ADMINISTRATION AND REGULATORY AFFAIRS Department
Departmental Policy

Policy No.
24

Subject:  Bulletin Boards Effective Date:

Upon Approval

1. AUTHORITY

1.1 Employment-related laws require employers to display notices in prominent areas readily
observable by all employees. Employer posting requirements of applicable state and
federal laws can be found at the U.S. Department of Labor's Poster Page
hitp://www.dol.gov/elaws/asp/posters/poster.htm.

2. PURPOSE

2.1 To allow the Director of Administration and Regulatory Affairs (ARA) to establish a
process that reviews and monitors both legally mandated and departmentally permitted
notices to be posted.

2.2 Establish a framework in which the ARA Director may develop a bulletin board policy
including specific information relative to the ARA department. The policy should include
departmental logistics, physical location of bulletin boards, length of time any material
may remain posted, size requirements of material and any language requirements other
than English.

3. OBJECTIVES

3.1 To ensure that current federal, state, local or departmental mandated notices comply with
display requirements on departmental bulletin boards and describe a means for posting of
discretionary employee related items.

3.2 To ensure that any information posted is permissible, current and pertinent to ARA
employees, and does not contain disparaging language relative to ARA or its employees.

4. SCOPE
4.1  This policy applies to all employees reporting to the Director of ARA.

5. RESPONSIBILITIES

5.1 ARA_Director: The ARA Director is responsible for ensuring the integrity of
departmental bulletin boards by establishing a process to review posted notices to ensure
compliance with all applicable state and federal laws or mandated by contractual
agreement, such as posting HOPE union meeting notices.
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5.2

ARA Employees: ARA Employees are responsible for adherence to the bulletin boards
process which has been established by the ARA Director.

6. PROCEDURES

6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

6.9

The ARA Director has designated the ARA Human Resources (HR) section to be
responsible for maintaining and inspecting bulletin board(s) and the authorization to
approve or deny notices to be posted.

ARA bulletin boards are located in the following locations:
Director’s Office — 611 Walker Street — 13" Floor
Transportation — 5050 Wright Road — 1! Floor
Permitting — 611 Walker Street — 2" Floor

Asset Disposition — 2511 Broad Street — 1°' Floor
Strategic Purchasing — 901 Bagby — Basement level

A

Bureau of Animal Regulation and Care — 3200 Carr Street — 1% Floor

Current Federal, State, local and departmental mandated notices are required to be
posted on the bulletin board. Notices or postings of a personal or solicitous nature (i.e.,
selling of personal items, cosmetics, etc.) are not allowed unless specifically authorized
by the ARA Director.

ARA, HR will determine the length of time individual postings will remain on bulletin
boards (approximately 30 days). All notices received by HR will be date-stamped and will
remain posted until a staff member has determined if the posting should be removed or
replaced. Date specific notices shall be removed soon after expiration. Any exception
must be reviewed and approved in writing by the ARA Director.

ARA, HR will maintain a log of each item submitted for posting, indicating the date of
receipt, the date posted (if approved), the earliest date the notice can be removed and a
brief description of the notice or copy of the item.

Approved non-city or departmental items such as those from external organizations may
not have more than one copy of the same item and no more than two postings at one
time on each board to ensure adequate space availability for official notices (i.e., weather
alerts, etc.), except for federal and state governments with multiple notices.

Approved postings of non-required material shall be 8" x 117 or smaller and will be
removed the day after the event or within 30 days of posting, which ever occurs earlier.
Posting of external material must never obscure the legally required material.

Any concerns about notices within the Department should be sent to the attention of ARA,
HR for response and/or disposition.

ARA, HR staff will periodically do a visual inspection of all departmental bulletin boards to
ensure compliance with this policy.
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