2007 — 2008

Administrative and Financial Manual
of the Senate

State of Hawall

The Twenty-Fourth Legislature

Colleen Hanabusa
Senate President

Donna Mercado Kim
Vice President

Gary L. Hooser
Majority Leader

David Y. Ige
Majority Floor Leader

Shan S. Tsutsui
Majority Caucus Leader

Les Ihara, Jr.
Majority Policy Leader

Norman Sakamoto
Suzanne Chun Oakland
Majority Whips

Robert Bunda
President Emeritus

Fred Hemmings
Minority Leader

Paul Whalen
Minority Floor Leader

Mike Gabbard
Adopted February 2008 Minority Policy Leader






TITLE 1.

LEGISLATORS' SALARY, GENERAL ALLOWANCES, AND MISCEL LANEOUS
PROVISIONS;
SENATE CONTINGENCY FUND

This title is concerned with the salary and gehafidwances that are payable to legislators
under the State Constitution and statutes. It ets@rs the use of the statutorily provided corgimgy
fund.

Chapter 1. Legislators' Salary and General Allowaces

Sec. 1.1. Scope of chapter. Article lll, section 9 of the State Constitutionopides that each
legislator is to receive such salary and allowanassprescribed by law and section 24-1.5, HRS.
Sections 24-1 and 24-2, HRS, prescribe certairdfedwances to be paid to legislators. This chapt
sets forth how and when the salary and the fixkexavainces are payable.

Sec. 1.2. Legislators' salary. A legislator's salary shall be payable pursuansdction 9 of
Article 11l of the Constitution of the State of Havi

Sec. 1.3. Legislators' annual allowanceEach legislator is allowed such amount as pralide
by statute for incidental expenses connected wigislative duties. "Incidental expenses connewiiéul
legislative duties" shall include all expendituiesurred in connection with carrying out of offitia
duties or in connection with representational aii¢ig the nature of which will assist the legislata (i)
developing the legislator's accessibility to, aminmunication with, the community and constituents
concerning subjects of legislation and communityncawns; (i) educating the community and
constituents on matters relating to the legislatiegislative process, and subjects of legislatard (iii)
carrying out the public's expectations of a leg@ta role to the community and constituents.

The use of the allowance is subject to reporting accounting. The allowance shall be made
available no later than 10 calendar days afteetfective date of legislation appropriating funds the
operation of the Senate. In the case of a legislaho fills a vacancy after the specified 10-dayiqd,
the allowance shall be made available no later th@rdays after the legislator is appointed by the
Governor.

The allowance for each legislator shall be re@iby the Senate. Each legislator shall be
entitled to receive advances or be reimbursedrfoidental expenses connected with legislative dutie
out of the allowance covering the legislator'sdecital expense account maintained by the Senate.

The Clerk of the Senate (Clerk) shall not make atyance nor reimburse any legislator unless
the legislator submits a completed Claim for Digletment From Legislative Allowance Fund form.
(exhibit 1.A)

Upon receipt of a completed Claim for Disbursentfemum Legislative Allowance form from a
legislator, the Clerk shall pay the amount requkatean advance or reimbursement and shall chiaege t
amount to the legislator's incidental expense aucolReimbursements shall be made within 30 days
after the expense is substantiated by the Clerk.



Advances made to any legislator by the Clerk sbalmade within 30 days before the date the
expenditure is expected to be made, and shall xugeel an amount reasonably calculated to cover the
amount of the anticipated expenditure based oCtaien for Disbursement form.

The amount of any advance that exceeds the anoduhe incidental expenses connected with
legislative duties shall be returned to the Senatdater than 60 days from the date that the esgpevras
paid or incurred by the legislator.

All nonperishable items, the expenditure of whisltovered by the annual allowance, shall be
inventoried as property of the Senate.

Sec. 1.4. Non-Oahu legislators' session allowanc&/hen the legislature is in session, each
non-Oahu legislator is allowed such amount perataprovided by statute for lodging, subsistencd, an
other incidental expenses necessitated by theldémis presence on Oahu. The use of the allowence
not subject to reporting or accounting, and the amh®f the allowance is not subject to reduction or
adjustment by reason of the receipt of any otHemance provided by statute or under any othel@ect
of this manual. The allowance is payable for eday during the session, including Saturdays, Susiday
holidays, the constitutionally mandated recess ,dagyd days of a recess, but shall not be payable fo
recesses of more than three consecutive recesodéysdays of unexcused absences from the meeting
of the Senate while the legislator is on Oahu. Rau legislators shall be paid their session allove
on Monday after each pay period. A pay periodfegn Sunday and ends the following Saturday."

Sec. 1.5. Membership on boards, commissions, contaes, and other entities constituted
by local, state, national or international organizéions. When a Senator who, by nature of their status
as a committee chair or as a member of Senateriagdeserves as an ex officio member of a board,
commission, committee, or other entity constituteg a local, state, national or international
organization, the ex officio membership shall remeiith the committee chairmanship or leadership
position and not follow an individual Senator ty aubsequent position.

Chapter 2. Senate Contingency Fund

Sec. 2.1. Scope of chapter. Section 24-7, HRS, provides for the establishn@na Senate
contingency fund. This chapter summarizes andemphts the provisions of that section.

Sec. 2.2.Amount and purpose of fund. The Senate contingency fund shall not exceed$00,
per year. The amount of the fund shall be includhethe appropriation made by the legislature for t
expenses of the Senate. The fund is to be usedver the expenses of social occasions hostedey th
Senate as a whole and other social occasions @etoby the President. "Other social occasions”
include social functions and demands that the &eesiis expected to fulfill as the presiding office#
the Senate.

Sec. 2.3.Expenditure authorization. No monies are to be expended from the conting&nay
except upon the approval of the President.

Sec. 2.4. Accounting. A report on the expenditures from the fund shallrbade at least
annually to the members of the Senate and thetrepall be included as a part of the financial repa
the expenditures of the Senate as a whole.



Chapter 3. Forms

Sec. 3.1. Scope of chapterThis chapter contains provisions of general appiliity to the
establishment and use of administrative forms ef3knate.

Sec. 3.2.Establishment and use of forms.The forms attached to this manual as exhibitgeser
as examples only. The President at any time magcpibe revisions to such forms; provided that any
information required by such forms does not cohthith any requirement found within this manual.



TITLE 2.

TRAVEL AND TRAVEL ALLOWANCES

The nature of legislative business requires lagst and legislative employees from time to
time to travel, both intra-state and out-of-stafiéhis title details how and when such travel mayhbd
and specifies what expenses of such travel mayaliefpr by the Senate and how such expenses are to
be paid.

Chapter 1. General Provisions

Sec. 1.1. Scope of chaptefThis chapter contains provisions of general appiiity to travel in
conducting official legislative business and to plagment of travel expenses.

Sec. 1.2. Travel policy for interstate travel. It shall be the policy of the Senate that each
Senator shall be entitled to one interstate rouipdper calendar year with any additional tripsrigei
subject to the approval of the President and VicesiBent. All staff travel shall be subject to the
approval of the President and Vice President.

Any Senator or staff member, prior to acceptingminership on any board, commission,
committee, or other entity constituted by a nati@rainternational organization that would requihe
Senator or staff member to travel interstate inesgcof the one interstate round trip authorized per
calendar year, shall first obtain approval from Bresident and Vice President before accepting the
membership.

Any personal trips that are not related to offiggislative business that are taken in conjumctio
with a trip involving official legislative businesshall be the responsibility of the traveling Senadr
staff member and shall not be subject to per diereimbursement.

Sec. 1.3. Travel policy for intrastate travel by nn-Oahu Senators during session.t shall
be the policy of the Senate that, during the tirmeqal in which the Senate is in session, each naimiO
Senator shall be entitled to one intrastate rouwipdpter week, plus an additional two intrastatengu
trips per month. In addition to the travel autked under the previous sentence, non-Oahu Seneators
represent more than one island shall be entitledn® additional intrastate round trip per monthll A
intrastate travel authorized under this section itha&n addition to the one intrastate round trgy preek
shall be taken at each individual non-Oahu Sematbscretion; provided that each non-Oahu Senator
shall submit a written justification for the tripsken.

Sec. 1.4. Travel policy for intrastate travel by on-Oahu Senators during interim. It shall
be the policy of the Senate that, during the intereach non-Oahu Senator shall be entitled to one
intrastate round trip per week. In addition to tfevel authorized under the previous sentence(Jeimu
Senators who represent more than one island séahbtled to one additional intrastate round pgv
month. All intrastate travel authorized under thection shall be taken at each individual non-Oahu
Senator's discretion; provided that each non-Oamat®r shall submit a written justification in mély
manner for the trips taken.

During the interim, each non-Oahu Senator tragelirtrastate on official legislative business
shall be entitled, without prior approval of theefident, to the maximum allowance for up to one day
per week; provided that the non-Oahu Senator chgrtine per diem provides written justification in a



timely basis for the travel. Any additional requés per diem shall be granted only with the prior
approval of the President.

Sec. 1.5. "Official legislative business" defined.As used in this title, "official legislative
business" means an activity authorized by the $dmatesolution or the President pursuant to gindsl|
established in this section and performed or cotedupursuant to the business of the Senate or any
Senate committee. It includes, when authorizeel foflowing: attending a meeting of the Senate, th
Senate leadership, a Senate committee, or causigding meetings or caucuses conducted during the
interim; participating in a seminar or conferenperssored in whole or in part by the Senate; attemdi
either as a representative of the Senate or astigipant, a meeting, seminar, or conference ofates
national, regional, or international organizatidnanich the Senate or the State legislature is mbag;
attending any seminar, conference, or session subgect matter of direct concern to the Senatengr a
Senate committee; participating in any traininggpam to maintain or improve the skills of legisistor
legislative employees in the performance of theitie; and conducting studies and investigations on
matters before the Senate or a Senate committeexcludes activities which are of primary bené&dit
the individuals performing or conducting such ateg even though such activities are performed or
conducted because of one's status as a legiskalegislative employee. Among the excluded aagsit
is a service rendered by a legislator to the lagsls individual constituent.

Sec. 1.6. Travel expenses payable by the Senakexcept as otherwise provided by the statute
or in this title, all reasonable and necessarygreisexpenses of travel when authorized by theidRret
of the Senate, in conducting official legislativasiness, are payable by the Senate. To the extent
practicable, during the interim, neighbor islangiséators shall endeavor to consolidate the sclivegloif
meetings on Oahu so as to encourage the minimizafiravel and per diem costs to the Senate.

Sec. 1.7. Travel authorization. Travel for purposes of "official legislative bosss" even in
instances where, the expenses of which are noe tpaid for by the Senate, must be approved by the
President. The President's signature on the "Remxnd Travel Authorization” form (exhibit 2.A)
confirms that the business to be conducted on tteaebeen authorized and constitutes authorityhier
Clerk to issue such purchase orders as may be gagesnd for the Accountant to pay the expenses of
the travel.

Sec. 1.8. Payment of travel expensesTo the extent feasible and practical, the cost of
transportation to and from the points of destimatshall be paid by the Senate directly to the vendo
upon its receipt of a written invoice evidencing thxpenditure of such funds by the legislator or
employee. All other allowable travel expenses apgd by the President should be paid directly ley th
Senate to the vendors whenever convenient, feasibte practical to do so. Unless paid by the Senat
directly to the vendors, the cost of such othepvedible travel expenses are payable to the legistato
employee engaged in travel. The payment to thsl&gr or employee may be by a cash advance prior
to travel or by a reimbursement after the legislatand employee's return from travel upon approval
the President.

Sec. 1.9. Accounting. Within 15 days after completion of travel, belass than overnight,
overnight or longer or out-of-state; each legisiato employee shall account to the Senate for trave
expenses incurred for which a cash advance was wratte which a reimbursement is sought on the
appropriate Senate "Statement of Completed Trdweti (exhibits 2.B and 2.C).

In calculating the amount expended for lodgingalsieand other personal travel expenses, the
calculation based on the amount of per diem allowgedufficient; no detailed itemization of such



expenses is required. For all other expensestalate expenditure statement shall be attachedhéo t
appropriate "Statement of Completed Travel" foraported by receipts where receipts are issudakein t
normal course of business. The form shall be stbdidirectly to the Accountant. If the travel
expenses total less than the amount of any advémeégislator or employee shall refund the défere
to the Senate with the appropriate Statement ofleted Travel form.

Sec. 1.10. Travel report. If travel is out-of-state, a completed "Travel BgpForm™ (exhibit
2.D) describing the business conducted shall bendtdsl to the President within 30 days after
completion of travel. The report shall summarize hature of the business conducted and contalm suc
recommendations as appropriate. If travel is by ow more legislators or employees, each may file a
separate report. Two or more may join in filingiagle report.

Sec. 1.11. Maximum allowance; definedFor the purposes of this title, "maximum allowahc
means the maximum allowance for intrastate, iraggsor international travel as provided by statute

Chapter 2. Transportation

Sec. 2.1. Scope of chapter. This chapter is concerned with the mode and clafss
transportation, other than the use of a persoaltyed automobile. Provisions with respect to the of
a personally owned automobile are contained in telnag of this title. All costs of transportation
reasonably and necessarily incurred in the condtiatfficial legislative business is payable by the
Senate, except the cost of transportation incuimelaveling to and from the State capitol durihg t
period that the Senate is in session. The exaepib@s not apply when the Senate is in recess doe m
than three days.

Sec. 2.2. Routing. Travel itinerary shall be by the most direct amhvenient route to the
destination and return. Any additional cost inedrin deviating from the most direct and convenient
route shall be borne by the legislator or emplay@ecerned.

Sec. 2.3. Air transportation. Except in case of travel between points on alaydin the State,
travel between any two points shall be by a refplacheduled commercial airline whenever it is
available and its use is feasible and appropri#e.travel shall be by the most economical clasd a
airline available, unless otherwise authorizedh®yPresident. If at any time before or duringttasel
the legislator or employee alters his or her madeass of travel to a more economical mode orsclas
Senate shall be refunded the difference in thesfgpeovided that if the change results in an overal
savings to the Senate, then the Senator or emp8hakbe reimbursed for any change fee cost iecurr

Sec. 2.4. Ground transportation. Travel on any of the islands within the Statea gtoint of
destination out-of-state, and between points ofinlgison out-of-state when not serviced by a redyla
scheduled commercial airline or when otherwise appate may be by limousine, taxi, train, car rénta
bus, personal automobile, or any other suitablensiealo the extent feasible, the most economical
means shall be used.

Sec. 2.5. Arrangements for transportation. Whenever feasible, all arrangements for
transportation to and from a destination point aetlveen destination points shall be approved by the
President prior to departure and the costs of snacisportation paid by the Senate directly to thedor.
Whenever feasible, all arrangements for car rerdladdl also be approved in advance by the President
and if travel is within the State the costs of stmttals paid by the Senate directly to the vendor.



Chapter 3. Per Diem Allowance

Sec. 3.1. Scope of chapter.The costs of meals, lodging, ground transportatamd other
necessary personal travel expenses are payableeb8dnate through a per diem allowance or direct
reimbursement to the legislator or employee. 8astP4-3 to 24-5, HRS, provide the statutory bfsis
the payment of the per diem allowance to legistat@ection 22-4, HRS, provides the statutory Hasis
the payment of the per diem allowance to Senatdoy@@s. This chapter delineates how the statutory
provisions are to be implemented.

Sec. 3.2. Per diem computation Whenever in this chapter a maximum per diem alove is
specified, the maximum amount, together with angess lodging costs, is the limit of the allowance.
The maximum amount is payable only for any day iming an overnight stay at the point of destination
An overnight stay on any given day is permissibiby df:

(2) Official legislative business concludes atrsao hour when transportation back on that
day to the point of origin is unavailable or inféxs;

(2) Official legislative business is to continueamother official legislative business is to be
conducted at the same destination on the follondag and it is more feasible or
economical to remain overnight at the destinati@ntto return to the point of origin and
to embark on another travel to the destinationherfollowing day;

3 Travel to and an overnight stay at the detstinaon that day is necessary because the
conduct of official legislative business is schedufor the following morning at an hour
which makes transportation in the morning to théepof destination unavailable or
infeasible; or

(4) The point of destination constitutes one ofoter more destination points in an
approved, planned itinerary and it is more econafri@ stay overnight at the destination
point than to return to the point of origin and embon another travel on a subsequent
day.

A per diem allowance is payable for every day ideldiin the travel from the day of departure todag

of return, including those days when no officiadisative business is involved, except that nogiem
allowance is payable in case of travel intra-statethe day of return to the point of origin when no
official legislative business is conducted. Fog purposes of this chapter, "day" means a twenty-fo
hour period commencing at 6:00 am.

Sec. 3.3. Multiple official legislative businessWhenever on a single day two or more items of
official legislative business are conducted forreatwhich a different per diem allowance is preaddn
this chapter, only that per diem allowance whicthesgreatest of the several allowances is payable.

Sec. 3.4. Legislator's per diem allowance intrasta during session. A member of the
legislature whose legal residence is on an islahdrdhan Oahu shall receive an additional allowsas
provided by statute. A member of the legislaturmse legal residence is on the island of Oahu dmad w
is required to remain away from both the islandhef legislator's legal residence and the islan@atiu
but within the State overnight or longer while dfiaial legislative business during a session aremw
authorized by the President of the Senate, shedlive an allowance equal to the maximum allowance
for such expenses payable to any public officeemployee, which amount is to cover all personal



expenses such as board, lodging, and incident&nsgs but not travel expenses. This allowancé shal
be in addition to the allowance which the legisiat@ay be entitled to receive under Sec. 1.4. deTli
except that the legislator shall not be entitledhis allowance while in attendance at a sessioth®f
legislature on Oahu.

Sec. 3.5. Legislator's per diem allowance intrasta during off session or during an
extended recess.During the interim between sessions and durisgssion recess of more than three
days, while conducting official legislative busisesithin the State and when authorized by the Begdsi
of the Senate, the per diem allowance payablelégialator is $10 if the official legislative busiss is
conducted on the island of the legislator's resideprovided that the payment of the $10 per dibeail s
only be authorized by the President of the Seratefficially noticed meetings with a duration ohiger
than one hour in length; provided further that fbe purposes of this sentence, "officially noticed
meeting" means a meeting that falls under the dwfimof "official legislative business" as defined
under chapter 1 of this title. If the official istative business is conducted on an island otten the
island of the legislator's residence and when ai#bd by the President of the Senate, the legiskitall
be entitled to receive a per diem allowance equahé maximum allowance for such expenses payable
to any public officer or employee.

In the case of a meeting of a legislative commitiee chair shall take attendance of Senators
who are present for at least one hour. Senatoosrerain at a legislative committee meeting fdeast
one hour shall be entitled to the $10 per diema $enator attends to official legislative businéss is a
meeting other than a legislative committee meetithgg Senator shall certify the Senator's own
attendance. In each case, attendance shall bieckdn the Senate Interim/Extended Recess PanDie
Attendance Form (exhibit 2.E).

Sec. 3.6. Legislator's per diem allowance out-otege. At any time during session or during
the interim between sessions or during any sessioess, while conducting official legislative biess
out-of-state and when authorized by the PresidetiteoSenate, the legislator shall be entitledeteive
a per diem allowance equal to the maximum allowdacsuch expenses payable to any public officer or
employee.

Sec. 3.7. Employee's per diem allowanceAt any time during session or during the interim
between sessions or during any session recess winlducting official legislative business within o
without the State, other than on the island of ¢ingployee's residence and when authorized by the
President of the Senate, the employee shall recaiy@er diem allowance equal to the maximum
allowance for such expenses payable to any pulfficeo or employee. No per diem allowance is
payable for legislative business conducted on thegl@yee's island of residence.

Sec. 3.8. Overnight stay on island of residenceWWhenever a legislator or employee, while
conducting official legislative business on theaims of legislator's or employee's residence, stays
overnight at the point of destination, the Presidemay approve the payment for the actual cost of
lodging and meals incurred by the legislator or lyge, in an amount not to exceed the maximum
allowance for such expenses payable to any pulfiiceo or employee, provided that the legislatar's
employee's stay overnight is necessitated by tigeegies of the business conducted or is unavadabl
due to the distance between the legislator's ol@mep's home and the destination point and thedste
of the hour at which the business concludes. éncise that the President is requesting paymermtr und
this section, the approval of the payment shallujpbn the Vice-President.



Sec. 3.9. Lodging policy while on official legistave business. Lodging while on official
legislative business shall be of a reasonable ,aladsss otherwise authorized by the President.

Sec. 3.10. Reimbursement for excess lodging expesis Whenever a legislator's, or an
employee's commercial lodging cost exceeds theicgiipé lodging allowance, the legislator, or
employee, shall be entitled to an additional amadded to the legislator's, or employee's, per diem
This amount shall be equal to the difference of aletual daily cost of commercial lodging and the
applicable allowance provided herein, multipliedthg number of days spent on commercial lodging.
Unless otherwise waived by the Senate Presiderfjest for commercial lodging expenses in excess o
the lodging allowance shall be made in advancé®fSenator's, or employee's, trip. The daily sdioge
for commercial lodging shall be equal to the maximallowance for such expenses payable to any
public officer or employee.

Chapter 4. Mileage and Mileage Allowance

Sec. 4.1. Scope of chapter. Senators and employees frequently utilize thedrspnal
automobiles in the conduct of official legislatibasiness. In addition, there are some employeesbyh
necessity are required to utilize their personam@obiles in the discharge of their duties. Thater
prescribes the conditions under which legislatord employees may claim for reimbursement for such
use of their personal automobiles.

Sec. 4.2. "Personal automobile" defined.The term, "personal automobile,” means a vehicle
owned, leased, or rented by a Senator or an employehe Senator's or employee's own personal use.

Sec. 4.3. Entitlement to mileage reimbursementA Senator or employee may claim for cash
reimbursement from the Senate for any reasonalidenanessary use of a personal automobile in the
conduct of official legislative business and, inseaof an employee, for the use of the personal
automobile in the discharge of duties, except timasuch claim shall be allowed for the followingess
of a personal automobile:

(2) By a Senator in traveling between the Sersaféce of abode (permanent or temporary)
and the State Capitol during the period that theageis in session, unless the Senate is
in recess for more than three days;

(2) By an employee in traveling between the empdts/ residence and the State Capitol for
any purpose; or

3 By an employee in discharging any duty unesglato the business of the Senate as a
whole or of a Senate committee.

Sec. 4.4. Authorization to use personal automobileNo claim for reimbursement for the use
of a personal automobile in the conduct of offidegislative business or, in case of an employeé)e
discharge of the employee's duties, is allowedasnthe use of such personal automobile has fiest be
approved by the President. If the use of a petsmtamobile is for the purpose of conducting a#fic
legislative business, the contemplated use of titenaobile shall be included in the travel itinerary
submitted on the "Personal Automobile Mileage vauth (exhibit 2.F)

Sec. 4.5. Reimbursement amountReimbursement for the use of a personal automabibn a
mileage basis. The rate of reimbursement to at8eshall be equal to the maximum rate payablento a



public officer or employee. Whenever during a gEgssn case of a Senator, and at any time, in oase
an employee, it is more practical for the Senatoeroployee to travel directly between the Senatwor's
employee's place of abode and the place at whidatiadflegislative business is to be conductedmthe
case of an employee, at which a duty is to be diggd, rather than to travel first to the Stateitobp
and then to proceed to the place of business, files nraveled between the abode and the place of
business shall be reduced by the number of milesalty traveled between the abode and the State
Capitol in calculating the amount of the reimbureeim In no case is reimbursement allowed for the
miles traveled directly between the abode and tlaeepof business if they are less than the miles
normally traveled between the abode and the Stapetd.

Sec. 4.6. Claim filing. All claims for reimbursement shall be filed ore tRersonal Automobile
Mileage Voucher. If the use of the personal autoifechad been authorized in writing prior to itdussd
use, the form shall be submitted directly to theee accountant for settlement and payment. In all
other cases, the form shall first be submittedafmproval to the President before routing to theaen
accountant.

Sec. 4.7. Mileage allowance for employeesThe use of personal vehicles for official
legislative business may be reimbursable. The breisement rate shall be the same as provided in
section 612-8(a), Hawaii Revised Statutes. Whgtensive and frequent use is made by an employee of
the employee's personal automobile in the nornsahdirge of duties, the President, in consultatitth w
the Vice President, may authorize the paymentecethployee of a monthly allowance for such use, not
exceeding $300 a month. The monthly allowanca Igu of reimbursements on the mileage basis. The
monthly allowance is subject to adjustment frometita time, depending on the frequency of use of the
employee's automobile in discharge of the empleydaties.



TITLE 3.

PURCHASING POLICIES AND PROCEDURES
FOR THE PROCUREMENT OF GOODS AND SERVICES

The Hawaii State Senate Procurement policies aodepures are in addition to, but governed
by, chapters 103 and 103D, HRS, and the Hawaii Adimative Rules (HAR) as issued by the

Procurement Policy Board.

Chapter 1. General Provisions

Sec. 1.1. Purchasing practicesAll purchasing practices of the Senate shall beeghed by
Chapters 103 and 103D, HRS; the Hawaii AdministeafRules; and the specific rules on purchasing

established by the President.

Sec. 1.2. Approval by President.All purchases shall be approved by the Presidaidy to
procurement. The President may delegate, in wgitadl or a portion of this authority to another

individual.

Sec. 1.3. No division of purchasedNo purchase shall be so divided or parcelled aeteat or
evade the requirement of the competitive sealedbabmpetitive sealed proposal process.

Sec. 1.4. Purchase at lowest costPurchases shall be made at the lowest possilde co
consistent with reasonable standards of qualitlyis the policy of the Senate to foster broad-based
competition in its purchasing and contracting pssce

Chapter 2. Small Purchases

Sec. 2.1. Requirements and procedures.The following identifies the requirements and
procedures to purchase goods and services for aurdntess than $50,000 and construction for an

amount less than $50,000:

(2) If the requested goods and services are &®lailthrough current price lists, the
purchase(s) shall be made from the price lists.

(2) Purchases of goods, services and construdtioder $500 do not require price
quotations. A memorandum requesting the purchiaak lse submitted to the President
or a designee for approval, prior to purchase.

3 The procedures to purchase goods and serempeasl to or greater than $500 and less
than $15,000 and construction greater than $500esmsdthan $15,000 are as follows:

(A) Contact Senate Supply and provide a desonpdéind the quantity of the goods,
services or construction sought. If the itemsaua@lable on a price list, Senate
Supply shall obtain them from the price list.

(B) If items are not available through a pricet,lithree price quotes shall be
obtained.

- 11 -



0] If the estimated total cost of the purchaske goods, services or
construction is greater than $500 but less tha@Q8B,price quotations
shall be obtained in writing, by fax, or verbalby;

(i) If the estimated total cost of the purchafegoods and services is at
least $5,000, but less than $15,000, or for contnu of at least $5,000,
but less than $15,000, price quotations shall kainéd in writing or by
fax.

© A memorandum requesting the purchase of goaad services shall be
submitted to the President for approval, prior twchase. The memorandum
shall include:

0] A description of the goods, services, orstonction to be purchased;

(i) Justification of the purchase;

(i) Identification of the three vendors witlercesponding price quotes; and

(iv) Recommendation as to which vendor shakdlected.

(4) The procedures to purchase goods and sergques to or greater than $15,000 and less
than $50,000 and construction greater than $150ddess than $50,000 are as follows:

(A) The Senate shall utilize and follow the prdeess of the State Procurement
Office's Hawaii Electronic Procurement System (HePS

(B) A memorandum requesting the purchase of goadd services shall be
submitted to the President for approval, prior twchase. The memorandum
shall include:

0] A description of the goods, services, orstonction to be purchased;
(i) Justification of the purchase;

(i) Identification of the three vendors witlercesponding price quotes; and
(iv) Recommendation as to which vendor shakdlected.

Chapter 3. Large Purchases

Sec. 3.1. Requirements and procedures.The following identifies the requirements and
procedures to purchase goods, services of $50j08@ater and construction of $50,000 or greater.

1) Purchases of goods and services of $50,00ffeater or purchases of construction of
$50,000 or greater shall utilize and follow the q@dures of the State Procurement
Office's Hawaii Electronic Procurement System (HePS



(2)

A memorandum requesting to initiate the contivetsealed bid/proposal process shall
be submitted to the President for approval. Nooacthall be taken until the
memorandum has been approved. The memorandunirstiatie:

(A) A description of the goods, services or camndion to be purchased;

(B) Justification of the purchase;

© Cost estimates; and

(D) Other pertinent information (i.e., specificats, time constraints).

Sec. 3.2. President's office assistanceUpon approval, the requestor shall contact the
President's office for assistance in proceeding tiie competitive sealed bid or proposal process.

Chapter 4. Other Purchases

Sec. 4.1. Other purchasesPurchases can also be made in the following oategy emergency
purchases; sole source purchases; and the proauref@ofessional services.

Sec. 4.2. Emergency purchasesThe following identifies the requirements andqadures to
purchase goods, services or construction for emeygeurposes.

(1)

(2)

An emergency purchase may be made when therserious need for goods, services, or
construction that cannot be met through the nomnaturement methods, the lack of

which would seriously threaten the continued fundi of the Senate, the preservation or
protection of property, or the health or safetyany person. Procurements of this nature
may be made with verbal approval from the Presidemin authorized designee and must
be followed up with a written memorandum justifyitige emergency purchase. Orders
for such purchases may be placed with a vendorrédfte purchase documents are
prepared, approved, and issued as long as verpad\ag has been obtained. Emergency
purchases shall be made with such competition piaiticable under the circumstances.

Unless verbally authorized, a memorandum rstijug an emergency purchase shall be
submitted to the President for approval, prior tochase. Each memorandum shall
include:

(A) Nature of the emergency and justificationfaarranting an emergency purchase;
(B) A description of the goods, services or camgton to be purchased,

© Reasons for selecting a particular vendapilicable;

(D) Name of vendor, if available;

(B) Cost or cost estimates; and

(3] Other pertinent information.



3 Upon approval of the request, the original memdum shall be returned to the
requestor and a copy forwarded to Supply and Admogrior processing. A copy shall
also be forwarded to the President's office fandjl

Sec. 4.3. Sole source purchase3he following identifies the requirements andqadures to
purchase goods, services or construction from enelaor.

(2) A sole source purchase may be made when therdy one source available from which
to purchase goods, services or construction.

(2) A memorandum requesting a sole source purcsizébe submitted to the President for
approval, prior to purchase. The memorandum &halide:

(A) A description of the goods, services or camndion to be purchased;
(B) Justification for the purchase;

© Justification for the selection of the vendsra sole source;

(D) Cost estimates; and

(B) Other pertinent information.

3 Justification must be provided, in writing, warrant approval of a sole source purchase
and shall include the following:

(A) A description of the feature, characteristic, capability that is unique to the
particular good, service or construction being e=sged;

(B) An explanation as to why this unique featisr@ssential in order to accomplish
the requestor's work; and

© An explanation as to why the particular gosetyvice, or construction having the
unique feature is available from only one source.

(4) Upon approval of the request, the original mendum shall be returned to the
requestor and a copy forwarded to Supply and Admogrior processing. A copy shall
also be forwarded to the President's office fandjl

Sec. 4.4. Procurement of professional servicedll procurement of professional services shall
be executed in accordance with chapter 103 and /1BBiWaii Revised Statutes, and approved by the
President in consultation with the Vice President.

Sec. 4.5. When allowed.The President, in consultation with the Vice Rfest may secure
professional services in the following situations:

(2) When the desired services require professionééchnical competencies beyond those
possessed by the Senate staff and the legislajemcees; or



(2)

When the personnel work force of the Senadf sind the legislative agencies is
insufficient or simply unavailable to perform theesited services within the time
required.

Sec. 4.6. Requirements and procedures to obtain gfessional services. The following
identifies the requirements and procedures to nlgeofessional services.

(1)

(2)

()

"Professional services" means those servicéhinvthe scope of the practice of
architecture, landscaping architecture, professi@mgineering, land surveying, real
property appraisal, law, medicine, accounting, démnt or any other practice defined as
professional by the laws of this State.

A memorandum requesting the procurement ofegsional services shall be submitted
to the President for approval, prior to purchaske memorandum shall include:

(A) A description of the services to be purchased
(B) Justification for the purchase;

© Terms and conditions required;

(D) Cost estimates; and

(B) Other pertinent information.

Upon approval of the request, the request@ll stontact the President's office for
assistance with the process for acquiring professiservices.

Chapter 5. Protests

Sec. 5.1. Protest proceduresThe following outlines the procedures governimgtests filed
against any procurement made by the Senate.

(1)

(2)

Submittal of protest. A vendor who is agged\wy a procurement decision may submit
a written protest to the President. The writteotgst shall be submitted within five (5)
working days after the aggrieved vendor knows oughhave known of the unfavorable
procurement decision. The written protest shallude:

(A) Name, address, and telephone number of thdore

(B) Appropriate identification of the procuremgstich as a job number or contract
number;

© Explanation of reasons for the protest; and

(D) Supporting and relevant exhibits, evidence,documents to substantiate any
claims.

Upon receipt, the protest shall be time stadripethe President's office.



(3)

(4)

()

(6)

(7)

Any additional information requested by anytloé parties shall be submitted within ten
(10) working days from the date of the request hiw the time periods established by
the requesting party, whichever is earlier.

(A) Failure to timely comply with a request foformation may result in resolution
of the protest without consideration of the reqeéshformation.

(B) Information that bears on the substance mfodest shall be made available upon
written request, to any interested party. Infoioratthat is proprietary,
confidential, or otherwise permitted or requiredbi withheld by law or rule
shall not be made available.

Persons who wish to keep information submittgdthem confidential
should specifically make such a request. Theyl stahtify the information
within the documents submitted and indicate so lom front page of each
document that contains the information.

A written decision on a protest shall be mbhgehe President, within a reasonable time
after receipt of a proper protest and all requestEdmation. The decision shall:

(A) State the reasons for the decision;

(B) Inform the vendor of its right to initiate appeal; and

© Be mailed or otherwise furnished immediatelyhe vendor.
Time limits for written decisions.

(A) The President shall issue a written decisiona claim not exceeding $50,000
within ninety (90) days after receiving a writtegguest for a decision;

(B) If a claim exceeds $50,000 and the size aydptexity of the claim requires
more than the ninety days allowed for a decisibme, Rresident shall notify the
vendor of the time within which the President wilhke the decision.

© If a decision is not received within the tiegtablished, the vendor may proceed
as if an adverse decision had been received.

Action on solicitation. In the event of a &t protest, no further action shall be taken
on the solicitation or award unless the Presideakan a written determination that
action on the solicitation or award should proceeithout delay to protect the
substantial interests of the Senate.

Reimbursement of cost. If a protest is sustdj the available remedies include, but are
not limited to:

(A) Remedies set forth in subsection (b) and Bapter 4 of the Hawaii
Administrative Rules; and



(B) If the vendor that should have been awardeddontract was not awarded the
contract, in addition to any other relief, the Serghall reimburse the vendor for
the reasonable costs incurred by the vendor inexion with the solicitation,
excluding legal fees.

Sec. 5.2. Request for reconsiderationThe President's decision shall be final, unlegisinvten
(10) working days of the decision of the Presidéhgé vendor appeals the decision in writing. The
appeal shall include a detailed statement of tletuéd and legal grounds upon which reversal or
modification of the decision is deemed warranted.

(1)

(2)

()

(4)

()

Within ten (10) days of the appeal, the Presidshall appoint a three member panel,
comprised of senators, to review the appeal.

The panel shall make its recommendation withirty (30) days after formulation of the
panel and shall notify the President, in writing,its recommendation. The President
shall not be bound by the recommendations of tielpaThe President shall notify the
vendor, in writing, of the President's final dearsiwithin ten (10) days after receipt of
the panel's recommendation.

If the President's final decision is not faadole to the vendor, the President shall inform
the vendor of the vendor's right to an administeatippeal.

The President's final decision shall be firmmld conclusive, unless the vendor
commences an administrative proceeding pursuasettion 103D-709, HRS, within
five (5) working days after the final decision b&tPresident.

Neither the President, nor any member of theep shall be held to answer in an
administrative proceeding for the President's faedision during a legislative session.



TITLE 4.

PAYMENTS AND RECEIPTS

This title establishes the policies and procedgm®gerning the payment of Senate obligations
and the deposit of Senate receipts. It coveradiVities associated with the various types ofrpents;
i.e., vendor, petty cash, payroll and allowanced, @positing of receipts.

Chapter 1. Payment to Vendors

Sec. 1.1. Scope of chapterThis chapter prescribes the controls and proesdiar be followed
in making payments to vendors.

Sec. 1.2. General control of warrants.To facilitate accountability, Senate warrantsdloecks,
as the case may be) shall be prenumbered at teeofiprinting. Unissued warrants are to be adedjyat
safeguarded, and spoiled warrants are to be mai{€dD" and properly accounted for by the
Accountant.

Sec. 1.3. Preparation of warrants and remittancedvice. Warrants in payment of vendors'
invoices are to be prepared by the Accountant aaidechwithin 30 days after receipt of invoices from
the vendors, provided that the terms of purchase baen satisfied. The warrants prepared are to be
listed on the form, "Remittance Advice" (exhibitA¥.which is to be prepared in triplicate. The
remittance advice serves as a record of all wasrargpared and issued by the Senate. It is atsbtos
inform certain State agencies of the authorizedavas issued by the Senate.

Sec. 1.4. Review and approval for paymentThe Clerk shall be responsible for reviewing the
warrants, remittance advice, and the documentsostipg the expenditures. In conducting this reyiew
the Clerk shall (a) ascertain that all warrantsented for review are listed on the remittance aj\ib)
ascertain that the warrants are properly substadtiny supporting documents, i.e., purchase orders,
vendors' invoices, and delivery documents; and¢cpunt for the sequential numbering of the wasrant
presented for review. Upon satisfactory completbihe above review, the remittance advice shall b
approved by the Clerk.

Sec. 1.5. Signing of warrants. The President or the Vice President and the Cleekthe
persons authorized to sign warrants. A facsimgeaure machine may be used to affix the authdrize
signature on the warrants. Warrants are to beegsmd for signature after the remittance advice has
been approved by the Clerk. Access to the facsisignature machine shall be limited to the Clark o
such employee as the Clerk may designate, excapstith designee shall not be the Accountant. The
facsimile signature plate, when not in use, shalfdmoved from the machine and kept under lock and
key. A log on the use of the facsimile signaturachine shall be maintained. The Accountant shall
periodically reconcile the total warrants signed &sued as shown by the Accountant's recordstivith
total number of warrants processed as shown bfattgmile signature machine log.

After the signing of warrants, the Clerk shall enesthat all supporting documents are cancelled
with a paid date stamp or other similar marking$ie approved remittance advice, cancelled supmprtin
documents, and signed warrants shall be routdeetédtcountant for disposition.

Sec. 1.6. Mailing of warrants and distribution ofremittance advice. The Accountant shall
prepare the warrants for mailing and deliver theedopes to the mailroom for mailing by the Sergeant



at-Arms. The three copies of the remittance adsil be distributed by the Accountant as follovise

first copy to the State Department of Accountingl &eneral Services for the recording of the Senate
disbursements in the statewide accounts; the semgmdto the State Department of Budget and Finance
to be used as the basis for honoring warrants dsbye¢he Senate against the State treasury; andshe
copy is to be retained by the Accountant for theddmtant's files.

Sec. 1.7. Outstanding warrants. Warrants outstanding for more than 90 days sball
investigated by the Accountant. After diligentaeté are made to contact the payees, the Accountant
shall be relieved from further investigation of waarts which continue to be outstanding for morentha
180 days. When new warrants are issued to repheceld outstanding warrants, the State Department
of Accounting and General Services and the DepartwieBudget and Finance are to be notified of such
actions.

Chapter 2. Payrall

Sec. 2.1. Scope of chapterThis chapter outlines the controls and procedgmerning the
payroll of legislators, permanent employees, antptaary employees.

Sec. 2.2. "Permanent employee" and "temporary emplyee" defined. "Permanent
employees" are employees who are expected to béyaibthroughout the year and for an indefinite
period, and who qualify for all benefits affordezular State employees. "Temporary employees" are
employees hired on a temporary basis, i.e., empyého are not expected to be employed throughout
the year but are employed only for a limited persoth as during legislative sessions, and who do no
qualify for the benefits afforded regular State ®ypes. All employees serve at the pleasure of the
Senate.

Sec. 2.3. Payroll of legislators and permanent erfgyees. The following provisions shall
govern the payroll of legislators and permanentleyges:

1) Pay period. All employees shall be on a phkyiag. Permanent employees and
legislators shall be paid their monthly salary wotequal installments. The first
installment is payable on the 5th and the secosi@dliment is payable on the 20th day of
each month of service.

(2) Personnel action form. State Form SF-5, "hatiion of Personnel Action," shall be
used for initiating and authorizing personnel awi@ffecting the payroll of legislators
and permanent employees. Personnel actions inthedaitial placement of the name
on the payroll, changes in the rate of pay, anddiseontinuance of pay because of
termination of employment. The SF-5 shall be pregay the Accountant and signed
by the Clerk for personnel actions affecting legjists or by the appointing authority for
personnel actions affecting permanent employeéscement of the name on the payroll,
and changes in the rate of pay must first be amguldy the President. The certification
of the State Director of Personnel Services asdhotethe SF-5 need not be obtained.
Distribution of the SF-5 shall be in accordancehwiite State accounting manual.

3) Services of DAGS. The services of the Stagpddtment of Accounting and General
Services (DAGS) shall be used for the preparatibthe payroll register, which is a
listing of individuals entitled to pay and the ambof gross pay, deductions, and net pay
for each; preparation of the pay warrant and egmsgtatement for each individual listed



(4)

()

on the payroll register; and the preparation ahidgfiof the required payroll tax returns
and forms.

Payroll change schedule. At the beginningea€h pay period, DAGS furnishes the
Accountant with a copy of the payroll register loé fprevious pay period. Any changes
to the payroll for the current pay period are torlméed on the payroll register by the
Accountant. The payroll register, with the changesknown as the payroll change
schedule. This schedule shall be signed by thek @kefore its submission to DAGS.

Distribution of pay warrant and earnings staat. The Accountant shall pick up the
pay warrants and earnings statements on each pajrata DAGS. The Accountant
shall seal the warrants in envelopes and delivemtlor mail them to the appropriate
employee.

Sec. 2.4. Payroll of temporary employeesThe following provisions shall govern the payroll
of temporary employees.

(1)

(2)

(3)

(4)

()

(6)

Pay period. Temporary employees shall be ged wages in two equal installments.
The first installment is payable on the 5th and $beond installment is payable on the
20th day of each month of service. Authorized dajsmployment for temporary
employees are legislative days, recess days aret ddéys authorized by the Senate
President.

Attendance report. Each legislator, committéair, or administrative superior shall
submit an attendance report to the Accountant floteenporary employees under the
Accountant's supervision. The "Attendance Reparfliemporary Employees" (exhibit
4.B), shall be used for this purpose. The atteoelaeport serves as the record upon
which the payroll for temporary employees is prepar

Preparation of payroll. The Accountant shakpare the following items relating to
payroll: (a) a payroll register; (b) pay warrantieearnings statement for each temporary
employee entitled to pay; and (c) a remittance @a\Visting all pay warrants to be
issued.

Review and approval for payment. The Clerdlisbe responsible for the review of the
pay warrants and the accompanying remittance advineconducting this review, the
Clerk shall: (a) ascertain that pay warrants preeserior review are listed on the
remittance advice; (b) ascertain that the namésdisn the remittance advice include
only authorized hires; and (c) account for the sajal numbering of all pay warrants
presented for review. Upon the satisfactory cotigote of the above review, the
remittance advice shall be approved by the Clerk.

Signing of pay warrants and distribution omrgance advice. The procedures for the
signing of pay warrants and distribution of remmtta advice shall be the same as the
procedures for the vendor payment process outiimedctions 1.5 and 1.6 of this title.

Distribution of pay warrants and earnings esta&nt. Individual pay warrants and

earnings statements shall be sealed in the envelppéhe Accountant and delivered or
mailed to the appropriate employees.
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Chapter 3. Allowances

Sec. 3.1. Scope of chapterThis chapter covers the general provisions aedtbcess for the
payment of allowances.

Sec. 3.2. General provisions.Provisions governing when and the conditions unaleich
allowances are to be paid and the amount of alloesare contained in sections 1.3 and 1.4 of Title
for the general allowances that are payable toslegirs and Title 2 for travel allowances that are
payable to legislators and legislative employees.

Sec. 3.3. Payment processThe payment process for allowances shall be #meesas the
vendor payment process detailed in sections 1.@ugir 1.6 of this title, except that there shall be
supporting documentation (i.e., Travel Authorizatar Statement of Completed Travel forms) whenever
applicable.

Chapter 4. Receipts
Sec. 4.1. Deposit of receiptsSenate receipts shall be deposited in the Staasury no later
than weekly by the Accountant. State accountingnFB-13, "Treasury Deposit Receipt," shall be used

for this purpose. Whenever possible, only mon@ers or checks payable to the State Senate sheuld b
accepted.
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TITLE 5.

FINANCIAL ACCOUNTING AND REPORTING

This title sets forth the method, maintenanceraparting of finances.
Chapter 1. Financial Accounting and Reporting

Sec. 1.1. Scope of chapterThis chapter establishes the policies and praesdgoverning the
recording of financial transactions. It prescriilee method of accounting and the manner in which
financial records are to be maintained.

Sec. 1.2. Budget format.The budget shall contain an estimate of the &taknditures for the
year. The budget shall contain the budget categatescribed as set forth in the Senate Budget Form
and the appropriate cost elements under each budgegory (exhibit 5.A). In the development and
preparation of a budget, the President in consoitavith the Vice President shall ascertain whether
circumstances and conditions require revisions h® budget format including changes to budget
categories.

Sec. 1.3. Budgetary control. The President, Vice President, and Chief Clerkllshe
responsible for monitoring expenditures to ensha¢ total expenditures do not exceed budgetarydimi

Sec. 1.4. Method of accountingThe accounting records of the Senate shall betaiaed on a
cash basis of accounting. Under this method, edipges are recorded when paid and receipts are
recorded when received. Encumbrances and accqaytble, although not recorded in the formal
accounting records, are to be taken into accourftrfancial reporting purposes.

Sec. 1.5. Maintenance of records.The Accountant shall be responsible for maintayrthe
accounting records of the Senate. A separatef setcounts shall be kept in a manner which willuzas
control over expenditures. At a minimum, a segasatcount shall be maintained for each budgetasty co
element.

Sec. 1.6. Reporting. The Accountant shall prepare periodic finanogdarts. Such reports, as
well as other financial reports as requested, shallsubmitted to the President and Vice President.
Monthly financil reports shall be submtted to thredfdent and Vice President within ten working days
after the end of each month. A copy of each firdnmeport shall be made available to each legslat
and for public inspection.
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TITLE 6.

EMPLOYEE CLASSIFICATION

This title sets forth the duties of the varioussses of employees in the Senate.
Chapter 1. Employee Classification

Sec. 1.1. Scope of chapterThis chapter describes the various classes ofoges, the kinds
of positions for each class, and duties associaitdeach position.

Sec. 1.2. Support to individual senators.Each Senator is authorized to appoint employees t
serve as the Senator's personal staff.

A. Legislative Office Manager

Duties and responsibilities. Legislative Office Managers shall be appointed by
individual legislators to manage the affairs of tegislator's office. Under the general
supervision and direction of a Senator, a Legista®ffice Manager shall:

Q) Perform a variety of information gatheringhflamental to all varieties
of legislative research;

(2) Participate intensively in the managemerd day-to-day operations of
the office;

3) Perform related duties as assigned by thalmee and
4) Maintain confidentiality.

Recommended minimum qualifications. The recommended qualifications of
the Legislative Office Manager shall include knowde of office practices and
procedures as they relate to legislative operatiacghe operation and operational
maintenance of various office appliances and egergnbasic principles, methodology,
and techniques of legislative research; governnmograms and policies; and the
legislative process and operations.

In addition, the Legislative Office Manager dhhhve the ability to plan,
organize, and carry out a broad range of functionsluding preparing for public
hearings or informational briefings; preparing espondence, summaries, and
congratulatory certificates requiring judgment asappropriate format and conforming
to all the rules of grammar and style; communigaeffectively and deal tactfully with
others; maintaining confidentiality; and, for sopwsitions, computer proficiency.

B. Legislative Assistant
Duties. Under the supervision of a Senator, answers rajuiries of and

provides assistance to the Senator's constitueotsipiles and maintains a file on
legislative measures introduced by the Senator;rdioates the Senator's public
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relations; maintains the Senator's appointmentndale performs receptionist duties;
maintains correspondence files; provides typing eledical services; maintains office
reference materials and personnel records of theepfcontrols office equipment and
supplies; handles routine inquiries from the puldicd performs other duties as assigned
by the Senator. A legislative assistant shall ma@nconfidentiality. For a majority
party Senator who is a chair of a Senate standingnattee, it is recommended that the
Senator's Legislative Assistant also serve as ématdr's committee clerk and be able to
perform the duties and meet the qualifications gigecin section 1.5(A) of this chapter.

Recommended minimum qualifications. The ability to handle personal and
confidential matters; some familiarity with the iggtive process; the ability to
communicate with the public; knowledge of officeopedures and practices; the ability
to deal with a variety of tasks and to solve protdeas they arise; and proficiency in the
use of personal computers.

C. Other Support Staff

In addition to the above position, each Senatay employ additional support
personnel during the session such as clerk- typistsresearch assistants provided the
Senator does not exceed the daily dollar allotrhenstaff salaries as authorized by the
Senate. Thus, the size and makeup of each Senpéssonal staff varies from Senator
to Senator depending on the utilization pattern dach Senator of the Senator's
authorized daily allotment.

The term of employment of any employee hired urtbex section shall co-terminate with the
Senator's term of office if the employee's emplgy@enator retires from the elective office of Senas
not re-elected, or otherwise leaves or is removeh the elective office of Senator.

Sec. 1.3. Senate majority party support staff. The Senate majority party support staff consists
of a director, majority attorney, assistant directdtorneys, researchers, secretaries and sueh sitff
as may be authorized by the President.

A. Director
Appointed by the President.

Duties. The administrative head of the Senate Majoritysdaech Office,
manages the daily operations of the Office; revie¢les work of the Senate Majority
Research Office staff; assists in identifying issueends, and problems of significance
to the Legislature; plans and coordinates a trgirpnogram for Senate staff; and
performs other related duties as directed by tlesiBent.

Qualifications. The minimum qualifications for the Director shaticlude
knowledge of government policies and programs, lfarity with research and statistical
methodology, and familiarity with the legislativeopess. The Director shall have
planning, supervisory, and organization skillsabée to work effectively under pressure
and meet deadlines, communicate clearly, concisaly, effectively, exercise tact and
judgment, and maintain confidentiality.



Majority Attorney
Appointed by the President to service the mbjonembership of the Senate.

Duties. The chief legal counsel of the Senate, rendeagal ladvice, opinions,
and counsel to members of the Senate on mattetapeg to the performance of their
legislative duties, to legislative business, anduoh other legal matters as may affect
the Senate and its members; coordinates the legaarch conducted by Senate Majority
Research Office attorneys and reviews all legal oramda resulting therefrom;
coordinates and conducts legal reviews of draft Andl legislation and committee
reports; and performs other related duties as w@igeloy the President.

Quialifications. The minimum qualifications of the Majority Atteep shall
include a graduate degree (J.D.) from an accrediiwdschool and a license to practice
in the State of Hawaii and federal district courthe Majority Attorney shall be
familiar with the legislative process, bill drafjrtechniques, and federal, state, and
county laws, rules, organization, functions, opers, policies, programs, and
procedures.

In addition, the Majority Attorney shall have ethability to supervise
subordinates, maintain confidentiality, deal effiesly with government officials, apply
ingenuity and inventiveness in devising solutiomgtoblems of unusual difficulty and
precedent establishing nature, work effectivelyamgressure and meet deadlines, train
and develop the skills of legislative attorneys atiter staff, and write and communicate
clearly, concisely, persuasively, and effectively.

Assistant Director/Assistant Majority Attorney

Appointed by the President in consultation witle Majority Attorney and
Director.

Duties. Under the supervision of the Director or Majorifttorney, as
appropriate, assists the Director with managingdénéy operations of the Office; assists
the Majority Attorney in fulfilling the Majority Atorney's duties; reviews the work of
the Senate Majority Research Office staff; assistsdentifying issues, trends, and
problems of significance to the Legislature; parfsrother related duties as directed by
the Director or the Majority Attorney; and serves the Acting Director or Acting
Majority Attorney, as appropriate, in their absence

Qualifications. The minimum qualifications for the Assistant it@r/Assistant
Majority Attorney shall include a graduate degr@d() from an accredited law school
and a license to practice in the State of Hawali feleral district courts. The Assistant
Director/Assistant Majority Attorney shall be famail with the legislative process, bill
drafting techniques, and federal, state, and colawsg, rules, organization, functions,
operations, policies, programs, and procedures.

In addition, the Assistant Director/Assistant jdidy Attorney shall have the
ability to supervise subordinates, maintain conftddity, work effectively under



pressure and meet deadlines, train and develoshitis of legislative attorneys and
other staff, and write and communicate clearly,otsely, persuasively, and effectively.

Attorneys

Appointed by the President in consultation witle Majority Attorney and
Director.

Duties. Under the supervision of the Director, attornmay be assigned to the
Majority Attorney to conduct legal research, driagal memoranda, and conduct legal
review of legislation and committee reports. Atieys who serve as
attorney/researchers also perform duties of reBesscdescribed below under the
supervision of the Director and perform other duts may be assigned by the Majority
Attorney or Director.

Qualifications. The minimum qualifications of Senate Attorneyalsinclude a
graduate degree (J.D.) from an accredited law dchdbis desirable, although not
necessary, that an attorney has successfully comaptee Hawaii Bar examination and
is qualified to be licensed to practice law in Havamd federal courts. In addition,
Senate Attorneys shall demonstrate familiarity viitieral, state, and county laws, rules,
organization, functions, operations, policies, pamgs, and procedures, knowledge of
legislative drafting techniques, familiarity withrqgzedent setting opinions rendered by
courts that may have impact on state and countgrgovent, maintain confidentiality,
and the ability to write and communicate clearyn@sely, and effectively.

Researchers
Appointed by the President in consultation wifita Director.

Duties. Under the supervision of the Director, researshdnaft legislation,
committee reports, speeches, and congratulatoryo#imel certificates of recognition;
provide training and consultative assistance tosieas staff, conduct factfinding,
evaluative, and investigative research; analyza;datd make recommendations in the
form of research memoranda, letters, informaticefdy or reports. Researchers also
respond to inquiries from Senators and their staff other government agencies and
perform other duties as may be assigned by thecire

Qualifications.  Experience in performing research-related work fbe
legislature; knowledge of State programs and ofebeslative process; and the ability to
draft reports and legislation.

Administrative Services Manager

Appointed by the Director subject to the appt@fdahe President.

Duties. Serves as the executive secretary to the Diredioder the supervision
of the Director, assists the Director in managihg tlaily operations of the Senate

Majority Research Office, maintains internal officecords, including personnel and
correspondence files; maintains reference matemald report files; conducts and



maintains an inventory of office equipment and dmsp and assists the Director in
coordinating the Senate's reporting requirementdeunthe Uniform Information

Practices Act. Assists the Secretarial Pool Superwvith word processing duties.
Performs other duties as may be assigned by tlecDir.

Qualifications. The minimum qualifications of the Administratii&ervices
Manager shall include knowledge of supervisory @ples and practices, general
administrative principles and procedures applicaioleorganizations, general office
practices and procedures, and the operation anatenaince of various office appliances
and equipment. In addition, the Administrative \&@s Manager shall be able to
supervise, plan, and organize a broad range oét&et@l and office functions, develop a
working knowledge of the responsibilities and pied of the Legislature and the
Senate, comprehend and implement the policieseoBémnate Majority Research Office,
serves as the Senate Majority Research Officelsohaon matters pertaining to the
legislative computer system, work effectively ancet deadlines, proof and edit
legislative documents, legal memoranda, and compiexrespondence requiring
judgment as to appropriate format and conformancthé rules of grammar and style,
communicate clearly, concisely, and effectively,emise tact and judgment, and
maintain confidentiality.

Secretarial Pool Supervisor
Appointed by the Director subject to the appt@fdahe President.

Duties. In addition to the duties of a secretary as desdrbelow, under the
direction of the Administrative Services Managerersees and coordinates the requests
for service and the workload of the secretarial |[pand trains and supervises any
temporary word processing staff hired during thesim.

Qualifications. The minimum qualifications of the Secretarial PSapervisor
shall include a knowledge of grammar, spelling,eyahoffice practices and procedures,
the operation of various office appliances and aeint, knowledge of the legislative
computer system and its applications, proficiencyhie use of personal computers, and
knowledge of secretarial principles and practicds. addition, the Secretarial Pool
Supervisor shall have the ability to supervisenptaganize, and carry out a broad range
of secretarial and clerical functions; develop arkiay knowledge of legislative
procedures and practices, work effectively undexspure and meet deadlines; type
accurately at an acceptable rate of speed, prepate=dit legislative documents, legal
memoranda, and complex correspondence requirirggmeadt as to appropriate form and
conformance to the rules of grammar and style, taminconfidentiality, and
communicate effectively and deal tactfully with ei.

Secretaries
Appointed by the Director subject to the appt@fdahe President.
Duties. Under the supervision of the Director, primanlgsponsible for the

Senate Majority Research Office's word processingeds with respect to
correspondence, legislative documents, reportspartuals drafted by the attorneys and



researchers. Maintains the request for servicaalajjfiles. Assists the Administrative
Services Manager with the office equipment, sugplend receptionist duties. Assists
attorneys and researchers in performing certainsteinal research tasks.

Qualifications. The minimum qualifications of a Secretary shattlude the
ability to type accurately at an acceptable ratespéed, proficiency in the use of
personal computers, knowledge of office procedarespractices, and the ability to deal
with a variety of secretarial tasks and solve proid as they arise.

Sec. 1.4. Senate minority party support staff. The minority party is authorized to appoint a
staff consisting of attorneys, researchers, ancetsstes. These employees are appointed by therityin
party leadership subject to the approval of thesidemt and are responsible for providing research a
related clerical services to the minority membershe Senate. The duties and qualifications os¢he
employees are generally the same as that of thgpective counterparts on the Senate majority. staff

Sec. 1.5. Standing committees support staffeach standing committee is serviced during the
session by committee clerks, attorneys, fiscal yat®l committee secretaries, and other staff, as
necessary, as may be authorized for the commift¢leebSenate.

A. Committee Clerks
Appointed by the respective committee chairpesso

Duties. Under the general direction of the committee igfeason, coordinates
committee hearings, meetings, and field trips; esses all committee correspondence;
assembles and prepares bills and testimonies farings; drafts resolutions and
committee reports; digests legislation referredhte committee; reviews reports and
recommends courses of action to the committee phi@on; and performs other related
duties as required.

Qualifications. Familiarity with the legislative process and @igms; ability
to deal with government officials, legislators, @hd general public; proficient in the use
of personal computer systems of the Legislaturenesinowledge of office procedures
and practices; and the ability to review bills andft committee reports.

B. Attorneys
Appointed by the respective committee chairpesdor the session.

Duties. Under the supervision of the committee chairperamnducts legal
research, drafts legal memoranda, and conductsl lenaew of legislation and
committee reports.

Qualifications. The minimum qualifications of attorneys shall lude a
graduate degree (J.D.) from an accredited law dchdbis desirable, although not
necessary, that an attorney has successfully comaptee Hawaii Bar examination and
is qualified to be licensed to practice law in Havamd federal courts. In addition,
attorneys shall demonstrate familiarity with federstate, and county laws, rules,
organization, functions, operations, policies, pamgs, and procedures, knowledge of



legislative drafting techniques, familiarity withrgzedent setting opinions rendered by
courts that may have impact on state and countgrgovent, maintain confidentiality,
and the ability to write and communicate clearynasely, and effectively.

Fiscal Analysts
Appointed by the appropriate chairpersons fesisa.

Duties. Under the supervision of the committee clerkcdlsanalysts assist
Senate standing committees in the evaluation ofintral information and in the
identification of issues, trends, and problems ighiicance to the Senate and its
committees; and perform other related duties actid.

Qualifications. Research experience in government finance inotuthxation;
and understanding of public financial administratiooncepts; familiarity with the
State's revenue system; general understanding afinjplg-programming-budgeting
concepts and economic and statistical theoriebes apply to governmental finances;
familiarity with State and County programs; and e@h knowledge of the legislative
process and operations.

Committee Secretaries
Appointed by the respective committee chairpesdor the session.

Duties. Under the supervision of the committee chairpgrsmaintains
correspondence and report files pertaining to a noibi@e's activities; provides
stenographic, typing and clerical services in suppbthe committee's work; handles
inquiries from the public concerning the statudegjfislation referred to the committee;
assist in preparing public hearing agenda and daogr minutes of committee
deliberations; and performs other related duties dagcted by the committee
chairperson.

Qualifications. Proficiency in the use of personal computers;wkadge of
office procedures and practices; general understgnof the legislative process and
operations; and the ability to deal and communicai¢h government officials,
legislators, and the general public.

Sec. 1.6. Senate President's staffStaff support for the President may consist &haef-of-
Staff, communications specialist, administrativeigtants, special administrative assistants, swmoest
research assistants, or aides. All staff shalifg@inted and discharged at the pleasure of trederd.
The President shall set the salaries of the Pretssd&taff at a level commensurate to each indalidtaff
member's experience and expertise.

Sec. 1.7. Vice President's staffStaff support for the Vice President may consfsan office
manager, administrative assistants, a budget anaysl aides. All staff shall be appointed and
discharged at the pleasure of theVice Presidefhe Vice-President, in consultation with the Riest,
shall set the salaries of the Vice President'sf ¢tafa level commensurate to each individual staff
member's experience and expertise.



Sec. 1.8. Administrative Support Staff. Administrative support services for the Senate is
provided by permanent and session employees. Benhamployees include the Clerk, Assistant Clerk,
Sergeant-At-Arms, Assistant Sergeant-at-Arms, Jau@lerk, Assistant Journal Clerk, Administrative
Services Manager, Receptionist, Human Resourcesdhise Data Systems Manager, Program Analysts,
Accountant, Account Clerks, Printshop Manager asdigtant Printshop Manager. Session employees
include such other personnel as required.

A. Senate Clerk

Permanent full-time position elected and remotgda majority vote of the
members of the Senate.

Duties. Under the general direction of the President,rasponsible for
overseeing the administrative and housekeepingatipes of the Senate; keeps the
President informed of matters affecting Senateaip®rs; maintains records and minutes
of Senate proceedings; provides data with respetite status of bills and resolutions;
ensures that the records of the various commiteediled at the State archives at the
end of each legislative session; performs othdedw#pecified in the Rules of the Senate
and the Administrative and Financial Manual of tBenate; is responsible for the
publishing of the Senate Journal; participatesricaprdinates studies directed toward
improving legislative operations; supervises alinpenent administrative support staff;
and performs other duties related to Senate praogeds requested by the President.

Qualifications. Substantial knowledge of the legislative procass operations;
ability to supervise and manage other employeesfigiency in the use of personal
computers; and familiarity with modern businesspicas and procedures.

B. Assistant Clerk

Permanent full-time position elected and remotgda majority vote of the
members of the Senate.

Duties. Under the supervision of the Clerk, assists therkCin all duties
charged to the Clerk.

Qualifications. Knowledge of the legislative process and openati@bility to
supervise and manage other employees; proficiemdpe use of personal computers;
and familiarity with modern business practices pratedures.

C. Sergeant-At-Arms

Permanent full-time position elected and remotgda majority vote of the
members of the Senate.

Duties. Under the supervision of the President, is resjda for property
control and the custodial, messenger, security, postal services of the Senate.
Coordinates the assignment of office space, pueclaoffice supplies, and inventory
control systems; establishes and maintains an towerontrol report; establishes and
maintains an operational manual for the SergeaAtrat office; performs other related



duties specified in the Rules of the Senate andiAdimative and Financial Manual of
the Senate; and performs other duties as requigtée President.

Qualifications. Substantial knowledge of legislative operatioagjlity to
supervise and manage other employees; proficiemdpe use of personal computers;
experience and knowledge of property managementipea and office procedures.

Assistant Sergeant-at-Arms

Permanent full-time position elected and remotgda majority vote of the
members of the Senate.

Duties. Under the supervision of the Sergeant-at-Armsists Sergeant-at-Arms
in all duties charged to the Sergeant-at-Arms.

Qualifications. Knowledge of legislative operations; ability topgrvise and
manage other employees; proficiency in the useecfgnal computers; experience and
knowledge of property management practices andeffrocedures.

Accountant

Permanent full-time position appointed and reetbly the Clerk in consultation
with the President.

Duties. Under the supervision of the Clerk in consultatieith the President,
assists in the preparation of the Senate budgaentamas books of accounts; prepares
financial statements; processes payroll and vepdgments; and performs other related
duties specified in the Rules of the Senate and\thainistrative and Financial Manual
of the Senate.

Qualifications. Accounting or auditing experience; knowledge G#t& statutes
and regulations applicable to governmental accogntiability to supervise other
employees; proficiency in the use of personal cdermgu thorough knowledge of
legislative operations and office procedures anthaus; and ability to meet deadlines.

Account Clerk

Employees appointed by the Clerk subject tcathygroval of the President.

Duties. Assists the Accountant in the preparation of ritial statements, the
processing of payroll and vendor payments, antdemperformance of other bookkeeping
functions.

Qualifications. Bookkeeping experience; knowledge of State andatee
procedures governing payroll and purchasing; piiicy in the use of personal

computers; familiarity with office procedures andthods; ability to meet deadlines.

Journal Clerk



Permanent full-time position appointed by ther€lsubject to the approval of
the President.

Duties. Under the supervision of the Clerk, records theceedings of each
day's session; notes all floor action taken orslagive measures, deliberations, and floor
speeches; transcribes each day's proceedingsftanthe session is completed, prepares
the final draft of the Senate Journal for printing.

Qualifications. Knowledge of the legislative process and procesiuability to
type and transcribe with speed and accuracy; peofoy in grammar, spelling, and office
practices and procedures; proficiency in the usep@fsonal computers; ability to
supervise and manage employees; and the abilihett deadlines.

Assistant Journal Clerk

Permanent full-time position appointed by ther&lsubject to the approval of
the President.

Duties. Assists the Journal Clerk in recording the prooags of each day's
session; notes all floor action taken on legistatimeasures, deliberations, and floor
speeches; transcribes each day's proceedings;ftendhee session is completed, assists
in the preparation of the final draft of the Sensdarnal for printing.

Qualifications.  Ability to type and transcribe with speed and umacy;
proficiency in the use of personal computers; dedability to meet deadlines.

Administrative Services Manager

Permanent full-time employee appointed by theriCsubject to the approval of
the President.

Duties. Under the supervision of the Clerk, manages amgervises the
recording of floor actions, prepares the Orderhaf Day and the Order of Business for
each legislative session; prepares legislationpgmmanent recording; coordinates the
routing of bills and resolutions; assists in thadiang of floor amendments; prepares the
bill jackets; and performs other related dutieseagiired.

Qualifications. Considerable knowledge of the management andnaspey
techniques relating to the clerical aspects ofi¢lgeslative process; knowledge of office
procedures and methods; proficiency in the use efgnal computers; ability to
supervise and manage employees; and ability to desetlines.

Receptionist

Permanent full-time employee appointed by therlCtubject to approval of the
President.

Duties. Provides general typing and clerical servicegvigles receptionist
services and exercises good judgment in dealinly gatlers, visitors, other employees,
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members of the Legislature, and members of theiguirovides general administrative
office support; performs related duties as direttgthe Clerk.

Qualifications. Knowledge of general office procedures and pcastiability to
type accurately at an acceptable rate of speedabifity to meet deadlines.

Office Manager

Permanent full-time employee appointed by theriCsubject to the approval of
the President.

Duties. Under the supervision of the Sergeant-at-Armsfop@s receptionist
duties, maintains office files, correspondence,jmgent, and supplies. Supervises and
trains session staff; provides administrative effeupport; performs related duties as
directed by the Sergeant-at-Arms.

Qualifications. Knowledge of general office procedures and pcastiability to
supervise and manage employees; ability to meetiides.

Engrossing Clerks

Session employees appointed by the Clerk subijecthe approval of the
President.

Duties. Under the supervision of the Clerk, provides ickr and typing
services; engrosses all bills, resolutions, andtedl matters; performs other related
duties as required.

Qualifications. Excellent typing and proofreading skills; profinocy in the use
of personal computers; and familiarity with offipeocedures; ability to meet deadlines.

Data Entry Clerks
Session employees appointed by the Clerk inutat®n with the respective
administrative superior under whom the clerk-typishall serve subject to the approval

of the President.

Duties. Provide data entry, typing, clerical and recapsbservices and perform
other related duties as required.

Quialifications. Ability to type; proficiency in the use of persdrcomputers;
and knowledge of general office procedures andtiges; ability to meet deadlines.

Human Resources Specialist

Permanent full-time employee appointed by theriCsubject to the approval of
the President.
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Duties. Under the supervision of the Clerk, coordinatesspnnel and human
resources activities and programs of the Senatdydimg recruitment, compensation,
benefits, classification, training and developméatbor relations, affirmative action and
employee welfare programs; and performs othereéldtities as directed.

Qualifications. A bachelor's degree in human resources or labdrradustrial
relations or comparable work experience in humaoues. Knowledge of state and
federal labor laws and human resources practicAbility to work independently,
organize and plan programs and activities, speate vand present effectively, and meet
deadlines. Excellent interpersonal and facilitatgkills and proficiency in personal
computers and general office procedures and pesctic

Data Systems Manager

Permanent full-time employee appointed by theriCsubject to the approval of
the President.

Duties. Under the supervision of the Clerk, coordinates planning and
administration of services relating to informatisystems in the Senate. Directs and
supervises programmer analysts; assists users haithware and software problems
encountered on the system; coordinates the implaten of enhancements to the
system; serves as liaison between computer veradwshe Senate. Maintains control
over computer equipment, software, and computetedl supplies and accessories;
ensures the security, integrity, and proper fumtig of the computer systems in the
Senate; and performs other related duties as diect

Qualifications. A bachelor's degree in computer sciences or neamegt
information systems; and computer system and facilianagement experience. Ability
to plan, organize and manage all data systemdtaetiand supervise employees.

Programmer Analyst

Permanent full-time employee appointed by theriCsubject to the approval of
the President.

Duties. Under the supervision of the Data Systems Managealyzes,
maintains, and creates computer programs and meviger support services to the
agencies and offices of the Senate; assists itrdim@ng of legislative staff; maintains
the Legislature’s website; sets up and maintaimspeders and servers used for ongoing
operations and special projects; and performs othgies as directed by the Data
Systems Manager.

Qualifications. A bachelor's degree in computer science or manege
information systems or comparable work experienvenlving technical support or
computer programming.

Supply Clerk



Permanent full-time employee appointed by theriCsubject to approval by the
President.

Duties. Under the supervision of the Sergeant-At-Arms,nages and
coordinates the provision and inventory of materiequipment, supplies, and
distribution of services for the Senate; and penforelated duties as directed by the
Sergeant-At-Arms.

Qualifications. Knowledge of procurement and supply practiceglieable
state and county laws, rules, and standards rehinréhe execution of assignments;
principles, procedures, techniques, and practi€@sventory management and property
control; office and storekeeping practices and @doces. Ability to supervise and
manage employees.

Printshop Manager
Appointed by the Clerk in consultation with tReesident.

Duties. Under the supervision of the Clerk, plans, dseend supervises all
printshop activities. Directs and supervises phop operators; ensures the quality
standards or reproduced material; supervises thHatioa and binding of reproduced
materials; develops and maintains a filing systdmeproduced material; requisitions
and maintains printshop inventory; and perform&ptklated duties as directed.

Qualifications. Knowledge of business practices relating to precwent of
supplies and equipment; experience in the operatioth maintenance of printshop
equipment; ability to plan, organize and manageaiitshop activities and employees;
and ability to meet deadlines.

Assistant Printshop Manager

Appointed by the Clerk in consultation with tReesident.

Duties. Under the supervision of the Clerk and the phiapsmanager, assists
the printshop manager in planning, directing andesusing all printshop activities;

performs other related duties as required.

Qualifications. Experience in the operation and maintenance oftgbrop
equipment; ability to supervise other employees; aility to meet deadlines

Printshop Operators
Session employees appointed by the Clerk inudat®n with the President.
Duties. Under the supervision of the printshop manageasisés in the
reproduction of legislative documents; operatesepaptting and stapling machines;

collates reproduced materials; maintains printiggigment in good operating condition;
and performs other related duties as directed.



Quialifications. Able to operate printshop equipment; physicakyfgrm the
duties assigned; and meet deadlines.

Service Aides
Session employees appointed by the Clerk inudtat®n with the President.
Duties. Under the supervision of the Sergeant-at-Armsyvipes custodial,
messenger and copying services; security for mgland personnel; traffic control; and

other related services.

Qualifications. Able to perform the assigned duties and meet|atesed
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TITLE 7.

PERSONNEL ADMINISTRATION

This title establishes the policies and proceduetesting to personnel administration. It covers
staff appointments, hours of work, leaves of absemmnployee welfare, terminations, and code of
conduct. Personnel matters relating to employassdication are discussed in this manual.

Chapter 1. Staff Appointments

Sec. 1.1. Scope of chapter.This chapter describes the process of appoirpegnanent,
session, and temporary employees.

Sec. 1.2. Appointments, general Appointments to positions authorized in the buddmll be
made by the appointing authority designated in ttésual. All newly appointed permanent employees
shall be subject to a six month probation periochm@ncing on the permanent employee's first day of
work; provided that an appointing authority mayesd the probation period for good cause. Durirg th
probation period, an employee may be terminatedilhtand the amount of advance notice given to a
probationary employee shall be at the discretiothefemployee's appointing authority.

Sec. 1.3. Staff appointments.The appointing authority shall fill out staff apptments on the
form, "Staff Appointment" (exhibit 7.A). The congtéd form is to be forwarded to the Accountante Th
Accountant shall review the form to ensure that #ppointments are within budgetary dollar and
position limits.

Sec. 1.4. Preparation of personnel forms.All new employees are required to contact the
Accountant to complete the following personnel ferm

1) Employee's Withholding Allowance Certificateeferal Form W-4).
(2) Employee's Withholding Exemption and Statugi@eate (State Form HW-4).
3 "Personnel Data" (exhibit 7.B).

(4) Proof of Citizenship (INS form) (exhibit 7.C)Federal law requires that this form be
completed within five days of hiring.

In addition to the above forms, permanent emplsyskall complete the personnel forms
necessary for enroliment in the employee welfaog@ams covered in section 4.2 of this title.

Chapter 2. Hours of Work
Sec. 2.1. Scope of chapteiThis chapter describes the typical work day avidlhy schedule.
Sec. 2.2. General. The normal hours of work for full-time permanamid temporary employees
of the Senate are from 7:45 a.m. to 4:30 p.m., NMgritirough Friday; provided that the President may

establish such other normal hours of work for anplbemployees of the Senate as the Presidenit shal
deem necessary and proper for the purposes ofehat& and provided further that employees shall be
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expected to work additional hours to meet workloadegislative demands. Permanent and temporary
employees shall not be paid additional compensdtiowork in excess of the normal working hours.

Sec. 2.3. Holidays.Employees shall not be required to work on tHsisge holidays designated
in section 8-, HRS, except when workload or legfise demands require them to do so. Special
holidays granted to State employees by the govenayrbe granted to employees at the discretioheof t
President. Employees shall be entitled to payh@didays. Part-time employees shall be entitlegayp
for holidays which fall on their scheduled workday.

Chapter 3. Leaves of Absence

Sec. 3.1. Scope of chapterThis chapter establishes the policies and praesdgoverning
vacation, sick leave, funeral leave, and otherddav employees.

Sec. 3.2. Vacation.Permanent employees of the Senate shall eartivacaedits with pay at a
rate of one and three-quarters working days foheaonth of service. Employees shall take workload
and legislative demands into consideration wheredagling their vacations. No vacations will be
permitted when the legislature is in session.

Sec. 3.3. Sick leavePermanent employees of the Senate shall earrlesigk credits with pay
at the rate of one and three-quarters working flaysach month of service.

Sec. 3.4. Funeral leave Employees shall be granted three days leave paiyhupon the death
of any member of their immediate families. Theiniébn of "immediate family" shall be in accordanc
with that prescribed for regular State employeRart-time employees shall be granted funeral leatre
pay only when such leave falls on their scheduledckdays.

Sec. 3.5. Other leaves.Permanent employees of the Senate shall be graniléary, jury,
family, and other leave allowable by law for reguktate employees.

Sec. 3.6. Leave requestsWhenever a permanent employee requests a leagbsaeince or
returns to work after an illness, the employee Ishamplete the form, "Application for Leave of
Absence" (exhibit 7.D). The request shall be stiguhito the President through the administrative
superior of such employee for approval by the Elexdi and forwarded to the Accountant. In reviewing
each employee's request, the President shall weiifythe Accountant that the employee has sufficie
leave credits accumulated to cover the number p$ dé leave requested. The President may delegate
the President's authority to approve leave of atesémthe administrative assistant.

Sec. 3.7. Leave extensions or early returndV/henever an employee on leave wishes to extend
the employee's leave or returns to work prior ® élxpiration of the employee's approved leave perio
the following provisions shall be applicable:

0] The employee shall contact the employee'siaidimative superior and obtain approval,
and the administrative superior shall, in writisghbmit justification for such approval to
the President.

(2) Upon returning to work, the employee shall ptete another form reflecting the actual
days of leave taken. This request shall be matkedended.” The amended request
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shall be approved by the President or the admatige assistant, if the authority to
approve has been delegated, and forwarded to tbeuftant.

3 The Accountant shall adjust the employee'sde@cords to reflect the change in the
number of leave days taken due to an extensioarty eeturn.

Sec. 3.8. Maintenance of leave recordd'he Accountant shall maintain a leave recorcefch
permanent employee of the Senate. State DPS Fdreviged 6/1/74), "Attendance and Leave Record,"
shall be used for this purpose. The formal leaeomds such as those kept for permanent employees
need not be maintained for temporary employees Adtountant, however, shall maintain such records
as are necessary to ensure that the sick leave aka temporary employee do not exceed the fiys da
allowable per calendar year.

Chapter 4. Employee Welfare

Sec. 4.1. Scope of chapter.This chapter describes the benefits availablgpgomanent
employees of the Senate.

Sec. 4.2. Employee benefit programsin accordance with the provisions of section 221RS,
a permanent employee of the Senate is entitlecticpate in the employee benefit programs affdrde
all regular government employees of the State. s&hprograms and the applicable statutory provisions
are as follows:

1) Retirement system (mandatory participatiochapter 88, HRS.

(2) Public Employees' Health Fund - chapter 87RSH

3 Credit union.

(4) U.S. savings bonds payroll deduction plan.

(5) Deferred compensation plan - chapter 88D, HRS.

Information on these programs shall be on filehwihe Accountant. The Accountant is
responsible for the preparation and processingegappropriate State documents in enrolling adjilelie
employees in these benefit programs.

Chapter 5. Termination

Sec. 5.1. Scope of chapterThis chapter establishes the process of emplotyteemination
with the Senate.

Sec. 5.2. Involuntary termination. An appointing authority may terminate the empleytof
an employee who is insubordinate or is derelicthie performance of the employee's duties or whose
work has not met the standards of the appointirigcaity. A permanent employee shall be given aste
two weeks advance notice or, at the discretionhef @mployee's appointing authority, entitled to two
weeks severance pay at the rate of the terminatgaogee's compensation in lieu of the two weeks
notice; provided that, for a permanent employee t® not completed the probation period established
under section 1.2 of chapter 1 of this title, thelyationary employee's appointing authority shatl loe
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required to provide two weeks advance notice or wesks severance pay. Session and temporary
employees may be terminated at will and the amotiatlvance notice given to a session or temporary
employee shall be at the discretion of the emplsya&gpointing authority.

Sec. 5.3. Voluntary termination. A permanent employee who voluntarily terminates t
employee's employment shall give a minimum of tweelts notice to the employee's appointing
authority. A temporary employee terminating priorthe end of the employee's scheduled termination
date is expected to provide sufficient advanceceatio as to enable the employee's appointing atythor
to find a suitable replacement.

Sec. 5.4. Reporting of staff termination. Whenever an employee termination occurs, the
appropriate appointing authority shall notify theccAuntant. The Accountant shall remove the
terminated employee from the Senate payroll andentfaé& necessary pay adjustments.

Sec. 5.5. Disposition of employee benefits-permanieemployees. A permanent employee
shall contact the Accountant prior to the effectiage of the employee's termination to settle thal f
disposition of matters such as vacation pay orsfian continuation of membership in the retirement
system and health fund, etc. The Accountant gbalresponsible for preparing and processing the
appropriate personnel forms required to settlgpreonnel affairs of the terminating employee.

Sec. 5.6. Reemployment of terminated employee#\ voluntarily terminated employee who
accrued vacation allowance while employed by theageshall not be entitled to reemployment by the
Senate for the period of the terminated employsetsued vacation, notwithstanding that the ternaichat
employee was paid the compensation in lieu of thpleyee's vacation allowance.

Chapter 6. Code of Conduct

Sec. 6.1. Scope of chapterThis chapter establishes policy regarding the afseformation
obtained by employees in the performance of thety.d

Sec. 6.2. Confidential and privileged information. No employee shall attempt to take
personal advantage of the employee's position wulgk to others information which might be
considered confidential or privileged in nature.h&i any doubt exists, an employee is encouraged to
discuss the matter with the employee's administauperior before any problems arise.

Chapter 7. Interns

Sec. 7.1. Appointment and use of internsNo Senator shall appoint, employ, or utilize the
services of a private sector intern in the coufsgeoforming the Senator's legislative duties. elhator
may utilize the services of an intern who is apfednby nature of the intern's participation in an
internship program established by a private oripugg#condary or post-secondary educational ingiriut
For the purposes of this section, "private seattgrn” means a person who is employed by a private
sector business or entity who is assigned or ditkbly the private sector business entity to refmet
Senator and be physically situated within a Sefsawffice or staff room while the Legislature is in
session.



TITLE 8.

PROPERTY CONTROL

This title covers the policies and procedurestaistaing controls over supplies, equipment and
furnishings, and computer software licenses andimbeatation owned by or leased to the Senate. The
controls are intended to safeguard Senate propadysupplies from theft or unauthorized use.

Chapter 1. Equipment and Furnishings

Sec. 1.1. Scope of chapter.This chapter specifies the procedures to be @b in the
maintenance of inventory records, the disposalteargsfer of Senate equipment and furnishings, hed t
accounting for all items under the custody of thena&e. Senate equipment includes calculators,
typewriters, reproducing machines, printing devjicascounting machines, computer hardware, etc.
Furnishings include desks, file cabinets, chaits, e

Sec. 1.2. Inventory records and reports. The Clerk shall be responsible for maintaining a
complete and accurate inventory listing of equiptrard furnishings under the custody of the Senate.
The computer services provided by the State depattrof accounting and general services (DAGS)
shall be used to update the inventory records. nGdm to the inventory resulting from acquisitions,
disposals, and transfers during a year are to jparted quarterly to DAGS. Form AGS 24A (Quarterly
Schedule of Change) shall be used to report thaggsafor the first three quarters of each Statalfis
year. Changes for the fourth quarter are to blided as part of an annual inventory report, FOIGSA
I7 (Detail Inventory of Property) to be filed wibAGS. The annual inventory report shall be filedhw
DAGS and the President no later than Septembelni&ructions for completing the inventory forme ar
contained in the State comptroller's circulars addenda, Circular No. IM-I-70 (Quarterly Report of
Inventory Change) and Circular No. IM-4-70 (Annualentory).

Sec. 1.3. Identification tag. An identification tag shall be affixed to eachnt of equipment
and furnishing of the Senate. The identificatiag shall have a number and appropriate marking to
show that the item is Senate property. The Clhedl snaintain a numerical record of the identifioat
numbers used and other pertinent information oftéra for the Clerk's inventory records.

Sec. 1.4. Disposals and transfers.No equipment or furnishing shall be disposed of o
transferred unless the disposal or transfer has liieen approved by the Clerk. The term "disposal”
means sale, trade-in, destruction, or junking &emate equipment or furnishing. The term "trafisfer
means transfer of an equipment or furnishing froem$enate to a State agency or the House or derans
from a State agency or the House to the Senateaansiar also means the removal of an item of
equipment or furnishing from one office locationanother within the Senate. A recommendation for
the disposal or transfer of any item shall be aqumed by a full explanation of the reasons and
circumstances underlying the recommendation. Asmntory item may be removed from one office
location to another within the Senate without thiempapproval of the Clerk when the item removed is
expected to be returned within a short period mgti A notation of the temporary transfer shalkbpt
on file in the office from which the item was reneav

Sec. 1.5. Care and safeguard. Legislators, committee chairpersons, and adnnatise
superiors are responsible for the proper care afegsard of all Senate equipment and furnishings
located in offices under their control. These widlials are expected to exercise the necessary
precautions to prevent or minimize the occurrenfctheft, burglary, loss, destruction, or unauthedz
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use of Senate property. The Clerk shall providgslators, committee chairpersons, and adminiseati
superiors with a list of all equipment and furnrgls under their control and they shall sign sushds
acknowledgement of custody. Should any item beodsred to be missing, the Clerk is to be notified
immediately. A report on the missing item shallnb&de to the President and the Clerk. The repait s
include, at a minimum, the description of and tffece where the item was located and an explanaifon
the circumstances surrounding the loss of the item.

Sec. 1.6. Equipment maintenance and repair.The Clerk has the general responsibility of
ensuring that all equipment and furnishings arerwper working condition. Items requiring repair o
service shall be brought to the attention of therkChs soon as possible.

Sec. 1.7. Physical count.The Clerk shall take, at least annually, a phatstount of all
equipment and furnishings of the Senate. The titorg Taking Procedures" attached to the State
comptroller's Circular No. IM-4-70 (Annual Inveny)rshall be used as a guide in conducting the
physical count. In addition to the annual phys@aint, the Clerk shall from time to time take ggbal
count of equipment and furnishings in specific c#8. Any discrepancies shall be reported to the
President.

Sec. 1.8. Leased equipment and furnishingsThe Clerk shall maintain a record of equipment
and furnishings leased to the Senate. A sepaeatgd shall be maintained for each lessor. A ptcei
shall be secured from the lessor upon return ofghged equipment and furnishings.

Sec. 1.9. Delegation by Clerk. The Clerk may, subject to the approval of theskent,
delegate any of the Clerk's functions containetthi® Title to the Sergeant-at-Arms, the Supply Kler
any other Senate employee.

Sec. 1.10. Use of privately owned licensed computeoftware and hardware. Privately
owned licensed computer software and hardwareishased for official legislative business and that
does not adversely affect the Senate's computéersyshall be allowed subject to written procedures
issued by the President and Vice President.

Chapter 2. Office Supplies and Copying Machines

Sec. 2.1. Scope of chapterThis chapter establishes the controls relatingffwe supplies,
postage, and the use of copying machines. It @sbains special provisions on the control of @fic
supplies stored in and distributed through the Bupgmm and the use of the postage machine.

Sec. 2.2. General.Office supplies and the use of copying machimesitams which cannot be
subjected to exact controls. This is because usag@rements may vary from legislator to legistato
and from committee to committee. The use of segpknd copying machines shall be limited to
purposes pursuant to the business of the Senddenate committee, or the business of a legislator
reasonably related to the legislator's exercistheflegislative functions. Office supplies and yiog
machines shall not be used by a legislator for:

1) Matters and activities related to election paigns;

(2) General correspondence;

3 Distribution of materials to the public forrsay purposes;
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(4) Materials advocating a particular positioraarissue before the legislature; and
(5) Personal use.

The use of copying machines in the second flopyicw room and the Sergeant-at-Arms office
by Senators and their staff shall be limited to,080 copies per office, per year. Use of copying
machines shall relate directly to legislative bess Copying of newsletters is permitted and may b
performed by the Senate Printshop. Copies of regtess, by page, will be counted against a members
copy allocation. Any copies made in excess ofdHesits shall be charged against the Senator'sann
allowance under Title 1, section 1.3. The Predidend Vice President may jointly waive the assessme
of any copying overages against a Senator's l¢gislallowance; provided that the Senator provides
written justification for the overage and the Pdesit and Vice President approve. The Clerk's effic
shall report monthly totals on a monthly basish® President and Vice President.

Sec. 2.3. Supply room.The Supply Clerk shall be responsible for theecd safeguarding of
office supplies stored in the supply room; ensutimgt an adequate supply of items is on hand at all
times; especially during legislative sessions; atigating slow-moving items and determining the
reasons for such; and making recommendations &digposal of obsolete supplies to the Clerk. deffi
supplies, which include items such as stationeepsp pencils, staplers, paper clips, and rubbeddan
shall be issued from the supply room only upon gmegtion of a properly completed "Requisition for
Supplies" (exhibit 8.A). The requisition form mus signed by the employee receiving the supplies.
The completed requisition form shall be filed irseparate folder for each legislator or office. The
President or Vice President may request periogiorte on supply room issues.

Chapter 3. Printshop

Sec. 3.1. Scope of chapterThis chapter contains the policies and procedreksing to the
control of printshop supplies and printing and ritisttion of bills from the printshop.

Sec. 3.2. Printshop suppliesThe Clerk, shall be responsible for the care safdguarding of
printshop supplies. Printshop supplies includm#&asuch as paper, ink, and solutions. During latye
sessions, detailed records on printshop suppliiseded in installments shall be maintained by the
Printshop Manager under the supervision of thekCl@e Printshop Manager shall periodically verify
the balances shown on these records.

Sec. 3.3. Printing and distribution of bills. Printing and distribution of copies of bills shiaé
limited to a number set by the President. Eaclslipr desiring extra copies shall complete arzhst
the form, "Request for Printing and Distribution Aélditional Copies of Bills" (exhibit 8.B). Each
legislator requesting extra copies shall be resptnfor the distribution and mailing of such copie

Sec. 3.4. Bulk printing. Bulk printing for any official legislative busiae other than legislation
shall be in accordance with the Senate bulk prgnguidelines and procedures as provided on the dfack
the Senate Clerk's Office Printing Request Forra é&sdibit 8.C).

Sec. 3.5. Record of all matters printed.The Printshop Manager shall maintain a recordllof
matters printed.
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Chapter 4. Telephones

Sec. 4.1. Scope of chapterThis chapter contains the policies and procedcoeserning inter-
island and out-of-state telephone calls.

Sec. 4.2. |Inter-island calls. To the extent practicable, all inter- island sahall be placed
through the State's toll free lines. Discretioowdd be exercised by legislators and employeesép k
the number of calls to a minimum.

Sec. 4.3. Out-of-state calls.Out-of-state calls at the expense of the Serfzé be allowed
only when such calls are made or received pursttatite conduct of official legislative business and
when such business cannot be effectively or ecaradiyi conducted through other means of
communication. Personal long distance calls shalllogged electronically using the telephone log
instructions (Exhibit 8.D). An accounting of pensd calls will be sent to the appropriate indivitlicx
payment to the Senate. The Senate shall be resmthdior calls deemed unallowable by the President.

Chapter 5. Use of Computer Equipment

Sec. 5.1. Scope of chapterThis chapter establishes policies and practiekding to the use
and protection of licensed computer software, dantation, and equipment.

Sec. 5.2. Policy.The Hawaii State Senate, charged with the Cartistital duty of making state
laws, must serve as a model of compliance wittestatl federal laws. Senate employees are therefore
admonished to exercise caution and refrain frommgusinauthorized software and other unauthorized
resources.

Personal computer software purchased by the H&aState Senate has licensing or copyright
restrictions which prohibit duplication. Courtsvieafound organizations and their executives lidble
copyright infringement when the organization supad the activities of employees and unauthorized
copies of software were used to the organizatioersfit, even when the copying was done without the
knowledge of management. The Hawaii State Senéitéherefore adhere to all licensing and copyright
laws relating to the purchase and/or use of commd#ware and related documentation. Software or
software documentation protected by copyright maycbpied only with the written permission of the
copyright holder. Any unauthorized reproductioncopyrighted material may subject the responsible
employee to disciplinary action.

To protect the integrity of the legislative compuhetwork Senate members and employees are
also prohibited from installing software not pursed by the Senate onto legislative computers and
equipment not owned or leased by the Senate, imgupdersonal and laptop computers and personal
digital assistants (PDAs), on the legislative netweithout the express written permission of the&e
Clerk.

Senate members and employees shall not use $tqterfy for purposes other than the conduct
of officially sanctioned legislative business. @nao circumstances are Senate members and employee
permitted to use Senate property for personal gain.

All members and staff shall comply with the Sen@mmputer and Technology Use Policy
(exhibit 8.E) and Senate Technology Use Guideli(@dibit 8.F), and sign the Acknowledgment
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(exhibit 8.G). Members and staff who are issug@didp computers shall sign and comply with the Senat
Laptop Computer Use Agreement (exhibit 8.H).

Chapter 6. Postage

Sec. 6.1. Scope of chapterThis postage and mailing policy is to establisttandard to guide
the use of public funds for postage and mailingppees. This policy seeks to maintain general
flexibility for members of the Senate to accomplibkir official functions and duties while provigin
accountability for this use of public funds by Senaembers.

Sec. 6.2. Public funds for postage and mailingPublic funds for postage and mailing shall be
used solely for the mailing of official materialcduas public notices and official correspondentae
use of public funds for the mailing of personal engl not reasonably related to the legislatorfcl
legislative work is prohibited.

Sec. 6.3. Accounting.The Senate Sergeant-at-Arms Office shall maimadords and accounts
for each Senate member listing the amounts of pdiblids spent by the members for postage, suliject t
the following maximums, provided that such maximunasy be waived by the President:

D $3,500 per year for the President, the Vices®ent, and the chairs of the Committees
on Ways and Means, Judiciary, and Commerce, Comnsimotection and Affordable
Housing;

(2) $2,500 per year for the Majority Leadershipe Minority Leader, and the chairs of all
other standing committees; and

3) $1,500 per year for all other Senate Members.
For mailing over fifty pieces, a copy shall be hefth the Sergeant-at-Arms Office.

Sec. 6.4. Approval of President. Approval of the President shall be required whene
member seeks to use public funds in excess ofdhtieg established in section 3.3. Approval stal
given only where the legislative business naturéhefmatter is well justified.

Sec. 6.5. Postage machineThe Sergeant-at-Arms shall be responsible fortrobrof the
postage machine. Only employees designated b$d¢hgeant-at-Arms shall have access to and operate
the postage machine. The key for the postage madiall be removed whenever the machine is not in
use. A daily log of postage meter usage shall dimtained by the Sergeant-at-Arms. The Presidewyt m
request periodic reports on the use of postage.
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TITLE 9.

UTILIZATION OF PHYSICAL FACILITIES

This title establishes the policies and procedgmgerning the utilization of certain physical
facilities at the State Capitol or such locatioasvay be assigned for Senate use.

Chapter 1. Parking

Sec. 1.1. General.Assignment of available parking stalls shall bstricted to legislators and
legislative employees. The Clerk shall be respgmasfor assigning specific parking stalls to all
legislators and eligible employees and shall mairdaecord of all parking assignments.

Sec. 1.2. Legislators.Each legislator shall be entitled to a reservaxdkipg stall. The parking
stall shall be reserved for the legislator's exgkusise during the legislator's term of office.

Sec. 1.3. Employees.Permanent employees requesting a parking stall e assigned a
reserved parking stall as available. Temporaryleyees shall be assigned available parking stalls o
the basis of parking allotments made to legislatoosnmittee chairs, and other Senate offices by the
Clerk. Each legislator, committee chair, or adstitative superior shall submit to the Clerk the aarof
the temporary employees who are to be assignedngarkhe Clerk is responsible for ensuring thathea
legislator, committee chair, or administrative sugredoes not exceed his or her allotment of paykin
spaces.

Employees who are assigned parking shall not fieartisis privilege to others. Parking fees are
to be borne by the employee. Assignment of spepdrking stalls shall be made by the President.

Chapter 2. Legislator's Office and Telephone
Sec. 2.1. Legislator's office. Legislators' offices shall be available for thege at any time
during their term of office. Legislators are exigecto limit their use of their offices to the card of
legislative business.
Sec. 2.2. TelephoneTelephone service shall be available at all time=ach legislator's office.
Chapter 3. Copying Machines for Public Use
Sec. 3.1. Public use. The Senate may make available the use of copgiaghines to
individuals testifying at Senate committee hearinghe use of copying machines shall be limited to
persons who would face an unreasonable financiadmushould they assume the cost of duplicating the
required number of copies of testimonies requebtedhe Senate committees. Regulations covering
public usage of copying machines may be establiblgegtie Senate President.

Chapter 4. Conference Rooms

Sec. 4.1. Assignment of conference roomsConference rooms shall be assigned by the
President or the President's assigned designee.
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TITLE 10.

HARASSMENT POLICY

This title establishes the policies and procedgmserning the prohibition of harassment in the
workplace.

Chapter 1. Harassment Policy
Sec. 1.1. Policy.It shall be the policy of the Hawaii State Sertate

1) Ensure that all members and employees sereeworkplace devoid of harassment and
are treated with dignity and respect;

(2) Establish a procedure that will handle all ptaints of harassment in a confidential,
proper, thorough, and respectful manner; and

3 Provide for disciplinary action for any vidlats of the Senate's harassment policy.

Sec. 1.2. Duties and Responsibilitiedt shall be the duty of every member and emplafdabe
Senate to:

1) Treat one another with dignity and respect;

(2) Ensure that harassment does not occur inghats;

3 Avoid any activities in the workplace whichutd be construed as harassment;

(4) Affirmatively discourage harassment througimoaunication, education, and training;

(5) Report incidents of harassment promptly, tesath reported incident in a dignified and
respectful manner, and take corrective or discgsliraction, or both, when appropriate;

and

(6) Prevent reprisals or retaliation against amymoer or employee who reports any incident
of harassment.

Sec. 1.3. Definitions.
1) Harassment Defined. Harassment is definembaduct which:
(a) Is unwelcome by the person to whom it iscled,;

(b) Unreasonable interferes with the performaatelected or job duties of the
person; or

(© Creates a a hostile, intimidating, or off@esivork environment.
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Harassment on the basis of race, gender, sexiggitation, age, religion, color,
ancestry, disability, marital status, or arrestcourt record is a form of misconduct
which undermines the work environment. Such hanass is a violation of Title VII of
the federal Civil Rights Act or Chapter 378, HawRévised Statutes, or both.

(2) Sexual Harassment Defined. Sexual harassnmepgrticular, has become the focus of
much discussion and is a violation of federal aateslaw. Title VII of the federal Civil
Rights Act and Chapter 378, Hawaii Revised Stafigpscifically prohibit employment
discrimination based on sex. Sexual harassmenfasm of sex discrimination. Sexual
harassment is defined as:

Unwelcome sexual advances, requests for sexaard, and other verbal or
physical conduct of a sexual nature.

The following behaviors consist of sexual hamaest:

A. Submission to the conduct is made either iicith} or explicitly a term
or condition of employment.

B. Submission to or rejection of the conductnyindividual is used as the
basis for employment decisions affecting the irdlinal.

A and B are examples of quid pro quo formsesiusl harassment. Quid
pro quo is a situation where the employee is as@edexual favors in
return for something given the member or employee.

C. The conduct has the purpose or effect ofasmeably interfering with
the individual's work performance or creating atimidating, hostile, or
offensive work environment.

C is an example of a hostile work environment.

(3) Harassment can occur between Senate memberstafih members, as well as between
supervisors and subordinates of the Senate, oovermd lobbyists.

Harassment takes many forms. It includes, sutot limited to, the following
types of behaviors: (A) offensive nonverbal bebaduch as leering, making obscene
gestures or suggestive or insulting sounds withwithout implied or expressed
employment related consequences; (2) verbal thréadslts, repeated suggestive or
derogative comments, or sexist, racist, or otherarks about a person or the person's
body, clothing, sexual, or other activities; or (d)ysical behavior including patting,
pinching, or unnecessary touching.

Sec. 1.4. Resolution process for harassment comipks. An employee who feels victimized
by any form of harassment may complain directlyhe offender (verbally or in writing) about the iact
of harassment. If an employee does not wish toptaim directly to the offender, or if the harassien
continues even after a direct complaint, the enmgsayay:

1) Complain to the employee's immediate superyiso



(2) Complain to a higher level supervisor, if tmemediate supervisor is the offending
person or to the President of the Senate or thiemdfive Action Officer designated by
the President; or

3 Take action through the Hawaii Civil Rightsr@mission or go to court.
All harassment complaints shall be investigatemhptly and in a confidential manner.

If a legislator or supervisor has reason to believ has been provided information that an
incident of harassment or potential harassment ¢a=urred, the legislator or supervisor shall
immediately report any incident of harassment deptial harassment to the President or the Affirveat
Action Officer. It is not for a legislator or supésor to determine the validity or veracity of timeident
or potential incident of harassment prior to rejpgrof said incident. Upon notification of a hasagent
complaint, either directly or indirectly, the Pr@sint of the Senate or the Affirmative Action Offichall
immediately begin the investigation. If a comptasfound to be valid, the President or the Affitiwe
Action Officer shall take the appropriate correetigction to discipline the offender, and to prevent
recurrence of the harassment. Corrective actiop nraage from informal counseling to termination of
employment. Senate members shall be subject tprdeedures and punishments outlined in the Rules
of the Senate, Part IX, Rule 72.

Sec. 1.5. Other remedies not precludedNo disciplinary action taken by the Senate shall
preclude the aggrieved employee or member fromiisg@kher remedies.



TITLE 11.

ETHICS CODE

This title establishes a code of conduct for ah&ors that complements the standard of conduct
for all State officers and employees.

Chapter 1. Ethics Code

Sec. 1.1. Findings and declarations; purpose of d@e. It is essential to the proper operation of
democratic government that members of the Senatedependent and impartial; that governmental
decisions and policy be made in the proper charofelse governmental structure; that public offiu
be used for private gain other than the remunerairovided by law; and that there be public confizke
in the integrity of government. The attainmenbag or more of these ends is impaired whenevee ther
exists a conflict between the private interesta nfember and the member's duties as such.

It is also essential to the proper operation afegoment that those best qualified be encouraged
to serve the government. Accordingly, ethical gaéeds against conflicts of interest must be so
designed as not unnecessarily or unreasonablygedmthe recruitment and retention by the goverthmen
of those men and women who are best qualifiedricese

The Senate Ethics Code shall be liberally condttaesffectuate its intent and purpose.

Sec. 1.2. Gifts. No Senator shall solicit, accept, or receiveediy or indirectly, any gift,
whether in the form of money, service, loan, traeatertainment, hospitality, thing or promisejroany
other form, under circumstances in which it cansomably be inferred that the gift is intended to
influence the Senator in the performance of thea&els official duties or is intended as a rewandany
official action on the Senator's part.

Every Senator shall file a gifts disclosure startrwith the state ethics commission on June 30
of each year if all the following conditions aretme

(2) The Senator or spouse or dependent childefSénator, received directly or indirectly
from one source any gift or gifts valued singlyiorthe aggregate in excess of $200,
whether the gift is in the form of money, servigepds, or in any other form;

(2) The source of the gift or gifts has interébtst may be affected by official action or lack
of action by the Senator; and

3 The gift is not exempted from reporting regunents.

The statement shall cover the period from Junéthepreceding calendar year through June 1
of the year of the report.

The gifts disclosure statement shall contain dlkewing information:
Q) A description of the gift;

(2) A good-faith estimate of the value of the jgift
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(3) The date the gift was received; and

(4) The name of the person, business entity, gamration from whom, or on behalf of
whom, the gift was received.

Excluded from the reporting requirements of tlest®n are the following:
(2) Gifts received by will or intestate succession

(2) Gifts received by way of distribution of anyter vivos or testamentary trust established
by a spouse or ancestor;

3 Gifts from a spouse, fiance, fiancee, anytnadawithin four degrees of consanguinity, or
the spouse, fiance, or fiancee of such relative. gifh from any such person is a
reportable gift if the person is acting as an aganintermediary for any person not
covered by this paragraph;

(4) Political campaign contributions that complighwstate law;

(5) Anything available to or distributed to thebio generally without regard to the official
status of the recipient;

(6) Gifts that, within thirty days after recei@re returned to the giver or delivered to a
public body or to a bona fide educational or cladl# organization without the donation
being claimed as a charitable contribution forpaxposes; and

(7) Exchanges of approximately equal value ondagi, birthdays or special occasions.

Failure of a Senator to file a gifts disclosuratsient as required by this section shall be a
violation of this code.

Sec. 1.3. Gifts received on behalf of the SenateAny nonperishable gift received by the
President of the Senate or the President's desmméehalf of the Senate that is not subject to@ex
84-11 and 84-11.5, Hawaii Revised Statutes, shalinbmediately reported to the Clerk who shall
promptly record the gift as property of the Senakée gift may be kept by the Senate for an appatgr
period of time and, upon the expiration of the tipegiod, either be permanently placed on the irorgnt
of the Senate or subsequently remitted to the Jtatieives or State Foundation on Culture and this,Ar
as appropriate. For the purposes of this secappropriate period of time" means a period of tthet
is either:

1) Appropriate and necessary to display a gifdimanner that is deemed by the receiving
Senator to be respectful to the giver; or

(2) The end of the receiving Senator's term atefls a Senator,

whichever is shorter.
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Sec. 1.4. Nepotism.A Senator or employing staff member may not app@mploy, promote,
advance or advocate for appointment, employmeninption, or advancement in or to a position in the
Senate any individual who is a close relative ef8®nator or employing staff member.

"Close relative" means:

1) A father, mother, son, daughter, brotheresjstusband, wife, father-in-law, mother-in-
law, son-in-law, or daughter-in-law, who is a degemt of the Senator or employing staff
member;

(2) A reciprocal beneficiary, as that term is defl in section 572C-3, Hawaii Revised
Statutes, of the Senator or employing staff memtuer;

3 A household member with whom a Senator or egipy staff member has a special
relationship that, at a minimum, includes an inég@ehdent financial relationship.

"Employing staff member" means an employee of $smate who has the authority to hire
personnel and who is not a member of a Senatasepal staff.

"Special relationship” means a relationship theste between a Senator or employing staff
member and a Senator's or employing staff membetdsehold member that, based on the nature of the
relationship, would or could have the appearanceoldring the judgment of the Senator or employing
staff member when hiring the household member a®sgd to another applicant whose qualifications
for a particular job description, when taken in théal context of employment, would be considered
more qualified for the position.

The President may authorize the employment, wregjuested in writing, in the event of
emergencies or special circumstances, of indiveludlose employment would otherwise be prohibited
by this section.

No relative, other than a close relative, shalbdbaied employment, promotion or advancement
by reason of the individual's status as a relative.

All individuals employed or seeking employmenttite Senate shall disclose in writing, to the
Clerk, whether the individual is a relative of &gnator or employing staff member, and a descripifo
the relationship to the Senator or employing stagmber.

Whenever a Senator's or employing staff membelédive is hired by the Senate or any member
of the Senate, the Clerk shall inform the Senatarploying staff member whose relative is hired an
the Senator or employing staff member whose redatsvhired shall give a written statement to the
President, setting forth the name of the employekthe name of the Senator or employing staff membe
and description of the relationship.

This section shall apply to employees hired onater January 17, 2007.
Sec. 1.5. Staff hiring. Senate employees are public servants, paid wéte $eneral funds.

They are not paid to perform non-official, personal campaign duties on behalf of the Senator or
anyone else.
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A Senator, officer, or employee of the Senatel stwil

1) Discriminate on the basis of race, genderyakarientation, age, religion, color, national
origin, ancestry, disability, marital status, orest and court record in hiring, pay, or
working conditions;

(2) Help or promise to help someone to gain aeStlh or benefit in return for a political
contribution or anything else of value, or to c@epolitical activity; or prevent someone,
or threaten to prevent someone, from gaining aeStdt or benefit to obtain a political
contribution, anything else of value, or to cogpoétical activity.

Officers and employees of the Senate shall noegeired:
1) To"kick back" a portion of their salaries t&anator or any other person; or
(2) To spend personal money to benefit a Senatthrecoperation of a Senator's office.

Sec. 1.6. Conflict of interest.No Senator shall be prohibited or disqualifiedinfrintroducing
bills and resolutions, serving on committees onfimaking statements or taking action in the exerofs
the Senator's legislative functions.

If a bill, resolution or any other matter for affal action before the Senate or any of its
committees has or may have a direct and favordiéeteon any business or undertaking in which a
Senator has a financial interest, the Senator shaltle a full and complete disclosure of the natune
extent of the financial interest which the Sendiefieves may be affected by the Senator's action.
Disclosure shall be made in writing to the Presidenlater than twenty-four hours before actiotoibe
taken.

If the Senator makes a disclosure of the Sendtioescial interest, the Senator shall not be
disqualified from taking official action on the bitesolution or other matter. If the Presiderted®ines,
or if the voluntary disclosure of the Senator shamsiclusively, that the Senator has a substantial
financial interest in the matter, the Senator maylisqualified from taking any official action dmetbill,
resolution or other matter by the President.

The term "financial interest" shall mean an owhgrsnterest in a business, a creditor interest in
an insolvent business, an employment, or prospeetmployment for which negotiations have begun, an
ownership interest in real or personal propertypan or other debtor interest or a directorship or
officership in a business.

If any provision of this section conflicts witheglRules of the Senate, the Rules of the Senate
shall prevail.

Sec. 1.7. Violations of law. If an indictment, complaint, or oral charge i®ught by law
enforcement authorities against a Senator for @anfebr a misdemeanor, it shall be presumed that a
notice of the charge has been given to the Prelsafethe Senate and the member being charged under
Rule 72 of the Senate Rules.



TITLE 12.

ACCESSIBILITY FOR PERSONS WITH DISABILITIES (ADA)

This title establishes the policies and procedwgegerning the minimum requirements for
compliance with the Americans with Disabilities Act

Chapter 1. ADA Compliance Coordinator

Sec. 1.1. Scope of chapterThis chapter provides for the designation of pleeson who is
responsible for coordinating compliance with thegkiman with Disabilities Act P. L. 102-336.

Sec. 1.2. Designation of ADA Compliance Coordinato The President shall designate a
permanent employee of the Senate as the ADA Congdi&€oordinator to coordinate the Senate's ADA
compliance requirements, and shall post at apmtgpiocations, public notices of the name, office
address, and telephone number of the employee.

Sec. 1.3. Duties and responsibilities.The ADA Compliance Coordinator shall coordintte
Senate's ADA compliance requirements, and shadirinfall members and employees of all ADA
requirements which are applicable to program aciceSgnate meetings and sessions.

The ADA Compliance Coordinator shall receive amekestigate grievances regarding programs,
services, practices and employment claims thabased on the ADA.

Chapter 2. Notice of ADA Requirements

Sec. 2.1. Posting of the noticeA notice shall be posted at appropriate locati@garding the
rights and protections afforded by the ADA, inchgliinformation about how the ADA requirements
apply to the Senate.

Sec. 2.2. Notice requirementsThe notice shall contain the following minimunfarmation:

"THE SENATE DOES NOT DISCRIMINATE ON THE BASIS OF
DISABILITY IN EMPLOYMENT, IN ADMISSION TO, ACCESS D, OR
OPERATIONS OF ITS PROGRAMS, SERVICES, OR ACTIVITIES

"THIS NOTICE IS PROVIDED AS REQUIRED BY TITLE IIOF THE
AMERICANS WITH DISABILITIES ACT OF 1990.

"QUESTIONS, CONCERNS, COMPLAINTS, OR REQUESTS FOR
ADDITIONAL INFORMATION REGARDING THE ADA MAY BE FORWARDED
TO THE SENATE COMPLIANCE COORDINATOR AS FOLLOWS:

NAME:

OFFICE ADDRESS:

PHONE NUMBER: (VOICE) (TDD)
DAYS/HOURS AVAILABLE:
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"INDIVIDUALS WHO NEED AUXILIARY AIDS FOR EFFECTIVE
COMMUNICATION IN PROGRAMS AND SERVICES OF THE SENAT ARE
INVITED TO MAKE THEIR NEEDS AND PREFERENCES KNOWNQ THE ADA
COMPLIANCE COORDINATOR, OR TO THE COMMITTEE CLERKSOF
COMMITTEES WITH HEARING NOTICES.

"THIS NOTICE IS AVAILABLE IN LARGE PRINT, ON AUDD TAPE, AND
IN BRAILLE, FROM THE ADA COMPLIANCE COORDINATOR."

Chapter 3. Policy on Effective Communication

Sec. 3.1. Scope of chapter.This Chapter provides guidelines and policies effective
communication to insure full participation in contteé meetings and sessions for persons with
disabilities. This Chapter does not deal with pang and facility access which are under the punoéw
the State Department of Accounting and General i&svand employment discrimination, which is
within the purview of the State Civil Rights Comsimn.

Sec. 3.2. Aids and servicesFor all public meetings and sessions of the Sersgipropriate
auxiliary aids and services shall be furnished wheoessary to afford individuals with disabilities
equal opportunity to participate in public comnéti@eetings and sessions.

Chapter 4. Grievance Procedure

Sec. 4.1. Scope of chapter. This chapter provides a grievance procedure tetntlee
requirements of the ADA.

Sec. 4.2. Grievance procedureThe grievance procedure is as follows:

Any one who has a complaint against the Senatedbas discrimination in employment,
policies, services, activities, programs, or bdeebf the Senate is free to file it with the ADA
Compliance Coordinator.

The form of the complaint may be in writing, opéa by telephone or in any form which can be
put into written form by the ADA Compliance Coordtor. The complaint must contain information on
the alleged discrimination, the name and addregsheoperson making the complaint, and the location,
date and description of the act of discrimination.

The Complaint must be received by the ADA Comm&iCoordinator no later than 60 days of
the alleged discrimination.

The ADA Compliance Coordinator shall meet with themplainant within 15 days and make
written findings and recommendations resolvingdbmplaint within 15 days after the last meetingwit
the Complainant.

If the matter is not satisfactorily resolved bg thDA Compliance Coordinator, the Complainant
may, within 15 days of the date of the findings aadommendations appeal to the President. The
President or the President's designee shall resioévenatter within 30 days of the date of the appea
the President.
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Unless the matter is satisfactorily resolved, hallsbe acknowledged in written or other
appropriate form by the Complainant, all rightsted Complainant under the ADA are reserved.
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