POLICIES & PROCEDURES COMMITTEE MEETING
PAYNESVILE CITY HALL
DECEMBER 2, 2014
6:00 P.M.

AGENDA
I CALL TO ORDER

. CONSENT AGENDA
A. Minutes (page 1)

.  NEW BUSINESS
A. Deferred Compensation
1. Wenzel Financial Services (page 5)
2. Edward Jones (page 13)

V.  OLD BUSINESS

Health Care Coverage Report — Al Roth, AT Group wilt be
conference called in.

Liquor Store Clerk Position — Report by Bill

Building Official Position — Post Internally

Employee Personnel Policy — Please review pages 16-54 of
the draft Personnel Policy (page 24)

E. Placing Non-Union Employees On SAFE Scale (page 78)

vow »

V. INFORMATIONAL

Vl.  ADJOURN

Please contact Renee Eckerly at 320-243-3714 ext. 227 or at renee@paynesvillemn.com
if you can’t attend the meeting.

Members: Gene Beavers, Donavan Mayer & Renee Eckerly

This agenda has been prepared to provide information regarding an upcoming meeting of
the Policies & Procedures Committee. This document does not claim to be complete and
is subject to change.

BARRIER FREE: All Policies & Procedures Committee meetings are accessibie to the
handicapped. Attempts will be made to accommodate any other individual need for
special services. Please contact City Hall (320) 243-3714 early, so necessary
arrangements can be made.



REQUEST FOR COMMITTEE/COUNCIL ACTION

COMMITTEE/COUNCIL NAME: Policies & Procedures Committee
Committee/Council Meeting Date: December 2,2014

Agenda Section: Consent

Originating Department: Administration

ltem Number: Il - A

ITEM DESCRIPTION: Minutes

Prepared by: Staff

COMMENTS:

Please review the minutes from the June 4 and October 2, 2014 Policies & Procedures
Committee meetings.

ADMINISTRATOR COMMENTS:

COMMITTEE/COUNCIL ACTION:

Motion to approve the minutes from the June 4 and October 2, 2014 Policies &
Procedures Committee meetings.



MINUTES
POLICIES & PROCEDURES COMMITTEE

JUNE 4, 2014

The meeting was calied to order by Gene Beavers at 6:00 p.m. Members present were
Donavan Mayer and Renee Eckerly, City Administrator.

PAYROLL SPECIALIST POSITION
The City received 11 applications and interview 4 applicants.
Motion was made by Eckerly to offer the position to Jill Magnuson and place

Shela Houk {first) and Angela Kern (second) on an eligibility list. Seconded by
Mayer and unanimously carried.

There being no further business, the meeting was adjourned at 8:30 p.m.



MINUTES
POLICIES & PROCEDURES COMMITTEE

OCTOBER 2, 2014
The meeting was called to order by Gene Beavers at 6:10 p.m. Members present were
Donavan Mayer and Renee Eckerly, City Administrator. Also present were Bill Ludwig, Liquor
Store Manager and Paul Wegner, Police Chief.

Motion was made by Beavers to approve the minutes from the April 8, 2014

Policies & Procedures Committee meeting. Seconded by Mayer and unanimously
carried.

LIQUOR STORE CLERK POSITION

The Committee reviewed the applications received. Other businesses in town are paying the
following:

Casey's $9.00 per hour

Paynesville Inn & Suites $8.75 per hour
Therefore wage is not the issue. Many retail businesses are hiring in the city. There was
discussion on the hours of the current staff. The Committee discussed whether to post the
position now or wait. Increasing hours to current staff would place staff in the union and at a
higher rate of pay and ultimately effect the 2015 budget. The current rate of pay is $8.78 per
hour and the union rate would be $11.71 per hour. There are currently five part-time
employees (Josh Mergen 32 hours) and one full-time employee.

Ludwig will speak to his staff and review scheduling to see what options would work and report
back at the next meeting.

BUILDING OFFICIAL

Eckerly reported that Paynesville is currently contracting with the City of Litchfield until
January. It was suggested to job share with Public Works at two different rates as an option. It
was further suggested to contract with the other cities and have the other cities involved in the
interview and posting process. Eckerly will check with the other communities and report back
at the next meeting.

PERSONNEL POLICY

The Committee reviewed the first 15 pages of the draft policy and will review the remaining at
the next meeting.

PLACING NON-UNION EMPLOYEES ON SAFE SCALE
The Committee discussed the placement of non-union employees on the SAFE scale. Eckerly

will prepare numbers for the next meeting and the impact on the 2015 budget. Eckerly will
contact Antonson with questions.
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HEALTH CARE COVERAGE

According to A T Group, MNSURE increased, as of today, 21% for singles and 13% for
families, per A T Group.

HEALTH CARE REIMBURSEMENT PLANS

Wegner stated that he has researched this and he believes this is an option. Eckerly will
contact Gallegher Benefit to review the City’s policy for insurance and tell the City what its
options are. The following questions to be asked are:

Can the City drop insurance and pay employees?

How many employees have to stay on the policy to keep Blue Cross?

if Blue Cross drops the City for lack of participation, what happens then?

REVISE FIRE FIGHTER JOB DESCRIPTION
Eckerly reported that Fire Chief, Bob Liestman has requested the position be changed to Fire
Fighter and Rescue. The Committee discussed that rescue is included in the detail of the job

description. [f it is recommended to change the job description it would need to go to Council
on October 13, 2014 for approval.

Motion was made by Beavers to not change the title of the Fire Fighter Job
Description. Seconded by Mayer and unanimously carried.

There being no further business, the meeting was adjourned 9:20 p.m.



Wenze! Financial Services

8,. Guiding Your Financial Future

A member of the Wenzel & Associates family of corpanies 7584 80th St S Ste 3
Cottage Grove MN 55016

(651) 769 0490
Fax: (651) 769-0520

July 26, 2012

Renee Eckerly

City Administrator/EDAP Director
221 Washbume Avenue
Paynesville, MN 56362

Dear Renee,

Thanks very much for taking the time to meet with me regarding our Deferred
Compensation plan through Wenzel Financial. Our fund line up is excellent and we
have access to income riders that can really provide extra retirement income with
guaranteed growth. | believe that our strategic planning and quarterly customer service
can make your deferred compensation plan even better.

We would be very interested in putting on a free 30 minute financial seminar during the
lunch hour for the city staff. We could provide the sandwiches and beverages and make
it a working lunch. We are also experts in helping people that contribute to PERA. |
would enjoy the opportunity to give you some ideas regarding your pension plan. | will
be in touch next week to follow up on our discussion.

If you or those you know have questions and need some professional insight, contact
me at 651-769-0490 or through ericn@wenzelonline.biz. Again, thanks very much for
the time and courtesy,

Sincerely,

52/

Eric R. Nohner
Financial Advisor

Correspondent is a Registered Representative or Investment Advisor Representative
Securities and investment advisory services offered through
Ameritas Investment Corp. (AIC)
Member FINRA, STPC é
AIC, Wenzel Financial Services and Wenzel & Associates Inc are not affiliated



Your financial success

is directly evolved from
the hard work you put
into it. You cannot simply
wish for it. As with all
things, you must work
for it. In today’s financial
marketplace, there are !
tremendous opportunities i
in both product and

strategy. However, -
choosing which product

works with which strategy

can be chauengmg

-~ And if done improperly,

~ can lead to undesirable
results Whether you are
looking for investment
recommendations,

financial advisory services,

or a trusted professional’

to take the worry and

declsmn makmg off

you. hands make that
connection with Wenzel
Fmancual Semces




Meet Your Guides

Your Wenzel Financial Services representative is connected to a world
of investrent research, products and services. We offer more than a
haif-century of financial service experience and currently manage more
than 100 million dollars in client assets in all of our product lines. We
have representatives throughout the Upper Midwest ready to help you.

Pyramid of Success )

The Financial Pyramid is a visual

aid to help you understand the
necessary steps to reaching financial
success. Just like a pyramid, it
has several layers starting from
the base to the peak. Wenzel
Financial Services will guide
you step-by-step and take
calculated risks to help you
climb to the top.

Achieve

Financial
Success

Monitor Progress

Euild 8 Investment Strategy
h

T
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Remember that over time, your goals and objectives may change.
It is important for you and your Wenzel Financial Services representative
to stay in communication with each other in order to get the most out of
your financial plan and resources.

!

Products & Services
We have worked with business, .gow)ernmentél agencies and individual
clients to help them meet their financial goais. Our firm’s foundation is
built on our-face-to-face customer service model. We believe we need to
recommend quality financial products and time-tested strategies to help
you achieve your goals. Our firm currently works with the following:

® PERA Pension Planning

@ MSRS Pension Planning

@ Individual Wealth- management *
‘® Retirement plans '

® 401k/M457b

& Personal retirement planning
® Income protection

® Estate planning

il

AN
Wenzel Financial ¢

e
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Estéiaiish your goals

—

Save for tomorrow

Plan for the future




ices helps you ...

A eerTE— TR I T ST Mt N T g e

Bmld a foundatlon

Secure your dreams

'Iookmg out for your financial well-being. Your- adwsor can help manage .

Value of a Financial Advisor”

Do you have the skill, time or desire to manage the complexities of
investing? The benefits of working with one of the professionals at
Wenzel Financial Services extend beyond simply choosing an
investment product that works best for you. We can help you:

© Clanfy your goals

® Analyze the strengths and weakness of your portfolio

€ Recommend a workable financial strategy tailored to you

© With your advisors, you will work through our SMART system:

Snapshot  Managing Asset Reallocate  Time and
—telius  Risk —who allocation your portfolioc  Testing, ¥ -

yourgoals areyouas recommen- totheagreed howis your | &
objectives  an investor? dation upon strategy  portfolio

and time How much doing? Do
horizon risk do you we need to
want? ! reallocate?

The Next Step

Your financial plan* and he process of getting it started can seem
complicated. With the ab'undance of information readily available, it can
seem overwhelming. With the help of your Wenzel Financial Services
professional, you can have the assurance that you have someone

the evolwng needs of you and your family, and provlde the necessary - IR
gtudance toward achrevmg your fifelong goals. So relax dream and eall w
Wenzel F mnnuai Services today Take the first step toward the hfesty]e

you deSlre ' i

* Securlties and Investment advisory setvices are offered through Ametitzs Investment Corp. (AIC). Mem-
ber FINRA/SIPC. AIC and Wenzel Financial Services are not affiliated. Additional products and services
may be available through Wenzal Financia! Services that are not offéred through AIC.




Our Team

Eric Wenzel
eric@wenzelonline.biz
Eric Nohner
ericn@wenzelonline.biz
Murry Resler
murry@wenzelonline.biz
Walt Starkey
walt@wenzelonline.biz

K

* Securities and investment advisory
services are offered throuigh Ameritas
Investment Corp. (AIC). Member
FINRA/SIPC. AIC and Wenzel Financial
Services are not affiiiated Additional
products and services may be available
through Wenzel Financial Services that
are not offered through AIC.




Qur Coverage Area

Wenzel Financial Services currently does business in
22 counties in Minnesota and Bremer County in Northeast
lowa. It also works with 42 cities in Minnesota.
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www.wenzeiassociatas.com | (651) 769-0490

* Securities and investment advisory services are offered through Ameritas Investment Corp. {AIC).
Member FINRA/SIPC. AIC and Wenzel Financial Servicas are not affiliated. Additional products and services
may be available through Wenzel Financial Services that are not offerad through AIC.
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e Venzel Financial Services
LT Guldlng Your F inancial F uiure A member of the Wenzel & Associates family of companies
www.wenzelassociates.com | 7584 80th Street S., Suite 3 | Cottage Grove MN 55016 | {651) 769-0490

Who we are ...

e A comprehensive financial service agency.

® We are experienced in working with public employees.

@ We have hosted retirement plannihg seminars in 76 of the 87 counties in Minnesota, 40 communities
in the Twin Cities metro and four counties in lowa.

e We educate employees about the PERA or MSRS pension in Minnesota and IPERS plan in lowa and how to
integrate it with the deferred compensation plan and personal wealth accumulation strategies.

Services we provide ...

® We will be in your county offices four times per year for reviews.

e We will host educational luncheons during each of our visits.

® We assist with portfolio allocation.

e We work with you not only as you save, but aiso when you start to draw from your strategy.

e We offer assistance integrating the deferred comp with the PERA/MSRS pension in Minnesota and IPERS plan in

lowa.

Product providers ...

our product providers are carefully selected.

They are subject to review from our invesiment policy committee and our broker/dealer firm.

We look not only for performance, but financial strength in our product providers.

We believe that not any one product is suitable for all investors, and as such, we provide a diversified suite of products.
We only work with service oriented companies — your goals are our business.

Our product is comparable, if not slightly better than the competition.
It is our service that sets us apart.

* Securities and investment advisory services are offered through Ameritas Investment Corp. (AIC).
Member FINRA/SIPC. AIC and Wenze! Financial Services are not affiliated. Additional products and services
may be available through Wenzel Financial Services that are not offered through AIC.
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457 Plans

A 457 plan is a deferred compensation

reducing your taxable income.

plan that lets you save for retirement with pretax salary deferrals while

There are three groups of Individuals who are eligible for 457 plans:

* State, county and city government workers, and
* Upper management and highly paid empioyees
* Top-level employees working for certain tax-exempt or governrne

known as a “top hat” plan)

Keep in mind that 457 plans have contribution limits t
means that if you're eligible to participate in a 457 pl
plan, you can contribute the maximum amount to both plans. For example, |

of certain tax-

an and another deferral

defer $17,500 into a 403(b) plan and another $17.500 into a 457(b) plan.

The fpllowing table i

Eliglble Employers

sts the diffe

TState and local governmen

and public schools

ts 501(c) tax-exempt organiza-

tions (excluding church
and church - controlled
organizations)

Usually

public school, college or uﬁiversity employees
exempt, nongovernmental organizations
ntal organizations (who qualify for what is also

hat are separate from those of other retirement plans. This
program, such as a 403(b) or 401(k)
n 2014, a public schoo! employee can

used by tax-exempt
organizations; rarely used by
government entities

Participation

Generally offered to
employees; employer
may discriminate

Select group of management
or highly compensated
employees

Select group of management
or highly compensated
employees

2014 Contributlon Limits® $12,500 $17,500 Generally no limit

2014 Catch-up Contributions $5,500 Not available Not available

Catch-up Contribution within | Yes Yes Not available

Three Years of Retirement?

Roth Contributlens If employer allows Not available Not available

Vesting May apply to any employer May apply to any employer May not be vested to maintain
contributions contributions tax-d_eferred status

Rollovers to IRAs and Yes No No

Other Qualifled Plans

Triggering Events to
Allow a Rollover

Separation from service,
attainment of age 70%,
certain emergencies, small
and inactive accounts, GDROQ,?
plan termination

Not applicable

Not applicable

10% Penalty on Distributions | No No No
Taken before Retirement Age

Required MinImiim Yes Yes No
Distributlon Rules

Loans Allowed

1This inciudes employer and employee contributions.

2 In the past three years prior to the year of attainme
A special caleuiation is required to determina

nt of the plan’s normal retirement age, the catch-up
whether you can take advantage of this cateh-up contibution.

Not allowed

Not allowed

contribution fs double the normal deferral limit ($35,000 in 2014).

3 Quaitfied Domestic Relations Order, which s issued under state domestic relations Law for payment of all or part of individuai penslon, profit sharing or retirement benefits,
usually to a divorcing spouse as child suppert or alimomy.

F e

Michelle D Starks
Financial Advisor

320-240-2930

123 Waite Ave N Suite 123 A
Waite Park, MN 56387

www.edwardjones.com
Member SIpC
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Do you have the right investments in place to help you meet your
financlal goals?

At Edward Jones, our business is helping people find solutions for their

long-term financial goals. Let’s work together to design and implement
an investment strategy that suits your needs.

Trust Services® Insurance

401(k) Plans/Rollovers Money Market Funds
Annuities Profit-sharing Plans
Bonds Stocks

Individual Retirement Accounts Certificates of Deposit
(IRA) (CDs)

College Savings Programs

Please call or stop by today to schedule an appointment
for a complimentary review of your portfolio.

Michelte D Starks
Financial Advisor

123 Waite Ave N Suite 123 A
Waite Park, MN 56387
320-240-2930

*Trust and related services are provided by Edward jones Trust Company, an affiliate of Edward D. Jonas
& Co., LP. (Edward Jonez), a ragistered broker-dealer. Edward Jones Trust Company and Edward Jones
are subsldiaries of the Jones Financial Companies, LL.LP Edward Jones Trust Company may use
Edward Jones or other affiliates to act as a broker-dealer for transactions or for other services.
Payments of such services may be charged as an expense to the trust and will not reduce the amount
of fees payable to Edward Jones Trust Company.

www.edward)ones.com

Member SIPC

.

.

MAKING SENSE OF INVESTING.
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Financial Needs

The way we work with our clients stands out. We meet face to face, providing the personal
attention each client deserves. A financiai advisor is dedicated to serving your investment
needs, and a branch office administrator is there to help with all the administrative aspects.
It's a team approach that works. Let It work for you.

Investing Trust Services 7 Cash Management

+ Stocks, bonds and mutual funds . Esrate-planning solutions through * Direct deposit of payroll,

» Automatic Investment and Edward Jones Trust Company® pension, Social Security
relnvestment plans Borrowing and tax refund checks

Savings * Personal Line of Credit that * Online blll payment

+ Edward Jones Flex Funds® account allows you to borrow against through Edward Jones

* Money Market Funds? your investments* Online Account Access

Spending: - Edward Jones income
* Personal and business credit cards®  Manager® account®
+ Check writing and Visa debit card

* Insured Bank -Deposit program?
+ College savings plans
* FDIC-insured CDs

1 An Investment In the moneay markst fund is not Insured or guaranteed by the Federal Deposit Insurance
Corpotatlon or any other government agency, Although the fund seeks to preserve the value of your
Investment at $1.00 per share, It is possible to lose money by investing in the fund.

2 More information about the Insured Bank Depostt program, including the program disclosure, is avallable from your financial advisor
or at www.edwardjones.com/ bankdeposit.

3 Trust and/or investment-advisoty services are provided by Edward Jones Trust Company, an affiiate of Edward D. jones & Co., LR {Fdward Jones),
& registored broker-dealer. Edward Jones Trust Company and Edward Jones are subsidfaries of the Jomes Financial Companigs, LLLP Edward
dones Trust Company may use Edward Jones o other affiliates to act as & broker-daaler for transactions or for other serviges, Payments of such
services gonerally will be chargad 25 an expense to the trust and wil nat reduce the amount of fees payabla to Edward Jones Trust Compary.

4 An Edward Jones Parsonal Line of Credit is a margin account. Borrowing agalnst securities has its risks and Is not approprata for everyone.
If the valus of your coliateral declines, you may be required to deposit cash or additional securities, o the securities in your account may be
sold to meet the margin call. Interest will begin to accrue from the date of the loan 2nd be charged to your aceount. Available only on certain
types of accounts,

5 The creditor, issuer and service provider of this card is Elan Financial Services, pursuant t a license from MasterCard intemational incomorated.
MasterCard is a registered trademark of MasterCard Intemationai Incorporated. ©2012 Flan Financial Services. All rights reserved.

6 For more information on Edward Jones income Manager®, including the Terms and Conditions document, go to
www.adwardjones.com/ Incomsmanager,

Michelle D Starks M"' ww.edwardjones.com
. N ember SIPC

Financial Advisor

123 Waite Ave N Suite 123 A

Waite Park, MN 56387

Edward Jones' ,

MAKING SENSE OF INVESTING 1.:?
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Investments & Services

At Edward Jones, we understand why you're investing. You have specific financial goals and the desire to
provide for yourself and your loved ones. Because we serve individual investors and business owners, our
resources are dedicated to helping you reach your long-term financial goals. That’s why we live and work in

your community.

Rather than chasing the latest fad, we recommend a diversified approach that we believe will perform well
over the long term while managing risk.* By meeting in person and on & regular basis, we can offer financial
solutions that are specifically designed for you.

Annuities
Fixed
Immediate
Variable

Business Retirement Plans
401{k)s

403(b)s

457(b)s

Defined Benefit
Profit-sharing

SEP IRAs

SIMPLE IRAs

Education Savings

529 Plans

Coverdell Education Savings
Accounts

Edward Jones Advisory
Solutions®!

Edward Jones Income Manager®
Account?

Managed Account Program®!

Equlty Investments
Common Stocks
Stock Unit Investment Trusts

Estate and Trust Services
Estates Hotline for

Estate-planning Professionals
Premium Account Valuation
Transfer on Death
Trust Services®

Trustee

Co-trustee

Managing Agent

Exchange-traded Funds

Financial Calculators
Cost Basis

Debt Management
Education Savings
Estate Considerations
Insurance Needs
Retirement

Tax Estimators

Fixed-income Investments
Bond Unit iInvestment Trusts
Bonds
Corporate
Government-sponsored
Enterprise
Mortgage-backed Securities
Municipal
U.S. Treasury
Certificates of Deposit

Individual Retirement Accounts
Roth IRAs
Traditional IRAs

Insurance
Long-term Care
Long-term Disability
Permanent Lifa
Term Life

Investment Banking
Investor Education Programs
Mutual Funds

Online Account Access
E-delivery

Portfolio and Retirement
Plan Reviews

Call today to learn more about how we can help you achieve

your financial goals.

See reverse for important disclosures.

Research
Equities
Fixed Income
Mutual Funds

Retirement Account

Consolidation

Saving, Spending
and Borrowing Solutions
Check Writing and Debit Cards?*
Direct Deposit
Edward Jones Flex Funds® Account
Insured Bank Deposit Programs
Online Bill Payment
Personal and Business Credit Cards®
Personal Lines of Credit?
Taxable and Tax-free

Money Market Funds

Systematic Investing®
Dividend and Income Reinvestment
Monthly Investing Program

“Highest in Employee
Advisor Satisfaction
among Financial
Investment Firms,
Five Times in a Row”

Edward Jones recelved the highest numerical
score in the employes advisor segment in the
proprietary J.D. Power 2008, 2010, 2012 - 2014
Financial Advisor Satistaction Studles™. 2014
study based on 3,901 total responses and
measures overall financial advisor satisfaction
among advisors registered with the Financial
Industry Regulatory Authority (FINRA) investment
firms. Proprietary study results are based on
experiences and perceptions of financial advisors
surveyed In January - April 2014, Your experiences
rmay vary. Visit jdpower.com.

Edward Jones'

MAKING SENSE OF INVESTING \\D
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1 Edward Jones is a dually reglstered broker-dealer and investment
adviser, Edward Jones Advisory Solutions® is an asset allocation
program that provides Investment advisory services. Dapending on a
client’s minimum investment, a client can select Fund Models, which
invest in affiliated mutual funds (If available), unaffiliated mutual funds
and exchange-traded funds (ETFs), or UMA Models, which also Include
separately managed allocations (SMAs). Please review the applicable
Edward Jones Advisory Solutions Brochure for more information. The
Managed Account Program® Is an investment advisory service offered
by Edward Jones. A complete explanation of the program, Including
fees, can be found In the Managed Account Program Brochure,

2 For more information on Edward Jones Income Manager®,
including the Terms and Conditions document, go to
www.edwardjones.com/incomemanager.

3 Trust and related services are provided by Edward Jones Trust
Company, an affiliate of Edward D. Jones & Co., L.P. (Edward Jones), a
reg/istered broker-dealer. Edward Jones Trust Company and Edward
Jones are subsidiaries of the Jones Financial Companies, L.L.L.P.
Edward Jones Trust Company may utilize Edward Jones or other

atfiliates to act as a broker-dealer for transactions or for other services.

Payments of such services may be charged as an expense to the trust
and will not reduce the amount of fees payvable to Edward Jones Trust
Company.

4 Edward Jones has arranged with BNY Mellon Investment Servicing
Trust Company for PNC Bank, N.A,, to issue Visa® cards to Edward
Jones clients. When you use your cards, you will be accessing the
available batance in your Edward Jones account. Application approval
is contingent on a review of your check-writing history and/or credit
Information. ATM withdrawals using the Edward Jones debit card are
subject to a fee of $1 per ATM withdrawal plus surcharge fees charged

by ATM awners outside the PNC Bank network. Certain accounts
may quallfy for a walver of the $1 fee as well as rebates of ATM
surcharge fees.

5 Mare information about the Insured Bank Deposit Program, including
the program disclosure, is available from your financial advisor or at
www.edwardjones.com/bankdeposit.

& The creditor, issuer and service provider of this card is Elan Financial
Services, pursuant to a license from MasterCard International Incorpo-
rated. MasterCard is a registered trademark of MasterCard International
incorporated. ® 2014 Elan Financial Services. All rights reserved.

7 Our Personal Line of Credit is & margin account. Borrowing against
securities has its risks and Is not appropriate for everyone. If the value
of your collateral declines, you may be required to deposit cash or
additional securities, or the securities in your account may be sold to
meet the margin call. Interest will begin to accrue from the date of the
joan and be charged to the account. Available only on certain types
of accounts.

8 Systematic investing does not ensure a profit or protect against loss.
Such a strategy involves continual investment in securities regardless of
fluctuating price levels of those securities. The investor should consider
his or her financial ability to continue the purchases through periods of
low price levels.

*Diversification does not guarantee a profit or protect agalnst loss.

Michelle D Starks
Financial Advisor
123 Waite Ave N Suite 123 A

Waite Park, MN 56387
3202402930

www.edwardjones.com
Member SIPC

Edward Jones

MAKING SENSE OF INVESTING
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Firm Profile

For more than 50 years, Edward Jones has brought its
unique brand of service to communities across the
country. Edward Jones’ one-broker office strategy runs
counter to that of virtually every other major securities
firm in the United States and has helped fuel remarkable
growth for the company. Revenue has grown from

$16 million In 1977 to over $5 billlon annually. With
more than 11,000 branch offices In all 50 states and
through its affiliate In Canada, Edward Johes’ growth

has been extraordinary.

Edward Jones got its start in 1922 when Edward D.
Jones Sr. founded the firm that bears his name.

Until the 1950s, Edward Jones was typical of most
New York Stock Exchange firms. In the '40s and '50s,
the representatives from Edward Jones were called
“TNT brokers” because they traveled the countryside
surrounding the company’s office in St. Louis from
Tuesday until Thursday, serving clients.

In 1948, Edward D. “Ted” Jones Jr., son of the founder,
returned to the family business after studying agriculture
at the University of Missouri and working on Wall Street.
While working his territory in rural Missouri and lllinois,
he began experimenting with the concept of locating
offices in communities outside St. Louis. In 1957, he
hired a representative in Mexico, Mo., and with the
opehing of this first branch office, a new era began.

By 1980, the branch-office network had grown to 304
offices. it was then that Ted Jones handed the reins of
the firm to John Bachmann, who served as managing
partner untli December 2003. John began his Edward
Jones career in 1959 as g college intern, literally
sweeping out the basement of the firm's headquarters.
He was a successful financial advisor in the 1960s
before returning to the home office, where he gained
experience in a number of areas before being named
managing partner in 1980.

Under Bachmann's leadership, the firm built upon its
philosophy of serving the needs of serious, iong-term
indlvidual investors from one-financial advisor offices and
moved to the forefront of the industry In terms of technol-
ogy and training. Those closest to Bachmann throtghout
his career credit his vision, strategic focus, leadership
and commitment to Edward Jones’ culture for making the
firm one of the best places to work in Amerlca.

Douglas E. Hill, chief operating officer from 1998 through
2003 and managing partner in 2004 and 2005, contin-
ued the fim's tradition of bringing personal investment
services to an ever-Increasing number of individual
investors In communities across the country. With the
firm’s natlonally recognized training program, which Hili
helped to develop after having been a successful finan-
cial advisor, Edward Jones Is training about 100 new
financial advisors each month. This growth would ensure
that the firm has the opportunity to continue offering
investments tailored to the needs of indlvidual investors
In the communities in which they live and work.

In 20086, Jim Weddle became only the fifth managing
partner in the firm’s history. Weddle has spent his entire
career at Edward Jones, beginning as an intern in 1976.

As a successful financial advisor, Weddie later assumed
responsibility for the firm's growth on the East Coast. He
then took charge of managing the firm’s branch offices

in late 1997. His responsibilities included not only the
facilities themselves but aiso financial advisors’ compen-
sation, financial advisor leadership development and
new office construptlon.

Edward Jones continues to be distinguished by its unigque
brand. The firm remains focused on serving the serious,
long-term individual investor, Its investment philosophy
still emphasizes quality and diversification. Today, of
course, TNT brokers no longer travel the countryside.
Instead, Edward Jones iocates its offices in communities
so financial advisors can develop face-to-face, personal
relationships with clients,

Diversification does not guarantee a profit or protect against oss,
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Key Steps Toward Achieving
Your Financial Goals

Understanding what is important to you and your
family in order to help you identify and reach your
goals is critical. Although there are many ways to
work toward your goals, the key is answering these
five important questions.

STEP 1 WHERE AM | TODAY?

Before you can set realistic goals, you must

determine your current needs. When you share
information, including a list of monthly expenses,

last year’s tax return, retirement plan statements

and brokerage, bank or other financial statements, it
will help provide an overview of your current situation.

STEP 2 WHERE WOULD I LIKE TO BE?
After determining where you are today, the next step
is to set specific goals that can be related to:

* Saving for retirement

 Living comfortably in retirement

* Funding a child’s education

* Helping support other family members
* Funding a vacation or second home

* Having appropriate insurance to help protect
your financiai goals

STEP 3 CAN | GET THERE?

Based on your current situation, future income
requirements and comfort level with risk, you can work
with your financial advisor to create and implement
strategies that can help you achieve your goals.

i
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STEP 4 HOW DO | GET THERE?

Edward Jones' investment philosophy centers on
buying diversified,* quality investments and holding
them for the long term. You will be introduced to a
variety of asset allocation models, and your financial
advisor can help you select the appropriate mix of
investments in each category,

STEP 5 HOW CAN | STAY ON TRACK?
Meeting annually can help ensure that you stay

on track. If any of your goals or circumstances have
changed, we can make appropriate updates that
address your evolving needs.

Schedule an appointment today with your Edward Jones financial advisor to discuss YOUr answers
to these five key questions. Doing sc can help you work toward and achieve your financial goals.

'D'iversificatlon does not guarantee & profit or protect against loss,

Edward Jones does not provide tax or legal advice. Consult a qualified tax or legal professicnal regarding your particular situation if this advice is needed.

{ gL
s

Michelle D Starks
F inancial Advisor
123 Waite Ave N Suite 123 A

Waite Park, MN 56387
320-240-2930

www.edwardjones.com
Member SIPC
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My Budget e

Worksheet s

T gime
B, )

ey G A e o gren

- Cllent - -

Codllent - [ - Jjolnt -

Wages, Salary and Tips

Business/Farm Income or Loss

Eamed Income Subtotal

Dividends

Interest

IRA Distributions

'Inveetnient income Subtotal {not relnvested)

Alimony

Pensions / Annuities

Rental Real Estate, Partnership, Trust

Social Security

Other

Other Income Not Subject to FICA Subtotal

Subtotal

| eam|nlan loa|lealoalonlealeals

» i elnlenl o o|le|lelale e |elele

Ao |l v v lalelalele|ele

Honthly

Rent

Homeowner's / Renter’s Insurance

Health Insurance

Auto Insurance

Property Taxes (Real Eétate / Vehicle)

Home Repairs / Maintenance

Utifities (Gas / Electric / Phone / Water / Garbage)

Groceries

Personal Goods (Toiletries / Dry Cleaning / Housekeeping)

Entertainment (Dining Out / Travel / Vacation)

Clothing

Glfts (Birthday / Hollday / Special Oceasion)

Transportation (Gas / Taxis / Maintenance / Parking)

Charltable Contributions

Child Care (Lessons / Sports / Alimony)

Other

Subtotal

Blen | tn|n | e lovia|lnlea|lvnle elealevle

ol viel v | olelelanlvlelealvlalealelalal
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HF

IIIII

Primary Residence

Home Equity / Other Mortgage &

Real Estate / Busingss

Credit Card

Credit Card

Automobile

Automobile

Other

| |ep|a1th|en ||t

R(R|R|R|R| R R | R

Subtotal

$

Annual Subtotal

12 X [Subtotal]

»|lvwla|lean|wnlan | a|n ol

Term

Group (Work)

Other

Subtotal

i | e | e

|||
W | o | 0 | O

Federal Income Tax $
State / Local Income Tax $
Social Security Income Tax $
Subtotal $
D) Ciient Co-client doint
Retirement Plan Balances [401(k), 403(b}, IRA] $ $ $
Personal Contribution $ $ $
Employer Contribution $ $ $
Retirement (Taxable) Contribution $ $ $
Education Plan Balances (529, UTMA, Coverdell) $ $ $
Personal Contribution $ $ $
Other $ $ $
www.edwardjones.com
Member SIPC
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Edward Jones’

MAKING SENSE OF INVESTING

The IRA Rollover: 10 Tips to Making a Sound Decision

Source: Reprinted from www.finra. org

The largest source of IRA contributions comes from individuals who move their money from their employer-sponsored
retirement plans such as 401(k) and 403(b) plans when they leave a job, according to the Employee Benefit Research
Institute.

If you are considering rolling over money from an employer plan into an IRA or if you have been in contact with
a financial professional to do so follow these tips to decide whether an IRA rollover is right for you.

1. Evaluate your transfer options. You generally have

four choices. You can usually keep some or all your
savings in your former employer’s plan (check with your
benefits office to see what the company’s policy is). You
can transfer assets to your new employer’s plan, if
allowed (again, check with the benefits or human
resources office). You can roll over your plan assets into
an IRA. Or you can cash out your balance. There are
pros and cons to each, but cashing out your account is
rarely a good idea for younger individuals. If you are
under age 59%, the IRS generally will consider your
payout an early distribution, meaning you could owe a
10 percent early withdrawal penalty on top of federal
and applicable state and local taxes.

. Minimize taxes by rolling Roth to Roth and traditional
to traditional. If you decide to roll over your retirement
plan assets to an IRA, you can choose either a
traditional IRA or Roth iRA. No taxes are due if you roll
over assets from a traditional plan to a traditional IRA, or
if you roll over your contributions and earnings from a
Roth plan to a Roth IRA. But if you decide to move from
a traditional plan to a Roth IRA, you will have to pay
taxes on the rollover amount you convert. It's a good
idea to consult with your plan administrator, as well as
financial and tax professionals about the tax implications
of each option.
| Tip: Special Treatment of Employer Matches
in Roth Plans

The IRS requires that any employer match of
contributions made to a Roth plan be placed in a
pre-tax account and treated like matching assets in
a traditional plan. To avoid taxes when rolling over a
Roth plan that includes matching contributions from
your employer, you will need to request the transfer
of your contributions and earnings to a Roth IRA
and your employer’s matching contributions and
earnings to a traditional IRA.

- Think twice before you do an indirect rollover. With a
direct rollover, you instruct your former employer to send
your 401(k) assets directly to your new employer's plan
or to an {RA and you never have to handle the money
yourself. With an indirect rollover, you start by requesting

a lump-sum distribution from your plan administrator
and then take responsibility for completing the transfer.
Indirect rollovers have significant tax consequences.
You will not get the full amount because the plan is
required to withhold 20 percent to ensure that taxes will
be paid if the rollover is not completed. You must deposit
the funds in an iRA within 60 days to avoid taxes on
pretax contributions and eamings and to avoid the
potential of an additional 10 percent tax penalty if you
are younger than 59%. If you want to defer taxes on the
full amount you cashed out, you will have to add funds
from another source equal to the 20 percent withheld by
the plan administrator (you get the 20 percent back if
you properly complete the roliover).

. Be wary of “Free” or “No Fee"” claims. Competition

among financial firms for IRA business is strong, and
advertising about rollovers and IRA-related services is
common. in some cases, the advertising can be
misieading. FINRA has observed overly broad language
in advertisements and other sales material that implies
there are no fees charged to investors who have
accounts with the firms. Even if there are no costs
associated with a rollover itself, there will almost
certainly be costs related to account administration,
investment management or both. Don't roll over your
retirement funds solely based on the word “free.”

- Realize that conflicts of interest exist. Financial

professionals who recommend an IRA rollover might
earn commissions or other fees as a result. In contrast,
leaving assets in your.old employer’s plan or rolling the
assets to a plan sponsored by your new employer likely
results in little or no compensation for a financial
professional. In short, even if the recommendation is
sound, any financial professional who recommends you
move money from an employer-sponsored retirement
plan into an IRA could benefit financially from that move.

. Compare Investment options and other services. An

IRA often enables you to select from a broader range of
investment options than available in an employer plan,

but might not offer the same options your employer plan
does. Whether the iIRA options are attractive will depend,
in part, on how satisfied you are with the options offered
by your current or new employer’s plan. Some employer

plans aiso provide access to investment advice, planning /07/
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fools, telephone help lines, educational materials and
workshops. Similarly, IRA providers offer different levels
of service, which may include full brokerage service,
investment advice and distribution planning. if you are
considering a self-directed IRA, consider the tradeofis.

. Understand fees and expenses. Both employer-
sponsored plans and IRAs involve investment-related
expenses and plan or account fees. Investment-related
expenses can include sales loads, commissions, the
expenses of any mutual funds in which assets are
invested and investment advisory fees. Plan fees can
include administrative costs (recordkeeping and
compliance fees, for instance) and fees for services,
such as access to a customer service representative. in
some cases, employers pay for some or ali of the plan's
administrative expenses. IRA account fees can include
administrative, account set-up and custodial fees,
among others. Before making a rollover decision,

know how much you are currently paying for your plan.
Compare that to the fees and expenses of a new plan
or IRA. For more information about 401(k) fees, see the
Department of Labor’s publication, A Look at 401(k}
Plan Fees. For IRA fees, ask your financial professional
to provide you with information about fees and
expenses, and read your account agreement and any
investment prospectuses.

. Engage in a thoughtful discussion with your financial
or tax professional. Don’t be shy about raising issues
such as tax implications, differences in services, and fees
and expenses between retirement savings altemnatives. If
your financial professional recommends that you sell
securities in your plan or purchase securities in a newly
opened IRA, ask what makes the recommendation
suitable for you. As with any investment, if you don’t
understand it, don't buy it.

Edward Jones

9. Age matters. If you leave your job between age 55 and
50%, you may be able to take penalty-free withdrawals
from an employer-sponsored plan. In contrast, penalty-
free withdrawals generally are not allowed from an IRA
until age 59%. Once you reach age 70%, the rules for
both traditional employer plans and traditional IRAs
require the periodic withdrawal of certain minimum
amounts, known as the required minimum distribution
(RMD). The RMD rules also apply to Roth 401(k)
accounts. However, the RMD rules do not apply to Roth
IRAs while the owner is alive. If you are still working at
age 70%, however, you generally are not required to
make required minimum distributions from your current
employer’s plan. This may be advantageous for those
who pian to work into their 70s.

10. Assess the tax implications of appreciated
company stock. Some retirement plans feature
company securities (such as stocks, bonds or
debentures) and, as with eamings on other
investments, any increase in their value will typically
be subject to ordinary income tax when you withdraw
the securities from the plan. But if you're considering a
distribution of company stock or securities when you
leave the company, be aware that special IRS ruies
might allow you to defer paying taxes on the ‘
appreciation (which the IRS calls "net unrealized
appreciation”). Consult your plan administrator and
financial and tax professionals about tax scenarios
related to appreciated company securities.

The decision to move your retirement nest egg or stay put
is an important one. in many cases, you don’t have to act
immediately upon switching jobs or retiring. Take the time
to assess your options. Ask questions and do your
homework to determine what is best for you.

For More Information

To learn more about IRA rollovers and other investing topics, please visit www.finra.org. If you have questions about
your situation, please talk with your Edward Jones financial advisor.

7

LGL-8642-A EXP 30 JUN 2015

Page 2of 2 www.edwardjones.com



@6

[ EAGUE oF CONNECTING & INNOVATING
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HUMAN RESOURCES & BENEFITS INFORMATION

PERSONNEL POLICY TEMPLATE
Updated August 27, 2014

v This template was developed with the personnel management of a Plan “A” City in mind
o Plan “B” City, authority in the area of personnel management (especially hiring and firing)
is generally given to the City Manager
o Home Rule Charter City - Authority in the area of personnel management is typically
defined in the city’s charter language

v “City Administrator” is used throughout this template. This language may need to be revised to
recognize other management positions at a city.

v" “Supervisor” is used throughout this template. This language may need to be revised to
recognize other positions of authority at a city.

v" The template does not provide cites for any state law or federal regulation, etc. Instead, such
references are to the name of the particular law or to “Minnesota law” in general. The idea is
that this will create less need for update if a statutory cite is changed. Cities arc encouraged to
use the Personnel Policy Chapter of the online HR Reference Manual to find actual citations.

145 UNIVERSITY AVE. WEST PHONE: (651) 281-1200  FAX; {651) 281-1299 3\
ST. PAUL, MN 55103-2044 TOLL FREE: (800) 925-1122  wiE: ww.mc.omq/



INTRODUCTION

Purpose
The purpose of these policies is to establish a uniform and equitable system of personnel
administration for employees of the City of . They should not be construed as contract

terms. The policies are not intended to cover every situation that might arise and can be amended
at any time at the sole discretion of the City. These policies supersede all previous personnel
policies.

Except as otherwise prohibited by law, the City of has the right to terminate any
employee at any time for any or no reason. Employees may similarly terminate employment at any
time for any reason. Only the City Council (can add City Manager in a Plan B or home charter
form of government if applicable) has the right to alter the “at will” agreement.

Scope

These policies apply to all employees of the City. Except where specifically noted, these policies
do not apply to:

Elected Officials;

City Attorney;

Members of City Boards, Commissions and Commiittees;

Consultants and Contractors;

Volunteers, except as specifically noted for paid per-call-firefighters.

Nk

If any specific provisions of the Personnel Policies conflict with any current union agreement or
civil service rules, the union agreement or ¢ivil service rules will prevail. Union employees are
encouraged to consult their collective bargaining agreement first for information about their
employment conditions. Nothing in these policies is intended to modify or supersede any
applicable provision of state or federal law.

These policies serve as an information guide to help employees become better informed and to
make their experience with the city more rewarding. Departments may have special work rules
deemed necessary by the supervisor and approved by the City Administrator for the achievement
of objectives of that department. Each employee will be given a copy of such work rules by the
department upon hiring and such rules will be further explained and enforcement discussed with
the employee by the immediate supervisor.

EEO Policy Statement

The City of is committed to providing equal opportunity in all areas of employment,
including but not limited to recruitment, hiring, demotion, promotion, transfer, recruitment,
selection, lay-off, disciplinary action, termination, compensation and selection for training. The
City of will not discriminate against any employee or job applicant on the basis of
race, color, creed, religion, national origin, ancestry, sex, sexual orientation, disability, age, marital
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status, genetic information, status with regard to public assistance, veteran status, familial status, or
membership on a local human rights commission,

Data Practices Advisory

Employee records are maintained in a location designated by the City Administrator. Personnel
data is retained in personnel files, finance files, and benefit/medical files. Information is used to
administer employee salary and benefit programs, process payroll, complete state and federal
reports, document employee performance, etc.

Employees have the right to know what data is retained, where it is kept, and how it is used. All
employee data will be received, retained, and disseminated according to the Minnesota
Government Data Practices Act.

Media Requests All city employees have a responsibility to help communicate accurate and timely
information to the public in a professional manner. Requests for private data or information outside
of the scope of an individual’s job duties should be routed to the appropriate department or to the
data practices authority. Any employee who identifies a mistake in reporting should bring the error
to the City Administrator or other appropriate staff. Regardless of whether the communication is in
the employee’s official city role or in a personal capacity, employees must comply with all laws
related to trademark, copyright, software use etc.

With the exception of routine events and basic information that is readily available to the public,
all requests for interviews or information from the media are to be routed through the City
Administrator. No City employee is authorized to speak on behalf of the City without prior
authorization from the City Administrator or his/her designee. Media requests include anything
intended to be published or viewable to others in some form such as television, radio, newspapers,
newsletters, and web sites. When responding to media requests, employees should follow these
steps:

1. If the request is for routine or public information (such as a meeting time or agenda)
provide the information and notify the City Administrator of the request.

2. Hfthe request is regarding information about city personnel, potential litigation,
controversial issues, an opinion on a city matter, or if an employee is unsure if the request
is a “routine” question, forward the request to the City Administrator. An appropriate
response would be, “I’m sorry, I don’t have the full information regarding that issuec. Let
me take some basic information and submit your request to the appropriate person who will
get back to you as soon as he/she can.” Then ask the media representative’s name,
questions, deadline and contact information.

All news releases concerning City personnel will be the responsibility of the City Administrator.

When/if the City Administrator authorizes a staff person to communicate on behalf of the city in
interviews, publications, news releases, on social media sites, and related communications,
employees must:
v" Identify themselves as representing the city. Account names on social media sites must be
clearly connected to the city and approved by the City Administrator.
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v' All information must be respectful, professional and truthful. Corrections must be issued
when needed.

v' Personal opinions generally don’t belong in official city statements. Once exception is
communications related to promoting a city service. For example, if an employee posted on
the city’s Facebook page, “My family visited Hill Park this weekend and really enjoyed the
new band shelter.” Employees who have been approved to use social media sites on behalf
of the city should seek assistance from the City Administrator on this topic.

v" Employees need to notify the City Administrator if they will be using their personal
technology (cell phones, home computer, cameras, etc.)} for city business. Employees
should be aware that the data transmitted or stored may be subject to the Data Practices
Act.

It is important for city employee to remember that the personal communications of employees may
reflect on the city, especially if employees are commenting on city business. The following
guidelines apply to personal communications including various forms such as social media
(Facebook, Twitter, blogs, YouTube, etc.), letters to the editor of newspapers, and personal
endorsements.

v Remember that what you write is public, and will be so for a long time. It may also be
spread to large audiences. Use common sense when using email or social media sites. Itisa
good idea to refrain from sending or posting information that you would not want your boss
or other employees to read, or that you would be embarrassed to see in the newspaper.

v The City of expects its employees to be truthful, courteous and
respectful towards supervisors, co-workers, citizens, customers and other persons
associated with the city. Do not engage in name-calling or personal attacks.

v" If you publish something related to city business, identify yourself and use a disclaimer
such as, “I am an employee of the city of . However, these are my own opinions and
do not represent those of the City of i

v" City resources, working time, or official city positions cannot be used for personal profit or
business interests, or to participation in personal political activity. For example, a building
inspector could not use the city’s logo, email or working time to promote his/her side
business as a plumber.

v" Personal social media account name or email names should not be tied to the city (e.g., city
nameCop).




CITYWIDE WORK RULES & CODE OF CONDUCT

Conduct as a Clty Employee

In accepting City employment, employees become representatives of the City and are responsible
for assisting and serving the citizens for whom they work. An employee's primary responsibility is
to serve the residents of . Employees should exhibit conduct that is cthical,
professional, responsive, and of standards becoming of a City employee. To achieve this goal,
employees must adhere to established policies, rules, and procedures and follow the instructions of
their supervisors.

The following are job requirements for every position at the City of . All employees

are expected to:

s Perform assigned duties to the best of their ability at all times.

* Render prompt and courteous service to the public at all times.

¢ Read, understand and comply with the rules and regulations as set forth in these Personnel
Policies as well as those of their departments.

¢ Conduct themselves with decorum toward both residents and staff and respond to inquiries and
information requests with patience and every possible courtesy.
Report any and all unsafe conditions to the immediate supervisor.
Maintain good attendance.

Attendance & Absence

The operations and standards of service in the City of require that employees be at
work unless valid reasons warrant absence. In order for a team to function efficiently and
effectively, employees must be on the job. Attendance is an essential function of every City
position.

Employees who are going to be absent from work are required to notify their supervisor as soon as
possible in advance of the absence. In case of unexpected absence, employees should call their
supervisor before the scheduled starting time. If the supervisor is not available at the time, the
employee should leave a message that includes a telephone mumber where he/she can be reached
and/or contact any other individual who was designated by the supervisor, Failure to use
established reporting process will be grounds for disciplinary action. Departments may establish
more specific reporting procedures.

The employee must call the supervisor on each day of an absence extending beyond one (1) day
unless arrangements otherwise have been made with the supervisor, Employees who are absent for
three (3) days or more and who do not report the absence in accordance with this policy, will be
considered to have voluntarily resigned not in good standing. The city may waive this rule if
extenuating circumstances warranted such behavior. This policy does not preclude the city from
administering discipline for unexcused absences of less than three (3) days.

Non-exempt employees (eligible for overtime pay) are not authorized to take work home or work
through Iunch without prior approval from their supervisor.



Access to and Use of Clty Property

Any employee who has authorized possession of keys, tools, cell phones, pagers, or other City-
owned equipment must register his/her name and the serial number (if applicable) or identifying
information about the equipment with his/her supervisor. All such equipment must be tuned in
and accounted for by any employee leaving employment with the City in order to resign in good
standing.

Employees are responsible for the safekeeping and care of all such equipment. The duplication of
keys owned by the City is prohibited unless authorized by the City Administrator. Any employee
found having an unauthorized duplicate key will be subject to disciplinary action.

Appearance

Departments may establish dress codes for employees as part of departmental rules. Personal
appearance should be appropriate to the nature of the work and contacts with other people and
should present a positive image to the public. Clothing, jewelry or other items that could present a
safety hazard are not acceptable in the workplace. Dress needs vary by function. Employees who
spend a portion of the day in the field need to dress in a professional manner appropriate to their
jobs, as determined by their supervisor.

Confilct of Interest

City employees are to remove themselves from situations in which they would have to take action
or make a decision where that action or decision could be a perceived or actual conflict of interest.
If an employee has any question about whether such a conflict exists he/she should consult with
the City Administrator.

Falslfication of Records

Any employee who makes false statements or commits, or attempts to commit, fraud in an effort to
prevent the impartial application of these policies will be subject to immediate disciplinary action
up to and including termination and potential criminal prosecution.

Personal Telephone Calls

Personal telephone calls are to be made or received only when truly necessary. They are not to
interfere with City work and are to be completed as quickly as possible. Any personal long
distance call costs will be paid for by the employee. Please refer to the Cell Phone policy for
information on use of cellular phones.

Politlcal Activity

City employees have the right to express their views and to pursue legitimate involvement in the
political system. However, no City employee will directly or indirectly, during hours of
employment, solicit or receive funds for political purposes. Further, any political activity in the
workplace must be pre-approved by the City to avoid any conflict of interest or perception of bias
such as using authority or political influence to compel another employee to apply for or become a
member in a political organization.



Smoking

The City of observes and supports the Minnesota Clean Indoor Air Act. All City
buildings and vehicles, in their entirety, shall be designated as tobacco free, meaning that smoking
in any form (through the use of tobacco products (pipes, cigars and cigarettes) or “vaping” with e-
cigarettes is prohibited while in a City facility or vehicle.

Smoking of any kind, including pipes, cigars, cigarettes, vaping with e-cigarettes and the use of
chewing tobacco is prohibited for employees while on duty. Employees 18 and over are allowed to
smoke only during their breaks and lunch, and only in areas designated for that purpose.



DEFINITIONS
For purposes of these policies, the following definitions will apply:

Authorized Hours:

The number of hours an employee was hired to work. Actual hours worked during any given pay
period may be different than authorized hours, depending on workload demands or other factors,
and upon approval of the employee’s supervisor.

Benefits
Privileges granted to qualified employees in the form of paid leave and/or insurance coverage

Benefit Earning Employees
Employees who are eligible for at least a pro-rated portion of City provided benefits. Such
employees must be year-round employees who work at least 20 hours per week on a regular basis.

Core Hours

The core hours that all employees (exempt and non-exempt) are expected to work are 9:00 a.m. to
3:30 p.m., Monday through Friday. Police, fire and public works employees do not have core
hours and work the schedules established by their supervisors.

Demotion
The movement of an employee from one job class to another within the City, where the maximum
salary for the new position is lower than that of the employee’s former position.

Direct Deposit
As permitted by state law, all City employees are required to participate in direct deposit.

Employee
An individual who has successfully completed all stages of the selection process including the
training period

Exempt Employee
Employees who are not covered by the overtime provisions of the federal or state Fair Labor
Standards Act

FICA (Federal Insurance Contributions Act)

FICA is the federal requirement that a certain amount be automatically withheld from employees’
earnings. Specifically, FICA requires an employee contribution of 6.2% for Social Security and
1.45% for Medicare. The City contributes a matching 7.65% on behalf of each employee. Certain
employees are exempt or partially exempt from these withholdings (e.g., police officers).

Fiscal Year
The period from January 1 to December 31



Fulitime Employee

Employees who are required to work forty (40) or more hours per week year-round in an ongoing
position. [Optional wording: In accordance with federal health care reform laws and regulations,
the City shall offer health insurance benefits to eligible employees and their dependents that work
on average or are expected to work 30 or more hours per week or the equivalent of 130 hours or
more per month. In order to comply with Health Care Reform law while avoiding penalties, part-
time employees will be scheduled with business needs and in manner which ensures positions
retain part-time status under which intended.]

Hours of Operation
The City’s regular hours of operation are Monday through Friday, from 8:00 a.m. to 5:00 p.m.

Management Employee
An employee who is responsible for managing a department or division of the City

Non-exempt Employee

Employees who are covered by the federal or state Fair Labor Standards Act. Such employees are
normally eligible for overtime at 1.5 times their regular hourly wage for all hours worked over
forty (40) in any given workweek.

Parttime Employee

Employees who are required to work less than forty (40) hours per week year-round in an ongoing
position. [Optional additional wording: In accordance with federal health care reform laws and
regulations, the City shall offer health insurance benefits to eligible employees and their
dependents that work on average or are expected to work 30 or more hours per week or the
equivalent of 130 hours or more per month. In order to comply with Health Care Reform law while
avoiding penalties, part-time employees will be scheduled with business needs and in manner
which ensures positions retain part-time status under which intended. ]

Pay Period
A fourteen (14) day period beginning at 12:00 a.m. (midnight) on Sunday through 11:59 p.m. on
Saturday, fourteen (14) days later

PERA (Public Employees Retirement Assoclation)

Statewide pension program in which all City employees meeting program requirements must
participate in accordance with Minnesota law. The City and the employee each contribute to the
employee’s retirement account.

Promotion
Movement of an employee from one job class to another within the City, where the maximum
salary for the new position is higher than that of the employee’s former position

Reclassify
Movement of a job from one classification to another classification because of a significant change
in the position's duties and responsibilities
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Seasonal Employee

Employees who work only part of the year (100 days or less) to conduct seasonal work. Seasonal
employces may be assigned to work a full-time or part-time schedule. Seasonal employees do not
earn benefits or credit for seniority. [Optional wording: In order to comply with Health Care
Reform law while avoiding penalties, part-time employees will be scheduled with business needs
and in manner which ensures positions retain part-time status under which intended or, in some
rare instances, may be offered health insurance to comply with federal health care reform laws and
regulations while avoiding associated penalties.]

Service Credit
Time worked for the City. An employee begins earning service credit on the first day worked for
the City. Some forms of leave will create a break in service.

Temporary Employee

Employees who work in temporary positions. Temporary jobs might have a detined start and end
date or may be for the duration of a specific project. Temporary employees may be assigned to
work a full-time or part-time schedule. Temporary employees do not earn benefits or credit for
seniority, [ Optional wording: In order to comply with Health Care Reform law while avoiding
penalties, part-time employees will be scheduled with business needs and in manner which ensures
positions retain part-time status under which intended or, in some rare instances, may be offered
health insurance.]

Tralning Perlod

A six month period at the start of employment with the City (or at the beginning of a promotion,
reassignment or transfer) that is designated as a period within which to learn the job. The training
period is the last part of the selection process.

Transfer
Movement of an employee from one City position to another of equivalent pay

Weapons

Weapons are defined to include all legal or illegal firearms, switchblade knives or any other object
that has been modified to serve as a weapon or that has the primary purpose of serving as a
weapon.

Workweek

A workweek is seven consecutive 24-hour periods. For most employees the workweek will run
from Sunday through the following Saturday. With the approval of the City Administrator,
departments may establish a different workweek based on coverage and service delivery needs
(e.g., police department, fire department, park and recreation department).
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EMPLOYEE RECRUITMENT & SELECTION

Scope

The City Administrator or a designee will manage the hiring process for positions within the City.
While the hiring process may be coordinated by staff, the City Council is responsible for the final
hiring decision and must approve all hires to City employment. All hires will be made according to
merit and fitness related to the position being filled.

Features of the Recrultment System

The City Administrator or designee will determine if a vacancy will be filled through an open
recruitment or by promotion, transfer or some other method. This determination will be made on a
case-by-case basis. The majority of position vacancies will be filled through an open recruitment
process.

Application for employment will generally be made on application forms provided by the City.
Other materials in lieu of a formal application may be accepted in certain recruitment situations as
determined by the City Administrator or designee. Supplemental questionnaires may be required in
certain situations. All candidates must complete and submit the required application materials by
the posted deadline, in order to be considered for the position. The deadline for application may be
extended by the City Administrator. Unsolicited applications will not be kept on file.

Position vacancies may be filled on an “acting” basis as needed. The City Council will approve all
acting appointments. Pay rate adjustments, if any, will be determined by the City Council.

Testing and Examinations

Applicant qualifications will be evaluated in one or more of the following ways: training and
experience rating; written test; oral test or interview; performance or demonstrative test; physical
agility test, or other appropriate job-related exam.

Internal recruitments will be open to any City employee who: (1) has successfully completed the
initial training period; (2) meets the minimum qualifications for the vacant position; and (3)
currently is and for the past year has been in good standing with the City.

The City Council or designee will establish minimum qualifications for each position with input
from the appropriate supervisor. To be eligible to participate in the selection process a candidate
must meet the minimum qualifications.

Pre-Employment Medical Exams

The City Administrator or designee may determine that a pre-employment medical examination,
which may include a psychological evaluation, is necessary to determine fitness to perform the
essential functions of any City position. Where a medical examination is required, an offer of
employment is contingent upon successful completion of the medical exam.
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When a pre-employment medical exam is required, it will be required of all candidates who are
finalists and/or who are offered employment for a given job class. Information obtained from the
medical exam will be treated as confidential medical records.

When required, the medical exam will be conducted by a licensed physician designated by the City
with the cost of the exam paid by the City. (Psychological/psychiatric exams will be conducted by
a licensed psychologist or psychiatrist.) The physician will notify the City Administrator or
designee that a candidate either is or isn't medically able to perform the essential functions of the
job, with or without accommodations and whether the candidate passed a drug test, if applicable.
If the candidate requires accommodation to perform one or more of the essential functions of the
job, the City Administrator or designee will confer with the physician and candidate regarding
reasonable and acceptable accommodations.

If a candidate is rejected for employment based on the results of the medical exam, he/she will be
notified of this determination.

Selectlon Process

The selection process will be a cooperative effort between the City Administrator or designee and
the hiring supervisor, subject to final hiring approval of the City Council. Any, all or none of the
candidates may be interviewed.

The process for hiring seasonal and temporary employees may be delegated to the appropriate
supervisor with each hire subject to final City Council approval. Except where prohibited by law,
seasonal and temporary employees may be terminated by the supervisor at any time, subject to
City Council approval.

The City has the right to make the final hiring decision based on qualifications, abilities,
experience and city of needs.

Background Checks -

All finalists for employment with the City will be subject to a background check to confirm
information submitted as part of application materials and to assist in determining the candidate’s
suitability for the position. Except where already defined by state law, the City Administrator will
determine the level of background check to be conducted based on the position being filled.

Tralning Perlod

The training period is an integral part of the selection process and will be used for the purpose of
closely observing the employee’s work and for training the employee in work expectations.
Training periods apply to new hires, transfers, promotions and rehires. Training periods are six
months in duration, but may be extended by, for example, an unpaid leave of absence.
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ORGANIZATION

Jjob Descriptions
The City will maintain job descriptions for each regular position. New positions will be developed
as necded but must be approved by the City Council prior to the position being filled.

A job description is prepared for each position within the City. Each job description will include;
position title, department, supervisor’s title, FLSA status (exempt or nonexempt), primary
objective of the position, essential functions of the position, examples of performance criteria,
minimum requirements, desirable training and experience, supervisory responsibilities (if any), and
extent of supervisory direction or guidance provided to position. Good attendance and compliance
with work rules and policies are essential functions of all City positions.

Prior to posting a vacant position the existing job description is reviewed by the City Administrator
or designee and the hiring supervisor to ensure the job description is an accurate reflection of the
position and that the stated job qualifications do not present artificial barriers to employment.

A current job description is provided to each new employee. Supervisors are responsible for
revising job descriptions as necessary to ensure that the position’s duties and responsibilities are
accurately reflected. All revisions are reviewed and must be approved by the City Administrator.

Assigning and Schedullng Work
Assignment of work duties and scheduling work is the responsibility of the supervisor subject to
the approval of the City Administrator.

Job Descriptions and Classifications
Assignment of job titles, establishment of minimum qualifications, and the maintenance of job
descriptions and related records is the responsibility of the City Administrator.

Layoff

The City Administrator will maintain a seniority list. In the event it becomes necessary to reduce
personnel, temporary employees and those serving a probationary period in affected job classes
will be terminated from employment with the City before other employees in those job classes.
Within these groups, the selection of employees to be retained will be based on merit and ability as
determined by the City Administrator, subject to approval of the City Council. When all other
considerations are equal, the principle of seniority will apply in layoffs and recall from layoff.
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HOURS OF WORK

Work Hours

Work schedules for employees will be established by supervisors with the approval of the City
Administrator. The regular work week for employees is five eight-hour days in addition to a lunch
period, Monday through Friday, except as otherwise approved by the City Administrator in
accordance with the customs and needs of the individual departments.

Part-time, Seasonal and Temporary Positions

In order to comply with law while avoiding penalties, part-time employees will be scheduled with
business needs and in manner which ensures positions retain part-time status under which
intended. Effective DATE, 2014, employees in part-time and temporary positions will not be
permitted to work more than 28 hours/week, including hours worked, paid leave (such as annual
leave or holiday leave). All shifts, including schedule trades or picked-up shifts, must be pre-
approved by supervisor. Unpaid furloughs may be imposed on employee who exceeds 28 hours/
week. Working a shift without prior approval may result in discipline, up to and including
termination of employment. In some rare instances, a part-time, seasonal or temporary employee
maybe offered health insurance in order to comply with federal health care reform laws and
regulations.

Core Hours

To ensure employee availability and accountability to the public the City serves, all full-time
employees (exempt and non-exempt) are to be at work during the hours of 9:00 am. to 3:30 p.m,,
Monday through Friday unless away from the work site for a work related activity or on approved
leave.

Meal Breaks and Rest Periods

A paid fifteen (15) minute paid break is allowed within each four (4) consecutive hours of work.
An unpaid thirty (30) minute lunch period is provided when an employee works eight or more
consecutive hours. Employees are expected to use these breaks as intended and will not be
permitted to adjust work start time, end time or lunch time by saving these breaks.

Employees working in City buildings will normally take their break at the place provided for that
purpose in each building. Employees working out-of-doors will normally take their break at the
location of their work. Employees whose duties involve traveling throughout the City may stop
along the assigned route at a restaurant or other public accommodation for their fifteen (15) minute
break. Exceptions must be approved by the supervisor or City Administrator.

Departments with unique job or coverage requirements may have additional rules, issued by the
supervisor and subject to approval of the City Administrator, on the use of meal breaks and rest
periods.

Adverse Weather Condltions
City facilities will generally be open during adverse weather. Due to individual circumstances,
each employee will have to evaluate the weather and road conditions in deciding to report to work
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(or leave early). Employees not reporting to work for reasons of personal safety will not normally
have their pay reduced as a result of this absence. Employees will be allowed to use accrued
vacation time or compensatory time; or with supervisor approval may modify the work schedule or
make other reasonable schedule adjustments.

Sworn police officers and public works maintenance employees will generally be required to
report to work regardless of conditions.

Decisions to cancel departmental programs (special events, recreation programs, etc) will be made
by the respective supervisor or the City Administrator.
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COMPENSATION

Full-time employees of the City will be compensated according to schedules adopted by the City
Council. Unless approved by the Council, employees will not receive any amount from the City in
addition to the pay authorized for the positions to which they have been appointed. Expense
reimbursement or travel expenses may be authorized in addition to regular pay.

Compensation for seasonal and temporary employees will be set by the City Council at the time of
hire, or on an annual basis.

Under the Minnesota Wage Disclosure Protection law, employees have the right to tell any person
the amount of their own wages. While the Data Practices Act (Minn. Stat. §13.43), specifically
lists an employee’s actual gross salary and salary range as public personnel data, Minnesota law
also requires wage disclosure protection rights and remedies to be included in employer personnel
handbooks, To that end, and in accordance with Minn. Stat. §181.172, employers may not:
¢ Require nondisclosure by an employee of his or her wages as a condition of employment;
» Require an employee to sign a waiver or other document which purports to deny an
employee the right to disclose the employee's wages;
o Take any adverse employment action against an employee for disclosing the employee's
own wages or discussing another employee's wages which have been disclosed voluntarily.
e Retaliate against an employee for asserting rights or remedies under Minnesota Statute
§181.172, subd. 3

The city cannot retaliate against an employee for disclosing his/her own wages. An employee’s
remedies under the Wage Disclosure Protection law are to bring a civil action against the city
and/or file a complaint with the Minnesota Department of Labor and Industry at (651) 284-5070 or
1/800-342-5354.

e sfe s e ke e sk s el she e e e ok sk ke ok ok s Rk ok

SELECT ONE OR THE OTHER Paychecks OR Direct Deposit

Paychecks

Paychecks are issued every two weeks. Distribution of paychecks to City employees is to be
accomplished in a timely manner using accurate, consistent procedures. When paydays fall on a
holiday, checks are normally issued the day before the holiday.

Paychecks will not be given to anyone other than the person for whom they were prepared, unless
the person has a note signed by the employee authorizing the City to give the other person the
check. Checks will be given to the spouse, or another appropriate immediate family member, in the
case of a deceased employee.

Employees are responsible for notifying of any change in status including changes in
address, phone number, names of beneficiaries, marital status, etc.

Direct Deposit
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As provided for in Minnesota law, all employees are required to participate in direct deposit.
Employees are responsible for notifying the City Administrator of any change in status including
changes in address, phone number, names of beneficiaries, marital status, etc.

e s st s e o ook ok ok ok o e sk ofe ke sk ok o o o o

Time Reporting

Full-time, non-exempt employees are expected to work the number of hours per week as
established for their position. In most cases, this will be 40 hours per workweek. They will be paid
according to the time reported on their time sheets. To comply with the provisions of the federal
and state Fair Labor Standards Acts, hours worked and any leave time used by non-exempt
employees are to be recorded daily and submitted to payroll on a biweekly basis. Each time
reporting form must include the signature of the employee and immediate supervisor. Reporting
false information on a time sheet may be cause for immediate termination.
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Overtime / Compensatory Time

The City of has established this overtime policy to comply with applicable state and
federal laws governing accrual and use of overtime. The City Administrator will determine
whether each employee is designated as “exempt” or “non-exempt” from earning overtime. In
general, employees in executive, administrative and professional job classes are exempt; all others
are non-exempt.

Non-Exempt {(Overtime-eligible) Employees:

All overtime-eligible employees will be compensated at the rate of time and one-half for all hours
worked over 40 in one workweek. Vacation, sick leave and paid holidays do not count toward
“hours worked”. Compensation will take the form of either time and one-half pay or compensatory
time. Compensatory time is paid time off at the rate of one and one-half hours off for each hour of
overtime worked.

For most employees the workweek begins at midnight on Sunday and runs until the following
Saturday night at 11:59 p.m. Supervisors may establish a different workweek based on the needs of
the department, subject to the approval of the City Administrator.

The employee’s supervisor must approve overtime hours in advance. An employee who works
overtime without prior approval may be subject to disciplinary action.

Overtime earned will be paid at the rate of time and one-half on the next regularly scheduled
payroll date, unless the employee indicates on his/her timesheet that the overtime eamned is to be
recorded as compensatory time in lieu of payment.

The maximum compensatory time accumulation for any employee is 40 hours per year. Once an
employee has earned 40 hours of compensatory time in a calendar year, no further compensatory
time may accrue in that calendar year. All further overtime will be paid. Employees may request
and use compensatory time off in the same manner as other leave requests.

All compensatory time will be marked as such on official timesheets, both when it is earned and
when it is used. The Finance Department will maintain compensatory time records. All
compensatory time accrued will be paid when the employee leaves city employment at the hourly
pay rate the employee is earning at that time.

Exempt (non-overtime-eligible) Employees:

Exempt employees are expected to work the hours necessary to meet the performance expectations
outlined by their supervisors. Generally, to meet these expectations, and for reasons of public
accountancy, an exempt employee will need to work 40 or more hours per week. Exempt
employees do not receive extra pay for the hours worked over 40 in one workweek.

Exempt employees are paid on a salary basis. This means they receive a predetermined amount of
pay each pay period and are not paid by the hour. Their pay does not vary based on the quality or
quantity of work performed, and they receive their full weekly salary for any week in which any
work is performed.
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The City of will only make deductions from the weekly salary of an exempt employee
in the following situations:

» The employee is in a position that does not earn vacation or personal leave and is
absent for a day or more for personal reasons other than sickness or accident;

* The employee is in a position that earns sick leave, receives a short term disability
benefit or workers’ compensation wage loss benefits and is absent for a full day due
to sickness or disability, but he/she is either not yet qualified to use the paid leave or
he/she has exhausted all of his/her paid leave.

* The employee is absent for a full workweek and, for whatever reason, the absence
1s not charged to paid leave (for example, a situation where the employee has
exhausted all of his/her paid leave or a situation where the employee does not earn
paid leave).

« The very first workweek or the very last workweek of employment with the City in
which the employee does not work a full week. In this case, the City will prorate the
employee’s salary based on the time actually worked.

* The employee is in a position that earns paid leave and is absent for a partial day
due to personal reasons, illness or injury, but:

Paid leave has not been requested or has been denied;
- Paid leave is exhausted;
- The employee has specifically requested unpaid leave;

e The employee is suspended without pay for a full day or more for disciplinary
reasons for violations of any written policy that is applied to all employees.

* The employee takes unpaid leave under the FMLA.

e The City of may for budgetary reasons implement a voluntary or
involuntary unpaid leave program and, under this program, make deductions from
the weekly salary of an exempt employee. In this case, the employee will be treated
as non-exempt for any workweek in which the budget-related deductions are made.

The City of will not make deductions from pay due to exempt employees being
absent for jury duty or attendance as a witness but will require the employee to pay back to the
City any amounts received by the employee as jury fees or witness fees,

If the City inadvertently makes an improper deduction to the weekly salary of an exempt
employee, the City will reimburse the employee and make appropriate changes to comply in the
future.

All employees, in all departments, are required to work overtime as requested by their supervisors
as a condition of continued employment. Refusal to work overtime may result in disciplinary
action. Supervisors will make reasonable efforts to balance the personal needs of their employees
when assigning overtime work.
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Leave Polley for Exempt Employees

Management employees are required to work the number of hours necessary to fulfill their
responsibilities including evening meetings and/or on-call hours. The normal hours of business for
management staff are Monday through Friday, 8 a.m. to 5 p.m., plus evening meetings as
necessary.

Management employees are required to use paid leave when on personal business or away from
the office for four (4) hours or more, on a given day.

Absences of less than four (4) hours do not require use of paid leave as it is presumed that the staff
member regularly puts in work hours above and beyond the normal 8 a.m. to 5 p.m. Monday
through Friday requirement. Management employees must communicate their absence to the City
Administrator or his’her designee.

If one of the above employees regularly absents themselves from work under this policy and it is
found that there is excessive time away from work which is not justified, the situation will be
handled as a performance issue. If it appears that less than forty (40) hours per week is needed to
fulfill the position’s responsibilities, the position will be reviewed to determine whether a part-time
position will meet the needs of the City. Additional notification and approval requirements may be
adopted by the City Administrator for specific situations as determined necessary.

All exempt positions, whether or not management, may require work beyond forty (40) hours per
week. In recognition for working extra hours, these employees may take some time off during their
normal working hours with supervisory approval. The time off for extra hours will not be on a one-
for-one basis.
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PERFORMANCE REVIEWS

An objective performance review system will be established by the City Administrator or designee
for the purpose of periodically evaluating the performance of City employees. The quality of an
employee’s past performance will be considered in personnel decisions such as promotions,
transfers, demotions, terminations and, where applicable, salary adjustments.

Performance reviews will be discussed with the employee. While certain components of a
performance evaluation, such as disputed facts reported to be incomplete or inaccurate are
challengeable using the city’s grievance process, other performance evaluation data, including
subjective assessments, are not. For those parts of the performance evaluation system deemed not
challengeable, an employee may submit a written response which will be attached to the
performance review. Performance reviews are to be scheduled on a regular basis, at least annually.
The form, with all required signatures, will be retained as part of the employee's personnel file.

During the training period, informal performance meetings should occur frequently between the
supervisor and the employee.

Signing of the performance review document by the employee acknowledges the review has been

discussed with the supervisor and does not necessarily constitute agreement. Failure to sign the
document by the employee will not delay processing.
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BENEFITS

Health, Dental, Life Insurance

The City will contribute a monthly amount toward group health, dental and life insurance benefits
for each eligible employee and his/her dependents. [Optional wording: In accordance with federal
health care reform laws and regulations, while avoiding penalties the City will offer health
insurance benefits to eligible employees and their dependents that work on average or are expected
to work 30 or more hours per week or the equivalent of 130 hours or more per month. ] The
amount to be contributed and the type of coverage will be determined annually by the City
Council.

For information about coverage and eligibility requirements, employees should refer to the
summary plan description or contact

Retirement

The City participates in the Public Employees Retirement Fund (PERA) to provide pension
benefits for its eligible employees. The City and the employee contribute to PERA each pay period
as determined by state law. Most employees are also required to contribute a portion of each pay
check for Social Security and Medicare (the City matches the employee’s social security and
Medicare withholding).

For information about PERA eligibility and contribution requirements contact
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HOLIDAYS
The City observes the following official holidays for all regular full-time and part-time employees:

New Year's Day Labor Day

Martin Luther King, Jr. Day Veteran's Day

President's Day Thanksgiving Day
Memorial Day Friday after Thanksgiving
Independence Day Christmas Day

Official holidays commence at the beginning of the first shift of the day on which the holiday is
observed and continue for twenty-four (24) hours thereafter.

When a holiday falls on a Sunday, the following Monday will be the “observed™ holiday and when
a holiday falis on a Saturday, the preceding Friday will be the “observed” holiday for City
operations/facilities that are closed on holidays.

Full-time employees will receive pay for official holidays at their normal straight time rates,
provided they are on paid status on the last scheduled day prior to the holiday and first scheduled
day immediately after the holiday. Part-time employees will receive pro-rated holiday pay based
on the number of hours normally scheduled. Any employee on a leave of absence without pay
from the City is not eligible for holiday pay.

Premium pay of 1.5 times the regular hourly wage for employees required to work on a holiday
will be for hours worked on the “actual” holiday as opposed to the “observed” holiday.

Employees wanting to observe holidays other than those officially observed by the City may
request either vacation leave or unpaid leave for such time off.
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LEAVES

Depending upon an employee’s situation, more than one form of leave may apply during the same
period of time (e.g., The Family and Medical Leave Act is likely to apply during a worker’s
compensation absence.). An employee will need to meet the requirements of each form of leave
separately. Leave requests will be evaluated on a case-by-case basis.

Except as otherwise states, all paid time off, taken under any of the City’s leave programs, must be
taken consecutively, with no intervening unpaid leave. The City will provide employees with time
away from work as required by state or federal statutes, if there are requirements for such time off
that are not described in the personnel policies.

Slck Leave
Sick leave is authorized absence from work with pay, granted to qualified full-time and part-time
employees. Sick leave is a privilege, not a right. Employees are to use this paid leave only when
they are unable to work for medical reasons and under the conditions explained below. Sick leave
does not accrue during an unpaid leave of absence.
¢ Full-time employees will accumulate sick leave at a rate of one (1) day per month.
o Part-time employees regularly scheduled to work at least 20 hours per week will accrue
sick leave on a pro-rated basis of the full time employee schedule.
o Part-time employees regularly scheduled to work fewer than 20 hours per week will not
earn or accrue sick leave.
« Temporary and seasonal employees will not earn or accrue sick leave.
¢ Sick leave may be used only for days when the employee would otherwise have been at
work. It cannot be used for scheduied days off.

Sick leave may be used as follows:

e When an employee is unable to perform work duties due to illness or disability (including

pregnancy).

For medical, dental or other care provider appointments.

When an employee has been exposed to a contagious disease of such a nature that his/her
presence at the work place could endanger the health of others.

e To care for the employee’s injured or ill children, including stepchildren or foster children,
for such reasonable periods as the employee’s attendance with the child may be necessary.

e To take children, or other family members to a medical, dental or other care provider
appointment.

o To care for an ill spouse, father, father-in-law, mother, mother-in-law, stepparent,
grandparent, grandchild, sister or brother.

o Safety leave [New July 1, 2014] Employees are authorized to use sick leave for reasonable
absences for themselves or relatives (employee's adult child, spouse, sibling, parent,
mother-in-law, father-in-law, grandchild, grandparent, or stepparent) who are providing or
receiving assistance because they, or a relative, is a victim of sexual assault, domestic
abuse, or stalking. Safety leave for those listed, other than the employee and the
employee’s child, is limited to 160 hours in any 12-month period (city will want to define
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the 12-month period- for ease in administration, the city could consider using the same 12-
month period used for FMILA)

Pursuant to Minn. Stat. §181.9413, eligible employces may use up to 160 hours of sick leave in
any 12-month period (city will want to define the 12-month period- for ease in administration, the
city could consider using the same 12-month period used for FMLA) for absences due to an illness
of or injury to the employee's adult child, spouse, sibling, parent, grandparent, stepparent, parent-
in-laws (mother-in-laws and father-in-laws) and grandchildren (includes step-grandchildren,
biological, adopted or foster grandchildren).

After accrued sick leave has been exhausted, vacation leave may be used upon approval of the City
Administrator, to the extent the employee is entitled to such leave.

To be eligible for sick leave pay, the employee will:

o Communicate with his/her immediate supervisor, as soon as possible after the scheduled start
of the work day, for each and every day absent;

* Keep his/her immediate supervisor informed of the status of the illness/injury or the condition
of the ill family member;

¢ Submit a physician’s statement upon request.

After an absence, a physician's statement may be required on the employee’s first day back to
work, indicating the nature of the illness or medical condition and attesting to the employee's
ability to return to work and safely perform the essential functions of the job with or without

reasonable accommodation.

Any work restrictions must be stated clearly on the return-to-work form. Employees who have

been asked to provide such a statement may not be allowed to return to work until they comply
with this provision. Sick leave may be denied for any employee required to provide a doctor’s

staternent until such a statement is provided.

The City has the right to obtain a second medical opinion to determine the validity of an
employee’s worker's compensation or sick leave claim, or to obtain information related to
restrictions or an employee's ability to work. The City will arrange and pay for an appropriate
medical evaluation when it is required by the City.

Any employee who makes a false claim for sick leave will be subject to discipline up to and
including termination.

Employees must normally use sick leave prior to using paid vacation, or compensatory time and
prior to an unpaid leave of absence during a medical leave, except where Parenting I.eave under
Minnesota law and the medical leave overlap.

Sick leave will normally not be approved after an employee gives notice that he or she will be
terminating employment. Exceptions must be approved by the City Administrator.
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Sick leave cannot be transferred from one employee to another. Earned sick leave has no cash
value upon termination or retirement. There is no maximum accumulation for sick leave.
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Vacatlon Leave

Vacation Leave Schedule
Years of Service Annual Accrual
? Years ? Days
? Years ? Days
? Years ? Days
? Years ? Days

Eligibility
Full-time employees will earn vacation leave in accordance with the above schedule.

Part-time cmployees who work at least 20 hours per week on a regular basis will accrue vacation
leave on a prorated basis of the full-time employee schedule.

Part-time employees who work less than 20 hours per week on a regular basis, temporary and
seasonal employees will not earn or accrue vacation leave.

Accrual Rate

For the purpose of determining an employee’s vacation accrual rate, years of service will include
all continuous time that the employee has worked at the City (including authorized unpaid leave).
Employees who are rehired after terminating City employment will not receive credit for their
prior service unless specifically negotiated at the time of hire.

Earnings and Use
After six months of service, vacation leave may be used as it is earned, subject to approval by the
employee’s supervisor.

An employee will not earn any vacation leave for any pay period unless he/she is employed by the
City on the last scheduled work day of the pay period.

Requests for vacation must be received at least forty-eight (48) hours in advance of the requested
time off. This notice may be waived at the discretion of the supervisor and City Administrator.
Vacation can be requested in increments as small as one hour up to the total amount of the accrued
leave balance. Vacation leave is to be used only by the employee who accumulated it. It cannot be
transferred to another employee.

Employees may accrue vacation leave up to a maximum of one-and-a-half (1-1/2) times the
employee’s annual accrual rate. No vacation will be allowed to accrue in excess of this amount
without the approval of the City Council. Vacation leave cannot be converted into cash payments
except at termination.
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Funeral Leave

Employees will be permitted to use up to three (3) consecutive working days, with pay, as funeral
leave upon the death of an immediate family member. This paid leave will not be deducted from
the employee’s vacation or sick leave balance.

The actual amount of time off, and funeral leave approved, will be determined by the supervisor or
City Administrator depending on individual circumstances (such as the closeness of the relative,
arrangements to be made, distance to the funeral, etc.).
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OPTION TO SICK, VACATION AND FUNERAL LEAVE
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Annual Leave

Annual Leave replaces individual sick leave, vacation leave, and funeral leave plans and combines
them into a single benefit program. Annual Leave does not replace City observed holidays, jury
duty, military leave, or court leave. Employees accrue annual leave based on length of service with
the City. Plan provisions discourage unnecessary utilization by providing cash and savings
incentives,

Annual leave can be used for any reason, subject to existing request and approval procedures. As
with all paid time off programs, the City needs to ensure that service to the public and work
requirements are not adversely impacted.

Medical Certification

Gocod attendance is an essential job function for all City employees. If unplanned absences are
excessive, a doctor’s certification may be required. The physician’s certification is to state the
nature and duration of the illness or injury and verify that the employee is unable to perform the
duties and responsibilities of his/her position. A statement attesting to the employee’s ability to
return to work and perform the essential functions of the job and a description of any work
restrictions may also be required before the employee retumns to work.

Accrual Rates for Annual Leave

Years of Service Annual Accrual Rates
? Years ? days
? Years ? days
? Years ? days
? Years ? days

Annual leave will not accrue during unpaid leaves. Regular part-time employees will accrue
annual leave on a prorated basis based on regular hours worked.

Annual leave will accrue on a pay-period basis up to a maximum of 1 % times the employee’s
maximum annual accrual rate as noted above. Employees can carry over any annual leave that
does not exceed the stated cap. No additional accrual will occur above the cap.

Current Sick Leave Balances: Deferred Sick Leave

Employees hired prior to , who have accrued sick leave will retain their current sick
leave balance to be used as “deferred sick leave™ until the balance is exhausted. Deferred sick
leave can be used for any doctor certified extended leave that would have been covered under the
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previous sick leave policy. An extended leave for purposes of this policy is defined as one
requiring an employee to be out of work for more than three (3) consecutive days.

If an employee knows he/she will be out for more than three (3) consecutive days before the
absence, he/she will be eligible to use the deferred sick leave bank from the first day. For example,
if an employee has a scheduled surgery where he/she knows—in advance—he/she will be out for
two (2) weeks, the employee will be able to use hours from the deferred sick leave bank starting on
the first day of the absence. If an employee is out and expects to return within three (3) days,
he/she will use annual leave. If the medical condition extends beyond the three (3) days, the
deferred sick leave bank will be applied retroactively and any annual leave used will be restored to
the employee’s annual leave balance.

Once the deferred sick leave bank is exhausted, employees will use annual leave for all absences
covered by the annual leave program. Any deferred sick leave balance remaining when an
employee leaves City service will expire. The City does not pay out any hours that may remain in
the deferred sick leave bank at termination.

Returning to Work After a Medical Absence

After a medical absence, a physician's statement may be required on the employee’s first day back
to work, indicating the nature of the illness or medical condition and attesting to the employee's
ability to return to work and safely perform the essential functions of the job with or without
reasonable accommodation.

Any work restrictions must be stated clearly on the return-to-work form. Employees who have
been asked to provide such a statement may not be allowed to return to work until they comply
with this provision. Sick leave may be denied for any employee required to provide a doctor’s
statement until such a statement is provided.

The City has the right to obtain a second medical opinion to determine the validity of an
employee’s worker's compensation or sick leave claim, or to obtain information related to
restrictions or an employee's ability to work. The City will arrange and pay for an appropriate
medical evaluation when it has been required by the City.

Current Vacation Balances
Unused vacation balances shall be converted to annual leave on an hour for hour basis.

Severance Pay

Employees leaving the City in good standing will receive 100% of their annual leave balance as
compensation (applicable taxes will be withheld). Employees have the option of directing those
dollars into a 457 deferred compensation plan (subject to IRS maximum deferral regulations and
Minnesota law).

Unpaid Leave
Unpaid leaves may be approved in accordance with the City personnel policies. Employees must
normally use all accrued annual leave prior to taking an unpaid leave. If the leave qualifies under
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Parenting Leave or Family and Medical Leave, the employee may retain a balance of forty (40)
hours when going on an unpaid leave. Any exceptions to this policy must be approved by the City
Administrator.

Annual Leave Conversion

Annual leave will be eligible for conversion to cash or to a 457 deferred compensation plan on an
hour-for-hour basis (subject to IRS maximum deferral regulations and Minnesota law) annually
with the following conditions. Up to 40% of the annual leave balance, not to exceed eighty (80)
hours, may be converted each year provided the employee has used at least 30% of his/her annual
accrual during the current calendar year and has a balance of at least 176 hours. The minimum
balance requirement will be determined as of the first payroll in December. Payment will be based
on the employee’s current hourly rate on December 1.

Conversion to cash or deferred compensation will occur in the second payroll of the following year
with specific dates to be determined by accounting each year. Accounting will notify all employees
in November of each year as to the dates and conversion options. The conversion will be part of
regular payroll and will not be paid in a separate check. Regular rate for the purpose of this policy
is the employee’s straight time rate not including overtime, pay differentials, out-of-class
adjustments or any other additions to regular pay.

Milltary Leave

State and federal laws provide protections and benefits to City employees who are called to
military service, whether in the reserves or on active duty. Such employees are entitled to a leave
of absence without loss of pay, seniority status, efficiency rating, or benefits for the time the
employee is engaged in training or active service not exceeding a total of 15 days in any calendar
year.

The leave of absence is only in the event the employee returns to employment with the City as
required upon being relieved from service, or is prevented from returning by physical or mental
disability or other cause not the fault of the employee, or is required by the proper authority to
continue in military or naval service beyond the fifteen (15) day paid leave of absence. Employees
on extended unpaid military leave will receive fifteen (15) days paid leave of absence in each
calendar year, not to exceed five years.

‘Where possible, notice is to be provided to the City at least ten (10) working days in advance of
the requested leave. If an employee has not yet used his/her fifteen (15) days of paid leave when
called to active duty, any unused paid time will be allowed for the active duty time, prior to the
unpaid leave of absence.

Employees returning from military service will be reemployed in the job that they would have
attained had they not been absent for military service and with the same seniority, status and pay,
as well as other rights and benefits determined by seniority. Unpaid military leave will be
considered hours worked for the purpose of vacation leave and sick leave accruals.
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Eligibility for continuation of insurance coverage for employees on military leave beyond fifteen
(15) days will follow the same procedures as for any employee on an unpaid leave of absence.

Jury Duty

Regular full-time and part-time employees will be granted paid leaves of absence for required jury
duty. Such employees will be required to turn over any compensation they receive for jury duty,
minus mileage reimbursement, to the City in order to receive their regular wages for the period.
Time spent on jury duty will not be counted as time worked in computing overtime.

Employees excused or released from jury duty during their regular working hours will repott to
their regular work duties as soon as reasonably possible or will take accrued vacation or
compensatory time to make up the difference.

Employees are required to notify their supervisor as soon as possible after receiving notice to
report for jury duty. The employee will be responsible for ensuring that a report of time spent on
jury duty and pay form is completed by the Clerk of Court so the City will be able to determine the
amount of compensation due for the period involved.

Temporary and seasonal employees are generally not eligible for compensation for absences due to
jury duty, but can take a leave without pay subject to department head approval. However, if a
temporary or seasonal employee is classified as exempt, he/she will receive compensation for the

jury duty time.

Court Appearances

Employees will be paid their regular wage to testify in court for City-related business. Any
compensation received for court appearances (e.g. subpoena fees) arising out of or in connection
with City employment, minus mileage reimbursement, must be turned over to the City.

Victim or Witness Leave

An employer must allow a victim or witness, who is subpoenaed or requested by the prosecutor to
attend court for the purpose of giving testimony, or is the spouse or immediate family member
(immediate family member includes parent, spouse, child or sibling of the employee) of such
victim, reasonable time off from work to attend criminal proceedings related to the victim's case.
[See Safety Leave under the Sick Leave Policy for additional information on leave benefits
available to employees and certain family members. ]

Job Related Injury or lliness

All employees are required to report any job-related illnesses or injuries to their supervisor
immediately (no matter how minor). If a supervisor is not available and the nature of injury or
illness requires immediate treatment, the employee is to go to the nearest available medical facility
for treatment and, as soon as possible, notify his/her supervisor of the action taken. In the case of a
serious emergency, 911 should be called.

If the injury is not of an emergency nature, but requires medical attention, the employee will report
it to the supervisor and make arrangements for a medical appointment.
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Worker's compensation benefits and procedures to return to work will be applied according to
applicable state and federal laws.

Pregnancy and Parenting Leave (state law requirement for citles with 21 or more employees)
[The Minnesota law changed effective July 1, 2014}

Employees who work twenty (20) hours or more per week and have been employed more than one
year are entitled to take an unpaid leave of absence under the Pregnancy and Parenting Leave Act
of Minnesota. Female employees for prenatal care, or incapacity due to pregnancy, childbirth, or
related health conditions as well as a biological or adoptive parent in conjunction with after the
birth or adoption of a child as eligible for up to 12 weeks of unpaid leave and must begin within
twelve (12) months of the birth or adoption of the child. In the case where the child must remain in
the hospital longer than the mother, the leave must begin within 12 months after the child leaves
the hospital. Employee should provide reasonable notice, which is at least XX days. If the leave
must be taken in less than three days, the employee should give as much notice as practicable.

Employees are required to use accrued leave (i.c., sick leave, vacation leave, etc.) during Parenting
Leave If the employee has any FMLA eligibility remaining at the time this leave commences, this
leave will also count as FMLA leave. The two leaves will run concurrently,

The employec is entitled to return to work in the same position and at the same rate of pay the
employee was receiving prior to commencement of the leave, Group insurance coverage will
remain available while the employee is on leave pursuant to the Pregnancy and Parenting Leave
Act, but the employee will be responsible for the entire premium unless otherwise provided in this
policy (i.e., where leave is also FMLA qualifying). For employees on an FMLA absence as well,
the employer contributions toward insurance benefits will continue during the FMLA leave
absence.

Administrative Leave

Under special circumstances, an employee may be placed on an administrative leave pending the
outcome of an internal or external investigation. The leave may be paid or unpaid, depending on
the circumstances, as determined by the City Administrator with the approval of the City Council.

Adoptive Parents (state law requirement for cities with more than 21 employees)

Adoptive parents will be given the same opportunities for leave as biological parents (see
provisions for Parenting Leave). The leave must be for the purpose of arranging the child’s
placement or caring for the child after placement. Such leave must begin before or at the time of
the child’s placement in the adoptive home.

School Conference Leave (state law requirement for citles with more than 21 employees)

Any employee who has worked half-time or more for more may take unpaid leave for up to a total
of sixteen (16) hours during any 12-month period to attend school conferences or classroom
activities related to the employee's child (under 18 or under 20 and still attending secondary
school), provided the conference or classroom activities cannot be scheduled during non-work
hours. When the leave cannot be scheduled during non-work hours and the need for the leave is
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foreseeable, the employee must provide reasonable prior notice of the leave and make a reasonable
effort to schedule the leave so as not to disrupt unduly the operations of the city. Employees may
choose to use vacation leave hours for this absence, but are not required to do so.

Bone Marrow Donatlon Leave (state law requirement for clties with more than 20 employees)
Employees working an average of 20 or more hours per week may take paid leave, not to exceed
40 hours unless agreed to by the City, to undergo medical procedures to donate bone marrow.

The City may require a physician’s verification of the purpose and length of the leave requested to
donate bone marrow. If there is a medical determination that the employee does not qualify as a
bone marrow donor, the paid leave of absence granted to the employee prior to that medical
determination is not forfeited.

Electlons / Voting

An employee selected to serve as an election judge pursuant to Minnesota law, will be allowed
time off without pay for purposes of serving as an election judge, provided that the employee gives
the City at least ten (10) days written notice.

All employees eligible to vote at a State general election, at an election to fill a vacancy in the
office of United States Senator or Representative, or in a Presidential primary, will be allowed time
off with pay to vote on the election day. Employees wanting to take advantage of such leave are
required to work with their supervisors to avoid coverage issues.

Regular Leave without Pay
The City Administrator may authorize leave without pay for up to thirty (30) days. Leave without
pay for greater periods may be granted by the City Council to a maximum of one (1) year.

Normally employee benefits will not be earned by an employee while on leave without pay.
However, the City’s contribution toward health, dental and life insurance may be continued, if
approved by the City Council, for leaves of up to ninety (90) days when the leave is for medical
reasons and FMLA has been exhausted.

If an employee is on a regular leave without pay and is not working any hours, the employee will
not accrue (or be paid for) holidays, sick leave, or vacation leave (annual leave). Employees who
are working reduced hours while on this type of leave will receive holiday pay on a prorated basis
and will accrue sick leave and vacation leave (annual leave) based on actual hours worked.

Leave without pay hours will not count toward seniority and all accrued vacation leave and
compensatory time must normally be used before an unpaid leave of absence will be approved.

To qualify for leave without pay, an employee need not have used all sick leave earned unless the
leave is for medical reasons. (An employee absent for Parenting Leave is not required to use sick
leave.) Leave without pay for purposes other than medical leave or work-related injuries will be at
the convenience of the City.
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Employees returning from a leave without pay for a reason other than a qualified Parenting Leave
or FMLA, will be guaranteed return to the original position only for absences of thirty (30)
calendar days or less.

Employees receiving leave without pay in excess of thirty (30) calendar days, for reasons other
than qualified Parenting Leave or FMLA, are not guaranteed return to their original position, If
their original position or a position of similar or lesser status is available, it may be offered at the
discretion of the City Administrator subject to approval of the City Council.

The Family and Medical Leave Act (29 CFR Part 825) provides certain employees with up to 12
workweeks of unpaid, job-protected leave a year, and requires group health benefits to be
maintained during the leave as if employees continued to work instead of taking leave.

The FMLA applies to all public agencies, including state, local and federal employers, and local
education agencies (schools). To be eligible for FMLA leave, an employee must work for a covered
employer and:
*  have worked for that employer for at least 12 months; and
*  have worked at least 1,250 hours during the 12 months prior to the start of the FMLA
leave; and
» work at a location where at least 50 employees are employed at the location or within 75
miles of the location. (Note: “volunteer” firefighter may count as employees if paid at or
near minimum wage. )

Given the employee eligibility requirements, even though all cities are covered by the FMLA, only
employees in cities with more than 50 employees have the potential to qualify for FMLA protected
leave. Thus, only cities with 50 or more employees generally include an FMLA policy in their
personnel policies.

Family and Medical Leave

Refer to (http://www.lmc.org/media/document/1/modelpolicyfmladoc.docx on the League’s

website for model FMLA policy language.

Reasonable Unpaid Work Time for Nursing Mothers [Applies to cities with one or more
employees] [MN law change effective July 1, 2014]

Nursing mothers will be provided reasonable unpaid break time for nursing mothers to express
milk for nursing her child for one year after the child’s birth. The city will provide a room (other
than a bathroom) as close as possible to the employee’s work area, that is shielded from view and
free from intrusion from coworkers and the public and includes access to an electrical outlet,
where the nursing mother can express milk in private.

Light Duty/Modified Duty Assignment

This policy is to establish guidelines for temporary assignment of work to temporarily disabled
employees who are medically unable to perform their regular work duties. Light duty is evaluated
by the City Administrator on a case-by-case basis. This policy does not guarantee assignment to
light duty.
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Such assignments are for short-term, temporary disability-type purposes; assignment of light duty
is at the discretion of the City Administrator. The City Administrator reserves the right to
determine when and if light duty work will be assigned.

When an employee is unable to perform the essential requirements of his/her job due to a
temporary disability, he/she will notify the supervisor in writing as to the nature and extent of the
disability and the reason why he/she is unable to perform the essential functions, duties, and
requirements of the position. This notice must be accompanied by a physician's report containing a
diagnosis, current treatment, and any work restrictions related to the temporary disability. The
notice must include the expected time frame regarding return to work with no restrictions, meeting
all essential requirements and functions of the City's job description along with a written request
for light duty. Upon receipt of the written request, the supervisor is to forward a copy of the report
to the City Administrator.

The City may require a medical exam conducted by a physician selected by the City to verify the
diagnosis, current treatment, expected length of temporary disability, and work restrictions.

It is at the discretion of the City Administrator whether or not to assign light duty work to the
employee. Although this policy is handled on a case-by-case basis, light duty will not generally be
approved beyond six months.

If the City offers a light duty assignment to an employee who is out on worker’s compensation
leave, the employee may be subject to penalties if he/she refuses such work. The City will not,
however, require an employee who is otherwise qualified for protection under the Family and
Medical Leave Act to accept a light duty assignment.

The circumstances of each disabled employee performing light duty work will be reviewed
regularly. Any light duty/modified work assignment may be discontinued at any time.

Reasonable Accommeodations to an Employee for Health Conditions Relating to Pregnancy
The city will attempt to provide a female employee who requests reasonable accommodation with
the following for her health conditions related to her pregnancy or childbirth.

« more frequent restroom, food, and water breaks;
e seating;
¢ limits on lifting over 20 pounds and/or
temporary transfer to a less strenuous or hazardous position, should one be available.

Unless such accommodations impose an undue hardship on the city. The city will engage in an
interactive process with respect to an employee’s request for a reasonable accommodation.
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SEXUAL HARASSMENT PREVENTION

General

The City of is committed to creating and maintaining a work place free of harassment
and discrimination. Such harassment is a violation of Title VII of the Civil Rights Act of 1964 and
the Minnesota Human Rights Act.

In keeping with this commitment, the City maintains a strict policy prohibiting unlawful
harassment, including sexual harassment. This policy prohibits harassment in any form, including
verbal and physical harassment.

This policy statement is intended to make all employees sensitive to the matter of sexual
harassment, to express the City’s strong disapproval of unlawful sexual harassment, to advise
employees against this behavior and to inform them of their rights and obligations. The most
effective way to address any sexual harassment issue is to bring it to the attention of management.

Definitions
To provide employees with a better understanding of what constitutes sexual harassment, the
definition, based on Minnesota Statute § 363.01, subdivision 41, is provided: sexual harassment
includes unwelcome sexual advances, requests for sexual favors, sexually motivated physical
contact, or other verbal or physical conduct or communication of a sexual nature, when:
* Submitting to the conduct is made either explicitly or implicitly a term or condition of an
individual’s employment; or
¢ Submitting to or rejecting the conduct is used as the basis for an employment decision
affecting an individual’s employment; or
* Such conduct has the purpose or result of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile or offensive work environment.

Examples of inappropriate conduct include but are not limited to: unwanted physical contact;
unwelcome sexual jokes or comments; sexually explicit posters or pinups; repeated and
unwelcome requests for dates or sexual favors; sexual gestures or any indication, expressed or
implied, that job security or any other condition of employment depends on submission to or
rejection of unwelcome sexual requests or behavior. In summary, sexual harassment is the
unwanted, unwelcome and repeated action of an individual against another individual, using sexual
overtones as a means of creating stress.

Expectations

The City of recognizes the need to educate its employees on the subject of sexual
harassment and stands committed to providing information and training. All employees are
expected to treat each other and the general public with respect and to assist in fostering an
environment that is free from unwanted harassment. Violations of this policy may result in
discipline, including possible termination, Each situation will be evaluated on a case-by-case basis.
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Employees who feel that they have been victims of sexual harassment, or employees who are
aware of such harassment, should immediately report their concerns to any of the following:
1. Immediate Supervisor;
2. City Administrator;
3. Mayor or City Council member.

In addition to notifying one of the above persons and stating the nature of the harassment, the
employee is also encouraged to take the following steps:

1. Make it clear to the harasser that the conduct is unwelcome and document that
conversation;

2. Document the occurrences of harassment;

3. Submit the documented complaints to your supervisor, City Administrator, Mayor or any
member of the City Council. Employees are strongly encouraged to put the complaint in
writing.

4. Document any further harassment or reprisals that occur after the initial complaint is made.

The City urges that conduct which is viewed as offensive be reported immediately to allow for
corrective action to be taken through education and immediate counseling, if appropriate.

Management has the obligation to provide an environment free of sexual harassment. The City is
obligated to prevent and correct unlawful harassment in a manner which does not abridge the
rights of the accused. To accomplish this task, the cooperation of all employees is required.

The City will take action to correct any and all reported harassment to the extent evidence is
available to verify the alleged harassment and any related retaliation. All allegations will be
investigated. Strict confidentiality is not possible in all cases of sexual harassment as the accused
has the right to answer charges made against them; particularly if discipline is a possible outcome.
Reasonable efforts will be made to respect the confidentiality of the individuals involved, to the
extent possible.

Any employee who makes a false complaint or provides false information during an investigation
may be subject to disciplinary action, up to and including termination.

Retallation

The City of will not tolerate retaliation or intimidation directed towards anyone who
makes a complaint. Retaljation includes, but is not limited to, any form of intimidation, reprisal or
harassment. Any individual who retaliates against a person who testifies, assists, or participates in
an investigation may be subject to disciplinary action up to and including termination.
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RESPECTFUL WORKPLACE POLICY (Includes sexual harassment prevention)

The intent of this policy is to provide general guidelines about the conduct that is and is not
appropriate in the workplace. The City acknowledges that this policy cannot possibly predict all
situations that might arise, and also recognizes that some employees are exposed to disrespectful
behavior, and even violence, by the very nature of their jobs.

Applicabliity

Maintaining a respectful work environment is a shared responsibility. This policy is applicable to
all City personnel including regular and temporary employees, volunteers, firefighters, and City
Council members.

Abusive Customer Behavlor

While the City has a strong commitment to customer service, the City does not expect that
employees accept verbal abuse from any customer. An employee may request that a supervisor
intervene when a customer is abusive, or they may defuse the situation themselves, including

ending the contact.

If there is a concern over the possibility of physical violence, a supervisor should be contacted
immediately. When extreme conditions dictate, 911 may be called. Employees should leave the
area immediately when violence is imminent unless their duties require them to remain.
Employees must notify their supervisor about the incident as soon as possible.

Types of Disrespectful Behavior
The following types of behaviors cause a disruption in the workplace and are, in many instances,
unlawful:

Violent behavior includes the use of physical force, harassment, or intimidation.

Discriminatory behavior includes inappropriate remarks about or conduct related to a person’s
race, color, creed, religion, national origin, disability, sex, marital status, age, sexual orientation, or
status with regard to public assistance.

Offensive behavior may include such actions as: rudeness, angry outbursts, inappropriate humor,
vulgar obscenities, name calling, disrespectful language, or any other behavior regarded as
offensive to a reasonable person. It is not possible to anticipate in this policy every example of
offensive behavior. Accordingly, employees are encouraged to discuss with their fellow employees
and supervisor what is regarded as offensive, taking into account the sensibilities of employees and
the possibility of public reaction. Although the standard for how employees treat each other and
the general public will be the same throughout the city, there may be differences between work
groups about what is appropriate in other circumstances unique to a work group. If an employee is
unsure whether a particular behavior is appropriate, the employee should request clarification from
their supervisor or the City Administrator.
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Sexual harassment can consist of a wide range of unwanted and unwelcome sexually directed
behavior such as unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature when:

e Submitting to the conduct is made either explicitly or implicitly a term or condition of an
individual’s employment; or

e Submitting to or rejecting the conduct is used as the basis for an employment decision
affecting an individual’s employment; or

o Such conduct has the purpose or result of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile or offensive work environment.

Sexual harassment includes, but is not limited to, the following:

e Unwelcome or unwanted sexual advances. This means stalking, patting, pinching, brushing
up against, hugging, comering, kissing, fondling or any other similar physical contact
considered unacceptable by another individual.

e Verbal or written abuse, kidding, or comments that are sexually-oriented and considered
unacceptable by another individual. This includes comments about an individual’s body or
appearance where such comments go beyond mere courtesy, telling “dirty jokes” or any
other tasteless, sexually oriented comments, innuendos or actions that offend others.

» Requests or demands for sexual favors. This includes subtle or obvious expectations,
pressures, or requests for any type of sexual favor, along with an implied or specific
promise of favorable treatment (or negative consequence) concerning one’s current or
future job.

Possesslon and Use of Dangerous Weapons

Possession or use of a dangerous weapon (see attached definitions) is prohibited on City property,
in City vehicles, or in any personal vehicle, which is being used for City business. This includes
employees with valid permits to carry firearms.

The following exceptions to the dangerous weapons prohibition are as follows:

o Employees legally in possession of a firearm for which the employee holds a valid permit,
if required, and said firearm is secured within an attended personal vehicle or concealed
from view within a locked unattended personal vehicle while that person is working on

City property.

s A person who is showing or transferring the weapon or firearm to a police officer as part of
an investigation.

s Police officers and employees who are in possession of a weapon or firearm in the scope of
their official duties.

Employee Response to Disrespectful Workplace Behavior

Employees who believe that disrespectful behavior is occurring are encouraged to deal with the
situation in one of the ways listed below. However, if the allegations involve violent behavior,
sexual harassment, or discriminatory behavior, then the employee is responsible for taking one of
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the actions below. If employees see or overhear a violation of this policy, they are encouraged to
follow the steps below.

Step 1(a). Politely, but firmly, tell whoever is engaging in the disrespectful behavior how
you feel about their actions. Politely request the person to stop the behavior because you
feel intimidated, offended, or uncomfortable. If practical, bring a witness with you for this
discussion,

Step 1(b). If you fear adverse consequences could result from telling the offender or if the
matter is not resolved by direct contact, go to your supervisor or City Administrator. The
person to whom you speak is responsible for documenting the issues and for giving you a
status report on the matter no later than ten business days after your report.

Step 1(c). In the case of violent behavior, all employees are required to report the incident
immediately to their supervisor, City Administrator or Police Department.

Any employee who observes sexual harassment or discriminatory behavior, or receives any
reliable information about such conduct, must report it within two business days to a
supervisor or the City Administrator.

Step 2. If, after what is considered to be a reasonable length of time (for example, 30
days), you believe inadequate action is being taken to resolve your complaint/concern, the
next step is to report the incident to the City Administrator or the Mayor.

Supervisor's Response to Allegatlons of Disrespectful Workplace Behavior
Employees who have a complaint of disrespectful workplace behavior will be taken seriously.

In the case of sexual harassment or discriminatory behavior, a supervisor must report the
allegations within two business days to the City Administrator, who will determine whether an
investigation is warranted. A supervisor must act upon such a report even if requested otherwise by
the victim. In situations other than sexual harassment and discriminatory behavior, supervisors will
use the following guidelines when an allegation is reported:

Step 1. If the nature of the allegations and the wishes of the victim warrant a simple
intervention, the supervisor may choose to handle the matter informally. The supervisor
may conduct a coaching session with the offender, explaining the impact of his/her actions
and requiring that the conduct not reoccur. This approach is particularly appropriate when
there is some ambiguity about whether the conduct was disrespectful.

Step 2. If a formal investigation is warranted, the individual alleging a violation of this
policy will be interviewed to discuss the nature of the allegations. The person being
interviewed may have someone of his/her own choosing present during the interview. The
investigator will obtain the following description of the incident, including date, time and
place:

¢ Corroborating evidence.

e A list of witnesses.

» Identification of the offender.
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Step 3. The supervisor must notify the City Administrator about the allegations.

Step 4. As soon as practical after receiving the written or verbal complaint, the alleged
policy violator will be informed of the allegations. The alleged violator will have the
opportunity to answer questions and respond to the allegations.

Step 5. After adequate investigation and consultation with the appropriate personnel, a
decision will be made regarding whether or not disciplinary action will be taken.

Step 6. The alleged violator and complainant will be advised of the findings and
conclusions as soon as practicable.

Speclal Reporting Requirements

When the supervisor is perceived to be the cause of a disrespectful workplace bebavior incident, a
report will be made to the City Administrator who will assume the responsibility for investigation
and discipline.

If the City Administrator is perceived to be the cause of a disrespectful workplace behavior
incident, a report will be made to the City Attorney who will confer with the Mayor and City
Council regarding appropriate investigation and action.

If a Council Member is perceived to be the cause of a disrespectful workplace behavior incident
involving City personnel, the report will be made to the City Administrator and referred to the City
Attorney who will undertake the necessary investigation. The City Attorney will report his/her
findings to the City Council, which will take the action it deems appropriate.

Pending completion of the investigation, the City Administrator may at his/her discretion take
appropriate action to protect the alleged victim, other employees, or citizens.

Confldentlality

A person reporting or witnessing a violation of this policy cannot be guaranteed anonymity. The
person’s name and statements may have to be provided to the alleged offender. All complaints and
investigative materials will be contained in a file separate from the involved employees’ personnel
files. If disciplinary action does result from the investigation, the results of the disciplinary action
will then become a part of the employee(s) personnel file(s).

Retaliation

Consistent with the terms of applicable statutes and City personnel policies the City may discipline
any individual who retaliates against any person who reports alleged violations of this policy. The
City may also discipline any individual who retaliates against any participant in an investigation,
proceeding or hearing relating to the report of alleged violations. Retaliation includes, but is not
limited to, any form of intimidation, reprisal, or harassment.
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SEPARATION FROM SERVICE

Resignations

Employees wishing to leave the City service in good standing must provide a written resignation
notice to their supervisor, at least ten (10) working days before leaving. Exempt employees must
give thirty (30) calendar days notice. he written resignation must state the effective date of the
employee’s resignation.

Unauthorized absences from work for a period of three consecutive work days may be considered
as resignation without proper notice.

Failure to comply with this procedure may be cause for denying the employee’s severance pay and
any future employment with the City.

Severance Pay

Employees who leave the employ of the City in good standing by retirement or resignation will
receive pay for 100% of unused accrued vacation (annual leave).
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DISCIPLINE

General Pollcy

Supervisors are responsible for maintaining compliance with City standards of employee conduct.
The objective of this policy is to establish a standard disciplinary process for employees of the City
of . City employees will be subject to disciplinary action for failure to fulfill their
duties and responsibilities at the level required, including observance of work rules and standards
of conduct and applicable city policies.

Discipline will be administered in a non-discriminatory manner. An employee who believes that
discipline applied was either unjust or disproportionate to the offense committed may pursue a
remedy through the grievance procedures established in the City’s personnel policies. The
supervisor and/or the City Administrator will investigate any allegation on which disciplinary
action might be based before any disciplinary action is taken.

No Contract Language Established
This policy is not to be construed as contractual terms and is intended to serve only as a guide for
employment discipline.

Process

The City may elect to use progressive discipline with any employee. There may be circumstances

that warrant deviation from the suggested order or where progressive discipline is not appropriate.
Nothing in these personnel policies implies that any City employee has a property right to the job

he/she performs.

Documentation of disciplinary action taken will be placed in the employee’s personnel file with a
copy provided to the employee.

The following are descriptions of the types of disciplinary actions:

Oral Reprimand
This measure will be used where informal discussions with the employee’s supervisor have not
resolved the matter. All supervisors have the ability to issue oral reprimands without prior
approval.

Oral reprimands are normally given for first infractions on minor offenses to clarify
expectations and put the employee on notice that the performance or behavior needs to change,
and what the change must be. The supervisor will document the oral reprimand including
date(s) and a summary of discussion and corrective action needed.

Written Reprimand
A written reprimand is more serious and may follow an oral reprimand when the problem is
not corrected or the behavior has not consistently improved in a reasonable period of time.
Serious infractions may require skipping either the oral or written reprimand, or both. Written
reprimands are issued by the supervisor with prior approval from the City Administrator.



A written reprimand will: (1) state what did happen, (2) state what should have happened; (3)
identify the policy, directive or performance expectation that was not followed; (4) provide
history, if any, on the issue; (5) state goals, including timetables, and expectations for the
future; and (6) indicate consequences of recurrence.

Employees will be given a copy of the reprimand to sign acknowledging its receipt.
Employees’ signatures do not mean the employee agrees with the reprimand, Written
reprimands will be placed in the employee’s personnel file.

Suspension With or Without Pay
The City Administrator may suspend an employee without pay for disciplinary reasons.
Suspension without pay may be followed with immediate dismissal as deemed appropriate by
the City Council, except in the case of veterans. Qualified veterans will not be suspended
without pay in conjunction with a termination,

The employee will be notified in writing of the reason for the suspension either prior to the
suspension or shortly thereafter. A copy of the letter of suspension will be placed in the
employee's personnel file.

An employee may be suspended or placed on involuntary leave of absence pending an
investigation of an allegation involving that employee. The leave may be with or without pay
depending on a number of factors including the nature of the allegations. If the allegation is
proven false after the investigation, the relevant written documents will be removed from the
employee’s personnel file and the employee will receive any compensation and benefits due
had the suspension not taken place.

Demotion and/or Transfer
An employee may be demoted or transferred if attempts at resolving an issue have failed and
the City Administrator determines a demotion or transfer to be the best solution to the problem.
The employee must be qualified for the position to which they are being demoted or
transferred. The City Council must approve this action.

Salary
An employee's salary increase may be withheld or the salary may be decreased due to
performance deficiencies.

Dismissal
The City Administrator, with the approval of the City Council, may dismiss an employee for
substandard work performance, serious misconduct, or behavior not in keeping with City
standards.

If the disciplinary action involves the removal of a qualified veteran, the appropriate hearing
notice will be provided and all rights will be afforded the veteran in accordance with
Minnesota law.
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GRIEVANCE PROCEDURE

Any dispute between an employee and the City relative to the application, meaning or
interpretation of these personnel policies will be settled in the following manner:

Step 1: The employee must present the grievance in writing, stating the nature of the gricvance, the
facts on which it is based, the provision or provisions of the personnel policies allegedly violated
and the remedy requested, to the proper supervisor within twenty-one (21) days after the alleged
violation or dispute has occurred. The supervisor will respond to the employee in writing within
seven (7) calendar days.

Step 2: If the grievance has not been settled in accordance with Step 1, it must be presented in
writing, stating the nature of the grievance, the facts on which it is based, the provision or
provisions of the Personnel Policies allegedly violated, and the remedy requested, by the employee
to the City Administrator within seven (7) days after the supervisor’s response is due. The City
Administrator or his/her designee will respond to the employee in writing within seven (7)
calendar days. The decision of the City Administrator is final for all disputes with exception of
those specific components in a performance evaluation subject to a challenge through the
Department of Administration.

Waiver

If a grievance is not presented within the time limits set forth above, it will be considered
"waived.” If a grievance is not appealed to the next step in the specified time limit or any agreed
extension thereof, it will be considered settled on the basis of the City’s last answer. If the City
does not answer a grievance or an appeal within the specified time limits, the employee may elect
to treat the grievance as denied at that step and immediately appeal the grievance to the next step.
The time limit in each step may be extended by mutual agreement of the City and the employee
without prejudice to either party.

The following actions are not grievable:

1. While certain components of a performance evaluation, such as disputed facts reported to
be incomplete or inaccurate are challengeable, other performance evaluation data,
including subjective assessments, are not.

2. Pay increases or lack thereof; and

3. Merit pay awards.

The above list is not meant to be all inclusive or exhaustive.
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EMPLOYEE EDUCATION & TRAINING

The City promotes staff development as an essential, ongoing function needed to maintain and
improve cost effective quality service to residents. The purposes for staff development are to
ensure that employees develop and maintain the knowledge and skills necessary for cffective job
performance and to provide employees with an opportunity for job enrichment and mobility.

Policy

The City will pay for the costs of an employee’s participation in training and attendance at
professional conferences, provided that attendance is approved in advance under the following
criteria and procedures:

Job-Related Training & Conferences

The subject matter of the training session or conference is directly job-related and relevant to the
performance of the employee’s work responsibilities. Responsibilities outlined in the job
description, annual work program requirements and training goals and objectives that have been
developed for the employee will be considered in determining if the request is job-related.

CLE or similar courses taken by an employee in order to maintain licensing or other professional
accreditation will not be eligible for payment under this policy unless the subject matter relates
directly to the employee’s duties, even though the employee may be required to maintain such
licensing or accreditation as a condition of employment with the City.

The supervisor and the City Administrator are responsible for determining job-relatedness and
approving or disapproving training and conference attendance.

Job-Related Meetings

Attendance at professional meetings costing $ or less and directly related to the
performance of the employee’s work responsibilities do not require the approval of the City
Administrator. Advance supervisor approval is required to ensure adequate department coverage.

Request for Participation in Training & Conferences

The request for participation in a training session or conference must be submitted in writing to the
employee’s supervisor on the appropriate form. All requests must include an estimate of the total
cost (training session, travel, meals, etc.) and a statement of how the education or training is
related to the performance of the employee’s work responsibilities with the City,

Requests totaling more than $ must be approved by the employee’s supervisor and the
City Administrator. Documentation approving conference or training attendance will be provided
to the employee with a copy placed in the employee’s personnel file.

Payment information such as invoices, billing statements, etc., regarding the conference or training
should be forwarded to accounting for prompt payment.
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Out of State Travel

Attendance at training or conferences out of state is approved only if the training or conference is
not available locally. All requests for out of state travel are reviewed for approval/disapproval
by the City Administrator.

Not to Exceed Figure

Payment of training and/or conference expenses must not exceed $ per employee per
fiscal year, excluding travel and subsistence costs. Exceptions must receive approval by the City
Council.

Compensation for Travel & Training Time
Time spent traveling to and from, as well as time spent attending a training session or conference,
will be compensated in accordance with the federal Fair Labor Standards Act.

Travel and other related training expenses will be reimbursed subject to the employee providing
necessary receipts and appropriate documentation.

Memberships and Dues

The purpose of memberships to various professional organizations must be directly related to the
betterment of the services of the City. Normally, one City membership per agency, as determined
by the City Administrator is allowed, providing funds are available.

Upon separation of employment, individual memberships remain with the City and are transferred
to another employee by the supervisor.

Travel & Meal Allowance

If employees are required to travel outside of the area in performance of their duties as a City
employee, they will receive reimbursement of expenses for meals, lodging and necessary expenses
incurred. However, the City will not reimburse employees for meals connected with training or
meetings within City limits, unless the training or meeting is held as a breakfast, lunch or dinner
meeting.

Employees who find it necessary to use their private automobiles for City travel and who do not
receive a car allowance will be reimbursed at the prevailing mileage rate as established by the City
Council, not to exceed the allowable IRS rate.

Expenses for meals, including sales tax and gratuity, will be reimbursed according to this policy.
No reimbursement will be made for alcoholic beverages. Meal expenses of $ per day
will be allowed.

A full reimbursement, over the maximum defined, may be authorized if a lower cost meal is not
available when attending banquets, training sessions, or meetings of professional organizations.
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Tultlon Reimbursement

To be considered for tuition reimbursement the employee must be in good standing and have been
employed by the City for at least one year. All requests for tuition reimbursement will be
considered on a case-by-case basis by the City Administrator, with final approval/disapproval
provided by the City Council.

Courses taken for credit at an approved educational institution must meet the following criteria to
be approved for reimbursement:
¢ Courses must be directly related to the employee's present position (whether required for a
degree program or not); OR
* Courses must be directly related to a reasonable promotional opportunity in the same ficld
of work as present position (whether part of a degree program or not). AND

The City will pay the cost of tuition upon successful completion (C grade or better; “pass” in a
pass/fail course) of the approved course. Reimbursements will be prorated for part-time
employees. The maximum reimbursement per course will be based on an average course cost at
the University of Minnesota. Employees may elect to attend a more costly school provided they
pay the difference in cost. Employees must reimburse the City if they voluntarily leave
employment within twelve (12) months of receiving tuition reimbursement from the City.

Tuition reimbursement for an individual employee will not exceed $ per year.

49



OUTSIDE EMPLOYMENT
The potential for conflicts of interest is lessened when individuals employed by the City of

regard the City as their primary employment responsibility. All outside employment
is to be reported to the employee’s immediate supervisor. If a potential conflict exists based on this
policy or any other consideration, the supervisor will consult with the City Administrator. Any
City employee accepting employment in an outside position that is determined by the City
Administrator to be in conflict with the employee’s City job will be required to resign from the
outside employment or may be subject to discipline up to and including termination.

For the purpose of this policy, outside employment refers to any non-City employment or
consulting work for which an employee receives compensation, except for compensation received
in conjunction with military service or holding a political office or an appointment to a government
board or commission that is compatible with City employment. The following is to be considered
when determining if outside employment is acceptable:
e OQutside employment must not interfere with a full-time employee's availability during the
City’s regular hours of operation or with a part-time employee's regular work schedule.
e Outside employment must not interfere with the employee's ability to fulfill the essential
requirements of his/her position.
¢ The employee must not use City equipment, resources or staff in the course of the outside
employment.
¢ The employee must not violate any City personnel policies as a result of outside employment.
¢ The employee must not receive compensation from another individual or employer for
services performed during hours for which he/she is also being compensated by the City.
Work performed for others while on approved vacation or compensatory time is not a
violation of policy unless that work creates the appearance of a conflict of interest.
« No employee will work for another employer, or for his/her own business, while using paid
sick leave from the City for those same hours.
o Departments may establish more specific policies as appropriate, subject to the approval of
the City Administrator.

City employees are not permitted to accept outside employment that creates either the appearance
of or the potential for a conflict with the development, administration or implementation of
policies, programs, services or any other operational aspect of the City.
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DRUG FREE WORKPLACE
In accordance with Federal Law, the City of has adopted the following policy on
drugs in the workplace:

A. Employees are expected and required to report to work on time and in appropriate mental and
physical condition. It is the City’s intent and obligation to provide a drug-free, safe and secure
work environment.

B. The unlawful manufacture, distribution, possession, or use of a controlled substance on City
property or while conducting City business is absolutely prohibited. Violations of this policy
will result in disciplinary action, up to and including termination, and may have legal
consequences.

C. The City recognizes drug abuse as a potential health, safety, and security problem. Employees
needing help in dealing with such problems are encouraged to use their health insyrance plans,
as appropriate.

D. Employees must, as a condition of employment, abide by the terms of this policy and must
report any conviction under a criminal drug statute for violations occurring on or off work
premises while conducting City business. A report of the conviction must be made within five
(5) days after the conviction as required by the Drug-Freec Workplace Act of 1988.

[If the city is interested in conducting Non-DOT drug testing, please refer to:

http://www.lmc.org/media/document/1/drugandalcoholtesting.pdf ]
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CITY DRIVING POLICY

This policy applies to all employees who drive a vehicle on city business at least once per month,
whether driving a city-owned vehicle or their own personal vehicle. It also applies to employees
who drive less frequently but whose ability to drive is essential to their job due to the emergency
nature of the job. The City expects all employees who are required to drive as part of their job to
drive safely and legally while on City business and to maintain a good driving record.

The City will examine driving records once per year for all employees who are covered by this
policy to determine compliance with this policy. Employees who lose their driver’s license or
receive restrictions on their license are required to notify their immediate supervisor on the first
work day after any temporary, pending or permanent action is taken on their license and to keep
their supervisor informed of any changes thereafter.

The City will determine appropriate action on a case-by-case basis.
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CELLULAR PHONE USE

This policy is intended to define acceptable and unacceptable uses of cellular telephones. Its
application is to insure cellular phone usage is consistent with the best interests of the City without
unnecessary restriction of employees in the conduct of their duties. This policy will be
implemented to prevent the improper use or abuse of cellular phones and to ensure that City
employees exercise the highest standards of propriety in their use.

General Policy
Cellular telephones are intended for the use of City employees in the conduct of their work for the
City. Supervisors are responsible for the cellular telephones assigned to their employees and will
excercise discretion in their use. Nothing in this policy will limit supervisor discretion to allow
reasonable and prudent personal use of such telephones or equipment provided that:

e Its use in no way limits the conduct of work of the employee or other employees.

* No personal profit is gained or outside employment is served.

A supervisor may authorize an employee to use his/her own personal phone for City business and
be reimbursed by the City for those calls. An employee will not be reimbursed for business-related
calls without prior authorization from his/her supervisor. Supervisors may also prohibit employees
from carrying their own personal cell phones during working hours if it interferes with the
performance of their job duties,

Use of public resources by City employees for personal gain and/or private use including, but not
limited to, outside employment or political campaign purposes, is prohibited and subject to
disciplinary action which may include termination and/or criminal prosecution, depending on the
circumstances. Incidental and occasional personal use may be permitted with the consent of the
supervisor.

Personal calls will be made or received only when absolutely necessary. Such calls must not
interfere with working operations and are to be completed as quickly as possible. In cases where
the city does not regard accounting for personal calls to be unreasonable or administratively
impractical due to the minimal cost involved, personal calls made by employees on a City-
provided cellular phone must be paid for by the employee through reimbursement to the City based
on actual cost listed on the City’s phone bill.

Procedures

It is the objective of the City of to prevent and correct any abuse or misuse of cellular
telephones through the application of this policy. Employees who abuse or misuse such telephones
may be subject to disciplinary action.

Responsiblility

The City Administrator, or designee, will have primary responsibility for implementation and
coordination of this policy. All supervisors will be responsible for enforcement within their
departments.
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SAFETY

The health and safety of each employee of the City and the prevention of occupational injuries and
illnesses are of primary importance to the City. To the greatest degree possible, management will
maintain an environment free from unnecessary hazards and will establish safety policies and
procedures for each department. Adherence to these policies is the responsibility of each
employee. Overall administration of this policy is the responsibility of each supervisor.

Reporting Accldents and lliinesses

Both Minnesota Worker’s Compensation laws and the state and federal Occupational Safety and
Health Acts require that all on the job injuries and illnesses be reported as soon as possible by the
employee, or on behalf of the injured or ill employee, to his/her supervisor. The employee’s
immediate supervisor is required to complete a First Report of Injury and any other forms that may
be necessary related to an injury or illness on the job.

Safety Equipment/Gear
Where safety equipment is required by federal, state, or local rules and regulations, it is a condition
of employment that such equipment be worn by the employee.

Unsafe Behavior

Supervisors are authorized to send an employee home immediately when the employee’s behavior
violates the City’s personnel policies, department policies, or creates a potential health or safety
issue for the employee or others.
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City of Paynesville, Minnesota

Pay Scale
% Between Grades:| = 6%
% Between Steps: 19 Range: 26.68%
Starting midpoint:| 27,500
Step -
Grade 1 2 3 4 5 6 7 8 9
1 24,345.55 25,098.51 25,874.75 26,675.00 27,500.00 28,325.00 29,174.75 30,049.99 30,951.49
2 25,806.29] 26,604.42 27,427.24]  28275.50] 29,150.00] 30,024.50] 30,925.24{ 31,852.99 32,808.58
3 27,354.66] 287200.68{ 29,072.87] 29,972.03 30,899.00] 31,825.97 32,780.75 33,764.17 34,777.10}
4 28,995.94 29,892.72 30,817.24] 31,770.35 32,752.94] 33,735.53 34,747.59]  35,790.02]  36,863.72
5 30,735.70]  31,686.29 32,666.28 33,676.57] 34,718.12| 35,759.66] 36,832.45 3793742  39,075.55
6 32,579.84] 33,587.46 34,626.25 35,697.17 36,80120] 37,905.24| 39,042.40| 40.213.67| 41,420.08
7 34,534.63 35,602.71 36,703.83 37,839.00] 39,005.28] 40,179.55 41,384.94] 42.,626.49 43,905.28
8 36,606.71 37,738.88] 38,906.06] 40,109.34] 41,349.83 42,590.33 43,868.04] 45,184.08 46,539.60
S\ W 9 38,803.11 40,003.21 41,240.42|% 42,515.90 43,830.82 45,145.75 46,500.12 47,895.12 49,331.98
10 41,131.30]  42,403.40 43,714.85 45,066.85 46,460.67]  47,854.49]  49,290.13 50,768.83 52,291.89
11 43,599.18 4494760 46,337.74] 47,770.86] 49,248.31 50,725.76 52,247.53 53,814.96 55,429.41
12 46,215.13 47,644.46 49,118.00 50,637.11 52,203.21 53,769.31 55,382.39 57.,043.86 58,755.17
13 48,988.03 50,503.13 52,065.08 53,675.34 55,335.40 56,995.47 58,705.33 60,466.49 62,280.48
?aul-l" L.ow 14 51,927.32 53,533.32] 55,188.99] 56,895.86 58,655.53 60,415.19 62,227.65| j 64,094.48 # 66,017.31
) 15 55,042.96 56,745.31 58,500.32]  60,309.61 62,174.86 64,040.10 635,961.31 67,940.15 69,978.35
16 58,345.53 60,150.03 62,010.34 63,928.19]  65,905.35 67,882.51 69,918.99 72,016.56 74,177.05
17 61,846.26 63,759.04 63,730.96 67,763.83 69,859.67 71,955.46 74,114.13 76,337.55 78,627.68
18 65,557.04 67,584.58 69,674.82 71,829.71 74,051.25 76,272.79 78,560.97 80,917.80 83,345.34
19 69,490.46 71,639.65 73,855.31 76,139.50] 78,494.33 80,849.16 83,274.63 85,772.87]  88,346.06
20 73,659.89 75,938.03 78,286.63 80,707.87 83,203.99 85,700.11 88,271.11 90,919.24 93,646.82




