POLICIES & PROCEDURES COMMITTEE MEETING
PAYNESVILE CITY HALL
DECEMBER 2, 2016
1:00 P.M.

AGENDA
I CALL TO ORDER

Il CONSENT AGENDA
A. Minutes (page 1)

HI. NEW BUSINESS
A. Resignation Risk
B. New Employment Application (page 5)

V. OLDBUSINESS
A. Personnel Policy (page 22)
B. Out-Source Payroii
1. Paycheck (page 77)
2. ADP (page 87)
2 Time Clock (page 96)

V. INFORMATIONAL

VI.  ADJOURN

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

Members:  Kay McDaniel, 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. Aftempts 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, 2016

Agenda Section: Consent

Originating Department: Administration

ltem Number: I - A

ITEM DESCRIPTION: Minutes

Prepared by: Staff

COMMENTS:

Please review the minutes from the August 8, 2016 and September 7, 2016 Policies &
Procedures Committee meetings.

ADMINISTRATOR COMMENTS:

COMMITTEE/COUNCIL ACTION:

Motion to appfoVe ti1e rhihutes from the August 8, 2016 and September 7, 2016 Policies &
Procedures Committee meetings.



MINUTES
POLICIES & PROCEDURES COMMITTEE

AUGUST 8, 2016

The meeting was called to order at 7:00 a.m. Members present were Donavan Mayer, Renee
Eckerly, City Administrator; and Kay McDaniel. Bill Ludwig, Liquor Store Manager was also
present.

Motion was made by McDaniel to approve the minutes from the June 30, 2016
Policies & Procedures Committee Meetings. Seconded by Mayer and
unanimously carried.

LIQUOR STORE STAFF

Ludwig reported that Josh Mergen has obtained a full-time job. Ludwig would like to
recommend making a current staff member full-time. Ludwig adjusted alil the employee hours
from 720 per year to the actual hours they work. This staff member would not work the same
time as Ludwig (8 — 4:30), but would work the weekends instead of Ludwig. Ludwig reported
that the store is at 10.2% in labor costs. The Committee discussed whether this is the best
staffing decision. Ludwig's payroll budget wil! be less with one employee moving to fuli-time.

Motion was made by Mayer to promote April Mathies to full-time (40 hours per
week) and recommend such to the City Council. Seconded by McDaniel and
unanimously carried.

.Eckerly will-contact the Mayor to add this to tonight's-City Council meeting agenda.

CHANGING CITY HALL OFFICE HOURS

Discuss changing the City Hall office hours from:
8:00a.m.—4:30p.m.M-F to 8:00am.—4:30pm. M, T, W
8:00 a.m. — 6:30 p.m. Thur.
8:00 a.m. — 2:00 p.m. Fri. (no lunch)
It would allow customers to come in after their work to take care of their business.

Motor Vehicle does not have any issues with a time adjustment.

Eckerly reported on the above option. Staff is conflicted on the hours, but you can’'t make
everyone happy. Discussion was to leave as is as people know government hours.

CITIZEN COMPLAINT POLICY

The comptaint policy was discussed. It was suggested that it could be on the website and
required fields could be completed before allowing it to be submitted.

Motion was made by Eckerly to approve the Citizen Complaint Policy and
recommend such to the City Council. Seconded by McDaniel and unanimously
carried.



REIMBURSEMENT POLICY & OUT OF STATE TRAVEL POLICY

The Reimbursement and Out of State Travel policies were reviewed with item numbers 8 & 11
being combined on the Reimbursement Policy.

Motion was made by Mayer to approve the changes to the Reimbursement Policy
and update the Out of State Travel Policy and recommend such to the City
Council. Seconded by McDaniel and unanimously carried.
COUNCIL RULES OF PROCEDURES
The League of Minnesota Cities (LMC) rules were discussed and Eckerly will forward the
members a link and review this at the next meeting. Eckerly distributed the LMC Minnesota
Mayors Handbook.
NEXT MEETING

The next meeting will be Wednesday, September 7, 2016 at 7:00 a.m.

There being no further business, the meeting was adjourned at 8:25 a.m.



MINUTES
POLICIES & PROCEDURES COMMITTEE

SEPTEMBER 7, 2016

The meeting was called to order by Chairman, Donavan Mayer at 7:00 a.m. Members present
were Renee Eckerly, City Administrator and Kay McDaniel.

Motion was made by McDaniel to approve the minutes from the May 23, 2016
Policies & Procedures Committee Meeting. Seconded by Mayer and unanimously
carried.

ERSONNEL POLICY

Eckeriy reported she is working on comparing the current template from the League of MN
Cities (LMC) to the current City Policy and will bring back a draft for the Committee to review at
their next meeting and then to the City Council in October.

FINANCE TECHNICIAN POSITION

Eckerly needs to review all of the Administration job descriptions and re-organize job duties
and then send them to Springsted for re-pointing. Eckerly suggested on making the Social
Media Specialist position a full-time position and utilize temporary staff May — September.
Eckerly is also locking into out-sourcing payroll to either ADP or Pay Check System.

BY LAWS

The Committee reviewed the MN Mayors Handbook. These rules would be for the Council
and not for Committees/Boards/Commissions.

Motion was made by Eckerly to approve the By Laws Summary Rules For Public
Comment, Rules Of Order For City Council, Summary Of Motions, and Code Of
Conduct from the MN Mayors Handbook (starting at page 50) modified with the
City of Paynesville wording and recommend such to the City Council. Seconded
by McDaniel and unanimously carried.

It was suggested to present it with the Personnel Policy update to Council.
REIMBURSEMENT POLICY
It was suggested that if not re-running for office, expenses would not be reimbursed, but

current Council members should be allowed to attend meetings and such through the end of
their term.

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



P *
;

City of éghesville, Minnesota

APPLICATION FOR EMPLOYMENT

The City of Paynesvile appreciates your interast In a position with the City. Please complete thie application form as thoroughly
as poasible. An incomplete application may reduce your opporiunity for employment with the City of Paynesvile. You may
attach & nesume but )t will not be considered as a substitute for completing this form.

Pleage be advised that in accordance with Minnssotu Statute the following information is considersd public data; veteran siafue;
relevant fesl acores; rank on eligible llst; job history; education and tralning; and work avaflabllty. Applicants’ names are
considered private data except at such time that an applicant Is conskiered as a finallst for public employment. Certaln
Information requested on the employment application is classified as private daia under the Data Practices Act (DPA) and may
be released only to you, to those In the City of Paynesville whose jobs reesonably require access to the data, io those
authorzed by siate or federal law to have acoess o the data and to those for whom you provide & written informed consent
authorizing disclosura. The data Is being collected to distinguish you from other applicants, to enable us to contect you if
addidona! Inkemnation s requested, and o detarmine If you meet the minimum quakfications for the posttion.

Name: Date:
Last First _ Middie
Address: Home Phone:
Street
Alternate Phone:
City Siate Zip
Posltion applying for:
Check one: : Full Time - .. Part Time Seasonal
Date Avaliabla: Pay Expected:

STATEMENT OF INTEREST: Give a brief staternent of why you are Interested in and fes! you are quallfied
for the posltion for which you are applving;

I



EDUCATION )
Major Area List Degrae or

T!Eas of School Name and Address of School of Study Cortlf. obtained

High School

Technical School

College

Graduate School

Military

List eny courses, saminars, workshops, tralning, and skills acquired that might relate to the position for which you are applying:

SPECIAL SKILLS

Typing words par minute:

r
CLERICAL Business maching operabon and experience. In addiiion 1o liBtng typewriter, 10-key, Gictaphone, €ic,, expenence, pisase
SKILLS Include specHic Informetion regarding any computar operation experience including specific software programs,
noting your degree of praficiency in aach pregram, L.e. famillar va. proficient.

ife applying fora poalﬂon which may require drlvtng a city-owned vehicie, pleasa Indicale if your drivers license &
;Class B ; Class C ; Claes D___ ; and list your endorsarments below.

SKILLED
SKILLS

¥ relevant, ist other current regietrabons, liconses oF coriiicales you have Delow.
include date first iseved and expiration of curmant lsauanca.
Dato of issyo Dats of Explration

{If you nead acdiional space, plaass continua on & separate sheet of paper.)

What
When;

Have you ever worketd for the City of Paynesville before? O YES O NO
if ves, when and what postiion:
Reason for leaving:

Are you lagally aligible for employment In the United States? 00 YES [0 NO
({Proof of citizenship or immigration status will be required upon employment.)

Have you ever applled to the Clly of Peynesvilie before? O YES O NO




EMPLOYMENT HISTORY

List balow your smipleyinent history beginning with the most recent. Dates of employmant for jabs held maone than five (5) years ago are not
required. Please use supplemental pages if all jobs do not fit on this form.  May we contact sach of your former ampleyers for employmant
verification and reference?

1. Company Neme and Address
From To
Current/Final Salary
Supsrvisor
Company Phone Reason for Leaving
Job title:
Duties:
2. Gompany Neme and Address
From To
Current/Final Saiary
Supervisor
Company Phone Reason for Leaving
Job titie:
Duties:
3, Company Neme and Address
From To
Current/Final Salary,
: Supervisor
Company Phona Reason for Leaving
Job tile:
Duties: —
4, Company Name and Address
From To
Currant/Final Salary
Supervisor
Company Phone Raason for Leaving
Job title:
Duties:

Have you ever been Involuntarlly terminated from & previous smployer? [J] YES [J NO. If yes, siate name and address of company, date
of terminetion, and ressch for termination. {Do not Inslude 1ay-off or reduction in force.)




ADDITIONAL INFORMATION

Are you under 18 yearsofage? [ ] YES O NO

Have you worked for the City of Paynesville before? [ YES O Ne
If yes, when and in what position:

REFERENCES

Provide the following data for those persons whom we may contact for additional referances.
NAME / Type of reference ADDRESS TELEPHONE # and/or
{personal or professional) e-malf contact

How did you leam about this employment opportunity?

READ CAREFULLY AND SIGN

| hereby affirn that the information provided on this application is true and compiste to the best of my knowledge. 1
also agree that falsified Information or significant omissions on either the applicetion or during my Interview may
discquellfy me from further consideration for employment and may be considered Justification for dismissal. |
authorize investigation of all statements contained in this application or made during my interview for empioyment
as may be necessary in amiving at an employment decision.

| acknowledge that none of the statements made in this application are intended to be, nor should bs construed as,
a contract betwean the City and mysalf.

i hereby authorize persons, schools, my current employer, previous employers and organizations named in this
appllcation to provide any and all information regarding my employment, also any cother information, whether
personal or otherwise, that may or may not be on record. | releass sush employers and individuals from all §ability
for damages whatsoever that may arise from furnishing this information.

Signature of Applicant: Date:




VETERAN'S PREFERENCE

You must submit @ phototopy of your DD214 or other military documents to substantiate the service Information requested on
the form. Claims not accompanied by proper documentation will not be processed.

The Clty of Paynesvilie awards preferance points fo qualified veterans. Five (5} pmference points are granted for non-disablad
velsrans on open vacantiss. Ten {10) pointe are wdded If the veteran hae a permenent service-gonnecisd compenseble
disabllity as certified by the Veterans Administration.

To qualify for prefersnce, you must have served on active duty in any branch of the Armed Forces of the United States for 181
conssecttive daye or mone, and have been honorably diecharged; you must be a citizen of the United States and currently not
recelving a monthly veteran’s pension based exclusively on length of service. Veteran's preference may be used by the
suﬁ;ingmmdadmsedwhmanﬂbyhemofudmhhd‘ veleran who, becausse of the disability, is unabla fo
quality.

Claims must be made on the fonm below and submitied with your application by the application deadine of the position for which
you sre applying. If your DD244 form Is submitted to the Personnel Depariment seperate from thie shoet, please ettach a nole
with it indicating the posifion for which you are applylng and your present addrese.

COMPLETE THIE FORM DNLY IF YOU ARE A VETERAN AND CLAIMING VETERAN'S PREFERENCE:

Neme (Last) {First) (Middie} Position Title

Address (Cty) (State) (Zip) Bhons No.

ArevouaUS.Clizen? [J YES {0 NO
ACTIVE DUTY INFORMATION: {Note: a photocopy of your DD214 form must accompany this claim shest.)

-, s—Have you-{or your disabled or deceased apouse) served on aclive military duly without Interruption: for 181 days or mora?
O ves 0 No

—Ars you receiving or are you eligible fo receive a monihiy veteran's pension hesed excluslvely on length of mifitary service?
0O vyes O no

FOR DISABLED VETERANS: (Letter from VA as proof of disabllity must ba submitted to recelve points):
—Psmanent [ YES [ NO Currently Existing {J YES O No

FOR SPOUSES OF DISABLED VETERANS:

Spouse's Prasent Occupation
{NOTE: Latier from VA in proof of disability must be submitied o receive paints.)

AFFIDAVIT: | hereby clalm vetersn's prefsnsnoe for this vacancy and certify thet al the information given Is trus, compists and
comect fa the best of my knowiedga.

| hereby authorize the Veterans Administration to reiease Information necessary to process this application to the GCity of
Paynesville.

Signeture Date



AUTHORIZATION AND RELEASE

| hereby authorize and grant to the City of Paynesville, data classified
as private. The data, which | authorize to be released, consists of private
data, as defined by Minnesota Statutes 13.02, Subd. 12, and has been or
will be coliected by City of Paynesville and/or its agents and/or
representatives. The information for which release is authortzed Includes all
data which has been collected, created, recelved, retained, or disseminated
in whatever form which is In any way related to employment. | fully
understand that the purpose of permitting the City of Paynesville to have
access to this information is to defenmine my suitability for employment in
the position | have applied for.

This authorization shall be valkl for one (1) year, but | reserve the
right to, at any time prior o expiration, cancel this authorization by providing
written nofice to the CHy of Paynesville. | also acknowledge that
photocopy of this authorization may be used in lieu of the original and that
photocopy shell be consldered as valld as the originai.

| authorize schoole, current and past employers, and referances
listed to provide my record, reason for leaving, and all other Information
they may have concerning me. | undersiand an extensive background
check may be conducted. This check may involve contact with persons
other than schools, current and past employers and references listed. |
release all parties from any and all liability and claims for damage
whatsoever that may result therefrom.

I understand that only the Clty Councll has the authority to make
employment agreements. | further understand that any agreement must be
in writing and signed by the City Administrator and me to be enforceable.

Also, employment is contingent on applicant successfully performing
the essential functions of the job. Piease see attached job description for
essential functions. If you have any questions, please contact the
Paynesville City Administrator.

K you need a special test accommodation, please contact the City
Administrator's Office at (320) 243-3714, TDD# (320) 243-3767 or 221
Washbume Avenue, Paynesville, MN 56362,

PRINT NAME

SIGNATURE DATE

N



\(_\&

MULTI-PURPOSE RELEASE

Authorization to Release Information
To
City of Paynesville, 221 Washburne Avenue, Paynesville MN 56362

Legal Name (First, Middle and Last):

Maiden Name: Driver License #
Current Address:

Social Security Number: DOB:

Agency Contact Person: Paynesville Police Chief Pgul Wegner
Authorization expiration date: 2 months from signature date below

I, the undersigned, authorize and consent to any person, firm, organization or corporation to
provide a copy (including photocopy or facsimile copy) of this Authorization to Release
Information by the above-stated agency to relesse and disclose to such agency amy and all
information or records requested regarding me, including, but not necessarily limited to my
employment records, volunteer experience, military records, criminal information records, (if
any), and educational background. I have authorized this information to be released, either in
writing or via telephone, in connection with my application for employment or to be a volunteer
at the agency.

Any person, firm, organization or corporation providing information or records in accordance
with this authorization is released from any and all cluims or liability for compliance. Such
information will be held in confidence in accordance with agency guidelines.

This authorization expires on the date stated above.

Date

Signature of Prospective Employee/Vohmteer
Date

Witness to Signature
Date

Notary Signature



Application for Employment

We welcome you as an applicant for employment with the City of . Itis the City of ____ 's policy to provide
equal opportunity in employment. The City of will not discriminate on the basis of race, color, creed,
age, religion, national origin, marital status, disability, sex, sexual orientation, familial status, status with regard
to public assistance, local human rights commission activity or any other basis protected by law.

Please furnish complete information, so we may accurately and completely assess your qualifications. You may
attach any other information which provides additional detail about your qualifications for employment in the
position you seek. Please refer to the Applicant Data Practices Advisory for information regarding what is
considered public and private information as an applicant, and if you are selected for the position, as an
employee.

The City of accommodates qualified persons with disabilities in all aspects of employment, including the
application process. [f you believe you need a reasonable accommodation to complete the application process,
please contact at

Personal Information
Name: {Last) (First) (MI)

Street Address

City, State, Zip

Phone Number Altemate Phone

Email

Please print in INK or type when completing this application

Title of position applying for:

Are you legally eligible to work in the United States in the position for which you are applying? | Yes LINo

Proof of citizenship or work eligibility will be required as a condition of empioyment.

Are you at least 18 years old? OYes ONo

Revised 7/28/2016



Educational Information

Circle the highest grade completed

12345678 9101112 GED 13141516 MA MS PHD JD
Grade School High School CollegefTechnical Graduate
Did you graduate: Lyes [iNo Tyes LiNo CvesHNo
(Please check) High School College/Technical Graduate JD
School Name Address Course of study Degree
High School:
College:

Graduate School:

Technical/Vocational:

QOther:

Other:

List any other courses, seminars, workshops, or training you have that may provide you with skills related to this
position:

List any current licenses, registrations, or certificates you possess which may be related to this position:

Revised 7/28/2016



Employment Experience

List present or most recent employer first. Please note “see resume” is not an acceptable response for any
entries on this application. Resumes will only be considered in addition to, but not in lieu of, this application.
[NOTE: Cities should decide on a finite period of time to ask for in terms of work history, something on the order
of 5-10 years of relevant experience is recommended. Cities should consult with legal counsel on the duration
of work experience requested.}

Company Name of last supervisor | Hrs/Week
Address Start Date Starting Salary
City, State, Zip End Date Final Salary
Phone Number Last job title

Reason for leaving (be specific):

Describe your work in this job:

May we contact this employer? [1Yes [JNo

Company Name of last supervisor | Hrs/Week
Address Start Date Starting Salary
City, State, Zip End Date Final Salary
Phone Number Last job title

Reason for leaving (be specific):

May we contact this employer? Yes No

Revised 7/28/2016



Company Name of last supervisor | Hrs/Week
Address Start Date Starting Salary
City, State, Zip End Date Final Salary
Phone Number Last job title

Reason for leaving (be specific):

Describe your work in this job:

May we contact this employer? DOYes OONo

Company Name of last supervisor | Hrs/Week
Address Start Date Starting Salary
City, State, Zip End Date Final Salary
Phone Number Last job title

Reason for leaving (be specific):

Describe your work in this job:

Revised 7/28/2016



Unsalaried Experience

Describe any unsalaried or volunteer experience relevant to the position for which you are applying (you
may exclude, if you wish, information which would reveal race, sex, religion, age, disability, or other
protected status).

Military Experience
Did you serve in the U.S. Armed Forces? L] Yes [ No
Describe your duties:

Do you wish to apply for Veterans' Preference points: [1Yes [JNo

If you answered “yes,” you must complete the enclosed application for Veterans’ Preference points, and
submit the application and required documentation to the City of by the application deadline of
the position for which you are applying.

Authorization

| certify that all information | have provided in this application for employment is true and complete to the best
of my knowledge. Any misrepresentation or omission of any fact in my application, resume or any other
materials, or during any interviews, can be justification for refusal of employment, or if employed, will be
grounds for dismissal, regardless of length of employment or when the misrepresentation or omission is
discovered.

I acknowledge that | have received a copy of the job description summary for the position/s for which | am

applying. | further acknowledge my understanding that employment with the City of is “at will,” and
that employment may be terminated by either the City of or me at any time, with or without
notice.

With my signature below, | am providing the City of authorization to verify all information |

provided within this application packet, including contacting current or previous employers. However, |
understand that if, in the Employment Experience section | have answered “No” to the question, “May we
contact your current employer?,” contact with my current employer will not be made without my specific
authorization.

| further understand that criminal history checks may be conducted (after | have been selected for an interview,
in the case of non-public safety positions) and that a conviction of a crime related to this position may result in
my being rejected for this job opening. | alse understand it is my responsibility to notify the City of

in writing of any changes to information reported in this application for employment.

Signature Date | \b

Revised 7/28/2016



Veterans’ Preference

COMPLETE THIS FORM ONLY IF YOU ARE CLAIMING VETERANS’ PREFERENCE
NOTE: COPY OF “MEMBER COPY 4” VETERAN’S DD214, OR OTHER DOCUMENTATION VERIFYING SERVICE, MUST BE
ATTACHED
{Veteran is defined by Minn. Stat. § 197.447)

You must submit a PHOTOGCOPY of your “Member Copy 4” of your
214 or other d tatlon verifyi ce to substanti

the sorvices informatlon requested on the form. Clalms not

accompanled by proper documentation will not be processed, For

assistance in obtaining a copy of your “member Copy 4” of your

DD214, or other documentation verifying service, contact your

County Veterans’ Service Office.

The City of operates under a point preference system,
which awards points to qualified veterans to supplement their
application. Ten (10) points are granted to non-disabled veterans on
open competitive examinations; Fiftcen (15) points are awarded If the
veieran has a service connected compensable disability as cenlified by
the U.S. Department of Veterans Affalrs (USDVA).

To qualify for preference for a competitive exam, you must have
eamed a passing score and been separated under honorable
conditions from any branch of the amed forces of the United States
after having served on active duty for 181 consecutive days, or by
reason of disabillty incurred while serving on active duty, or after having
served

the full period called or ordered for faderal, active duty and be a United
States citizen or resident alien. Veteran's preference may be used by the
surviving spouse of a deceased veteran, or have active military service
certified under 38 U.S.C. § 106, and by the spouse of a disabled veteran
who is unable to qualify because of the disability.

To qualify for preference on a promotional exam, a veteran must have
earned a passing exam score and received a USDVA active duty service
connected disability rating of 50% or more. For a promotional exam, a
qualified disabled veteran is entifled to be granted five (5) points.
Disabled veterans aligibie for such preference may use the five points
preference only for the first promotion after securing employment with the
City of .

Claims must be made on the form below and submitted with your
application by the application deadline of the position for which you are
applying. If the “Member Copy 4" DD214, or other documentation
verifying service, is submitted to our office separate from this sheet,
please attach a note with it indicating the position for which you are
applying and your present address.

Name (Last) (First) {MI) Position For Which You Applied
Closing Date:
Address (Street) {City) (State) {Zip} Phone Number Are you a US Citizen or Resident Alien?
1 vEs CINo
VETERAN (10 points}):

{"Member Copy 4" of DD214 or DD215, or other documentation verifying service, must be submitted to recelive points)

Honorably discharged veteran ] Yes

DISABLED VETERAN (15 points):

[No

("Member Copy 4" of BD214, or other documentation verifying service, and USDVA letter of a compensable disability rating decision must be

submitted to receive points)
Percent of Disability: %
Have you ever been promoted within the City of

employment?

[JYes [ No

SPOUSE OF DECEASED VETERAN (10 points or 15 If the veteran was disabled at time of death):
(*Member Copy 4" of DD214 or DD215, or other documentation verifying service, photocopy of marriage certificate, spouse’s death must be
submitted to receive points. You are ineligible to receive points if you have remarried or were divorced from the veteran).

Date of Death: Have you remarried?

SPOUSE OF DISABLED VETERAN {15 points):

[]Yes [CINo

{("Member Copy 4" of DD214 or DD215, or other documentation: verifying service, and USDVA letter of a compensable service connected disability

rating decision must be submitted to receive points).

How does Veteran's disability prevent performance of a stated job “requirement?” Due to the veteran's service-connected disability the

veteran is unable to qualify for this position because (be specific):

AFFIDAVIT. | hereby claim Veterans’ Preference points for this examination and swear/affirm that the information given is true, complete
and correct to the best of my knowledge. | hereby acknowledge that | am responsible to obtain the required Veterans’ Preference
verification documents and submit them to the City of by the required application deadline.

Signature Date

\/\



Information Regarding Claiming Veterans’
Preference

Preference points are awarded to qualified veterans as defined by Minn. Stat. § 197.477, and to certain spouses
of deceased or disabled veterans subject to the provision of Minn, Stat. §§ 197.447 and 197.455.

The veteran must:
a) be a U.S. citizen or resident alien;
b) have received a discharge under honorable conditions from any branch of the U.S. Armed Forces; AND
have either;
I.  served on active duty for at least 181 consecutive days, or
ii. have been discharged by reason of service connected disability, or
iii.  have completed the minimum active duty requirement of federal law, as defined by CFR title 38,
section 3.12a, i.e., having fulfilled the full period for which a person was called or ordered to active
duty by the United States President, or
iv.  certified service and verification of “veteran status” granted under U.S. PL 95-202 (38 U.S.C. §
106)

The information provided will be used to determine your eligibility for veterans' preference points. You are
required to supply the following information:

1) Attach a copy of the “Member Copy 4" of your DD214 or DD215, or other documentation verifying service,
This copy must state the nature of discharge; i.e., honorable, general, medical, under honorable conditions.

2) Disabled veterans must also supply a Military/United States Department of Veterans’ Affairs Rating
Decision that supports/verifies the fact that the injury was incurred while on, or as a result of, active duty service.
Generally, disability incurred while on, or as a result of, active duty for training purposes does not quality for
disabled veteran preference per Minn. Stat. §§ 197.455 and 197.447 if it was incurred prior to September 7, 1980.

3) A spouse of a deceased veteran, applying for preference points must supply their marriage certificate, the
veteran’s “Member Copy 4" DD214 or DD215, or other documentation verifying service, a death certificate,
verification of their marriage at the time of veteran’'s death, and that the spouse has not remarried.

Thank you for your military service and for your interest in employment with the City of . Please contact
our office at (Insert Cities Phone Number) or your local County Veterans’ Service Office, if you have any
questions regarding veterans’ preference.




Equal Employment Opportunity Information

The information asked of you will be used to evaluate our overall efforts in reaching all segments of the

population. The following information is VOLUNTARY and CONFIDENTIAL. This information is NOT A PART

of the application file and is REMOVED from the application when received by our office. The City of
appreciates your cooperation in our efforts to ensure affirmative action and equal opportunity.

Position(s) for which you are applying:

Gender: []Male [ Female

With which raciai/ethnic group do you identify?

LI Black or African American

1 Hispanic or Latino

E1 American Indian or Alaskan Native through Tribunal affiliation or community recognition
M Caucasian/White

] Asian

[ Native Hawaiian or other Pacific Istander

(I Two or more races

Disability status, defined as:

1)} Has a physical or mental condition that substantially or materially limits a major life activity
(such as walking, talking, seeing, hearing or leaming);

2) Has a history of a disability (such as cancer that is in remission);

3) Is regarded as having such an impairment.

Do you claim disability status? O Yes [0 No




Applicant Data Practices Advisory

The Minnesota Government Data Practices Act (Minn. Stat. §§ 13.01 — 13.90) includes two sections
affecting applicants seeking employment with the City of . First, under “Rights of Subjects of
Data” (Minn. Stat. § 13.04), when an applicant is asked to provide information about him/herself, the
City must advise you of:

 The purpose and intended use of the data;

»  Whether you may refuse or are legally required to supply the requested data;

» Any known consequences arising from your supplying or refusing to supply the data; and

+ The identity of other persons or organizations authorized by State of Federal law to receive the

data you provide.

Second under “Personnel Data” (Minn. Stat. §13.43) the following data on you as an applicant for
employment by a public agency is automatically public:
e Your veteran's status;
Your job history;
Your education and training;
Your relevant test scores;
Your rank on our eligibility list; and
Work availability.

As an applicant, your name is considered private until you are certified as eligible for appointment to a
position or are considered by the appointing authority to be a finalist for a position in public
employment.

If you are hired, the following additional data about you will be considered public information:

* Your name;

* Your employee identification number (which is not your Social Security number);

* Your actual gross salary, contract fees, salary range, and actual gross pension;

+ The value and nature of employer paid benefits;

e The basis for and the amount of any added remuneration, including expense reimbursement, in
addition to your salary;

* You job title, bargaining unit (if applicable) and job description;

» The dates of your first and last employment with us;
The status of any written complaints or charges against you while you work for the City of

, regardless whether or not they have resulted in disciplinary action, the final disposition

of any disciplinary action and supporting documentation;

* You work location and work telephone number;

* Your education and training background;

» Work-related continuing education;

» Honors and awards you have received;

* Payroll timesheets or other comparable data that are only used to account for your works time

for payroll purposes: except to the extent that release of time sheet data would reveal
employee’s reasons for the use of sick or other medical leave or other non-public data;
» Your previous work experience;

W



Applicant Data Practices Advisory Continued

« The “complete” terms of any settlement agreement (including buyout agreements) except that
the agreement must include the specific reasons if it involves the payment of more than
$10,000 of public money; and

* Your badge number. This data is private if the candidate is applying for or is hired for an

undercover law enforcement position.

All data concerning you which is placed in your personnel file and which is not addressed in statute as
public data (see above listing) is private data. This private data will be available to you and those
members of city staff needing it to process city records. In addition, the following persons or
organization are authorized by state and federal law to receive this data if they so request in certain
circumstances:

e The Bureau of Census;
-‘Federal, State and County Auditors;
The State Department of Public Welfare;
The Department of Human Rights;
Federal Officials investigating compliance of Affirmative Action and Equal Employment
Opportunities;
+ Labor organizations and the Bureau of Mediation Services;
» Data may also be made available through court order.

With the exception of the optional data requested, the data you provide is needed to identify you and
you assist in determining your suitability for the position for which you are applying. The optional data is
used in summary form by the city's Affirmative Action Program to monitor protected class employment
and meet federal, state and local reporting requirements.!” Fumishing the optional data requested
about you in voluntary.

NOTICE REGARDING SOCIAL SECURITY NUMBER: This information will be used for payroll taxes,
insurance purposes, and retained in the employee's data record.

NOTICE TO MINORS: Minors from whom private data or confidential data is collected have the right to
request that parental access to the private data be denied.

If you have any questions regarding your rights as a subject of data, please contact the City of

Human Resources Department 2at address, City, MN Zip. This information is subject to
change consistent with subsequent amendments to the Minnesota Government Data Practices
Act.

1 A city will want to review Minn, Stat. §363A.36 to determine whether it is required to have a formal Affirmative Action Program in
place. If a formal plan is not in place, work with your legal counsel to review this sentence as appropriate.

2 Insert appropriate department here. Some cities without an HR Department may wish to list City Administrator rather than HR. q/\
£
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HUMAN RESOQURCES & BENEFITS INFORMATION

PERSONNEL POLICY MODEL
Updated June 14, 2016

v" This template was developed with the personnel management of a Plan “A” city in mind.
o For Plan “B” cities, authority in the area of personnel management (especially hiring and
firing) is generally given to the city manager.
o For Home Rule Charter cities, 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 are encouraged to
use the Personnel Policy Chapter of the online HR Reference Manual to find actual citations.

@ This icon marks places where the city must customize the model policy. They offer
additional provisions, optional language, or comments for your consideration. The icon, and
language you do not wish to include, should be deleted from this model before use. Make
other changes, as needed, to customize the model for your city.



INTRODUCTION
Purpose

l® The City will want to include sample disclaimer language in the Employee Handbook.
Listed Below are three samples for inclusion; a city will want to use one within the Handbook.

(1) 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 for any city employees. No supervisor or City representative has any
authority to enter into any agreement for employment for any specific period of time, or to
make any agreement contrary to this provision. Nothing in this Personnel Handbook, or in
other City policies which may be communicated to the employee, constitutes a contract of
employment for any city employee. 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. As an employee, you are responsible for
complying with current city policy at all times.

(2) 1t is the purpose of these policies to establish a uniform and equitable system of personnel
administration for employees of the City of . Their provisions do not
establish terms and shall not be construed as contractual provisions. They are not intended
to be all-inclusive or to cover every situation that may arise. These policies may be
amended at any time at the sole discretion of the City and they will supersede all previous
personnel policies. Revisions and amendments shall become effective upon approval by the
(City Council for most cities; City Manager for Plan B form of government and some
Home Rule Charter cities).

(3) This handbook provides information to you, as an employee of the City of ,
about certain terms and conditions of your employment, It is not, and should not be
considered, an employment contract. Your continued employment, and the conditions of
the employment, is solely within the discretion of the City of . The handbook
summarizes major policies and programs related to your employment. Additional
information about many of these policies and programs is available from the city’s
Administration office. Please take advantage of those resources to assure that you are fully
aware of your rights and responsibilities as an employee of the City of

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 Rule
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:
1. Elected officials
2. City attorney
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3. Membeis of city boards, commissions, and committees
4. Consuitants and contractors
5. Volunteers, except as specifically noted for paid-per-call firefighters.

If any specific provisions of the personnel policies conflict with any current union agreement or
civil service rules, the union agreement or civil 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, demoticn, 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, gender identity, or
gender expression, disability, age, marital status, genetic information, status with regard to public
assistance, veteran status, familial status, or membership on a local human rights commission or
lawful participation in the Minnesota Medical Cannabis Patient Registry.

Data Practices Advisory

Employee records are maintained in a location designated by the city administrator. Personnel data
is retained in personne] 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.
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Any employee who identities 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, social media postings, and websites. 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. Ifthe 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, [ don’t have the full information regarding that issue. 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.

Whenvif 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:
» 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,
¢ Be respectful, professional, and truthful when providing information. In most cases, only
factual information (not opinions or editorial comments) should be provided: “The city
finished street cleaning on 16 streets in the northwest comer of the city this past week”
instead of “The city is doing a great job with street cleaning this year!” Corrections must be
issued when needed.
¢ Generally not include personal opinions in official city statements. One exception is
communications related to promoting a city service. For example, an employee could post
the following 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.
¢ 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 Minnesota Government Data Practices Act.



Personal Communications and Use of Social Media

It is important for city employees 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:

Remember that what you write or post 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. It
is a good idea to refrain from sending or posting information or photos that you would not
want your boss or other employees to read, or that you would be embarrassed to see in the
newspaper. Keep in mind harassment, bullying, threats of violence, discrimination, or
retaliation that would not be permissible in the workplace is not permissible between co-
workers online, even if it is done after hours, from home and on home computers.

The City of expects its employees to be fair, courteous, and respectful to
supervisors, co-workers, citizens, customers, and other persons associated with the city.
Avoid using statements photographs, video or audio that reasonably viewed as malicious,
obscene, threatening or intimidating, disparaging, or might constitute harassment or
bullying. Examples of such conduct might include offensive posts meant to intentionally
harm someone’s reputation or posts that could contribute to a hostile work environment on
the basis of sex, race, national origin, age, color, creed, religion, disability, marital status,
familial status, veteran status, sexual orientation, gender identity, or gender expression,
status with regard to public assistance or membership or activity in a local commission.

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 S

City resources, working time, or official city positions cannot be used for personal profit or
business interests, or to participate in personal political activity. Some examples: a building
inspector could not use the city’s logo, email, or working time to promote his/her side
business as a plumber; a parks employee should not access a park after hours even though
he or she may have a key; a clerk, while working at City Hall, should not campaign for a
friend who is running for City Council.

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

CITYWIDE WORK RULES & CODE OF CONDUCT

Conduct as a City 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 ethical,
professional, responsive, and of standards becoming of a city employee. To achieve this goal,
employces must adhere to established policies, rules, and procedures and follow the instructions of
their supervisors.
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The following are job requirements for every position at the City of . All employees
are expected to:
o 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 professionally 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.
e Maintain good attendance while meeting the goals set by your supervisor.

Attendance & Absence

The operations and standards of service in the City of require that employees be at
work unless valid reasons warrant absence or an employee has a position that has been approved to
work remotely. In order for a team to function efficiently and effectively, employees must fully
understand the goals that have been set for them and the time that is required to be on the job.
Understanding attendance requirements 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 an unexpected absence, employees should call their
supervisor before the scheduled starting time and keep in mind the following procedures:

o If the supervisor is not available at the time, the employee should leave a message that
includes a telephone number where he/she can be reached and/or contact any other
individual who was designated by the supervisor.

¢ Failure to use the established reporting process will be grounds for disciplinary action.

o 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. Individual departments may establish more specific reporting procedures.

For budgetary and confidentiality reasons, non-exempt employees (eligible for overtime pay) are
not authorized to take work home or work through lunch without prior approval from their
supervisor.

Access to and Use of City 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 turned 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. Employees may dress in accordance with their gender
identity, within the constraints of the dress codes adopted by the city. City staff shall not enforce
the city’s dress code more strictly against transgender and gender diverse employees than other
employees.

Conflict 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
or could result in a personal benefit for themselves or a family member. If an employee has any
question about whether such a conflict exists, he/she should consult with the city administrator.

Falsification 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 (e.g., family or
medical emergency). 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 employec. Please refer to the
cell phone policy for information on use of cellular phones.

Political 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.
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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 such as 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 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.
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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 percent for Social Security
and 1.45 percent for Medicare. The city contributes a matching 7.65 percent on behalf of each
employee. Certain employees are exempt or partially exempt from these withholdings (e.g., police
officers).

Fiscal Year
The period from Jan. 1 to Dec. 31.

Full-Time Employee
Employees who are required to work torty (40) or more 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 a manner that ensures positions retain part-time status as intended.

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

Part-Time 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 a manner that ensures positions retain part-time status as intended.

Pay Period

A fourteen (14) day period beginning at 12 a.m. (midnight) on Sunday through 11:59 p.m. on
Saturday, fourteen (14) days later.
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PERA (Public Employees Retirement Association)

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

Seasonal Employee

Employees who work only part of the year (100 days or less) to conduct seasonal work. Seasonal
employees may be assigned to work a full-time or part-time schedule. Seasonal employees do not
earn benefits or credit for seniority.

®Optlonal additional wording: In order to comply with health care reform law while
avoiding penalties, part-time employees will be scheduled with business needs and in a manner
that ensures positions retain part-time status as 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 defined 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 additional wording: In order to comply with health care reform
law while avoiding penalties, part-time employees will be scheduled with business needs
and in a manner that ensures positions retain part-time status as intended or, in some rare
instances, may be offered health insurance.

Training/Probationary Period

A twelve-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,
unless covered by a collective bargaining agreement stating a different time frame. The training
period is an integral extension of the city’s selection process and is used by supervisors for closely
observing an employee’s work. An employee serving his/her initial probationary period may be
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disciplined at the sole discretion of the City, up to and including dismissal. An employee so
disciplined, including dismissal, will not have any grievance rights.

Nothing in this policy handbook shall be construed to imply that after completion of the
probationary period, an employee has any vested interest or property right to continued City
employment.

Time served in temporary, seasonal, volunteer or interim positions are not considered part of the
probationary period. If an emergency arises during an employee’s probationary period which
requires a leave of absence, such time off, if granted, will not be considered as time worked, and
the probationary period will be extended by the length of time taken.

®0pﬁonal additional wording: Training begins on your first day of
employment with an orientation process in which you will learn about city policies and
procedures, take a tour of the city, and meet co-workers. Then you will begin to learn
your job by training with your supervisor or a co-worker. In the first few months, you
will meet with your supervisor frequently to discuss your progress and at six months, you
will have a formal review.

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 workweck based on coverage and service delivery needs
(e.g., police department, fire department, park and recreation department).

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 Recruitment 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 online or by 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. For example:

* Keyboarding exercises for data entry positions.

¢ Writing exercises for positions requiring writing as part of the job duties.

o “In-basket” exercise for an administrative support position (sets up real-life scenarios and
items that would likely be given to the position for action, and asks the candidate to list and
prioritize the steps they would take to complete the tasks).

Mock presentation to the City Council for a planning director position.
Scenarios of situations police officers are likely to encounter on the job that test the
candidate’s decision-making skills (can be role played or multiple choice questions).

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.

@ Optional additional wording: If you have any questions about whether
your qualifications might meet the established minimums, contact the HR department to
ask. In many cases the city will consider alternative experience if it is substantially
equivalent to the qualification being required.

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.

Selection 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 cmployees 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.

Training Period

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 twelve
months in duration, but may be extended by, for example, an unpaid leave of absence.

ORGANIZATION

Job Descriptions
The city will maintain job descriptions for each regular position. New positions will be developed
as needed but must be approved by the City Council prior to the position being filled.
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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 non-exempt), 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. In addition, job descriptions
should also describe the benefits offered and potential career path opportunities as a means to
entice a qualified pool of applicants. 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 Scheduling 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

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 layoffs.

Alternative wording: The city administrator will make decisions about
layoffs based on the city’s needs and on the performance, knowledge, skills, and abilities
of employees first, and seniority will be used as a secondary consideration. The city
administrator will submit a list of employees to be laid off to the City Council for final
approval.

Wfﬁ Note on Millennials: The “alternative language” above is designed to
appeal more to Millennial employees, who generally see performance as a more
legitimate basis for determining layoffs. However, the city is likely not able to use this
criteria with unionized employees because the union contract will generally specify
seniority as the primary factor for layoffs. In addition, seniority-based decisions are easier
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to defend if the city is sued. It the city decides 1o use the alternative language, it should
be prepared to implement a system that can be defended in a possible lawsuit or legal
proceeding.

HOURS OF WORK

Work Hours

Employee work schedules and opportunities to work remotely will be established by supervisors
with the approval of the city administrator. The regular workweek 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.

< * Optional additional wording: Part-time, seasonal, and temporary positions:
n order to comply with law while avoiding penalties, part-time employees will be
scheduled with business needs and in a manner that ensures positions retain part-time
status as intended. Effective DATE, YEAR, employees in part-time and temporary
positions will not be permitted to work more than 28 hours/week, including hours worked
and 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 employees who exceed 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 may be 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 or available to the public and co-workers
during the hours of 9 a.m. to 3:30 p.m., Monday through Friday, unless away from the work site
for a worl-related activity or on approved leave.

Meal Breaks and Rest Periods

A paid fifteen (15) minute break is allowed within each four (4) consecutive hours of work. An
unpaid thirty (30) minute lunch periced is provided when an empleyee works eight (8) 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.
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Adverse Weather Conditions

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
(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.

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 Minnesota Government 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.
o Retaliate against an employee for asserting rights or remedies under Minn. Stat. §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
(800) 342-5354.
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SELECT ONE OR THE OTHER Paychecks OR Direct Deposit

Paychecks

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.

7 Alternative wording: Paychecks will be distributed every two
weeks/weekly/monthly. Distribution of paychecks to city employees is to be
accomplished in a timely manner using accurate, consistent procedures.

Alternative wording: When paydays fall on a holiday, checks are normally
issued the day before the holiday.

Direct Deposit

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.

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 bi-weekly 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.

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 de 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.
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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 earned 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 time sheets, 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.,

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.

e The employee is absent for a full workweek and, for whatever reason, the absence
is 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 eamn
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.
o Paid leave is exhausted.
» The employee has specifically requested unpaid leave.

s 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.

The City of may for budgetary reasons implement a voluntary or
inveluntary 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.

Leave Policy for Exempt Employees

Exempt 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
exempt staff are Monday through Friday, 8 am. to 5§ p.m., plus evening meetings as necessary.

Exempt 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. Exempt employees must communicate their absence to the city
administrator or his/her designee.

If one of the above employees is regularly absent from work under this policy and it is found that
there is excessive time away from work that 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 fultill 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.

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 ail 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. Conducting these informal performance meetings provides both the
supervisor and the employee the opportunity to discuss what is expected, what is going well and
not so well.

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.

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.

QJ Alternative wording: The city makes a competitive monthly contribution
toward group health, dental, and life insurance benefits. Employees are encouraged to
look closely at this contribution as part of their overall compensation package with the

city.

@ Note on Millennials: Cities should highlight the value proposition of public
benefits as part of the individual’s overall compensation plan. Millennials share their
compensation with peers in a much more open way than individuals from other
generations. Public benefits often add great value and can be used to attract and retain
them. Their value should be clear as part of the formal job offer process.
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Optional additional 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/PERA

The city participates in the Public Employees Retirement Association (PERA) to provide pension
benefits for its eligible employees to help plan for a successful and secure retirement. Participation
in PERA is mandatory for most employees, and contributions into PERA begin immediately. 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 .

Tuition 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 field
of work as present position (whether part of a degree program or not).

The city will pay the cost of tuition upon successful completion (C grade or better; “pass” ina
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 aftend 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.

HOLIDAYS
The city observes the following official holidays for all regular full-time and part-time employees:
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New Year’s Day Labor Day

Martin Luther King, Jr. Day Veterans Day

Presidents 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 falls 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 prorated 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.

LEAVES OF ABSENCE

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 workers’
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 stated, 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.

Sick 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.

» 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.
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e 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 scheduled 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.

e 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.

s 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.

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

¢ 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.

Pursuant to Minn. Stat. §181.9413, eligible employees may use up to 160 hours of sick leave in
any 12-month period for absences due to an illness of or injury to the employee’s adult child,
spouse, sibling, parent, grandparent, stepparent, parent-in-law (mother-in-law and father-in-law),
and grandchild (includes step-grandchild, biological, adopted, or foster grandchild).

Y Note: 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.

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 emplovee will:

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

o 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
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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 workers’ 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 Leave 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.

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.

Vacation 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 employees 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.



Note on Millennials: The city may want to find a way to monetize the value
of vacation time. Public entities typically provide more vacation to their employees than
other employers, and Millennials generally value their “freedom™ or vacation time highly.

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 he 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.

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.).

OPTION TO SICK, VACATION AND FUNERAL LEAVE

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 hased on length of service with
the city. Plan provisions discourage unnecessary utilization by providing cash and savings
incentives.
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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

Good 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 returns 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
anmaal leave on a prorated basis based on regular hours worked.

Annual leave will accrue on a pay-period basis up to a maximum of one-and-one-half 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
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.
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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 iliness 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 workers’ 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 percent 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 Jaw).

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
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.

Military 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.

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.
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Employees excused or released from jury duty during their regular working hours will report 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 Illness

All employees are required to report any job-related ilinesses 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.

Workers’ compensation benefits and procedures to return to work will be applied according to
applicable state and federal laws.

Pregnancy and Parenting Leave
[The Minnesota law changed effective July 1, 2014]

@Note: State law requirement for cities with 21 or more employees.



@Note: Please check with your city attorney to determine whether your city firefighters
will be included in this employee count. Typically, but by no means in every circumstance,
employees who are paid at least minimum wage would be included in a city’s employee count,
while employees who are true volunteers would not.

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.e., 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 employee 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

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.

@ Note: State law requirement for cities with more than 21 employees.

School Conference Leave

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.

@ Note: State law requirement for cities with more than 21 employees.

Bone Marrow Donation Leave

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.

@ Note: State law requirement for cities with more than 20 employees.

Elections / 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
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leave). Leave without pay for purposes other than medical leave or work-related injuries will be at
the convenience of the city.

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.

<=’ Note: 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
e 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 the League’s model FMLA policy for language.

Reasonable Unpaid Work Time for Nursing Mothers

[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.
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Note: Applies to cities with one or more employees.

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.

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 workers’ 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 Accommodations 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:

e More frequent restroom, food, and water breaks;
e Seating;

\,00



e Limits on lifting over 20 pounds; and/or
e 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.

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 ot 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
e 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.

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 councilmember.

In addition to notifying one of the above persons and stating the nature of the harassment, the

employee is also encouraged 1o 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.

Retaliation

The City of will not tolerate retaliation or intimidation directed towards anyone who
makes a complaint. Retaliation 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.



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.

Applicability

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 Behavior

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, bullying 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, gender identity, or gender
expression, familial status, or status with regard to public assistance.

Offensive behavior:

may include such actions as: rudeness, angry outbursts, inappropriate humor, vulgar obscenifies,
name calling, disparaging language, or any other behavior regarded as offensive to a reasonable
person based upon violent or discriminatory behavior as listed above. 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.

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:
» 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 resuit 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, cornering, 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.

Names and Pronouns:
Every employee will be addressed by a name and by pronouns that correspond to the employee’s

gender identity. A court-ordered name or gender change is not required.

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

e 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
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 afier 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 Allegations 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.

o 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.

Special Reporting Requirements

When the supervisor is perceived to be the cause of a disrespectful workplace behavior 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 councilmember 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 takc the action it dcems 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.

Confidentiality

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.

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.
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Exempt employees must give thirty (30) calendar days’ notice. The 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 percent of unused accrued vacation (annual leave).

DISCIPLINE

General Policy

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, a system of escalating responses intended to
correct the negative behavior rather than to punish the 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 contractual right or
guarantee (also known as 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 oftenses 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 & 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 thereafier. 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.

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 grievance,
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 Poiicies 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 Minnesota 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.

\o(/\



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.

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 effective 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 disapproviag 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
empioyee’s supervisor on the appropriate form. All requests must inciude 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.
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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.

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.
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Expenses for meals, including sales tax and gratuity, will be reimburscd 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.

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 OQOutside 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.
¢ 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.

e 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.



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 insurance 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-Free Workplace Act of 1988.

n
(:@ Note: If the city is interested in conducting Non-DOT drug testing, please
refer to LMC information memo: Minnesota’s Drug and Alcohol Testing in the

Workplace Act (Non-DOT).
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.

CELLULAR PHONE USE

This policy is intended to define acceptable and unacceptable uses of city issued 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.
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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
exercise 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.

X
®Altematively, 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.

: DReg:atrdle:ss of who pays the bill, cell phone records about city business are
subject to the Minnesota Gevernment Data Practices Act. What this means is that if a
request were received, the city would be under the obligation to determine what
information is public data and what information is private data and would need access to
the employee’s phone records and possibly the phone itself in order to provide the data
that is being requested. Therefore, the best practice is to limit usage of personal cell
phones for city business to that which is truly necessary or be prepared to produce your
cell phone and the associated records if needed.

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 cails 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.
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Responsibility

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.

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 Accidents and Illnesses

Both Minnesota workers’ 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.

Access to Gender-Segregated Activities and Areas

With respect to all restrooms, locker rooms or changing facilities, employees will have access to
facilities that correspond to their affirmed gender identity, regardless of their sex at birth. The city
maintains separate restroom and/or changing facilities for male and female employees and allows
employees to access them based on their gender identity.

In any gender-segregated facility, any employee who is uncomfortable using a shared facility,
regardless of the reason, will, upon the employee’s request, be provided with an appropriate
alternative. This may include, for example, addition of a privacy partition or curtain, provision to
use a nearby private restroom or office, or a separate changing schedule. However, the city will not
require a transgender or gender diverse employee to use a separate, nonintegrated space, unless
requested by the transgender or gender diverse employee, because it may publicly identify or
marginalize the employee as transgender.

Under no circumstances may employees be required to use sex-segregated facilities that are
inconsistent with their gender identity.



@ Note: This model language is based on the EEQC’s Fact Sheet on Bathroom Access
Rights for Transgender Employees Under Title VII of the Civil Rights Act of 1964, which reflects
the EEOC’s regulatory enforcement actions as well as a 4th Circuit Court of Appeals case where
the court afforded deference to the agency’s interpretation. Because this in an evolving area of law,
in drafting language like this, it is important to consult with your City Attorney.



Renee Eckerly
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From: Zeitvogel, Leonard <Izeitvogel@paychex.com>
Sent: Wednesday, September 07, 2016 12:23 PM
To: Renee Eckerly

Subject: Paychex Inc - Quote Attached

Attachments: City of Paynesville Productivity Package.pdf
Hello Renee,

Thanks again for taking the time to view our demo, and for communicating with me for the past couple weeks. [ have
attached a worst case scenario on pricing. This quote would be inclusive for all of the services that you saw yesterday,
as well as the online HR service that we talked about today. | know that you mentioned you were also fooking into
ADP’s service. | would like to do a side by side comparison with you once you have compiled your information and
quotes. | can promise you that when comparing “apples to apples” we will have a most cost effective solution. If for any
reason your group decides to scale back on the suite of services, | can prepare you a second quote for an alternate
package. | wanted to start by presenting you with our Productivity Package since it includes the Flex Time system that
you saw during our demo.

If you have any other guestions at all please feel free to call or email me. | will be checking email while | of the office
next week and | am available all day tomorrow.

Thanks again!

WILL YCUR BUSINESS BE IMPACTED BY THE NEW OVERTI'ME RULE?
ASK ME HOW PAYCHEX WILL HELP - CLICK HER_E FOR INFO:
https://www.dol.gov/whd/ovértime/final2016/ -

Thank You, . .

P T e o R i I

Leonard Zeitvogel

S$r. Sales Consultant

Direct: 585-218-6162

Toll Free: 800-428-8170 ext. 86162
Mobile: 585-752-2526

e-Fax: 877-677-6648
|zeitvogel@paychex.com

Please Consider us For:

Workers' Compensation+401(k)/IRA Record Keeping

FSA/HSA/POP Plans ¢ Health Insurance Administration

Employee Handbooks + HR Qutsourcing /\'\



PAYCHEX Productivity Package

Prepared on: September 7, 2016

Service Proposal for: City of Paynesville

Paychex Payroll Processing Services
% Payroll Processing
< Taxpay
< 841 Quarterly Retum
State Unemployment Return
State Quarterly Wage Return
Local Tax Requirements
Detailed Employee Eamings Ledgers
Direct Deposit
Readychex
Check Signing
Check Insertion
Employee Access Online (as of 12/1/10)
Check Logo
HR Online
Labor Law Compliance Poster Kit
HR & Benefits Essentials Web Site
Full State Unemployment service
General Ledger Service
Workers Comp Report & Payment Service
Garnishment Payment Service
Single Point on Contact backed by 24x7x365
Live U.S. Based Phone Support

..
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<+ Paychex FlexTime -
< Web or Hardware based time and labor
management system that provides an easy
and cost-effective way to automate.your time
and attendance process, labor tracking, and
payroll processing.

HR Online:

% Web-based Human Resource Information System
that enables our clients to more efficiently
manage all company and personnel information
by streamlining processes for hiring,

" compensation, employee benefits, and
performance. HR Online centralizes all resources
and simplifies documentation to ensure FLSA
compliance requirements are met.

Reports Center {Available Online):
New Hire Reporting

Labor Distribution

Job Costing

General Ledger Report

Time Off Accrual Service

401K Report

HCR Hours Worked DET

o ae a3 e o Qe e

<+ Report Writer

Every Deposit Period:
We AUTOMATICALLY DEPOSIT All Tax Liabilities On
Your Behalf, Including:

% Social Security & Medicare (FICA), Federal
Withholding, Federal Unemployment Taxes
(FUTA).

% State Unemployiment Insurance (SUI),
Disability And Local Taxes (If Applicable)

<% Notify You Of All Deposits Made For Your
Records

Once A Year:
We AUTOMATICALLY FILE:

% Employer Federal And State W-2s

% W-3 Recap Of Federal Withholding

% 940 Unemployment Insurance Return

Payroll Pay Frequency: Bi Weekly

Base Fee Charge Per Employee
$175.50 $5.82 (if using
FlexTime and HRO)
$4.56 if NOT using
HRO)

One Time Activation Fee: $200
One Time Flex Tirne Set Up Fee: $500
One Time HR Online Activation Fee: $500

WD

% Delivery: Optional and Varies $5.00 - $15.00

< Annual W-2s: $60 Base + $ 6.25 Per Form

PAYCHEX PROVIDES PEACE OF MIND
AND INCREASED EFFICIENCY!

Lenny Zeitvogel
Sr. Sales Consultant
800.428.8170 ext. 86162
Direct: 585.218.6162
Mobile: 585.752.2526

Fax: 1.877.677.6648
{zeitvogel@paychex.com
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Paychex FlexTime N
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Full payroll processing:
© Online, Phone, Fax or even email

Full tax filling:

o (FICA, Federal withholding, Federal
unemployment, State Unemployment,
disability and any local taxes that apply
and the following returns, 941, state
unemployment return, state wage refurns)

Direct Deposit:
o No limitations for your employees on how
many accounts they would like to setup.

Readychex:
o (Pre-signed pre-sealed checks)

R Center (Avaliabls Online):

o New hire reporting, Online Reporis,
Timesheet, Paychecks, Earning statement,
Payroll Journal, Department Summary,
General Ledger and Cash Requirements
report, New Hire Reporting, Labor
Distribution, Job Costing, General Ledger
Report, Time Off Accrual Service, 401K
Report, HCR Hours Worked DET, Report
Writer

o Web or Hardware based time and
labor management system that .. .
provides an easy and cost-effective
way to automate your time and
attendance process, labor tracking,
and payroll processing.

Employee Access Online:
o View W-2s and check stab online up to
four years, with the capability to print
using date ranges

Labor Law Compliance Poster kits:
o We will also send for free, everything
there is a labor law change for at the
beginning of a calendar year

HR & Benefits Essentials Website
Site:
o {Seelink for a free demo)

1. http://www. paychex.com/benefits
essentials/demo/

< General Ledger Service:
o Download your general ledger report into

accounting software

<% HR Online:

© Web-based Human Resource Information System that
enables our clients to more efficiently manage all company
and personnel information by streamlining processes for
hiring, compensation, employee benefits, and performance.
HR Online centralizes all resources and simplifies
documentation to ensure FLSA compliance requirements are
met.

< Workers’ Comp Payment Service:

o This service lets you skip the time-
consuming chores and minimize up-front
deposits and year-end surprises by
providing convenient, budgeted payments
that smooth out your cash flow. Using
your current payroll information, Paychex
calculates your company's payday-to-
payday workers’ compensation costs.
There are minimal startup costs, no
financing, automatic budgeting via regular
payroll billing, and minimal year-end
adjustments — you pay as you go.

s Ao -Workem'_com Report Service:

o This approach to workers' compensation
costs lets you take hands-on control, As |
often as each pay period, Paychex
compiles a comprehensive report that
includes critical workers' compensation
information using actual wages for each
classification code. You get a picture of
costs throughout the policy rather than
waiting for an audit adjustment, and have
the information you need for streamlined
management of cash flow and
communication with your insurer.

2. e e

& Full State Unemployment Service:

o Paychex relieves you of the time and work
involved with your state unemployment
insurance claims. Even preventing just
one claim or chigining credit for
erroneous charges can result in business
savings. We provide administrative
services, a management report, a toll-free
HR help line, and assistance to help you
manage your unemployment tax.

< Full Garnishment Payment Service:

AN



o Paychex will make the court ordered
payment directly to where it suggests
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PERSONAL AND CHECK INFORMATION
Jill Ellis

32 CoftorwogaDrive

Apt1

Billings, MT 12345

Soc Sec # xorwcox  EmployecID: 2

Home Department: 22108 JC Quality Assurance
Department/ 21 Northwest Branch / 2 West Division

Pay Period: 08/21/16t0 08727116
CheckDate: 0902/16 Check# 10121

NET PAY ALLOCATIONS

DESCRIPTION THIS PERIOD (§) YD (8)
Check Amount 0.00 2553.12
Chkg 7046 0.00 2000.00
Chkg 3654 1338.55 §168.45
Chkg 8763 G.00 19128.31
NET PAY 1338.56 31849.88
TIME QFF (Based on Policy Year)

DESCRIPTION AMT TAKEN AVAIL BAL
Vacatlon 40.000 brs 86.164 hrs
Sick 0.000 brs 11.53% hrs

EARMNINGS DATE DESCRIPFTION  HRSUNITS  RATE THISPERIOD (S YYD HOURS Y70 ($
Bonus 480.00
08/22 Hourly 8.00 40.0000 1060.50 42420.00
08723 Houdy 8.00 40.0000
0824 Hourly 8.00 40.0000
0824 Overtime 300 60.0000 1200 . 720.00
08/25 Hourly B.0D  40.0000
08726 Houry _800 40.0000 LTy
Totat Hours 43.00 072 50 -
Gross Eamings 1786.00 i 43620.00
Total Hrs Worked 43.00 o E il
OTHER DESCGRIFTION 3 THIS PERIOLI (%) YT
Do not incrsase Net Pay . NG
401k ER Match : 504 80000
WITHHOLDI DESCRIPTION  -FILING STATUS THIS PERIOD (§) YD {3
NGS . N
Saclal Security 107.26 - 268174
Medicare 2508 . 62017
FedincomeTax M3 a1 3653.76
NY lncome Fax M3 65 -1984.83
NY Disability 120 L 2160
TOTAL , 20048 asa"“""““-'
DEDUETION DESCRIFTION THIS PERIOD {8)]  BALANCE
401k EE Pretax 88.00 gi &
Mediical Pretax : 56.00
Union Dues 1 12.00 3.00

TOTAL

161.00

Tuesday, Sep 06, 2016 02:28 PM
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Quick Reports
{3) View Reparty

Faedback

§ Cument Payroll

You bave 2 2 o4 sberd T3y

R T |
August 28 - Seplerber 3, 2015

$ Last Payroll

August 14 - August 27, 2016

BEP . T s
2 September2

Like the new desgm”
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| T Clepoann =
3 E~;§.\=;"\i| §  Seplamber 8 m < STRL § s
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A more human resource.

kaforcﬂ Nov# Technology Services

Prepared Exclusively For:
City of Paynesville
9/15/2016

Renee Eckerly

City Administrator

Paul Branyon

MAS MM DM

8100 Cedar Avenue South
Bloomington, MN 55425
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Workfarce Now™ Essential Plus Payroll

ADP is redefining workforce management with the needs of mid-sized companies in ming, bringing together
misston-critical functions in a single web-based system that eliminates redundant tasks, reduces the potentiaj for
errors, and lessens the learning curve for users. This solution provides web-based support for the full spectrum of
Workforce Management, from HR & benefits administration to payroll, tax, and time & attendance.
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Eliminate the non-strategic, non-revenue producing task
of payroll processing and enable your staff to focus on
growing your top line. With 60 years in the payroll
processing business, ADP not only automates routine
tasks, but provides you with resources to keep you up to
speed on tax rate and filing changes and answers {0 your
payroll questions.

ADP Workforce Now® Essential Plus Payroll allows you
to manage the entire payroll process, from customizing
pay grids and reports to accessing key payroll functions,
with a flexible system that is easy to learn and Is
accessible from anywhere.

o e coyihaly
CHRN U e e Rt ek 2.
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included Features

= Payroll Processing = Check Signing and Stuffing

Real-Time Péyroll Preview Reports

New Hire & Termination Wizards

New Hire Reporting

Effective-Dating

Time Off Request & Approval Workflows
Checkview

Labor Distribution

Wage Gamishment Processing Service
Employee Payment Services

ACA Lookback & Affordability Worksheets
Employee Discount Program

Tax Filing Service

Unemployment Claim Assistance

Reports Library and Custom Report Writer
Employee & Manager Self Service

Online Payroll Reports

Electronic Pay Statements

External Pay Data Interface / Data Exchange
ADP Portal

Group Term Life Auto Calculation

Access to Mobile Apps

General Ledger Inferface

Tax Filing Service & Year-End Processing

ADP prepares, files, and deposits federal, state, and local taxes, while also issuing the required monthly reporting
to relevant tax authorities. ADP also responds to associated inquiries from any tax agency. ADF will also handle
your company's year-end requirements, including direct reporting to the proper taxing authorities and statements of
deposits and filings made on your behalf.

A



[P

Employee Payment Services
Employees' paychecks are delivered to your workplace ready for distribution — signed and ingerted into individual
envelopes — according to your specified schedule. Alternatively, you can choose time-saving direct deposit, an

electronic payment option that deposits employees’ pay directly into their bank accounts.

S L

= Employee payroll information sent to the empioyee bank
*  One-stop service for reversals, deletions and inquiries

*  Online pay stalements for ioial electronic solution

[ TR T
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The ALINE Pay Card by ADP is available as another payment option for empioyees who may not be able or willing
to setup Direct Deposit into a fraditional bank account. Direct Deposit employees can also use it to save fora goal
or to easily share funds from their payroll with trusted family members (additional cost / setup may apply).

Product features:

* Designed to be compllant in the 50 U.S, States

- Fully Reg. E compliant

- Funds are FDIC insured
*  ALINE Card works for all employees

- No Employse bank account required

- Shop in stores or online and pay bifls

- Nearly 70,000 surcharge-free, in-network ATMs Nationwide
Manage your account on the go with the free ADP? Mobile Solutions

app
= 100% pay to the penny funds access through:
-~ Over-the-counter teller cash withdrawals for no charge at nearly
90,000 Visa Member banks nationwide

Wage Garnishment Processing Service

Let ADP address the complex calculations of court-ordered garnishments, levies and child support payments and

make the necessary payments to appropriate agencies.

Reports Library . - .
ADP Workforce Now includes an extensive fibrary of
standard reports that are preconfigured and easy to run

— simply enter yourselection critetia; and you'hbe able -

to:
= Preview reports right on your screen
= Print reports '
* Export to a file or a software application
= Email your reports

Standard reporting in ADP Workforce Now makes it
easy to access the data you need, and to share it with
cothers across your organization,

Custom Report Writer

- - —— r L
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ADP Workforce Now also features a robust report writer that enables you to create user-defined reports and gain
valuable insights across multiple workforce management functions.

This online reporting tool makes it easy to create a wide range of reports using current and cumulative data from
your payroll, HR, or time & aftendance modules. Use it when you want answers that go beyond the extensive

reporting capabilities standard to ADP Workforce Now.

Creating a custom repori is fast easy and flexible — simply fog on to access a report setup wizard that guides you
step by step. Select from a wide array of data fields, sorting criteria, totaling and formatting options, plus the ability
to create robust calculations. Then, choose to view your finished report cnline, save it, print it and/or distribute it via

email just like our standard reports.

cg'\
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Employee Relations & Communications
One of the best ways to increase employee retention and satisfaction is to provide your employees with convenient,

web-based, self-service access and the ability to manage their own benefits, 24/7. Your employee portal is the tool
for communicating accurate, timely information to your employees and managers while reinforcing your corporate
brand. Add your company logo and color palette, and then use the content management tool to post important
documents:

= Company mission statement
= News and announcements
= Company policies and handbook, with trackable acknowledgement feature

The system’s Security Access feature allows you to create groups and post targeted content for secure viewing by
designated groups. Customized manager and employee workflows can be designed to meet the unique demands
of your business,

Employee Self-Service

Research by Gallup has shown a direct correlation between increased employee engagement and key business
metrics. For example, companies with engaged employees have two and a half times the eamings per share
growth rate than their peers. ADP Workforce Now onboards employees with ease and empowers them to:

o Wt & o feosa o
= Enroll and/or make coverage changes to benefit plans e, rF
*  View pay statements and W-2 information owan o W e
»  Change W-4 tax information ' CEr
»  Set up direct deposit Pm——— Fosms %
= Manage their 401(k) account s Qi R | O
= View the company directory —— E—
= Use online tools such as retirement planners or payroll EE

calculators m@
= View approvals and notifications _ *?ff:'__:_"”_",,';f:, ,

These automated self-service tools do more than increase employee engagement and satisfaction. They also free
up HR staff to focus on strategic initiatives rather than administrative tasks. When employees need help with self-
service functions, detailed online suppert and task assistance are always available.

Manager Self-Service

Similar to employee self-service tools, ADP Workforce Now automates routine processes for managers so they can
spend more time helping you build your business. For example, ADP Workforce Now Manager Self-Service
empowers your managers to:

= Conduct performance reviews
* Disseminate vital information and eliminate repetitive tasks such as data re-keying



Workforce Now Essential Time Is the Labor Management Sclution for Your Company
When you select Workforce Now Essential Time from ADP, you benefit from the stability and resources of a
recognized industry leader. From implementing your system to delivering ongoing support, ADP is constantly there
for you. You'l benefit from a totally unified system with these added advantages:
=  Start using Workforce Now Essential Time without a major capital investmeant.
e Because there is no long term contract, ADP has a powerful incentive to continually provide upgrades and
Service Excellence.
¢ Unlike other time & attendance vendors, ADP doesn't require you to purchase equipment. Simply add
hardware as your needs change.
+« Data can be electronically transferred to and from your payrolt service without having to re-key it — whether
you have an ADP payroll product or not.
s With ADP payroll, employees can view their in-and-out punches directiy on their ADP pay stubs.
+ Upgrades and changes are always compatible with ADP payroll services.

By automating your time and attendance, Workforce Now ) m M s o sy
Essential Time gives your cornpany a iremendous . T AT S PaT e
efficiency boost. You can save money through improved inchvicun) Timecard @ » L o
accuracy and reduced fabor expenses, while accelerating . f $Tm°: v BEDe SR R e SREe ”f:; "
your payroll process in the bargain, o el § e § ama L e
Workforce Now Essential Time summarizes year-to-date gy T oy -
attendance information such as total hours worked, - tmm i
vacation and sick time, plus exception information. This - E E A ’ EE = B EEE
makes it & lremendous help for performance evaluations! =~ T Tt e T e
Workforce Now Essential Time also compiles easy-to- RO ER S i [
retrieve records of employees’ actual in-and-out punches. o= S =5 == - o e e

This helps you comply with government regulations, = ol = o = BN RS
including the provisions of the FLSA, while eliminating : ﬁﬁ —_ W:: ‘ 5-; ﬁ E:‘E
the need to store most paperfiles o v S ' ‘
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Reportmg Manage Labor more effectively
Workforce Now Essentiaf Tlme provides valuable management reporis so you can easily analyze labor

““costs and make better decisions. Standard reports.can be scheduled in advance and include:

Timecard Reports: Review in and out times, as well as daily totals for each empioyee (supervisors and payroll
administrators)

Payroll Reports: Verify payroll tofals by reviewing each employee’s hours for the pay period
Attendance Reports: Analyze absences and late punches for evaluations and performance reviews

Schedule Reports: Helps ensure that you have appropriate coverage for each shift

The information contained in this proposal is confidential and proprietary, and should not be shared with individuals outside your
company. The ADP logo and ADP are registered trademarks of ADP, LLC. ADP Workforce Now is & service mark of ADP, LLC. All other \
trademarks and service marks are the property of their respective owners, ® 2016 ADP, LLC. All rights reserved



Workforce Now® Documeni Cloud™

Introducing Workforce Now Document Cloud, a place where you can store employee documents in one unified
database. With Document Cloud™ you can access your smployee documents anytime, anywhere and from any
location.

Workforce Now Document Cloud supports a company's green initiatives while helping to stay compliant with
document storage regulations. Workforce Now Document Cloud includes role-based security functionality designed
to assist with the multitudes of recordkeeping requirements under federai law such as the ADA, FMLA and HIPAA.
By using Workforce Now Document Cloud, your HR Department can become more productive and can reduce
storage costs associated with physical document storage.

e
el S

.. -'éﬁlép'ﬁliﬂiiﬁ * '.'r '._- L
kg t. A L ¢ o i

R AT T Pk BT
20ROkl b gwisiig i
’!5"3;; ?ﬁmtﬂi x
L ok

I _'hf.{,;‘

e il
=k ‘-E:":fﬂf’.ﬁ'lfa

SR A g 2
Every company is required to manage, safely store, retrieve and retain specific employee records for compliance
reasons. Additionally, there are many other employee documents that need to be accessible to various authorized
individuals within an organization, ADP Is redefining the document management process for mid-sized companies
by providing a vehicle to simply and securely store and provide access to all your employee documents — in the
Cloud!

Included Features:

= Secure Cloud based Documents " Employet Decuments @ o .-

Storage

= Attach any digital document /file 1o (. i:-cc_ge- A2ADDE {A : , ' G Bt = woon B
B T fom e Wuﬂ.lnmm

an employee far

*  Integrated with HCM

*  Document Access Auditing

. BB e bt B a

Amhacy Baskmin 1B feer
0273872013
) Bluh-l umms . Ry Soskenna ;
documents R et oL mem ‘
. . . P . ‘_ i . - -mn-:'w
= Easily search, view, print and send .. - . | Ereaediiematn T
PUTIE PR - " . R . T " TS by e R e

= Categorize, tag, annotate

documents on demand
= Universal web mobile viewer

*ADP does not offer legal advice, please consuit your Legal or HR professional for specifics on what documents may be required to
retain, who in your organization shouid have access angd record retention reguirements under any applicable jaws.

The information contained in this proposal is confidential and proprietary, and should not be shared with individuals outside your
company. The ADP logo and ADP are registared trademarks of ADP, LLC. ADP Workforce Now is a service mark of ADP, LLC. All other
trademarks and service marks are the property of their respective owners. © 2016 ADP, LLC. Al rights reserved 0\'\/
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Investment Summary

City of Paynesville Today's Date: 9/15/2016

211 Washburne Ave Quote Number: 02-2016-1782451.1
Paynesville, MN 56362

United States

Executive Contact ADP Sales Associate

Renee Eckerly Paul Branyon

City Administrator paul.braayon@adp.com
Renee@paynesvillemn.com

(320) 243-3714

Cuntrol # 1 : Quouie based on an estimated 55 pays, paid Bi-Weekly
Payroll, TIME: §95.00 Basc Fee plus $5.25 per employee per processing
W2/1099s: $6.95 per W2/1099

Annual Investment: $10,359.75

Implementation Cost: $4,200.00

Promotion: One Year Free of Service Spread Over 4 *Promotion Financial Impact: $9,977.50
Years; Applies to Months 7-9 each year
from start date

Expiration Date: 10/14/2016

*Promotion Financial Impact value is an estimate based on pay count, frequency and modules selected for Core Payroll, HR and Time
Software. Actual savings may vary,
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SALES ORDER

City of Paynesville
211 Washburne Ave

Paynesville, MN 56362
United States

Executive Contact

Renee Eckerly

City Administrator
Renee@paynesvillemn.com
(320) 243-3714

MNumber of Employees for Payroll processing

Processing Fees Count

Workforce Now Solutions 55
Essential Plus Payroll
Tax Filing Service
Payment Services

Reports Library and Custom Report Writer
Wage Gamishment Processing
Group Term Life Auto Calculation
One Delivery Location
Essential Time
Time Collection
PTO Management & Reporting
Request & Approval Workflows
ADP Portal with Customized Content
Workforce Now Decument Cloud
Secure Cloud Based Document Storage
Search & Auditing Functionality

Today's Date: 9/15/2016
Quote Number: 02-2016-1782451.1

Control Start Date: 1/2/2017

55 on control: City of Paynesville

‘ADP Sales Associate
Paul Branyon
paul.branyon@adp.com
Min Base Rate Bi-Weekly Fee Annual Totals
$95.00 $5.25 $383.75 $9,977.50
Employee and Manager Self Service
Access to Mobile Apps
Employee Discount Program
New Hire Reporting
General Ledger Solution
Online Reports and Pay Statements
Rule Based Calculations
Scheduling
Mobile Access
Paid Time Off Accruals
Digital Employee Record
Roles Based Security

Billing: Payroll Processing Services, HR and any module bundled into the single per employee per processing fee for payroll, is billed
immediately following the client's first payroll processing. The billing count is based on the number of pays submitted during each

processing period. therefore total billing may fluctuate.
Sl s

Invoice Details
Additional Jurisdiction (1f applicable)

Annunl Fees
Year Ened Forms, W2s or 1099

Implementation Fees
Implementation for Workforce Now Solutions

sub ol

Promotion:

| . -
%9.977.50

Unit Fees
24 £8.95 per month
Count Min Base Rate Annoal Totals
55 £6.95 $382.25
Count One Time Fee
1 $4,200.00

$4.200.00

One Year Free of Service Spread Over 4 Years; Applies to Months 7-9 each year from start date

Summary
Annual Tota) of Per Processing Fees
Total Annual Fees (Total of all annual fees)
Total One-Time Fees (Total of all one-time fees)

$9,977.50
$382.25
$4,200.00

oM



Control Summary
— Control Name Company Code Pays
i Control1 City of Paynesville ) 55

-
i Client agrees to direct debit of fees for service: Yes

Eﬁutlnu Date: 10/14/2016

THE ADP SERVICES LISTED ON THIS SALES ORDER ARE PROVIDED AT THE PRICES SET FORTH ON THE ABOVE PAGES AND IN ACCORDANCE WITH ADP'S
STANDARD TERMS AND CONDITIONS OF SERVICE ATTACHED TQ THIS SALES ORDER. BY SIGNING BELOW YOU ARE ACKNOWLEDGING RECEIPT OF
AND AGREEMENT TO SUCH TERMS AND CONDITIONS AND TO THE LISTED PRICES.

.,

L

ADP,LLC Client:
By: By:
Name: Name:
Title: Title:

Date: Date:
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?xl‘lr?ne Clock Brlveergan ;-\5?6 elo, TX 76804 413514 265520 171512016
325223.9500 800 7
sales@timeclockplus. com

City Of Paynesville

Renee Eckerly (320) 243-3714
221 Washburne Ave
Paynesville, MN 56362-1642

_Msfhod of Payment -

.HIVRT NIA § ) - N . . - PurchaseOrderNetSO

mm @rdmag T " Duaenphion - Umfcw " Total: -
L KRS F lﬁ?{{ai—ﬂet vamnmi Tmlnmg m R pv A T |
1025-1 130 1 TlmeCIock Plus Professmnal Initial Activation 5 916 00 5,916.00
10 Remote Dedicated Support Services (Per hour)
1 Shift Differential
1 MobiteClock for Android and iOS (Unfimited Devices)
i Autolmport Module (Versions 5/6/7)
1 Incode (Export Module) , )
cm R e Annuet Licehge (ncludes histing, suppart, and upgrades) ($1,080 00). J A |
26-135 30 Annual Employee License Per District 36.00 1,080.00

Vglid for 14 days. Expires 11/29/2016.

Subtotal: 6,896.00
S&H: 0.00
Total: 6,996.00

O\




Introducing TimeClock Plus v7

Leave management, time approvals, and reporting are a dream in TimeClock Plus v7. Employee Profiles make it easier than
ever to manage employee demographics, wizards walk you through defining business rules and calculations, and Dashboard
widgets present actionable data at your fingertips. TimeClock Plus v7 simply takes the stress away from your most common
tasks.

The Window To Your Workforce  ambesme | -
The new TimeClock Plus v7 Dashboard OE- T R

MY DASHBOARD Muchiog 100! 10Employees  Refrgh Bl

showcases all of your most important

information in one place. Personalized and coe

prioritized, TimeClock Plus v7 is a time and

attendance solution designed for you and by REMINDERS + El APPROACHINGOVERTIME 3 PENDING TIME OFF REQUEST

you. Quickly access timeclock exceptions,

employee events, and reminders on the fly and e - oo e Toes S oo

in a beautiful new interface that makes it it vk

easier than ever to manage what matters,

With one-click actions for your business- EARLY/LAYE PUNCHES PENDING APPROVALS 144 [ BiRmvDAvs

critical tasks, the v/ Dashboard will become

the window to your workforce, oot o i ot ew oo ..”'.;“E:m :‘.f.fﬁ
FranLanin: Ewivin  SAWORIDE- v Ckosasin s desient Maidges CERU - 0500 P [ . Bep ey

Simple

Payroll preparations, audit-ready reporting,
and {abor costs shouldn’t be rocket science.
Instead, TimeClock Plus v7 gives you all these
and more with rocket speed and fewer clicks
T et e to actionable items.

GROUPHOURS . o
ooy Py sran ) comseee . U

il - gz B Gl Enatsfn o

. S - i e — O T T Easy On The Eyes

With its clean lines, open landscape, and
beautiful layouts, TimeClock Pius v7 brings a
sleek and sexy style to the world of time and
attendance.

& * -3
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Lightning Fast

TireClock Plus v7 offers blazing speeds in a browser-driven interface to give you ultimate time-saving flexibility. Log in
straight to the Dashboard where you can manage your workforce one click at a time. Open up Group Hours to review your
team’s time and resolve exceptions in a single view with clarity. Whatever the task, TimeClock Plus v7 allows you to manage
in the moment and get back to the work you love,

Data Management, Inc. @

1 TimeClock Dr., San Angelo, TX 76904 . o R

Tel: (325) 223-9500 Sales: (800) 749-8443 Fax; (325) 223-9104

www.timeclockplius.com Timegiocﬁogﬁ



TimeClogk Plis® v7

—_

v/ Feature Highlights OO ammi e e

. L 31
Fully Customizable Dashboards .
Make critical business decisions (check leave requests, time Bl B
approvals, missed punches, and so forth) on the fly with — - N
interactive and customizable dashboard widgets. e - b
INDIVIDUAL HOURS R [ ewon=reTs 4 e e .,.,.,..JEE
e e emstaedts
Ly Ml il RIISORH P-OR TP
e B oy P - B
IJ m Paw— R - F— (Lt gl S = ke OvMrAgser  TEMGIATE.LARY
¥ e naaw v voow B oo . e
- Leave Banks
s seaen T Do you need to track vacation or leave time? L eave
L3 [Ty MY x dm hec  sMae .
T et st banks allow you to track and store multiple types of
' st g i = == b accrued leave.
¥ et Wby F I oty £
B et L SRR SIRGITVGRT A P [N,
94 Newknglove: [ - A A SITVATN P MR T gyt .
L nomeen womwmes vn i Streamlined User Interface
. e ALAT AU e WEALTIGE A R - - - ., .
[ — . i s Clean lines and an intuitive layout offer a modern
] e e by o and approachable user experience.

Fully Browser-Based
. The speed and performance of a client/server application, but displayed in your favorite Web browser.

Company-Based Schedule Templates

e o An easy way to align scheduling needs with your staffing

o e _ requirements.
.:..-,,.,._m; G oet m Omfelh  low  Weapewx | Oweer | Dopim | Gowacr
AUME  FelTew  PARTTIME, oues
l‘m .t — o R
ruam Dynamic Employee Roles
= - e Flexibility in adding and assigning employee-specific
& I o e o z 3 ]
S A e Drtvh, # " @ 4
. ' " TolLearnMore Call: 800-749-8463
Data Management, Inc. i :}G(\(
1 TimeClock Dr., San Angelo, TX 76904 ey - - ‘

Tel: (325) 223-9500 Sales: (800) 749-8463 Fax:{325) 223-9104
www.timeclockplus.com

TimeClock Plus®

lo
a better sense of time..



!gﬁ Complete Payrolf, Payre. % "4

& i https.//mmwtnmedockpluscomfPages!Software/v?!bampleﬂeports a5 * & 2D ED
3% Apps i Pay Equity ﬂ New Tab ;3. TASC - FLE¥ Spendir. <. Spokeo Pecple Searc A Aﬁ'mty Plus Federal mported FromE 3 Afinkty Plus Federa!l .l Linkecln P vinaesota Sate Raut 5( CHIS Online sca i, G Google Accounts

RequestaQuote 75 Schedule Callback a"ﬂ 3 Join A Webinar Search the sit Q

TimeClock Plus WhyTimeClock Plus?  Industries  Solutions  Services Support  AbowtUs  800-749-8443

TimeClock Plus v7 Sample Reports

Your information available whenever you need 1t

You wanted t, you gotit! Here is a list of some the reports offered in TimeClock Plus v7 All of these reports can be generated as an Admin Tools
html pdt, or Excel ﬁ[e In 3{Idltmn they canall be automated! Hover over the tinks for 3 auick description, and then click an them to

seasample output.
Accruals

Express Reports
The folfowing are reports that are available within the Express version of TimeClock Plus v7. Employee Profiles

PAYROLL
Apprqachir{g. Cvertime
Complete Payroli Report
Day Rreakdown Report
Tndividual Exception
Report
Payroll Summary
Payroll Detall
Weekly Punch-Report Joh Costing
Exception Summary
. .

Employee Self Service

Standard Reports g | - 1n NN . .

- o \”m

Employee Raoles

Editing Hours

Hour Audit Log
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TimeClock Plus Professional

Fast, Flexible, and Cost Effective

TimeClock Plus Professional is the culmination of nearly three
decades of expertise in workforce management. Payroll
preparations, audit-ready reporting, and labor costs shouldn't be
rocket science. Instead, TimeCiock Plus Professional gives you all
these and more with rocket speed and fewer clicks to actionable
items.

Whatever the task, TimeClock Plus Professional allows you to
manage in the moment and get back to the work you love,

The Window To Your Workforce

The new TimeClock Plus v7 Dashboard showcases all of your most
important information in one place. Personalized and prioritized,
TimeClock Plus v7 is a time and attendance solution designed for you
and by you. Quickly access timeclock exceptions, employee events,
and reminders on the fly, all in a beautiful new interface that makes it
easier than ever to manage what matters. With one-click actions for
your business-critical tasks, the v7 Dashboard will become the

window to your workforce.
Employee Time Entry \@
Some companies have employees that are unable to Employee time entry is kept simple at both the PC level

reach a PC to clock in and out. For those companies,we  and Remote Data Terminal level. Employees perform
can provide a clock device we call the Remote Data clock and self-service operations using the WebClock



(/. verminal (R ?T) The RDT can be a PIN Entry clock
where employees can simp

from the convenience of their own computer
ly enter a PerdBinf Webinar {../../Services/UpcomingWebinars.aspx)
Identification Number or it can be equipped with a
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Advanced Accruals Expanded
Dashboard Scheduling
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Accruals are used to
See all of your most t:namtain abalance of View/create schedules
important labor and time that anemployee
attendance information

earns, typically for any
type of leave (e g.
vacation, sick, or comp

time),

on asingle screen. Create
your own widgets for
approaching overtime,
absences, tardies, and

more.

Global Modification Advanced Overtime

r?.":w;g; Sp
Make mass changes to Track and report 11
multiple employees or different types of

for individuals, or a
company-wide schedule.
Scheduler can be used to

help forecast hourly labor
cost and labor cost as a
percentage of sales.

Employee Status

Monitor and manage all
employees in real time,

Request Manager

View and approve time-
off requests submitted
through either the
WehClock on a Remote
Data Terminal. Time-off
reguests can even be
manually added through
this feature.

Missed Punches

Respond in one of four \-/b\

ways to a missed punch:



roles at one time. Choose employee overtime. See whois clocked in, for deny the clock cnoration,
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are included in the Consecutive Day and job code, Clock in/out or record the scheduled
modification, and what Holidays. switch job codes for time, or allow the
Why iiereGitioR PBlbehie/Windkimeszio e asext ont see(@irire ResLBinUBASMItiISchedule Calibdelyidya spesbenifitacail.aspx)
changed, employees. missed time.
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