0136 
MEETING: FEBRUARY 8, 2018 

AMENDING RESOLUTION 2018-0123 · 
11ADOPTION OF TOWN OF i 
BROOKHAVEN TIMEKEEPING POLICY 
AND STANDARD OPERATING l 
PROCEDURES FOR 2018 11 

• 

WHEREAS, by resolution 2018-0123 adopted January 25, 2018, the Towh 

I 
Board of the Town of Brookhaven set the "Town of Brookhaven Timekeeping Policy an~ 

Standard Operating Procedures for 2018"; and - · / 
! 

WHEREAS, the Town Board is now desirous of amending the 'Town of 1 

Brookhaven Timekeeping Policy and Standard Operating Procedures for 2018". 

NOW, THEREFORE, BE IT RESOLVED, by the Town Board of the Town,. 

of Brookhaven that the "Town of Brookhaven Timekeeping Policy and Standard 

Operating Procedures for 2018" are hereby amended as set forth in the attached, 

effective immediately. 
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I. PURPOSE 

TOWN OF BROOKHAVEN 
TIMEKEEPING POLICY and PROCEDURES 

To establish policy and procedures to improve the accuracy of employee timekeeping 
and time sheet approvals, and to provide guidance regarding the recording and 
approval of time worked and accruals taken. 

II. SCOPE 

The Timekeeping policy applies to all employees of the Town of Brookhaven who 
complete a manual time sheet, both those who account for and certify their hours 
worked and accruals utilized, and those who review and approve employee time 
sheets. 

· Ill. OBJECTIVE 

The primary objectives of the Town of Brookhaven Timekeeping Policy and 
Procedures are to: 

• Ensure employee time sheets comply with Town Management Policy, Collective Sargaining 
Agreements, and applicable legal requirements, 

• Reflect accurately an employee's attendance, hours worked, lunch time taken, and 
accruals earned and utilized, 

• Require adequate review and certification of employee hours worked and accruals taken 
by Direct Supervisors and Commissioners (or their delegates), 

• Enhance the audit and control of manual time sheets in the Town's payroll processing 
function, and 

• Support the accurate capture of employee time, accounting, and reporting of reliable 
and timely financial information. 

IV. DELEGATION OF AUTHORITY 

Brookhaven Town Code, Chapter 20-15, establishes the position of Town Supervisor with 
specific administrative powers and duties. The Code identifies the Supervisor as the chief 
administrator of the Town. The Supervisor is responsible to manage the affairs of the Town 
with regard to organizational problems, personnel, labor relations and all other matters related 
to th'e administration of Town government. The Supervisor has the authority to establish written 
procedures and systems for the operation of the employee time and attendance 
management consistent with New York State Town Law, Brookhaven Town Code.and this 
policy. Such procedures shall include internal controls to provide a satisfactory level of 
accountability based upon generally accepted accounting principles and best 
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VI. 

practice. In addition, the internal control procedures shall describe the responsibilities and 
levels of authority for key individuals involved. in the time and attendance system. 

EMPLOYEE TIMEKEEPING POLICY 

The Official Record of an Employee's time "Y<?r~~g con?i~t~ 9.f cl r:r.i?nLJ.~l!Y prepared 
.. time sheeC.wifh ·the exception ofEiectecl Officials, appointed board members, and 

Landfill employees who utilize a biometric device to record their time. 

All employees who prepare a manual time sheet to receive pay must keep an accurate 
record on the department prescribed timekeeping form of their attendance as present 
or not, and actual time worked. The time sheet must indicate the actual time that the 
employee: 

• began their Regular work day or other authorized location, 
• ended their Regular work day, 
• began their Overtime and Purpose, 
• ended their Overtime and Purpose, and 
• utilized an accrual Hour. 

lf the employee was not present for work, then the employee must indicate on the time 
record either: 

• the type of accrual utilized (vacation, sick, personal, etc.), or 
• administrative leave and reason and hours worked (leave of absence with 

or without pay, education program, business meeting, etc.); 

As set forth in the July 21, 2016 "Meal Periods" memorandum, all employees, who are 
authorized by the department head or his/her designee, to work through the meal 
period is required to complete a form stating the date the employee worked through 
the meal period, why this was necessary and who authorized it. The "Meal Periods" 
memorandum and the form are both attached hereto. 

Any work, performed as part of the employee's duties on behalf of the Town, from 
home requires advance, written approval from the Office of the Supervisor. 

The manual time sheets must be maintained accurately on a regular basis by the 
employee and completed timely. Once completed by the employee, the manual time 
sheet must be reviewed and approved by the employee's Direct Supervisor, compared 
to the departmental attendance calendar and certified as accurate, and reviewed and 
approved by the Department Commissioner or delegate. 

Once the employee time sheet has been completed and approved, it is submitted to 
the Payroll Division in the Department of Finance for review and audited for statistical 
accuracy, and manually entered into the financial system for processing of employee 
payments. 

OVERVIEW OF TIMEKEEPING PROCESS 
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• A manual time sheet is prepared and signed by individual employees, certifying 
via their signature that the record of time worked, lunch and breaks taken, and 
accruals taken, is accurate; 

• The manual time sheet is reviewed and· certified for accuracy by the Direct 
Departmental Supervisor, the administrative departmental · employee who 
maintains the department attendance calendar, and the Department 

-· Commissioner or delegate; 

• Time sheet signatures and or initials by above serve as evidence of certification of 
the accuracy of the time worked by the employee for purposes of payment to the 
employee; 

• Certified time sheets must be forwarded to the Payroll Division within the Finance 
Department on a timely basis to support the bi-weekly payment to employees; 

• The Payroll Division of the ·Finance Department will audit for time calculations 
accuracy, Town holidays and other closures, and completeness, before the 
manual data entry of the time and accrual data on the employee time sheet into 
the financial payroll financial system for processing of payment to the employee 
on a bi-weekly basis. 

-EMPLOYEE TIMEKEEPING PROCEDURES 

In accordance with the above policy and process, manual employee time sheets must 
be prepared and approved in accordance with below procedures. 

Department prescribed manual time sheets must be accurately maintained an·d 
completed by designated employees on a dally basis when such employee is 
present at the designated town facility, indicating: 

• Actual start time and end time at the prescribed work station, which accounts for 
Regular hours worked, if present, 

• Actual start and end time of Overtime hours worked, with indications of reason for 
overtime such as emergency, capital projects, reimbursable, compensatory, etc, 
as required by the department; 

• Accruals utilized (personal, vacation, sick time, etc.), Leave of Absence, or 
Administrative Leave if not present; 

At the end of the bi-weekly time period, the manual time sheets must be completed and 
signed by employees certifying their accuracy, and submitted to their Direct Supervisor 
for review and approval. 

The employee's Direct Supervisor will review the time sheet and certify its· accuracy 
through their signature for: 

► accuracy of attendance; 
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► start and end times of the regular day worked; 
► start and end times of approved overtime worked; 
► meal periods; 
► accruals utilized; 

i 

The Direct Supervisor will forward the certified time sheet to the Departmental 
·rime Sheet Administrator to verify daily attendance against the Departmental 
· Employee-Attendance Calendar, and the Administratorwill sign the time sheet to 
certify accuracy of attendance. 

The . Time Sheet Administrator will forward the certified time . sheet to the 
Department Commissioner (or Delegate) for final review and ·certification of 
accuracy. 

The Certified Time Sheet will then be forwarded to the Payroll Division within the 
Finance Department for payment to the employee. 
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Town of Brookhaven 
Long Island 

Edward P. Romaine, Supervisor 

REQUEST FOR APPROVAL TO WORK THROUGH LUNCH 

Employee must complete this form and submit it to his/her Department Head for 
authorization. The Department must forward the fully executed and authorized 
form to Payroll with the Employee's timesheet. 

Employee Name: _________________ _ 

Department: ____________________ _ 

Date: -----------------------
Justification: ---------------------

Employee's Signature Date 

Department Head Signature Date 

Supervisor's Office Date 

Office of the Supervisor 
One Independence Hill• Farmingville • NY 11738 • Phone (631) 451-9100 • Fax (631) 451-6677 

www.brookhaven.org 



( TO: 

FROM: 

RE: 

DATE: 

All Department Heads 

Matthew Miner, Chief of Operations 
Emily Pines, Chief of Staff 

Meal Periods 

July 21, 20.16 

It has come to our attention that all employees may not be taking their required 
meal break .. Failure to insure that this occurs could have significant consequences, 
whether the result of a violation of our collective bargaining agreements, or the New 
York State Labor Law. It is therefore extremely important that the following be adhered 
to. 

The Blue Collar contract mandates that employees work from 8:00 a.m. - 4:30 
p.m. (except when there has been agreement to vary from this), but not to exceed 8 
hours per day. The thirty-minute difference represents the required unpaid meal period. 
Similarly, the White Collar contract mandates that employees work from 9:00 a.m. - 4:30 
p.m. (except where there has been agreement to vary from this), but not to exceed 6 ½ 
hours per day. The one-hour difference represents the required unpaid one-hour meal 
period. The Highway Unit contract mandates that employees work from 7:00 a.m.-3:30 
p.m.(except where there has been an agreement to vary from this) but not to work in 
excess of 8 hours per day. Again, the thirty-minutes not counted here represent the 
required unpaid mel:ll period. 

The Code Enforcement unit contract requires employees to take an unpaid 30-
. minute meal period after 6 consecutive hours, unless they are assigned to work a 
stationary shift by themselves and therefore cannot be relieved. Other part-time and 
seasonal employees, while not being covered by a collective bargaining agreement, 
must be provided an unpaid meal period of 30-minutes after working 6 consecutive 
hours, pursuant to Section 162 of the New York State Labor Law. 

Management employees, whose terms and conditions of employment are set 
forth in the Management Policy Statement, are required to work 35 hours per week, and· 
the hours should be 9:00 a.m.-5:00 p.m. for 7 hours each day. The one-hour difference 

. represents the one-hour meal period. Although certain management employees have 
. fluctuating hours on certain days as a function of their duties, and they may be required 
to work more than 7 hours on a particular day or more than 35 hours in a particular 
workweek, they are all required, pursuant to the Labor Law, to take a 30-minute meal 
period after working 6 consecutive hours. 
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Going forward, any employee, whether full-time or part-time, and whether union 
or non-union, who is authorized by their department head or his/her designee, to work 
through the required meal period, will be required to complete a form stating the date 
the employee worked through the meal period, why this was necessary, and who 
authorized it. · This form, attached hereto, shall be signed and dated by the employee, 
and approved by the department head. · 

Thank you for your anticipated cooperation. 
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Town of Brookhaven 
Long Island 

Mark Lesko, Supervisor 

To: 

Subject: 

All Employees 

Vehicle Reform Policy 

On July 1, 2008, the Town Board of the Town of Brookhaven adopted 
Resolution No. 630-08 requiring the implementation of the Town Vehicle Standard 
Operating Procedures. and Town Vehicle Usage Rules and Regulations (Town 
Vehicle Policy) by year-end. The Resolution set forth specific standards and 
guidelines and appointed and authorized a Committee to develop and promulgate 
the Town Vehicle Policy, as set forth in the attached. 

Pursuant to Town Board Resolution No. 630-08. and as part of the 
implementation of the Town Vehicle Policy, commencing pecember 15, 2008 the use of 
Town vehicles for commutation purposes is prohibited, unless specifically authorized 
pursuant to the Town Vehicle Policy. The Committee is aware that the 
implementation of the Town Vehicle Policy may require adjustments by Town 
Department Heads and Town employees in scheduling employee assignments. 

Pursuant to the Town Vehicle Policy, each employee holding a valid driver's 
license and authorized to drive a Town vehicle is required to sign the form attached 
to the Town Vehicle Rules and Regulations acknowledging receipt of the Town 
Vehicle Policy. Department Heads shall forward the. completed forms to the 
Personnel Department. 

The Committee, on: behalf of the Town Board, appreciates the anticipated 
cooperation of Town employees in implementing the Town Vehicle Po,licy. If there 
are any questions or comments, please do not hes'itate to contact in writing the Town 
Chief of Staff, Brian Beedenbender, on behalf of the Committee. 

Thank you. 

Office of the Supervisor 
Division of Personnel 

One Independence Hill • Farmingville • NY 11738 • Phone (631) 451-6633 
An Equal Opportunity Employer 

www.brookhaven.org 
Printed on rccrcled pnper 
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'ADOPTED 
BY THE BROOKHAVEN TOWN BOARD 

RESOLUTION NO. 630-08 
MEETING OF: JULY 1, 2008 

COMPREHENSIVE VEHICLE REFORM POLICY 

WHEREAS, this Administration Is committed to a continuing effort to reform 

Town practices and pollcies, and saving taxpayer dollars; and 

WHEREAS, Brookhaven Town government. consisting of 320 square miles, 

must make e·xtenslva use of automobiles and trucks to perfonn munlclpal services; and 

WHEREAS, as a result, a significant portion of the Town's annual and capita! 

budget Is allocated for the purchase, maintenance, and repair of vehicles, as well as fuel; and 

WHEREAS, currently there Is no comprehensive vehicle use policy In the Town 

of Brookhaven setting forth the Standard Operating Procedures and Rules and Regulations 

pertaining to the assignment/allocation and use of Town vehicles; and 

WHEREAS, the establishment of such a pollcy wlll save taxpayers mllllons of 

dollars In unnecessary expenses; and · 

WHEREAS, the Town has taken a significant first step towards streamllnlng, 

restructuring and restricting Town Vehicle U'sage by adopting Town Board Resolution No. 339--08 

eliminating authorization for the use of Town Vehicles by forty-five (45). management and 

supervisory employees for commuting purposes; and 

WHEREAS, the Town Is in the process of enacting Standard Operating 

Procedures, which are considered a best practice for local municipalities, and Town Vehicle 

Usage Rules and Regulatfons, which shall further provide better management and Improve 

accountablllty for Town Vehlcle Usage; and 
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WHEREAS, the Town's Standard Operating Procedures will set forth specific 

standards and guidelines, which shall include: 

• Eliminating authorization for the use of Town Vehicles for commuting purposes by Town 
employees. 

• Creation of Departmental Wide Vehicle Pools and Town Wide Vehicle Pools. 
• Use of mileage logs. 
• Adherence to IRS W-2 reporting for the use of Town vehicles. 
• Procedures for Departmental request for vehicles. · . 
• Division of Central Motor Pool.duties and responsibilities for the requisition and preparation 

of vehicles and for the decommissioning and disposal of Town vehicles. 
• Establishment of an auc:111 process through Servlcestat; and 

WHEREAS, the Town Vehicle Usage RuJes and Regulations shall also set forth 

specific standards which shall Include: 

• Authorizing use of Town Vehicles for only official Town business. 
• Maintenance requirements. 
• Reporting damage or loss requlf8ments. 

NOW, THEREFORE, BEIT RESOLVED, that It Is the commitment and intent of the 

• Town Board of the' Town of Brookhaven that the Town Vehicle Reform Polley, whleh shall consist 

of the Town Vehicle Standard Operating Procedures and Town Vehicle Usage Rules and 

Regulations, be Implemented by December 31, 2008; a.nd be It further 

RESOLVED that a Committee consisting of the Town· Supervisor, Councllmember of 

District 2, Councllmember of District 6, the Town Attorney, the Commissioner of Public Safety or 

their authorized deslgnees are hereby authorized, empowered and directed to promulgate the 

Town Vehicle Standard Operating Procedures and Town Vehicle Usage Rules and Regulations, 

which shall include the above standa~s and guidelines, as necessary and appropriate for the 

implementation and enforcement of the Town Vehicle Reform Policy. 



( 

Tolvn of Brookhaven 
Long Island 

Town Vehicles: 
Standard Operating 

Procedures 
(SOP) 

Town Vehicles 

.Originating Authority Town Board 

Date November 3, 2008 

Revised August 24, 2009 

Town Vehicles: Standard Operating Procedures 
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Goal This Standard Operating Procedure (SOP) sets forth the procedures n> 

Purpose 

! Implementation 
Date 

to enable the Town to more efficiently manage and operate its C.. 
fleet' of Vehicles. This SOP provides for the Town of Brookhaven to C:: 
change from ·a municipal fleet that consists largely of vehicles (ti 
personally assigned to Town Elected Officers and Employees, in the V> 
performance of official Town business and authorized for 
commutation as well, to a primarily pooled fleet where vehicles 
are allotted on an as-needed basis. 

The desired benefits of a pooled fleet are lower fuel costs, 
reduced maintenance costs, a smaller and more efficient fleet, 
and more control over Town-owned vehicles. 

This SOP establishes a policy for the assignment and transfer of 
vehicles, the tracking of vehicle usage, and the decommissioning 
(removal of vehicles from the Town fleet) and disposal of vehicles. 

This SOP shall be implemented in accordance with Town board 
Resolution No. 630-08, dated July 1, 2008, entitled 
"Comprehensive Vehicle Reform Policy". 

THIS POLICY AND PROCEDURES DOCUMENT IS PROPRIET r\RY .-\ND FOR INTERNAL t.:SE ONLY 
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The Vehicle Reform Policy shall be implemented in Phases as 
Implementation follows: Phase 1: Implementation in accordance with Town Board 

Resolution No. 339-08, dated April 3, 2008, prohibiting the use of 
Town-owned vehicles for commutation by various positions. 

Applicability 

Assignment of 
Vehicles 

Departmental 
Assignment 

Phase 2: Implementation in accordance with Town Board 
Resolution No. 630-08, dated July 1, 2008, eliminating the 
authorization for use of Town vehicles for commuting purposes by 
Town employees. 

Phase 3: Full implementation of Town Vehicle Reform Policy. 

This SOP is applicable to all Town Departments and to all Town­
owned Vehicles. Unless otherwise provided, this SOP shall be 
applicable to the Town Highway Department and Highway vehicles. 

The following SOP is hereby established governing the assignment 
of Vehicles. 

Town Elected Officials shall at their option be assigned a Town 
vehicle i~ connection with the performance of their official duties. 

The Superintendent of Highways, or his/her designee, shall be 
responsible for the assignment of Highway Department vehicles in 
accordance with New York State Highway Law Section 142. 

The Commissioner of Public Safety, or his/her designee, shall be 
responsible for the assignment of vehicles to Town Departments 
and Divisions. A mileage log shall be assigned to each vehicle. 
Vehicles assigned to Departments remain under the jurisdiction of 
the Commissioner of Public Safety and are required to be 
surrendered at his/her direction. The following Offices, 
Departments and Divisions therein are eligible for assignment of 
vehicles: 

• Assessor 
• Building and Fire Prevention 
• Highway 
• Housing, Community Development and Intergovernmental 

Affairs 
• Law 
• Parks, Recreation and Sports and Cultural Resources 
• Planning, Environment and Land Management 
• Public Safety 

Town Vehicles: Policy & Procedures 2 
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Town-Wide Pool 
Assignment 

• Supervisor 
• Town Clerk 
• Town Council 
• Waste Management 

Department Heads and the Highway Superintendent shall be 
responsible for the daily assignment of .vehicles within their 
Departments in order to meet their Department needs and ensure 
that vehicles are utilized in the best interest of the Town. The 
Department Head and Highway Superintendent shall designate a 
Departmental Fleet Liaison who shall ensure adherence to Town 
Vehicle Policies and Procedures. 

All employees shall be required to park the Town vehicle at their 
official office location during non-working hours. All employees 
shall complete the required mileage logs, in accordance with the 
requirements, as set forth in the Mileage Logs Section of this SOP, 
and shall submit the mileage log to their Department Fleet Liaison 
upon returning the vehicle. 

All employees are prohibited from using a Town vehicle for 
commutation to and from work, except those employees assigned 
a vehicle within the definition of "Qualified non-personal-use 
vehicles" pursuant to the Department of Treasury, Internal 
Revenue Service, Publication 15-8, Rev. February 2007, entitled 
"Employer's Tax Guide to Fringe Benefits" (IRS Publication 15-8) 

Notwithstanding the above, where an employee is required to 
conduct official Town business off-site either prior to or after 
official Town business hours, the employee may use· a Town 
vehicle for commutation upon obtaining the Department Head's 
written approval; the Department Head's approval shall set forth 
the specific reasons and the date(s) for the required use and the 
approval shall be retained in the appropriate Department files. 
Such official Town business shall include attendance at 
conferences or seminars, as approved pursuant to Town Board 
Resolution. 

Notwithstanding the above, the Superintendent of Highways, in 
accordance with applicable law, including but not limited to New 
York State Highway Law Section 142, shall set forth the authorized 
uses of Highway vehicles and maintain the appropriate records, 
including mileage logs. 

The Commissioner of Public Safety shall designate vehicles to a 
Town-wide pool as set forth herein. A mileage log shall be assigned 
to each vehicle. 

Town Vehicles: Policy & Procedures ' 3 
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Procedure for 
Purchasing 
Vehicles 

Pool vehicles should only be utilized when: 

1) Departments and/or the respective Divisions have not been 
assigned Department vehicles; or 

2) All assigned Department vehicles are in use and additional 
vehicles are necessary for the Department personnel to perform 
their official duties. 

The assignment and use of pool vehicles, which vehicles are 
covered under the Town's automobile liability insurance policy, 
will minimize the use of personal vehicles and associated mileage 
reimbursement. 

Town pool vehicles will be available upon request and submitted at 
the following locations: 

• Town Hall 
• Vehicle Control (Canal Road) 

All employees are required to return their Town pool cars (keys) to 
the originating location each day. Upon returning the vehicle, all 
employees shall complete the required mileage log, in accordance 
with the requirements as set forth in the mileage log section of 
this SOP, and submit the mileage log to the Commissioner of Public 
Safety at Town Hall or to the Division of Central Motor Pool at 
Canal Road, as applicable. 

Employees will be reimbursed for the use of their personal vehicles 
in performing their official duties in accordance with the Town's 
Mileage Reimbursement policy adopted each year at the annual 
organizational meeting. 

Additional or replacement vehicles can only be requested as part 
of the annual departmental budget request, as part of a new grant 
proposal, or to meet an unanticipated need. Vehicles may not be 
requested to replace those decommissioned or transferred at the 
direction of the Commissioner of Public Safety or the 
Superintendent of Highway. · 

Vehicles approved in the adopted budget will be purchased by the 
Division of Vehicle Control or Highway Department, as authorized 
and in accordance with applicable law, including General Municipal 
Law and State Finance Law (either bidding or purchase from · 
authorized State or County contracts. 

Wherever possible, Departments should purchase clean 
energy/alternative fuel vehicles in order to reduce emissions and 
achieve even greater levels of ef ficiendes. Only the most fuel 

Town Vehicles: Policy & Procedures 4 
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Vehicle Intake 
Procedure 

efficient vehicle for the required tasks should be procured. 

Departments must use the Vehicle Control Inventory Form to 
request a vehicle. (Appendix A to this SOP). 

Only standard equipment will be ordered with new vehicles, 
except where needed for job purposes, i.e. no satellite radio, no 
navigation systems, etc. 

• The Division of Central Motor Pool (Vehicle Control) or the 
Highway Department, as applicable, shall be responsible for 
receiving the vehicle from the vendor. 

Vehicle Control or the Highway Department will review the 
purchase order, inspect the vehicle and verify that the vehicle 
meets the specifications and requirements as set forth in the 
purchase order and accompanying documents. 

• In the event a vehicle is determined not to be in compliance 
With the specifications and requirements, Vehicle Control 
shall notify the Purchasing Division in writing of the 
discrepancy. (Purchasing Division shall be responsible for 
resolving any discrepancies and advising Vehicle Control of 
the resolution.) Highway Department shall resolve with the 
vendor any discrepancies concerning non-compliance for 
Highway vehicles. 

• For vehkles found to be acceptable, Vehicle Control/ 
Highway Department shall keep the title (if applicable), 
registration, and a copy of the specifications and 
requirements. · 

• Vehicle Control/ Highway Department shall enter 
descriptive data on the vehicle, and the departmental 
assignment of the vehicle, into the fleet management 
system. 

• Vehicle Control/Highway Department shall arrange to have 
the EJ Ward fuel inventory system installed on the vehicle. 

• Vehicle Control shall affix Town seals to the sides of 
vehicles, except for those vehicles that are used for 
investigation purposes by the Town Attorney's Office. 

• Vehicle Control/Highway Department shall place vehicle 
information in each vehicle that includes the following: 

o Fleet number 
o VIN (vehicle identification number) 
o License plate number 
o Year, Make, model, color 
o Insurance information 
o Copy of the Town's Vehicle SOP and the Town Vehicle 

Town Vehicles: Policy & Procedures 5 
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Authorized Use 
of a Town 
Vehicle 

Mileage logs 

W-2 Reporting 

Rules and Regulations for use of Town Vehicles, which 
includes, in part, the procedures to be followed in 
the event of aQ emergency (accident). 

• Vehicle Control shall notify the Department Head that the 
assigned vehicle is available by completing and forwarding a 
copy of the Vehicle Control Inventory Form to the 
Department Head and to the Supervisor's Office. 

All Elected Officers and Employees shall be required to comply 
with the Town's Vehicle Usage Rules and Regulations. 

All Elected Officers and Employees shall complete mileage logs for 
every trip in any vehicle, indicating the date, the beginning and 
ending destinations, the beginning and ending mileage, the 
mileage pertaining to business and/or personal use and the 
purpose of the trip. Exceptions to the completion of mileage logs 
requirement shall be authorized by the Commissioner of the 
Department of Finance. 

Employees in the CSEA White, Blue and Highway bargaining units 
are encouraged to complete the mileage logs but this shall not be 
a requirement. Failure to complete the mileage logs, however, 
could have an adverse tax impact upon the employee. 

Records must be completed by the close of business each day for 
any travel. 

On a monthly basis, the Department Head, Division Head or 
Highway Superintendent, or his/her designee, will review each 
vehicle's mileage log to determine the completeness and 
appropriateness of travel during that month. Any discrepancies in 
the mileage logs shall be reported to the Commissioner of Public 
Safety and may be deemed a violation of the Town Vehicle Usage 
Rules and Regulations. 

The mileage logs shall be subject to periodic audit by the 
Department of Finance. Each Department shaH submit the 
required mileage logs to the Department of Finance by January ih 
of the following year. 

The 2008 Form W-2 Wage and Tax Statements issued to Elected 
Officials and Employees shall include the valuation of Town-owned 
vehicles for use other than official use pursuant to IRS Publication 
15-B. (See, Town Vehicle Usage Rules and Regulations). IRS 

Town Vehicles: Policy & Procedures 6 
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Transfer of 
Vehicles 
Between 
Departments 

Decommissioning 
of Town Owned 
Vehicles by 
Division of 
Vehicle Control 

Regulations require that $0.055 per mile be added to the vehicle 
valuation for personal use of Town fuel. 

Transfer of vehicles between Departments and/or employees 
(excluding Highway Department) shaU be at the direction of the 
Commissioner of Public Safety or authorized designee and occur as 
a result of: 

• A request for a vehicle by a Department not included in the 
adopted budget. 

• As a result of a review of departmental vehicle assignments. 

Vehicle Control shall: 

• Notify the assigned Department that a specific vehicle must 
be surrendered to Vehicle Control by a specified date by 
completing the Vehicle Control Inventory Form and 
forwarding a copy to the Departmental Fleet Liaison. 

• Complete repairs as needed and notify the Commissioner of 
Public Safety and the Department Head of non-compliance 
with the Town's Rules and Regulations or of any 
irregularities concerning the vehicle. 

• Notify the Department receiving the vehicle of the approved 
transfer by completing the Vehicle Control Form. 

• Update the Fleet Management System. 

• Receive the vehicle to be transferred and review the 
applicable documents to confirm the vehicle's 
identification. 

• Inform the Supervisor and/or Deputy Supervisor in writing if 
the vehicle is either not surrendered by the date indicated 

· or not picked up by the designated Department. 

The Departmental Fleet Liaison receiving the vehicle shall follow 
the procedures for obtaining a vehicle. 

Departments assigned Town owned vehicles may request that 
Vehicle Control inspect a vehicle for safety reasons, or request 
repair through procedures established by Vehicle Control. 

Vehicle Control/Highway Department, as part of their 
responsibility to repair vehicles, shall determine if it is cost 
effective to repair the vehicle. Vehicles determined too costly to 
repair shall be deemed subject to decommissioning. 

Vehicles approved for decommissioning shall not be returned to 
the originating Department, transferred to another Department, or 

Town Vehicles: Policy & Procedures 7 . 



utilized by Vehicle Control/Highway Department. 

Vehicle Control/Highway Department shall update the Fleet 
Inventory System to reflect the decommissioned status. 

Disposal of Town Upon a Vehicle being decommissioned, Vehicle Control/Highway 
Owned Vehicles Department shall be responsible for the final disposal of all Town 

owned vehicles by: 

• Transfer to another governmental or public agency via a 
Town Bo'ard resolution. 

• Sale at public auction by a Town authorized auctioneer. 

• Sale through a Town authorized automobile salvage or 
. recycling firm. 

Vehicle Control/Highway Department shall enter date and means 
of disposal into Fleet Management system and retain all 
appropriate documentation evidencing such disposal. 

Town Vehicles: Policy & Procedures 8 
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TOWN OF BROOKHAVEN 
VEHICLE USAGE 

RULES ANO REGULATIONS 

WHEREAS, the Town Board of the Town of Brookhaven hereby establishes a Polley 
and Standard Operating Procedures governing the use of Town-owned Vehicles by Town 
Officers and Town Employees; and 

WHEREAS, in order to effectively implement the Policy and Procedures, the 
following Rules and Regulations are hereby established in accordance with Town Board 
Resolution No. 630-08 dated July 1, 2008, which shall be adhered to by Town Officers 
and Town Employees for the use of Town~owned Vehicles, and Highway Department 
Vehicles as set forth herein. 

1. Authorized Use: 

A. Elected Officers: Elected Officers shall have the use of a designated Town­
owned Vehicle, as assigned by the Division of Central Motor Pool. The Superintendent of 
Highways shall have use of a designated Highway Vehicle. The use of the Vehicle as 
assigned and authorized shall be solely in connection with the Elected Officer's 
performance of hfs/her official duties on Town projects, business or Town related 
matters, and may not be used for any unauthorized use, including personal use. 
Notwithstanding the above, limited incidental personal use of the Vehicle while in the 
performance of the Elected Officer's offfcfal duties shall not be deemed a violation of 
this provision. Use of the Town Vehicle for interstate travel shall be prohibited unless 
authorized by Town Board Resolution. · 

B. Employees: Authorized Employees shall have the use of a designated Town-owned 
Vehicle/Highway Department Vehicle and the use of the Vehicle provided and authorized 
shall be solely in connection with the Employee's performance of official duties on Town 
projects, business or other related matters and may not be used for any unauthorized 
use, including but not limited to, personal use. Employees, as identified fn the Town 
Vehicles - Standard Operating Procedure, are authorized to use the assigned vehicle for 
commutation to and from work. Notwithstanding the above, where an employee, fs 
required to conduct official Town business off-site either prior to or after official Town 
business hours, the employee may use a Town vehicle for commutation upon obtaining 
the Department Head's written approval; the Department Head's approval shall set forth 
the specific reasons and dates for the required use and the approval shall be retained in 
the appropriate Department files. Such official Town business shall include attendance 
at conferences or seminars, as approved pursuant to Town Board Resolution. 
Notwithstanding the above, the Superintendent of Highways, in accordance w1th 
applicable law, including but not limited to Highway Law Section 142, shall set forth the 
authorized uses of Highway-Department vehicles and maintain the appropriate records. 
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Use of the Town Vehicle/Highway Vehicle for travel outside the limits of Suffolk 
and Nassau Counties, but within, the State of New York, shall be prohibited, unlessthe 
Employee obtained prior written approval from his/her Department Commissioner, 
Superintendent of HigJ,ways or his/her authorized designee. Use of the Town 
Vehicle/Highway Vehicle for interstate travel shall be prohibited unless authorized by 
Town· Board Resolution. 

C. Town Officers or Employees authorized to utilize a Town Vehicle/Highway 
Department Vehicle shall not allow any other individual other than a Town authorized 
employee to operate the Vehicle. The Officer or Employee shall not transport persons 
who are not officials or employees of the Town or individuals involved in the conduct of 
official Town business, or transport material not related to the conduct of official Town 
business. 

D. A valid driver's license must be maintained at all times, and a copy on file in the 
Office of the Division of Personnel. Failure to maintain a valid driver's license may 
result 1n the Commissioner of Public Safety or Superintendent of Highways, as 
applicable, terminatfng the Elected Officer's or Employee's authorized use of the 
Vehicle. By using a Town/Highway Vehicle the Elected Officer or Employee represents 
that there are no restrictions on the use of his/her driver's license, other than 
eyeglasses. Any changes in lfcensestatus must be reported to the Division of Personnel 
immediately. Any suspension or revocation of the Elected Officer's or Employee's 
driver's license shall be reported in writing to the Commissioner of Public Safety or 
Superintendent of Highways, as applfcable, and the Commissioner or Superintendent, as 
applicable, shall terminate the use of the vehicle until such time as proof of 
reinstatement of the Elected Officer's or Employee's driver's license is provided. A 

· copy of Vehicle registration and fnsuraoc.e Identification card shall'~ kept tn the glove 
compartment at all times. 

E. All Town Vehicles/Highway Vehicles must be operated fn a safe and 
responsible manner at all times and fn accordance with all applicable laws and rules and 
regulations. Any violation of this provision or any evidence [i.e. arrest, conviction, plea 
of guilty or no contest (nolo contendere) allocutfon] of operation of the Vehicle while 
under the influence of alcohol or a controlled substance may result in immediate 
termination of the Vehicle use. The Town Board, by Resolution, may take any action 
deemed appropriate against the Elected Officer, and the appointing authority may take 
any action against the Employee as authorized pursuant to applicable law, including Civil 
Service Law, and/or the applicable Collective Bargaining Unit Agreement. 

F. Elected Officers and Employees shall attend a defensive driver training 
course, as provided by the Town at the Town's expense. Alternatively, ff the Elected 
Officer or Employee has attended such a course within the past three years and obtained 
a valid certification, then a copy of the certfffcation shall be provided to the Office of 
the Division of Personnel. Proof of a current valid defensive driver traf ning course 
certification shall be maintained and on file in the Office of the Division of Personnel. 

2 
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2. Dally Operation and Maintenance: 

A. To the extent possible; only Town fueling facilities, including Highway fueling 
facilities, shall be utijized, and the use of the Town fueling stations for any other 
Vehicles shall be prohibited. 

B. All Town Vehicles/Highway Vehicles must be locked and secured at all times 
when not fn use. 

C. There shall be no smoking in the Town Vehicle/Highway Vehicle. 

D. A mileage log for each Vehicle shall be completed by all Town Officers and 
Employees in accordance with the Standard Operating Procedures for Town 
Vehicles/Highway Vehicles. 

E. The Town Vehicle/Highway Vehicle shall be maintained in satisfactory 
working condition in accordance with manufacturer's maintenance schedule. All Vehide 
maintenance services, f ncluding oil changes and annual f nspectfons, shall be performed 
through the Division of Central Motor Pool or the Highway Department, as applicable. 
Any Vehicle operation or maintenance concern shall be reported immediately to the 
Division of Central Motor Pool/Highway Department. In the event that emergency 
service is required due to the Vehicle being non-operable and the Vehicle cannot be 
delivered. to the Division of Central Motor Pool, the Division of Central Motor Pool must 
be contacted immediately at 631-473-1664 or Nextel #699 (during normal business hours) 
or Code Enforcement at 631-451-6161 or Nextel #99 (after normal business hours) to 
advise that emergency service is required. Required emergency service for Highway 
Department vehicles shall be reported to 451-9200. ·- •---·- --·--- -· 

F. If the Vehicle fs lost, stolen, or damaged, or ff the Vehicle's license plates 
are lost or stc:>len, the incident must be reported to the Suffolk County Police 
Department immediately upon discovery of loss, theft, or damage. In the event the 
Vehicle is lost, stolen, or damaged while outside Town limits, a report should be made 
to the police department within the jurisdiction where the event occurred or was 
discovered. The loss, theft, or damage to the Vehicle or Vehicle license plates must also 
be reported to the Town's Insurance Manager and the Division of Central Motor Pool 
(631-473-1664)/Department of Highways (631-451-9200) within twenty-four hours or no 
later than the next business day following the event. As necessary, the Department of 
Motor Vehicle's Accident Report Forms shall be completed and filed with the Town's 
Insurance Manager. Failure to report loss, theft or damage to the Vehicle accordfng·to 
this provision may result in the revocation of the authorized Vehicle use by the 
Commissioner of Public Safety, Superintendent of Highways and/or disciplinary action. 
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3. Cessation of Use: 

' A. All assigned Vehicles must be returned to the Division of Vehicle Control or 
Highway Department,.as applicable, in satisfactory working condition upon the end of 
the Elected Officer's term or upon the Employee's resignation, retirement or 
termination. 

8. The Town, through the Commissioner of Public Safety, reserves the right 
to terminate the authorized use of any Vehicle ; and upon such termination the Vehicle 
must be returned to the Division of Central Motor Pool within twenty-four hours or not 
later than the next business day following such termination. 

C. The Superintendent of Highway may terminate the authorized use of any 
Vehicle ; arid upon such termination the Vehicle must be returned to the Highway 
Department within twenty-four hours or not later than the next business day following 
such termination. 

D. Notwithstanding the above, in the event the Vehicle use is terminated due 
to a violation of the Town's Policy and/or Rules and Regulations, the Vehicle shall be 
returned to the Division of Central Motor Pool within twenty-four hours or not later than 
the next business day to the Division of Central Motor Pool or Highway Department, as 
applicable. 

( 4. Violation of Town Policy and/or Rules and Regulations 

______________ ]le_ Iown Boar~ reserve.sJhe, right to take __ an\'.'._i;l!'.'ld._~ll action pur~l!i;l.Dt_tc::>_l~w for 
any violations of the Town's Policy and/or Rules and Regulations by any Town Board 
appointees. The appointing authority reserves the right to take any and all action, or 
pursuant to law, including Cfvil Service Law and the applicable Collective Bargaining Unit 
Agreement, for any violations of the Town's Policy and/or Rules and Regulations. 
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ACKNOWLEDGEMENT OF RECEIPT OF TOWN OF BROOKHAVEN 
VEHICLE USAGE RULES AND REGULATIONS 

Name of Elected Official: 

Name of Employee: 

Signature: 

Date: 

By signf ns, the Elected Offfcfal or Employee hereby acknowledges receipt of the Town of 
Brookhaven's Rules and Regulations on the Usage of Town-owned Vehfcles/Hfghway 
Vehicles. 

··---··-· --

5 

1 

; .) 



( 

l ' 
/ 

-----.-, .... -, ... _ ... ___ . 
ADOPTED 

l BY THE BROOKHAVEN TOWN BOARD 

RESOLUTION NO. 2015-0062 
MEETING: JANUARY 8, 2015 

AMENDING THE TOWN OF 
BROOKHA YEN'S 11STANDARD 
OPERATING PROCEDURE" AND 
"RULES AND REGULATIONS FOR THE 
USE OF TOWN VEHICLES" IN 
CONNECTION WITH THE VEHICLE 
REFORM POLICY 

WHEREAS, the Town Board in 2008 approved Resolution 630-08 which established a · 

vehicle refonn policy by creating a "Standard Operating Procedure" and "Rules and Regulations 

for the use of Town Vehicles"; and 

WHEREAS, for economic, environmental and mechanical considerations the Town 

Board seeks to prohibit the idling of town vehicles; and 

WHEREAS, considering there is an obligation to operate town vehicles safely and 

legally, the Town Board finds it necessary to add the requirement that all employees are 

financially responsible for all citations or moving violations while operating a town vehicle. 

NOW, THEREFORE, BE IT RESOLVED, by the Town Board of the Town of 

Brookhaven that in consideration that idling wastes fuel, pollutes the environment and creates 

undue wear on engines and in consideration that NYS Environmental Conservation Law 

currently prohibits idling, with few exceptions, for those vehicles over 8500 lbs. GVWR, the 

"Rules and Regulations for the Use of Town Vehicles" are hereby amended to include "Idling 

for more than five (5) minutes by and town vehicle, irrespective of its weight, is prohibited. 

Such prohibition shall not apply to those exceptions outlined in TITLE 6. DEPARTMENT OF 

ENVIRONMENTAL CONSERVATION Subpart 217-3.3 Idling Prohibition for Heavy D_uty 

Vehicles. In no case shall any vehicle be left idling while unattended by the responsible driver"; 

and be it further 
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RESOLVED the ''Rules and Regulations for the Use of Town Vehicles" are hereby 

amended to include "Any elected official or employee that incurs a citation or moving violation 

while operating a town vehicle shall report it and be financially responsible for any fines or fees 

levied as a result of such citation or violation." 
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ADOPTED 
BY THE BROOKHAVEN TOWN BOARD 

RESOLUTION NO.-2018-083 7 
MEETING: OCTOBER 25, 2018 

AUTHORIZATION FOR THE TOWN OF 
BROOKHAVEN TO ADOPT THE NEW 
YORK STATE MANDATED "SEXUAL 
HARASSMENT PREVENTION POLICY" 
PURSUANT TO NEW YORK LABOR 
LAW SECTION 201-G 

WHEREAS, every employer, including Towns, in the State of New York is 

required to adopt~ Sexual Harassment Prevention Policy pursuant to New York State 

Labor Law Section 201.:.g; and 

WHEREAS, Towns are .required to have a sexual harassment prevention pojicy 

that incorporates at l~ast the minimum requi_rements set forth by Section 201-g of the 

New York State Labor Law; and 

WHEREAS, the requirements of the policy incluc;ie having a standard complaint 

form, providing examples of what constitutes unlawful sexual harassment, establishing 

a procedure on how to investigate complaints, and clearly informing employees what 

their redress is, both c;3dministratively and judicially; and 

WHEREAS, employers are now required to provide sexual harassment 

prevention training annually, such training must adhere to specific standards set out in 

the legislation, and the first sexual harassment training must be completed before 

October 9, 2019 and must be annually thereafter. 

NOW, THEREFORE, BE IT RESOLVED by the Town Board of the Town of 

Brookhaven, that the Town hereby adopts the Sexual Harassment Prevention Policy 

pursuant to New York State Labor Law Section 201-g; and be it further 



( RESOLVED, that every employee within the Town of Brookhaven shall receive a 

copy of tl)e Town's "Sexual Harassment Prevention Policy", a copy of which is available 

on the Town Shared Drive; and be it further 

RESOLVED, that the Town of Brookhaven "Sexual Harassment Prevention 

Policy" niay be updated from time to time, subject to subsequent Town Board 

Resolution and the review and approval of the Town Attorney's Office; and be it further 

RESOLVED, that this Resolution sh~II be effecti.ve immediately. 
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. SEXUAL HARASSMENT PREVENTION POLICY* 

•(pursuant to New York State Labor Law Section 201-g) 

A~· part of the Town of Brookhaven's continuing effort to ensure equal employment 

opportunity based solely on an individual'.s abilities and qualifications_, and· consistent ·with th~ 

guidelines issued by' the Equal Employment Opportunity Commission (EEOC), the Town of 

Brookhaven Issues this policy prohibiting sexual h~rassment. 

. . 
. Sexual harassment by any employee, whether or not in a supervisory capacity, against 

any other.employee, paid or-tmpaid intern, Jndependent contractors, or any persons working for 

a company that provides services to th~ Town of Brookhaven, Is strictly prohiblte~. Sexual 

harassment ·includes ·unwelcome sexual advances, rE!quests for sexual favors, or other verbal 
' . . . 

or physical conduct of a sexual nature: · · 

1) which is made a term or condition of employment, 

2) the submission or rejection of which is used as a basis for employment decisions, or 

3) wh.ich has as its purpose of effect the unreasonable interference with work . · .. 

performance or the creation of -a_n Intimidating, hostile or offensive environment. 

Examplei;; of sexual harassment include: 

· a) physical assaults of a sexuai nature.such as touching, pinching, patting, grabbing, 

brushing against another emplqyee's body or poking· another employee's body; 

. b) requests for sexual favors accompanied by implied or overt threats concerning the 

victim's job performarice, evaluation, a promotion, or other job benefits or 

det"rirrient$; 

c) subtle or obviou_s pressure for 1.mwelcome sexual activities; 

ct) sexually oriented· gestures, noises, remarks, jokes or comments about a person's 

sexuality or ~exual e):<perience-; 
. . 

e) displaying_ p_ictures, posters, calendars, graffiti, objects or other materials that are 

sexually demeariing or pornographic, including such displays on workplace 

computers or celf phones, and sharing such displays while in the workplace; and 

f) hostile actioDs taken .against an indiVidtJal because of that person's sex, sexual 

orientation, gender Identity o·r status of being tra,nsgender. 

Recognizing that employees of th·e Town often come In cont"act with the public, this policy 

prohibiting sexual harassment, shall alsa. prohibit such conduct by an employee of the Town 
1 
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against a member of the public when it is either expressly or implicitly a term or condition of that 

perso~'s entitlemer,t to any .benefit or right otherwise afforded to the public under applicable 

laws, rules and regulations. 

· The Town of Brookhaven strongly encourages those who believe they are victim.s of 

sexual· har'aSsment prohibi~ed by this policy to come forward and report in writing the 

circumstances. without fear of retaliation or Intimidation. Employees will be given the 9hoic.e 

of lpdglng thelr.complaint.wlth either a male or a female. Oue to the sensitive ·and serious_r,~ture 

of these complaints, those employees who believe ·they· are victims of sexual harassment 

prohibited by t_hls pqllcy are. encouraged lo bring their complaint to the attention of the Town 

Attorney; or his/her designee, who will assist the employee in the preparation of the Written 
. ' 

statement detailing the complaint. The Town Attorney or his/her designee will immediately 

initiate and coordinate a thorough and Impartial investigation of the matter. Although efforts will 

be made to protect the confidentiality of all persons involved, such confidentiality cannot always 

be guaranteed. ·. 

Moreover, ehiployees who do ~ot complai'n about unlawful harassment or who do. not 

fully_ cooperate in_ an investigation may be cor:npromislng their legal right~. If a deter~ination i~ 

mad~ that there has,_ In fact,. been unlawful sexual harassment, appropriate disciplinary action, 

up to and including· termination, will be taken. Any coercion, retaliation, or intimida~ion 9.f . . ·, 

those· wh0 complaine·d of the sexual harassment,_ who participated in the invesJigation 

thereof, or who testified In a proceeding or action involving the sexual harijssment, Is 

unlawful and will be gro·u.nds for dlsc.lplinary action, up to ancl including termination: 

Likewise·, false accusations may also res~lt in E\ppropriate disciplinary action.· 

· It shall be the additional responsibility of all supervisors who c;,bserve, learn of or suspect 

a violation of the policy to iin_mediately bring the matter to the attention of the Town Attorney, or 

his/her designee. Supervisors who fail to report instances of harassment will be subject 

to disciplinary a·ction, up to and including termination. 

Aside from the Town of Brookhaven's internal complaint procedure described above, 

those w~o believe they are a-victim of sexual harassment may: 

1. File a complaint with the New York State Division of Human Rights ("DHR") 
. ' 

within one (1) year of the sexual harassment. OHR enforces New York's Human 

Rights Law codified at NY Executive Law § 290 et. seq. DHR will investigate the 

complaint and determine whether there is or Is not probable cause to believe that 

2 
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unlawful sexu~I harassment. has occurred. Where probable cause is determined, 

the matter Is referred to an adm.lnlstrative law judge for a public h~aring. If 
' . . . . . ' 

discrimination is .found after 'a hearing, OHR JTlay award relief including, but not 

iimited t_o! requiring ~he employer to stop the sexual harassment or rec;lress t~e. 

damage caused, including the paym·ent of monetary damages, attorney's fees a_nd 
. . 

civil fines. DHR may . be contacted at 1-888-392-3644 or by visiting 

www.dhr.ny.gov/complaint. · 

Individual~ who do not file a con:,plalnt with DHR have the right to 

. 2. Commence an action in New York State Supreme Court within three (3) years of 
the unlawful sexual harassment, Complaining directly tp Town of Brookhaven 

does not extend this time limitation. 

The federal Equal Employment Opportunity Commission ("EEOC") enforces 

various fede'ral anti-discrimination laws including Title VII of the Civil Rights Act, codified . ' . . 

at 42 U.S.C. § 2000e et. seq. An Individual can: . . 
· 3. File a· charge of discrimination all(;!glng sexual hara.ssment with the 'EEOC 

within three hundred (300.) daxs of the sexuaf harass~eht, · The EEOC inay 
. " 

Investigate the .matter, or defer to ·the investi~ation conducted by DHR.. f.fter the 

EEOQ determines if there Is reasonable cause to befieve unlawful discrimination has 

occurred, It will Issue· a right to sue ·1etter to the individual, permitting the filing of a 

complaint in federal district court. Although th~ EEOC does not conduct any 

administrative hearings, even if it determines that unlawful sexual discrimination has 

occurred, it can pursue an action in federal court on the individual's behalf. For 

questions, the EEoc· can be contacted at 1-800-669-4000 or by visiting its w_ebsite. 

at wyvw;e·eoc.gov . 

. lndivid_uals in Suffolk.County can also: 

4. File complaints of sexual h·arassment with the Suffolk County Human Rights 

Commission which can· be reached at 631-853-5480 or by visiting 

""Wf".suffolkcountyny,gov/Dep?rtments/HumanRlghtsCommlssion. 

3 
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REPORTING .PROCEDURES FOR SEXUAL HARASSMENT 

If you feel you are the victim of sexual harassment, you should do the following: 

COMPLAINT PROCEDURE: 

Complaint 
• Any employee who believes that he or she has been subjected to sexual har~sment, 

prohibited by-the Town of Brookhaven,.s policy, has a responsibility to report the sexual 
harassment by filing a complaint as soon as possible to a Law DepE!rtment des_igri,_1;1-t~d. 
lJnlawful Harassment Officer at (631) 451-6500. · . 

• A complaint may be made verbally or in writing. The Town may request a verbal 
complaint be reduced to writing with the assistance of an attorney in the Law Department 
of the Town, as needed, 

• Any Department Head, Commissioner, Deputy Commissioner, Manager, Supervisor or 
other employee who becomes aware of sexual harassment prohibited by the Town's pol~cy 
must report it immediately to the Unlawful Harassment Officers. Supervisors who "fajl 
to _report instance~ of harassment will_ be subject to disciplinary action, up to and 
incJuding termination . 

. Confidential Investigation 

• All complaints .of sexual harassment will be invest_igated promptly, thoroughly .fil).d 
i11:1.parth_1lly by an attorney in the Law Department or his/her designee. Complainant will 
be given the choice of lodging their complaint with either a male or female. . . · ,\. 

• An individual conducting an investigation into a complaint of sexual harassment will k,eep­
information as confidential as possible, and disseminate it. on a "need to know" basis 
only. Others involved in the investigation in any capacity, including witnesses, must also 
respect the privacy of those involved, by keeping information learned during the cour.se of 
~he inyestigation confidential, 

• As· soon as practicable after the completion of the investigation, the official responsible_ for 
conducting the investigation will prepare a written report with a recommendation and, to 
the extent appropriate, advise the employee who brought the sexual harassment complaint 
and the employee accused of sexual harassment of the results of the investigation .. , · 

Action 

• Anyone who is found, after investigation, to have engaged iri sexual harassment prohibited 
by the Town's policy will be subject to disciplinary action up to and including discharge 
from employment.· This policy shall not limit the authority of the Town to take disciplinary 
action against an employee who engages iri inappropriate conduct, regardless of whether it 
satisfies the definition of sexual harassment under this policy. 

· Retaliation and Intimidation 
• Any co~rcion, . r·etaliati~n, or intimidation of those who complained of the sexual 

harassment, who participated in the investigation thereof, or who testified in a proceeding 
or action involving the sexual harassment, is unlawful and will be grounds for disciplinary 
action, up to and including termination 

October 161 2018 
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Complaint Form 
Reporting Sexual Harassment 

In the Town of Brookhaven 

New York State Labor Law requires all employers to adopt a sexual harassment prevention policy that 
includes a complaint form for employees to report alleged incidents of sexual harassment. 

If you believe that you have been subjected to sexual harassment, you are encouraged to complete this 
form antj submit it to the Town Attorney or her designee. Once you submit this form, your employer 
must follow its sexual harassment prevention policy and investigate any claims. 

If you are more comfortable reporting verbally or in another manner, your employer is still required to 
follow its sexual harassment prevention policy by investigating the claims as outlined at the end of this 
form. · 

For additional resources, visit ny.gov/combatting-sexual-harassment 

COMPLAINTANT INFORMATION: 

Name: -------------
Home Address: __________ _ Work Address: ________ _ 

Home/Cell Phone: (__) _____ _ Work Phone: (__) ______ _ 

Job Title: ___________ _ Email: __________ _ 

Select Preferred Communication Method: Phone ___ _ Email ----
SUPERVISORY INFORMATION: 

Immediate Supervisor's Name: ----"-----------­

Title: --------------
Work Address: __________ _ Work Phone: L___) _____ _ 

COMPLAINT INFORMATION: 

I. Your complaint of Sexual Harassment is made against: 
Name: __________ Title: -----------
Work Address: _______ Work Phone: LJ _____ _ 



.... , 

( 

( 

2. Please describe the conduct or incident(s) that is the basis of this complaint and your reasons for 
concluding that the conduct is sextial harassment. Please use additional sheets of paper (if. 
necessary) and attach any relevant documents or evidence, 

3. Date(s) sexual harassment occurred: ________________ _ 
Is the sexual harassment continuing? Yes __ No __ _ 

4. Please list the mime and contact information of any witnesses or individuals that may have 
information related to your complaint. 

The las1 two ques1ions are optional, but may help facilitate the investigation. 

5. Have you previously complained or provided information (verbal or written) about sexual 
harassment anhe Town of Brookhaven? If yes, when and to whom did you complain or provide 
information? Yes No ---

Employees that file complaints with their employer might have the ability to get help or file claims with 
other entities _including federal, state or local governmeni agencies or in ce,·tain courts. 

6 .. Have you filed a claim regarding this complaint with a federal, state 01: local government agency? 
Ym No __ _ 

Have you instituted a legal suit or court action regarding this complaint? 
Yes ___ No __ _ 

Have you hired an attorney with respect to this complaint? 
Yes___ No __ _ 

I request that the Town of Brookhaven investigate this complaint of sexual harassment in a timely and 
confidential manner as outlined below, and advise me of the results of the inve:rtigation. 

Signature: --------------- Date: ---------



( 
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§ 201-g. Prevention of sexual harassment I Statutes I Westlaw 

§ 201-g. Prevention of sexual harassment 
McKinney's Labor Law§ 201-g , McKinney's Consolidated Laws of New York Annotated • Labor Law • Effective: October 9, 2018 (Approx .... 

McKinney's consolidated Laws of New York Annotated 

Labor Law {Refs 8c Annos) 
Chapter 31, Of the Consolidated Laws (Refs &Annas) 

Article 7. General Provisions 

Proposed Legislation 

Effective: October 9, 2018 

McKinney's Labor Law§ 20l•g 

§ 201-g. Prevention of sexual harassment 

Currentness 

<(Eff. Oct. 9, 2018.]> 
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1. The department shall consult with the division of human rights to create and publish a model sexual harassment prevention 
guidance document and sexual harassment prevention policy that employers may utlliz~ In their adoption of a sexual . 

harassment prevention policy required.by this section._ . 

a. Such m·odel sexual harassment prevention policy shall: (i) prohibit sexual harassment consistent with guidance issued by the 

department In consultation with the division of human rights and provide examples of prohibited conduct that would 

constitute unlawful sexual harassment; (Ii) include but not be limited to Information concerning the federal and state statutory 
provisions concerning sexual harassment and remedies available to victims of sexual harassment and a statement that there 

may be applicable local laws; (iii) include a standard c:~mplaint form; (iv) Include a procedure for the timely and confidential 

Investigation of complaints and ensure due process for all parties; M Inform employees of their rights of redress and all 

availab.le forums for adjudicating sexual harassment complaints administratively and judici911y; (vi) clearly state that sexual 
harassment Is considered a form of employee misconduct and that sanctions will be enforced against individuals engaging in 

sexual harassment and against supervisory and managerial personnel who knowingly allow such behavior to continue; and (vii) 

clearly state that retaliation against Individuals who complain of sexual harassment or who testify or assist in any proceeding· 
under the law ls unlawful. 

b, Every employer shall a~opt the model sexual harassment prevention policy promulgated pursuant to thi~ subdivision or 
estab\lsh a sexual-harassment prevention policy to prevent sexual harassment that equals or exceeds the minimum standar.ds 

provided_by such modei sexual harassment prevention policy, Such sexual harassment prevention policy shall be provided to 

all employees In writing. Such model sexual harassment prevention policy shall be publicly available and posted on the 

websites of both the department and the division of human rights. 

2, The department shall consult with the division of human rights and produce a model sexual harassment prevention training 

program to prevent sexual harassment In the workplace .. 

a. Such model sexual harassment prevention training program shall be Interactive and include: (I) an explanation of sexual 

harassment consistent with guidance Issued by the d~partment In consultation with the diVlslon of human rights; (ii) examples 

https:m .next.westlaw .com/Document/N7C9EF3.104C4B 11 E8AC66D29347B 85 835Nie... 09/18/2018 
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of conduct that would constitute unlawful sexual harassment; (Iii) Information concerning ~he federal and state statutory 

provisions concerning sexual harassment and ~emedles available to victims of sexual harassment; and (Iv) Information 

concerning employees' rights of redress and all available forums for adjudicating complaints. 

b. The department shall include lnforma~lon In such model sexual harassment prevention training program addressing conduct 

by supervls_ors and any addltfor:ial responsibilities for such supervisors. 

c. Every employer shall utllize the model sexual harassment prevention training program pursuant to this subdivision or 

establish a training program for employees to prevent sexual harassment that equals or exceeds the minimum standards 
provided by such model training. Such sexual harassment prevention training shall be provided to all employees on an annual 
basis. 

[
3. The commissioner may promulgate regulations as he or she deems necessary for the purposes of carrying out the provisions 
of this section, 

Credits 

[ (Added L.2018, c, 57, pt. KK, su.bpt. E, § 1, eff. Oct. 9, 2018,) 

[McKinney's Labor law§ 201-g, NY LABOR§ 201-g 

Current through L.2018, chapters 1 to 271. 

End of Document IQ 2018 Thom,on Reuters, No claim to original u.s, Govemme.ntWorks, 

https://l .next.westlaw.com/Document/N7C9EF3104C4B 11E8AC66D29347B85835Nie... . 09/18/2018 
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BY THE BROOKHAVEN TOWN BOARD 

RESOLUTION NO. 2018-0180 
MEETING: MARCH 1, 2018 

AMENDING RESOLUTION 834-08 
AUTHORIZING A FOUR HOUR 
ALLOWANCE FOR TOWN OF 
BROOK.HAVEN EMPLOYEES TO 
RECEIVE CANCER SCREENING IN 
ACCORDANCE WITH CIVIL SERVICE 
LAW SECTION 159-B 

WHEREAS, 2008 New York State legislation mandates that municipalities make 

available to their employees four hours of excused leave each year for the purpose of 

screening for breast cancer or prostate cancer; and 

WHEREAS, Civil Service Law §159-b was amended on December 18, 2017, 

expanding the applicability of this Law to include all cancer screenings; and 

'WHEREAS, the Town of Brookhaven recognizes that the health and well being of 

its employees is a paramount concern to the running of good and efficient government; 

and 

WHEREAS, the Town of Brookhaven recognizesrthat such a policy will 

encourage its employees to have cancer screenings done which could lead to the early 

detection and successful treatment of cancer. 

NOW THEREFORE BE IT RESOLVED, by theTowri Board of the Town_ of 

Brookhaven that Resolution No. 834-08 dated September 23, 2008 is hereby amended 

to comply with Civil Service Law §159-:b: and it is further 

RESOLVED, that the Town hereby expands its prior policy allowing Town 

employees four hours off with pay, annually, for the purpose of screening for cancer, for 

which documentation must be provided as set forth in the attached form. 



.. 
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TOWN OF BROOKHAVEN 

CANCER SCREENING LEA VE" FORM 

New York State Civil Service Law entitles all Town employees to take up to four hours 
of paid leave annually, without charge to leave credits, for cancer screening. The screening 
includes physical exams specifically for the detection of cancer. Travel time is hwluded in the 
four hour cap. Absence beyond the four hours must be charged to leave credits. The leave is not . 
cumulative and expires at the close of business of the last day of each calendar year. 

To properly document this absence, please complete the information below, including a 
signature from the provider's office, and return this form..to your Department Head. 

Failure to submit this form will result in either the docking 
of pay for the time or a deduction from the employee's leave time. 

Employee Section: 

I, ____ - ____________ verify that on ________ at 
(Print Name) (Date) 

_________________ ___, I underwent a cancer-screening exam. 
(Location) 

Employee Signature (Date) 

Medical Provider Section: 

_____________ was seen for ___ _,__ __________ _ 

(Type of Screening) 

screening with Dr. or at the office, --------- -------------
on __________________ _ 

(Date) 

Provider's Signature Date and Time 

Location of Provider ____ -'----------------------




