City of Menahga
Personnel Policies



Chapter 1. Introduction and General Provisions

Section 1.10 Purpose.
The purpose of this policy is to establish a uniform and equitable system of personnel
administration for employees of the City of Menahga.

Section 1.20 Disclaimer

NOTHING IN THIS HANDBOOK OR ANY OTHER WRITTEN OR UNWRITTEN POLICIES,
COURSE OF CONDUCT, OR PRACTICES OF THE CITY CREATES, OR IS INTENDED TO
CREATE, AN EXPRESS OR IMPLIED CONTRACT, COVENANT, PROMISE OR
REPRESENTATION BETWEEN THE City AND OUR EMPLOYEES.

THE CITY MAY CHANGE OR ELIMINATE POLICIES, OR PORTIONS THEREOF,
CONTAINED IN THIS HANDBOOK AT ITS DISCRETION AT ANY TIME, AND WITHOUT
NOTICE.

THIS HANDBOOK DOES NOT VEST IN ANY EMPLOYEE A RIGHT, BENEFIT, OR
PRIVILEGE WHICH CANNOT BE CHANGED OR ELIMINATED BY THE City COUNCIL,
IN ITS EXCLUSIVE DISCRETION, AT ANY TIME WITHOUT NOTICE TO EMPLOYEES.

EMPLOYMENT WITH THE CITY IS AT-WILL, EXCEPT AS OTHERWISE PROVIDED BY
LAW OR CONTRACT. THIS MEANS THAT EMPLOYMENT MAY BE TERMINATED WITH
OR WITHOUT CAUSE AT ANY TIME AT THE OPTION OF EITHER THE EMPLOYEE OR
THE CITY. NO SUPERVISOR OR OTHER REPRESENTATIVE OF THE CITY HAS
AUTHORITY TO ENTER INTO ANY AGREEMENT TO THE CONTRARY UNLESS
APPROVED BY THE CITY COUNCIL.

ANY PERSON WITHIN THE SCOPE OF THIS HANDBOOK WHO VIOLATES ITS
PROVISIONS MAY BE SUBJECT TO DISCIPLINE, UP TO AND INCLUDING
DICIPLINARY ACTION.

Section 1.30 Right to Terminate.

City right to terminate. Except as otherwise prohibited by law, the City of Menahga has the
right to terminate any employee at any time for any or no reason.

Employee right to terminate. Employees may similarly terminate employment at any time for
any reason.

Section 1.40 Scope.
This policy applies to all employees of the City. Except where specifically noted, this policy does
not apply to:

A. Elected Officials.

B. City Attorney.

C. Members of City Boards, Commissions and Committees.

D. Consultants and Contractors.



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

Section 1.50 Responsibility.

The City Administrator/Clerk/Treasurer will have primary responsibility for implementation and
coordination of this policy. All supervisors are responsible for enforcement within their
departments.

Section 1.60 Special Department Work Rules.
Departments may have special work rules deemed necessary by the supervisor and approved
by the City Administrator/Clerk/Treasurer 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 the
rules will be further explained and enforcement discussed with the employee by the immediate
supervisor.

Section 1.70 Equal Employment Opportunity Policy Statement.

The City of Menahga is committed to providing equal opportunity in all areas of employment
including, but not limited to, hiring, demotion, transfer, recruitment, selection, lay-off,
disciplinary action, termination, compensation and selection for training. The City of Menahga
will not discriminate against any employee or job applicant’s 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, membership on a local human rights commission, pregnancy, childbirth, or
related medical conditions, reserve or National Guard status, military service, citizenship, or any
other basis protected by law, except where there is a bona fide occupational qualification or
membership on a local human rights commission or lawful participation in the Minnesota
Medical Cannabis Patient Registry.

Section 1.80 Data Practices Advisory.

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.

A. Location. Employee records are maintained in a location designated by the City
Administrator/Clerk/Treasurer. Personnel data is kept in personnel files, finance files,
benefit and medical files.

a. At no point should sensitive data leave city hall, unless directly authorized, in
writing, by the City Administrator/Clerk/Treasurer or as part of an approved data
request, in accordance with the Minnesota Data Privacy Act.

B. Use of information. Information is used to administer employee salary and benefit
programs, process payroll, complete state and federal reports, document employee
performance, etc.

Section 1.85 Data Protection



The City Administrator/Clerk/Treasurer is the lawfully appointed Responsible Authority
for all data. Questions or concerns should be addressed through the designated
Responsible Authority.

Section 1.90 News Releases — Media Requests.

A.

With the exception of routine events and basic information readily available to the
public, all requests for interviews or information from the media shall be forwarded to
the City Administrator/Clerk/Treasurer for processing. Formal news releases concerning
municipal affairs are the responsibility of the City Administrator/Clerk/Treasurer.

No City employee is authorized to speak on behalf of the City without prior authorization
from the City Administrator/Clerk/Treasurer or his or her designee.

All media interviews must be approved by the City Administrator/Clerk/Treasurer before
the interview.

All contacts with the media should be reported to the City Administrator/Clerk/Treasurer
as soon as practicable.

All news releases concerning City personnel are the responsibility, and within the sole
authority, of the City Administrator/Clerk/Treasurer.

In the event of an emergency or disaster, the Mayor or his/her designee shall
communicate with the press/media.

Section 1.100 Personal Communications and Use of Social Media.

It is important for each City employee to remember that their personal communications reflect
on the City, especially if the employee is commenting on City business. The following
guidelines apply to personal communications, including various forms such as social media
(Facebook, X, blogs, You Tube, etc.), letters to the editor of newspapers, and personal
endorsements:

A.

What you write or post is public regardless of your individual account privacy settings.

It may also be spread to large audiences. Use common sense when using email or
social media site. It is a good idea to refrain from sending or posting information or
photos you would not want your supervisor or other employees to read, or you would be
embarrassed to see in the newspaper. Keep in mind that harassment, bullying, threats
of violence, discrimination, or retaliation are not permissible in the workplace and is not
permissible between co-workers online, even if it is done after hours, from home and on
home computers.

The City of Menahga 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 may be 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 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 human rights commission.



C. If you publish something related to approved and authorized

D. city business, identify yourself and use a disclaimer such as, “I am an employee of the
City of Menahga.”

E. 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 illustrative, but
non-exhaustive, examples: a building inspector could not use the City’s logo, email, or
working time to promote his or her side business as a plumber; a parks employee may
not access a park after hours even though he or she may have a key; a clerk, while
working at City Hall, may not campaign for a friend who is running for City Council.

F. Personal social media account name or email names should not be tied to the City (e.g.,
City of Menahga Police Officer). Any social media accounts adopting ties to the City,
either directly or by implication, will be subject to heightened scrutiny under this policy.

Section 1.110 Paychecks and Direct-Deposit Slips.

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

Paychecks/direct deposit slips 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 designated person the check/direct deposit slip. City Administrator/Clerk/Treasurer may
require valid proof of identification in their sole discretion. Checks/direct deposit slips will be
given to the spouse, or another appropriate immediate family member, in the case of a
deceased employee.

Employees are responsible for notifying the Deputy Clerk or City Administrator/Clerk/Treasurer
of any change in status, including changes in address, phone numbers, names of beneficiaries,
marital status, etc.

Changes to any payment and/or payroll information must be made in person and valid proof of
identification should be available.

Beginning 01 January 2026, all payroll activities will be administered digitally.



Chapter 2. Citywide Work Rules and Code of Conduct

Section 2.10 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 the City of Menahga. Employees should exhibit conduct that is ethical,
professional, responsive, and of standards becoming of a City employee. To achieve this goal,
employees must adhere to established policies, rules and procedures and follow the instructions
of their supervisors. Employee conduct may be imputed on the City regardless of Employee’s
intent.

Section 2.20 City Expectation.
The following are job requirements for every position at the City of Menahga. All employees are
expected to:
A. Perform assigned duties to the best of their ability at all times.
B. Render prompt and courteous service to the public at all times;
C. Read, understand and comply with the rules and regulations as set forth in these
Personnel Policies, as well as those of their departments;
D. Conduct themselves with decorum toward both residents and staff and respond to
inquiries and information requests with patience and every possible courtesy;
E. Report any and all unsafe conditions to the immediate supervisor.
F. Maintain good attendance.

Section 2.30 Attendance Essential.

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

Section 2.40 Supervisor Notification Required in the Event of an Absence.
** Nothing in this section is intended to interfere with employee’s rights guaranteed under Earned
Sick and Safe Time (ESST) for qualifying absences. If any of the notice requirements under this section
contradict with City of Menahga's ESST policy for ESST qualifying absences, the provisions under City’s
ESST policy shall govern.
Unexpected absence. In the case of an unexpected absence, the employee is required to call
their supervisor or in their absence the City Administrator/Clerk/Treasurer before the scheduled
starting time. If the supervisor is not available at the time, the employee must leave a message,
including a telephone number where he or she can reached, and contact any other individual
designated as a contact person by the supervisor. The absent employee is required to call the
supervisor on each day of an absence extending beyond one day, unless prior arrangements
have been made with the supervisor. Departments may establish more specific reporting
procedures.
A. Planned absence. An employee who plans on being absent from work is required to
notify their supervisor or, in the absence of the supervisor, the City
Administrator/Clerk/Treasurer, as soon as possible in advance of the absence.



B. Employees who are absent for two (2) 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.

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

D. 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) business days.

Section 2.5 Personal Use of City Property.
Personal use of all City-owned property and other equipment is strictly prohibited.

Section 2.6 Authorized Use of City Property.

Employees are responsible for the safekeeping and care of all City equipment. An employee
who has authorized possession of keys, tools, cell phones, pagers, or other city owned
equipment must register his or her name and the serial number (if applicable) or identifying
information about the equipment with his or her supervisor.

The equipment must be turned in and accounted for by an employee leaving employment with
the City in order to resign in good standing.

All personal phone calls, text messages or pictures 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 phone call.

The duplication of keys owned by the City is prohibited, unless expressly authorized by the
Administrator in writing. Any employee found having an unauthorized duplicate key will be
subject to disciplinary action.

Section 2.70 Appearance.

Each department may establish dress codes for employees as part of departmental rules.
Personal appearance must be appropriate to the nature of the work, contact with other people,
and must present a positive image to the public and contribute to a pleasant workplace
atmosphere for co-workers and visitors. Clothing, jewelry or other items presenting a safety
hazard are not acceptable in the workplace. City will work with employees to accommodate for
dress that employee deems necessary due to their religious beliefs, and will not enforce this
policy in @ manner that discriminates against characteristics associated with a particular
protected class.

Section 2.80 Conflict of Interest.

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



More guidance related to conflicts of interest follows.
A. Gifts Prohibited

Employees in the course of or in relation to their official duties shall not directly or
indirectly receive or agree to receive any personal payment of expense, compensation,
money, real or personal property, a service, a loan, a forbearance or forgiveness of
indebtedness, gift, reward, gratuity, favor, promise of future employment or other future
benefit from any source, except the City, for any activity related to the duties of the
employee unless otherwise authorized by law.

However, the prohibitions in this section do not apply to:

A.

w

services to assist an employee in the performance of official duties, including but

not limited to providing advice, consultation, information and communication in

connection with legislation, and services to constituents;

services of insignificant monetary value;

a plaque or similar memento recognizing individual services in a field of specialty or

to a charitable cause;

a trinket or memento costing $5 or less;

informational material of unexceptional value; or

food or a beverage given at a reception, meal, or meeting away from the

recipient’s place of work by an organization before whom the recipient appears to

make a speech or answer questions as part of a program.

Gifts given:

1. because of the recipient’'s membership in a group, a majority of whose
members are not local officials, and an equivalent gift is given or offered to the
other members of the group;

2. by an interested person who is a member of the family of the recipient,

unless the gift is given on behalf of someone who is not a member of that
family; or

3. by a national or multistate organization of governmental organizations or

public officials, if a majority of the dues to the organization are paid from
public funds, to attendees at a conference sponsored by that organization, if
the gift is food or a beverage given at a reception or meal and an equivalent
gift is given or offered to all other attendees.

City Administrator/Clerk/Treasurer shall be responsible for determining whether or not a
gift or service falls within this exemption.

In the event there is a question or as to whether a gift or service is exempt, the City
Administrator/Clerk/Treasurer should consult with the City Council. The City Council’s
determination shall be final.



The City Administrator/Clerk/Treasurer will track gifts and services. The City
Administrator/Clerk/Treasurer shall periodically review the gifts and services their employees
are receiving. From these reviews, the City Council will develop policies and guidelines to
ensure that this exemption is being applied consistently and in keeping with the spirit and
intent of this policy.

Disposition of gifts: Any gift not authorized by this subdivision may be returned to the donor
or transmitted to the Finance Director or turned over to the City to be used by the City or to
be sold, with the proceeds of such sale deposited into the general fund of the City. The
Finance Director shall be notified within seven (7) business days of the receipt of any non-
monetary property not authorized by this subdivision.

More restrictive measures: City Administrator/Clerk/Treasurer may adopt more restrictive
measures dealing with the definition of the word “gift” and prohibitions on the acceptance of
gifts. Such measures must be in writing and must be approved by the City Council.

Other Conflicts Prohibited
No employee shall engage in any other conflict of interest. For example, employees are
prohibited from engaging in the following conflicts of interest:

A. Use or attempted use of the employee's official position to secure benefits,
privileges, exemptions or advantages for the employee or the employee's
immediate family or an organization with which the employee is associated
which are different from those available to the general public;

B. Acceptance of other employment or contractual relationship that will
affect the employee's independence of judgment in the exercise of
official duties;

C. Actions as an agent or attorney in any action or matter pending before the
employing City except in the proper discharge of official duties or on the
employee's behalf;

D. The solicitation of a financial agreement for the employee or entity other than the
City when the City is currently engaged in the provision of the services which are
the subject of the agreement or where the City has expressed an intention to
engage in competition for the provision of the services; unless the City waives
this clause;

E. Engaging in a business or transaction which is incompatible with the proper
discharge of the person’s official duties or which would tend to impair the
person’s independent judgment or action in the performance of his or her official
duties;

F. Holding a direct or indirect financial interest which is incompatible with the
proper discharge of the person’s official duties or which would tend to impair
the person’s independent judgment or action in the performance of his official
duties. A financial interest includes ownership of stocks, bonds, notes or
other securities;



G. Having a direct or indirect personal interest which is incompatible with the
proper discharge of the person’s official duties or which would tend to
impair the person’s independent judgment or action in the performance of
his official duties;

H. Use of confidential information, obtained as a result of public position, for
personal gain;

I. Holding investments which will or may interfere with the proper discharge of
public duty;

J. Representation for profit of private interests before the City; or

K. Participation as an employee in a City transaction in which the person has a
direct or indirect financial or other personal interest.

A violation of this policy (Section 2.05) shall be grounds for disciplinary action. Nothing
contained herein shall be construed as preventing prosecution under applicable state or
federal laws.

Section 2.90 Solicitation.

The City prohibits solicitation and distribution on its premises or through work mail by non-

employees

A.

and to permit solicitation and distribution by employees only as outlined below:

Solicitation and distribution are limited on City premises because, when left
unrestricted, such activities can interfere with the normal operations, can be
detrimental to efficiency, and be annoying, and can pose a threat to security.
The City Administrator/Clerk/Treasurer is responsible for administering this policy
and for enforcing its provision.

Persons who are not employed by the City are prohibited from soliciting funds or
signatures, conducting membership drives, posting, distributing literature or gifts,
offering to sell or to purchase merchandise or services, (except by representative of
suppliers properly identified), or engaging in any other solicitation, distribution, or
similar activity on City premises, unless otherwise approved by the City Council.
Solicitation and distribution of literature with appropriate approval should not
interfere with working time of either the employee making the solicitation or
distribution, or the targeted employee. The term “working time” does not include an
employee’s authorized lunch or rest periods or other time when the employee is not
required to be working.

Employees may solicit donations, contributions, or promote appropriate fundraising

activities

by posting the event or item on bulletin boards in the employee break rooms in

the City whereby an employee may voluntarily make a donation or participate in the
activity. Certain fundraising activities sponsored by the City may be exempted from this

provision

. The home addresses and home telephone numbers of City employees shall be

withheld from all persons, businesses or organizations.
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Nothing in this section shall be construed to restrict or penalize protected activity to the
extent authorized under the Public Employment Relations Act.

Section 2.100 Falsification of Records.

An employee who makes false statements or commits, or attempts to commit, fraud, in an
effort to prevent the impartial application of this policy, is subject to immediate disciplinary
action and potential criminal or civil prosecution.

Section 2.110 Personal Telephone Calls.

Personal telephones calls are to be made or received only when employee is on an authorized
break or when otherwise necessary during working hours. Calls must not interfere with City
work and must be completed as quickly as possible. Any personal long-distance-call costs will
be paid for by the employee. Please refer to Chapter 22 for information on use of cellular
phones.

Section 2.120 Political Activity.

City employees have the right to express their views and to pursue legitimate involvement in
the political system to the extent permitted by law. However, City employees cannot use City
resources, working time, or their position with the City while participating in or to participate in
personal political activity or influencing other City employees on political matters. While
engaging in such actions, City employees must also comply with other workplace expectations,
including other personnel policies.

Section 2.130 Smoking and Tobacco Use.
All City buildings and vehicles, in their entirety, are designated as tobacco-free, meaning no
person will smoke tobacco, e-cigarettes or other substances while in a City facility or vehicle.

Smoking of any kind, including pipes, cigars, cigarettes, and the use of e-cigarettes is prohibited
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.

Section 2.140 Nepotism.

The City does not restrict employment of more than one member of a family or persons related
by blood or marriage, but it does not show favoritism toward hiring relatives of employees. To
avoid a conflict of interest, no City employee may take part in decisions to hire, fire, retain,
promote, or determine the salary of his/her spouse, other family member, any other relative by
blood or marriage, someone living in same household, or someone who such employee is in a
romantic relationship.

In addition, no City employee may be assigned responsibility for supervising and directing the
work of his/her spouse, family member, any other relative by blood or marriage, someone
living in same household, or someone who such employee is in a romantic relationship.
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If Employee is aware of circumstances that may violate this policy or create the appearance of
a conflict or interest, Employee must notify their immediate supervisor as soon as possible.

Section 2.150 Workplace Issues Resolution Policy (Chain of Command)

City employees must attempt to resolve any workplace issues or concerns by reporting their
issues or concerns to the following individuals in the following order and may only attempt to
resolve the issue or concern with the next appropriate individual(s) herein if the preceding
individual(s) did not adequately address their issue or concern:

1) Immediate supervisor
2) City Administrator/Clerk/Treasurer

3) Elected official personnel committee or an elected official

In the event Employee’s immediate supervisor is the subject of a workplace issue or concern,
Employee is permitted to report directly to the City Administrator/Clerk/Treasurer.
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Chapter 3. Definitions
For the purpose of this policy, the following definitions will apply:

Section 3.10 Acting employee.
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.

Section 3.20 Benefits
Privileges granted to qualified employees in the form of paid leave, PERA and/or insurance
coverage.

Section 3.30 Demotion.

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

Section 3.35 Disciplinary Action.

Disciplinary action refers to the measures taken by the City in response to employee
misconduct, violation of policies, or failure to meet performance expectations. Disciplinary
action may include, but is not limited to, verbal counseling, written warnings, suspension,
demotion, or other corrective measures, up to and including termination of employment. The
level of discipline will depend on the nature and severity of the conduct, as well as any relevant
circumstances.

Section 3.40 Direct deposit.
As permitted by state law, all City employees may be required to participate in direct deposit.

Section 3.50 Employee.
An individual who has successfully completed all stages of the selection process, including the
probationary period.

Section 3.60 Exempt Employee.
Employees who are not covered by the overtime provisions of the federal or state Fair Labor
Standards Act.

Section 3.70 FICA (Federal Insurance Contributions Act).

FICA is the federal requirement that a certain amount be automatically withheld from
employees’ earnings. Certain employees are exempt or partially exempt from these
withholdings (e.g., police officers).

Section 3.80 Fiscal year.
The period from January 1 to December 31.

Section 3.90 Full-time employee.
13



An employee required to work forty (40) or more hours per week year-round in an ongoing
position based on the Fair Labor Standards Act and thirty (30) or more hours per week for
purpose of defining eligibility under Health Care Reform.

Section 3.100 Hours of operation.

The City’s regular hours of operation are Monday through Friday, from 8 am to 4:30 pm.
Departments, other than administration, may have their own hours of business to best
accommodate operations to the extent permitted under law.

Section 3.110 Leave without pay.

“Leave without pay” (LWOP) is an approved temporary absence from duty, in a non-pay status
requested by an employee. The term does not cover a suspension or an absence for which
leave has not been approved.

Section 3.120 Management employee.
An employee who is responsible for managing a department or division of the City.

Section 3.130 Media requests.
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.

Section 3.140 Non-exempt employee.

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

Section 3.150 Part-time employee.
An employee who is required to work less than forty (40) hours per week year-round in an
ongoing position.

Section 3.160 Pay period.
The fourteen (14) day period, beginning at 12 am (midnight) on Monday, through 11:59 pm
Sunday, (14) days later.

Section 3.170 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.

Section 3.180 Probationary period.

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

Section 3.190 Promotion.
14



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

Section 3.200 Seasonal employee.
A. Employees who work only part of the year (100 consecutive calendar days or less each
year of employment) to conduct seasonal work.
B. Seasonal employees may be assigned to work a full-time or part-time schedule.
C. Seasonal employees do not earn benefits or credit for seniority.

Section 3.210 Service credit.
A. Time worked for the City.
B. An employee begins earning service credit on the first day worked for the City.
C. Some forms of leave will create a break in service.

Section 3.220 Temporary employee.
A. Employee working in a temporary position.
B. The temporary job may have a defined start and end date, or may be for the duration of
a specific project.
C. A temporary employee may be assigned to work a full-time or part-time schedule.
D. The temporary employee does not earn benefits or credit for seniority.

Section 3.230 Transfer.
Movement of an employee from one City position to another of equivalent pay.

Section 3.240 Workweek.

A workweek is seven consecutive 24-hour periods. For most employees the workweek will run
from Monday through the following Sunday. With the approval of the City
Administrator/Clerk/Treasurer, departments may establish a different workweek based on
coverage and service delivery needs.
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Chapter 4. Employee Recruitment and Selection

Section 4.10 Management of Hiring Process.

The City Administrator/Clerk/Treasurer will manage the hiring process for all positions within
the City. While the hiring process is managed by the City Administrator/Clerk/Treasurer, 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.

Section 4.20 Open Recruitment Process.

Each department director shall notify the City Administrator/Clerk/Treasurer as soon as
practicable of the need to fill a vacant or a new position. The City Council will be in confer with
the City designees on the need to fulfill such vacancy. The City Administrator/Clerk/Treasurer or
designee shall coordinate with the department director to prepare the job announcement. All
position vacancies will be filled through an open recruitment process unless otherwise approved
by the City Administrator/Clerk/Treasurer. Job announcements may be published for no fewer
than ten (10) business days, unless a shorter period is approved by the City
Administrator/Clerk/Treasurer.

Section 4.30 Acting Appointment.

Position vacancies may be filled on an “acting” basis as needed. The City Council must approve
all acting appointments. Pay rate adjustments, if any, are determined by the City Council. The
City reserves the rights to assign job duties on a temporary basis.

Section 4.40 Application Process.

Application for employment will be made on application forms provided by the City. Other
materials in lieu of a formal application may be accepted in certain recruitment situations as
determined by the City Administrator/Clerk/Treasurer or City Council. 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.

If no applications are received the deadline for application may be extended by the City
Administrator/Clerk/Treasurer.

Section 4.50 Minimum Qualifications.

The City Administrator/Clerk/Treasurer or City Council 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.

Section 4.60 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 another appropriate job-related exam.
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Section 4.70 Pre-Employment Medical Exams.

The City Administrator/Clerk/Treasurer and City Council 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.

When a pre-employment medical exam is required, it is 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/Clerk/Treasurer 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/Clerk/Treasurer will confer
with the physician and candidate regarding reasonable and acceptable accommodations.

Section 4.80 Selection Process.

The selection process is a cooperative effort among the City Administrator/Clerk/Treasurer, City
Council, and the hiring supervisor, subject to final hiring approval of the City Council. Any, all
or none of the candidates may be interviewed.

The process for hiring seasonal and temporary employees may be delegated to the appropriate
supervisor, with assistance from the City Administrator/Clerk/Treasurer, with each hire subject
to final City Council approval.

Except where prohibited by law, seasonal and temporary employees may be terminated by the
supervisor recommendation to City Council, at any time, subject to final City Council approval.

Section 4.90 Background Checks.

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

Section 4.100 Probationary Period Purpose.

The probationary period is a six-month period, unless otherwise determined by labor
negotiations, at the start of employment or at the beginning of a promotion, reassignment or
transfer, designated as a period within which to learn the job. The probationary period is the
last part of the selection process. The probationary period is an integral part of the selection
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process and is used for the purpose of observing the employee’s work and for training the
employee in work expectations.

During the probationary period, information performance meetings should occur frequently
between the supervisor and the employee and at the end of the probationary period.

The probationary period may be extended in the sole discretion of the City
Administrator/Clerk/Treasurer under appropriate circumstances.

Section 4.110 Probationary Period.
All new regular full-time and regular part-time employees are subject to the probationary
requirements of this section.

At any time during the probationary period, the City Council may summarily discharge the
probationary employee from the position, with or without cause and without right of hearing or
appeal; provided, however, such discharge will be made in conjunction with prior attorney
consultation. Written notice of the dismissal shall be given to the probationary employee before
the action becomes effective. All new, promoted, and demoted employees shall serve a
probationary period.

Full-time employees shall serve a probationary period of six months or 1,040 hours worked
exclusive of overtime, which may be extended as determined by City
Administrator/Clerk/Treasurer or City Council. When an employee in a probationary status is
transferred to another level, the probationary period for the new level shall start on the date of
the transfer. The probationary period may be extended at the discretion of the department
director and approval of the City Administrator/Clerk/Treasurer.

Part-time employees shall serve a probationary period of 1,040 hours worked, exclusive of
overtime. The probationary period may be extended at the discretion of the department director
and approval of the City Administrator/Clerk/Treasurer.

For the Administrative positions, City Clerk/Treasurer, Deputy Clerk/Treasurer, and
Administrative Assistant, the City Council shall determine at the end of the 6 month period
whether probation shall end or be extended.

Section 4.120 Leave and Holiday Accrual During Probation.

During the probationary period, a probationary employee accrues leave time, and shall be
eligible for holiday benefits. Leave accrual will not be paid for an employee who leaves
employment with the city for any reason, prior to successfully completing the probationary
period, including any extensions.

Section 4.130 Training During Probation
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The City will not pay for an employee’s training during the period an employee is on probation.
Exceptions shall be an employee whose job duties require licensure or other certification in
order to perform their assigned job duties. The City Council has discretion over this rule on a
case by case basis.
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Chapter 5. Job Descriptions and Pay Plan

Section 5.10 Job Descriptions and Classification.

Assignment of job titles, establishment of minimum qualifications, and the maintenance of job
descriptions and related records is the responsibility of the City Administrator/Clerk/Treasurer,
with the review of the immediate supervisor. A current job description is provided to each new
employee.

Section 5.20 Job Descriptions.

The City will maintain job descriptions for each regular position. New positions are developed as
needed, but must be approved by the City Council prior to the position being filled. Each job
description includes: position title, department, supervisor’s title, FLSA status (exempt or
nonexempt), primary objective of the position, essential functions of the position, examples of
performance criteria, minimum requirements, desirable training and experience, supervisory
responsibilities (if any), and extent of supervisory direction or guidance provided to position.
Once every 12 months, department directors will review all job descriptions for their
departments, to assure descriptions are accurate. All revisions are reviewed and must be
approved by the City Council.

Section 5.30 Job Description Review Before Posting.

Prior to posting a vacant position, the existing job description is reviewed by the City
Administrator/Clerk/Treasurer and department director to ensure the job description is an
accurate reflection of the position, and the stated job qualifications do not present artificial
barriers to employment.

Section 5.40 Pay Plan.

The pay-plan rates for all positions shall be established by resolution of the City Council. New or
revised job descriptions that have a title or level change must be added or changed on the pay
plan. City employees shall be paid in accordance with the pay plan. Revised pay plans must be
presented to council at the time of the revision, for approval prior to the new pay plan being
effective.

Section 5.50 Step Increases.

A full-time employee is eligible for a step increase on his or her anniversary date, provided the
employee receives a satisfactory yearly-employee evaluation as determined by Employee’s
direct supervisor, subject to City Administrator/Clerk/Treasurer approval. All step increases
must be approved by the City Council at the next City Council Meeting. In the event the council
meeting is after the evaluation, back pay to the anniversary date will be compensated.

A part-time employee is eligible for a step increase after working 2,080 hours from his or her

anniversary date and has received a satisfactory employee evaluation. Part-time employees
shall be eligible for the next advancement after an additional 2,080 hours is worked.
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Chapter 6. Layoff

Section 6.10 Layoff

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

Chapter 7. Hours of Work, Holiday Pay and Overtime

Section 7.10 Works Hours Generally

Work schedules for employees are established by supervisors, with the approval of the City
Administrator/Clerk/Treasurer. The regular work week for employees is five eight-hour days, in
addition to a lunch period, Monday through Friday, except as otherwise approved by the City
Administrator/Clerk/Treasurer, in accordance with the customs and needs of the individual
departments. If it appears that fewer than forty (40) hours per week are needed to fulfill the
position’s responsibilities, the position will be reviewed to determine whether a part-time
position will meet the needs of the City.

Section 7.20 Meal Breaks and Rest Periods

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

The thirty (30) minute lunch break will be taken between the hours 11:00am and 1:30pm.

Employees are prohibited from giving their 15 minute paid break or 30 minute lunch break to
another employee. Inappropriate use of breaks will be monitored by department heads and
may have a negative impact on performance reviews and could lead to disciplinary action if
perpetuated.

Effective 01 January, 2026, a 30-minute unpaid meal break will be mandated for employees
working six or more consecutive hours, provided they are fully relieved of all duties.

Section 7.30 Adverse Weather Conditions
City facilities will generally be open during adverse weather. Due to individual circumstances,
each employee will evaluate the weather and road conditions in deciding to report to work or
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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 as they will be allowed to use accrued PTO
time; or with supervisor approval, may modify the work schedule or make other reasonable
schedule adjustments.

Sworn police officers and public works employees are generally required to report to work
regardless of conditions. Subject to discretion of the City Administrator/Clerk/Treasurer, on a
case by case basis.

Decisions to cancel department programs or meetings will be made by the respective supervisor
in conjunction with the City Administrator/Clerk/Treasurer and Mayor.

Section 7.40 Time Reporting

Full-time, non-exempt employees are expected to work 40 hours per workweek and 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 Act, hours worked and any leave-time used,
accompanied by the appropriate leave request form 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 disciplinary action.

All hourly employees with access to a time clock must punch in and out on the time clock.
Employees may not have another person punch in or out for them. Timecards will be reviewed
by the department director and City Administrator/Clerk/Treasurer or designee, and periodically
by the City Council. Any misrepresentation of time, time clock or time sheet, will be grounds for
immediate dismissal. If an employee forgets to punch the clock, the employee must have the
department director or City Administrator/Clerk/Treasurer record the time and initial the card.

Section 7.50 Holidays
The City observes the following official holidays for all regular full-time and part-time

employees:
¢ New Year's Day e Christopher Columbus/Indigenous
e Martin Luther King, Jr. Day Peoples’ Day
e President’s Day e Veteran’s Day
e Memorial Day e Thanksgiving Day
e Independence Day e Christmas Day
e Labor Day e Juneteenth Day

Official holidays commence at midnight of the day on which the holiday is observed and
continue for twenty-four hours thereafter.
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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. This does not apply to Christmas Eve.

Paid holidays are determined by the City Council. 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 that work 30 hours per week or more will receive prorated holiday pay based
on the number of hours normally scheduled. Employees that works less than 30 hours per week
do not received holiday pay. 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. City will make a concerted effort
to accommodate employees desiring to observe holidays based on their religion.

The City recognizes the importance of aligning holidays with operational needs and employee
preferences. As such, the City may substitute the observance of Christopher
Columbus/Indigenous Peoples’ Day with the Friday following Thanksgiving, subject to City
Council approval.

Each year, the City Administrator/Clerk/Treasurer may present a recommendation to the City
Council regarding this substitution. If approved, the Friday following Thanksgiving shall be
treated as a paid holiday in lieu of Columbus Day for that calendar year.

Section 7.60 Holiday Pay

Full-time employees shall receive holiday pay based on normal hours scheduled. Part-time
employees shall receive holiday pay in proportion to his or her regularly scheduled work time.
Probationary employees shall receive holiday pay in proportion to his or regularly work time, not
to exceed eight hours.

For holidays deemed paid by the City Administrator/Clerk/Treasurer or City Council.

Section 7.70 Holiday Observation

For employees who work a standard Monday through Friday work week, Holidays shall be
observed on the actual date of the holiday. In the event a holiday occurs on a Saturday, the
holiday shall be observed on the Friday prior to the holiday. If the holiday occurs on a Sunday,
the holiday shall be observed on Monday following the holiday.

For employees who work a nonstandard work week, the holiday shall be observed on the actual
date of the holiday.

Section 7.80 Pay For Hours Worked on a Holiday.
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Holiday pay for employees listed in Section 7.60 shall be as stated in Section 7.60.

Holiday overtime pay. All employees designated as essential employees and have been
approved to work on the holiday, with the exception of exempt employees, shall be paid at the
rate of 1.5 the employee’s normal hourly rate for the time actually worked on a holiday.

Leave without pay status. Employees shall not be paid for holidays occurring while they are on
approved or unapproved leave-without-pay status.

Section 7.90 Overtime Generally

The City of Menahga has established this overtime language to comply with applicable state and
federal laws governing accrual and use of overtime. The City Administrator/Clerk/Treasurer 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.

Section 7.100 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 hours in one workweek. PTO time and holidays do not count toward
“hours worked".

Police Officers will be compensated at the rate of 1.5 for all hours worked over 80 hours in one
pay period, excluding training time, mandatory or otherwise.

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

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 1.5 on the regularly scheduled payroll date.

Section 7.110 Non-Exempt Employee On Call and Call Out Pay

The department director may designate one or more employees to be on standby. Designated
on call employees shall be compensated at the rate established in the adopted Pay Plan for call-
time and will be compensated at their regular rate of pay if called out, minimum one hour call
out pay.

Section 7.120 Public Works Weekend Duty

Public works employees may be scheduled for rotating weekend duty for the purpose of
checking the City’s water and sewer operations; four hours on Saturday and four hours on
Sunday. Public works employees scheduled for weekend duty will be compensated by taking off
the following Friday without deduction from their PTO time. Call back time will be compensated
at the rate of 1.5 per hour; minimum 1 hr.
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Section 7.130 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 hours in one
workweek. Exempt employees are paid on a salary basis. This means that they receive a
predetermined amount of pay each pay period and are not paid by the hour.

The normal business hours for exempt employees are determined based on the needs to their
respective department or division as approved by their supervisor. Exempt employees are
generally expected to be available to the public during their normal business hours.

Section 7.140 Exempt Employee Salary Deductions
The City of Menahga will make deductions from the weekly salary of an exempt employee only
in the following situations:

A. The employee is in a position that does not earn PTO leave and is absent for a day or
more for personal reasons other than sickness or accident.

B. The employee is in a position that earns PTO 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 has
exhausted all of his or her paid leave.

C. 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 paid leave or a situation where the employee does not earn paid leave).

D. 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.

E. 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;

a. Paid leave has not been requested or has been denied;
b. Paid leave is exhausted.
c. The employee has specifically requested unpaid leave.

F. 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.

G. The employee takes unpaid leave under the FMLA.

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

I. The City of Menahga 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.
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J. 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.

K. Final paycheck will reflect any money owed to the city.

Section 7.150 Leave Policy for Exempt Employees

Management employees are required to work the number of hours necessary to fulfill their
responsibilities, including evening meetings and/or on-call hours. The normal hours of business
for management staff are Monday through Friday, 8:00 am to 4:30 pm, plus evening meetings
as required. Depending on the department, Managers may work off hours as required.
Management employees are required to use paid leave when on personal business or away
from the office for four (4) hours or more per pay period. 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 8:00 am to 4:30 pm Monday through Friday requirement.
Management employees must communicate their absence to the City
Administrator/Clerk/Treasurer or his or her designee.

Section 7.160 Regular Absence By Exempt Employee

If an exempt employee regularly absents him or herself from work and it is found there is
excessive time away from work which is not justified, the situation will be handled as a
performance issue. If it appears that fewer than forty (40) hours per week are needed to fulfill
the position’s responsibilities, the position will be reviewed to determine whether a part-time
position will meet the needs of the City.

Additional notification and approval requirements may be adopted by the City
Administrator/Clerk/Treasurer for specific situations as determined necessary. All exempt
positions, whether or not management, may require work beyond forty (40) hours per week.

In recognition for working extra hours, these employees may take some time off during their
normal working hours with supervisory approval, as defined above. The time off for extra hours
will be taken within the two week period.
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Chapter 8. Benefits

Section 8.10 Eligibility Period
Each employee is subject to a 60-day or more benefit-eligibility period. For salaried employees,
the benefit-eligibility period may be longer.

Section 8.20 Eligibility Period — Ineligible Timeframe

During the benefit-eligibility period, employees are eligible to use PTO (per ESST Policy) leave.
Following the benefit eligibility period, PTO leave is calculated from the beginning of the
employment date or when 16 or more regularly scheduled hours per week are obtained.

During the benefit-eligibility period, employees are not eligible for health, dental or life
insurance coverage. Following the benefit-eligibility period, employees regularly scheduled to
work 30 hours per week or more are eligible for insurance coverage.

Section 8.30 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 or her dependents. The amount contributed and the
type of coverage is determined annually by the City Council.

For information about coverage and eligibility requirements, employees should refer to the
summary plan description or contact the Deputy Clerk or City Administrator/Clerk/Treasurer.

Section 8.40 Retirement

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

For information about PERA eligibility and contribution requirements contact the Deputy Clerk or
City Administrator/Clerk/Treasurer.

Section 8.50 Health Savings Account

The City will contribute a set amount each year toward a health savings account for each
eligible employee. The amount shall be distributed into each eligible employee’s account in two
equal payments. One made on around the first of January and the second made on around the
first June. The amount contributed is subject to an appropriation made yearly by the City
Council.
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Chapter 9. Types of Leave

Section 9.10 Application

Depending upon an employee’s situation, more than one form of leave may apply during the
same period of time (e.g., the Family and Medical Leave Act is likely to apply during a worker’s
compensation absence). An employee must meet the requirements of each form of leave
separately. Leave requests are 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 unless approved by City Administrator/Clerk/Treasurer. The
City will provide employees with time away from work, as required by state or federal statues, if
there are requirements for such time off that are not described in the personnel policies.

Section 9.20 Paid Time Off (PTO)

Paid time off (PTO) can be used for any reason, subject to existing request and approval
procedures. As with all paid-time-off programs, the City must ensure that service to the public
and work requirements are not adversely impacted.

PTO must be used in minimum increments of one (1) hour, unless otherwise approved by the
employee’s Supervisor based on operational needs. Repeated requests for highly specific or
irregular increments (e.g., 43 minutes) may be denied if they pose a burden on scheduling or
payroll processing.

PTO hours used do not count as “hours worked” for purposes of calculating overtime under the
federal Fair Labor Standards Act. Compensatory time follows the same usage rules as PTO.
PTO accrues from the date an employee works 16 or more regularly scheduled hours per week
and continues as long as they remain regularly scheduled for at least 16 hours per week.

Section 9.30 PTO Accrual Rates-Full Time Employees

Personal leave shall be earned only upon completion of each full pay period. All full-time
employees are eligible for paid time off. Part-time scheduled employees are eligible for paid
time off and receive benefits in proportion to the hours worked. PTO is calculated at the
following rate for full-time employees with 40 regularly scheduled hours per week.

Years of Service Annual Accrual Rate
1 year of service 64 hours of PTO

2 years of service 128 hours of PTO

3-9 years of service | 160 hours of PTO
10-19 years of 200 hours of PTO
service

Over 20 years of 240 hours of PTO
service
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Section 9.40 Paid Time Off — Temporary/Seasonal and On-Call Employees
An employee hired for a temporary or on call position shall not accrue personal leavebut will
accrue ESST in accordance with the ESST Policy.

Section 9.50 Maximum Accrual
A. The maximum accrued hours an employee can carry over to a new fiscal year is 512.
B. Unused PTO hours over the maximum of 512 at fiscal year-end will be calculated using
the employee’s current rate of pay and transferred to a Health Care Savings Plan
(HCSP).

Section 9.80 Payment in Lieu of Leave.
PTO leave can be paid out as unused PTO up to twenty (20) hours per increment as often as
requested at the employee’s current rate of pay, but must maintain a forty (40) hour minimum.

Section 9.90 Returning to Work After a Medical Absence.

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

Leave may be denied for any employee required to provide a doctor’s statement until such a
statement is provided. The City has the right to obtain a second medical opinion to determine
the validity of an employee’s worker’s compensation or 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.

Section 9.100 Severance Pay.
Employees leaving the City in good standing will receive 100% of their annual leave balance as
compensation (applicable taxes will be withheld).

Section 9.110 Unpaid Leave

Employees must use all accrued annual PTO 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/Clerk/Treasurer. Unpaid leaves may be approved in
accordance with the City personnel policies.

Section 9.120 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.

29



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. Paid leave will be less any wages
received for their military service.

Where possible, notice is to be provided to the City at least ten (10) business 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 PTO accruals.

Eligibility for continuation of insurance coverage for employees on military leave beyond fifty
(15) days will follow the same procedures as for any employee on an unpaid leave of absence.

Section 9.130 Jury Duty

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

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 PTO 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 is 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 is 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 or she will receive
compensation for the jury duty time.

Section 9.140 Court Appearances
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Employees will be paid their regular wages 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 and subsistence allowance,
must be turned over to the City.

Section 9.150 Victim or Witness Leave

An employee who is subpoenaed or requested by the prosecutor to attend court for the purpose
of giving testimony is entitled to reasonable time off from work to attend criminal proceedings
related to the victim's case.

Section 9.160 Family and Medical Leave (FMLA)
To qualify to take FMLA leave under this policy, an employee must meet all the following
conditions:

e Have worked for the City for 12 months (or 52 weeks) prior to the date the leave is
to commence. The 12 months or 52 weeks need not have been consecutive;
however, the City will not consider any service 7 years prior to the employee’s most
recent hire date. (Unless the break was due to National Guard or Reserves military
service obligation.)

¢ Have worked at least 1,250 hours during the 12-month period prior to the date when
the leave is requested to commence. The principles established under the Fair Labor
Standards Act (FLSA) determine the number of hours worked by an employee.

Section 9.170 Types of Leave Covered by FMLA
Leave will be granted to all eligible employees for any of the following reasons:
e The birth of a child, including prenatal care, or placement of a child with the
employee for adoption or foster care.
e To care for a spouse, child, or parent who has a serious health condition.
e Due to a serious health condition that makes the employee unable to perform the
essential functions of the position.
e A covered military member’s active duty or call to duty or to care for a covered
military member (Military Caregiver and Qualified Exigency Leave)

Section 9.180 FMLA Definitions

A. Spouse — does not include domestic partners or common-law spouses.

B. Caring for — a covered family member includes psychological as well as physical care. It
also includes acquiring care and sharing care duties. An eligible “child” with some
exceptions, is under 18 years of age.

C. Serious Health Condition — means an illness, injury, impairment, or physical or mental
condition that involves one of the following:

a. Hospital Care — any period of incapacity or treatment connected with inpatient care
(i.e., an overnight stay) in a hospital, hospice, or residential medical care facility;

b. Pregnancy — any period of incapacity due to pregnancy, prenatal medical care or
childbirth;
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c. Absence Plus Treatment — A period of incapacity of more than three consecutive
days calendar days that also involves continuing treatment by or under the
supervision of a health care provider.

d. Chronic Conditions Requiring Treatments: An incapacity from a chronic condition
which requires periodic visits for treatment by a health care provider, continues over
an extended period of time, and may cause episodic rather than a continuing period
of incapacity;

e. Permanent/Long-Term Conditions Requiring Supervision

Multiple Treatments — Any period of absence to receive multiple treatments

(including any period of recovery therefrom) by a health care provider or by a

provider of health care services under orders of, or on referral by, a health care

provider.

—h

Section 9.190 Length and Amount of Leave
The length of FMLA leave is not to exceed twelve (12) weeks in any twelve (12) month period.
The leave year is calculated based on a fixed January to January calendar date.

The entitlement to FMLA leave for the birth or placement of a child for adoption expires twelve
(12) months after the birth or placement of that child.

Section 9.200 How Leave May Be Taken

FMLA leave may be taken for 12 (or less) consecutive weeks, may be used intermittently (a day
periodically when needed), or may be used to reduce the workweek or workday, resulting in a
reduced hour schedule. In all cases, the leave may not exceed a total of 12 workweeks.

Intermittent leave may be taken when medically necessary for the employee’s serious health
condition or to care for a seriously ill family member. Intermittent leave must be documented
in the medical certification form as medically necessary.

If an employee is taking intermittent leave or leave on a reduced schedule for planned medical
treatment, the employee must make a reasonable effort to schedule the treatment so as not to
disrupt the City’s business.

In instances when intermittent or reduced schedule leave for the employee or employee’s
family member is foreseeable or is for planned medical treatment, including recovery from a
serious health condition, the City may temporarily transfer an employee to an available
alternative position with equivalent pay and benéefits if the alternative position would better
accommodate the intermittent or reduced schedule.

Intermittent/reduced scheduled leave may be taken to care for a newborn or newly placed
adopted or foster care child only with the City’s approval.

Section 9.210 Procedure for Requesting Leave and Notice
All employees requesting FMLA leave must provide written of the need for the leave to the City
Administrator/Clerk/Treasurer.
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When the need for the leave is foreseeable, the employee must give written notice to his/her
supervisor at least thirty (30) days prior to the date on which leave is to begin.

If thirty (30) days’ notice cannot be given, the employee is required to give as much notice as
practicable, including following required call-in procedures.

The City requires an employee on FMLA leave to report periodically on the employee’s status
and intent to return to work.

Section 9.220 Certification and Documentation Requirements

For leave due to an employee’s serious health condition or that of an employee’s family
member, the City will require the completion of a Medical Certification form by the attending
physician or practitioner. The form must be submitted by the employee to the City
Administrator/Clerk/Treasurer within fifteen (15) calendar days after leave is requested. If the
form is not submitted in a timely fashion, the employee must provide a reasonable explanation
for the delay. Failure to provide medical certification may result in a denial or delay of the
leave.

When leave is due to an employee’s own serious health condition, a fitness for duty certification
(FFD) will be required before an employee can return to work. Failure to timely provide such
certification may eliminate or delay an employee’s right to reinstatement under the FMLA.

If an employee is using intermittent leave and reasonable safety concerns exist regarding the
employee’s ability to perform his or her duties, a FFD certificate may be required as frequently
as every 30 days during periods when the employee has used intermittent leave.

Recertification of leave may be required if the employee requests an extension of the original
length approved by the City or if the circumstances regarding the leave have changed.
Recertification may also be required if there is a question as to the validity of the certification or
if the employee is unable to return to work dur to the serious health condition.

Section 9.230 Annual Medical Certification and Recertification

Where the employee’s need for leave due to the employee’s own serious health condition lasts
beyond a single leave year, the City will require employees to provide a new medical
certification in each subsequent leave year. Such new medical certifications are subject to the
provisions for authentication and clarification and second and third opinions. The City may
require a second (or third) opinion at the City’s expense. If required, the City will select a
health care provider not regularly associated with the City.

Section 9.240 Reinstatement
Employees returning from Family and Medical Leave will be reinstated in the same position or a
position equivalent in pay, benefits, and other terms and conditions of employment.

An employee’s reinstatement rights are the same as they would have been had the employee
not been on leave. Thus, if an employee’s position would have been eliminated or an employee
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would have been terminated but for the leave, the employee would not have the right to be
reinstated upon return from leave.

Section 9.250 Seniority
Seniority does not accrue during any period of unpaid FMLA except as allowed when the leave
is covered by worker’s compensation. However, seniority accrued prior to commencement of
FMLA leave will not be lost.

Section 9.260 Group Health Insurance and Other Benefits, Concurrent Leave and
Substitution of Paid Leave

An employee granted leave under this section of the policy (FMLA) will continue to be covered
under the City’s group health and dental insurance plan under the same conditions and at the
same leave of City contribution as would have been provided had the employee been
continuously employed during the leave period. The employee will be required to continue
payment of the employee’s portion of group insurance coverage while on leave. Arrangements
for payment and date of receipt of payment must be made with the city. If there are changes in
the City’s contribution levels while the employee is on leave, those changes will take place as if
the employee were still on the job.

Rights to additional continued benefits will depend on whether leave is paid or unpaid. Any paid
disability leave benefits (Short Term Disability or Long Term Disability), Paid Time Off (PTO) or
compensatory time off available for employees for a covered reason (an employees’ serious
health condition or a covered family member’s serious health condition, including worker’s
compensation leave and Minnesota State Parenting Leave) will run concurrently with FMLA.

Section 9.270 Failure to Return to Work After FMLA

Under certain circumstances, if the employee does not return to work at the end of the FMLA
leave for at least 30 calendar days, the city may require the employee to repay the portion of
the monthly cost paid by the city for group health plan benefits. The City may also require the
employee to repay any amounts the City paid on the employee’s behalf to maintain benefits
other than group health plan benefits.

If an employee does not return to work following 12 weeks of FMLA leave, the employee may
be subject to COBRA continuation.

If the employee fails to pay the City a portion of the premiums for which he/she is responsible
during the FMLA leave and the employee fails to return to work, coverage may end. Loss of
coverage for failure to pay premiums is not a qualifying event for purposes of continuation
coverage under COBRA.

If the employee does not return from the FMLA leave and coverage ended sometime during the
FMLA leave due to lack of payment, there is no COBRA election available. For COBRA to apply,

the employee must have been covered on the day before the qualifying event. In this situation,
the qualifying even would occur at the time the employee did not return from the leave.
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Section 9.280 FMLA — Qualified Exigency and Military Caregiver Leave
A. Qualified Exigency — Eligible employees (described above) whose spouse, son, daughter,

or parent either has been notified of an impending call or order to covered active

military duty or who is already on covered active duty may take up to 12 weeks of leave
for reasons related to or affected by the family member’s call-up or service.
B. The qualifying exigency must be on the following:

Short-notice deployment

Military event and activities

Childcare and school activities

Financial and legal arrangements

Counseling

Rest and recuperation

Post-deployment activities

Parental care

Additional activities that arise out of active duty, provided that the employer and

employee agree, including agreement on timing and duration of the leave.

C. Military Caregiver Leave — An employee eligible for FMLA (described above) who the
spouse is, son, daughter, parent or next of kin of a covered servicemember may take up
to 26 weeks in a single 12-monthl period to care for that servicemember.

a. The family member must be a current member of the Armed Forces (including a
member of the National Guard or Reserves) who has a serious injury or illness
incurred in the line of duty on active duty or which he/she is undergoing medical
treatment, recuperation, or therapy, or otherwise in on outpatient status or on
the temporary disability retired list.

b. Eligible employees may not take leave under this provision to care for former
members of the Armed Forces, former members of the National Guard and
Reserve, or members on the permanent disability retired list.

D. DEFINITIONS:

a. Son or daughter or a covered servicemember — means the covered
servicemember’s biological, adopted, or foster child, stepchild, legal ward, or a
child for whom the covered servicemember stood in loco parentis, and who is of
any age.

b. Parent of a covered servicemember — means the covered servicemember’s
biological, adoptive, step, or foster father or mother, or any other individual who
in loco parentis to the covered servicemember. This terms does not include
parents “in-law.”

c. Next of kin of a covered servicemember — is the nearest blood relative, other
than the covered servicemember’s spouse, parent, son or daughter, in the
following or priority: blood relatives who have been granted legal custody of the
servicemember by court decree or statutory provisions, brothers and sisters,
grandparents, aunts and uncles, and first cousins, unless the covered
servicemember has specifically designated in writing another blood relative as
his/her nearest blood relative for purposes of military caregiver leave under the
FMLA. When no such designation is made, and there are multiple family
members with the same level of relationship to the covered servicemember, all
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such family members shall be considered the covered servicemember’s next of
kin and may take FMLA leave to provide care to the covered servicemember,
either consecutively or simultaneously. When such designation has been made,
the designated individual shall be deemed to be the covered servicemember’s
only next of kin.

d. Covered active duty for members of a regular component of the Armed Forces
means duty during deployment of the member with the Armed Forces to a
foreign country.

e. Covered active duty for members of the reserve components of the Armed
Forces (members of the U.S. National Guard and Reserves) means duty during
deployment of the member with the Armed Forces to a foreign county under a
call or order to active duty in a contingency operation as defined in section
101(a)(13)(B) of Title 10 of the United States Code.

f. Covered servicemember means any Armed Forces member (including the
National Guard or Reserves) undergoing medical treatment, recuperation, or
therapy or otherwise in outpatient status or on the temporary disability retired
list, for a serious injury of iliness; or a veteran who is undergoing medical
treatment, recuperation, or therapy, for a serious injury or illness and who was a
member of the Armed Forces (including a member of the National Guard or
Reserves) at any time during the period of 5 years preceding the date on which
the veteran undergoes that medical treatment, recuperation or therapy.

g. Serious injury or illness means, in the case of a member of the Armed Forces
(including a member of the National Guard or Reserves), means an injury or
illness that was incurred by the member in line of duty or active duty in the
Armed Forces (or existed before the beginning of the member’s active duty and
was aggravated by service in line of duty on active duty in the Armed Forces)
and that may render the member medically unfit to perform the duties of the
member’s office, grade, rank, or rating; and in the case of a veteran who was a
member of the Armed Forces (including a member of the National Guard or
Reserves) at any time during a period when the person was a covered
servicemember, means a qualifying (as defined by the Secretary of Labor) injury
or illness incurred by a covered servicemember in the line of duty on active duty
that may render the servicemember medically unfit to perform the duties of
his/her office, grade, rank or rating.

Section 9.290 Qualified Exigency
An eligible employee can take up to 12 weeks of leave for a qualified exigency.

Section 9.300 Amount of Leave — Military Caregiver

An eligible employee taking military caregiver leave is entitled to 26 work weeks of leave during
a “single 12-month period.” The “single 12-month period begins on the first day the eligible
employee takes FMLA leave to care for a covered servicemember and ends 12 months after that
date. Leave taken for any FMLA reason counts towards the 26-week entitlement.
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If an employee does not take all 25 workweeks of leave to care for a covered servicemember
during this “single 12-month period,” the remaining part of the 26 workweeks of leave
entitlement to care for the covered servicemember is forfeited. 29 C.F.R. Statute 825.127(e)(1)
(2017).

Section 9.310 Certification of Qualifying Exigency for Military Family Leave

The City will require certification of the qualifying exigency for military family leave. The
employee must respond to such a request within 15 days of the request or provide a reasonable
explanation for the delay. Failure to provide certification may result in a denial of continuation
of leave. This certification will be provided using the DOL Certification of Qualifying Exigency for
Military Family Leave.

Section 9.320 Certification for Serious Injury or Iliness of Covered Servicemember
for Military Family Leave
A. The City will require certification for the serious injury or iliness of the covered
servicemember.
B. The employee must respond to such a request within 15 days of the request or provide
a reasonable explanation for the delay.
C. Failure to provide certification may result in a denial of continuation of leave.
D. This certification will be provided using the DOL Certification for Serious Injury or Iliness
of Covered Servicemember.
E. All other provision of the FMLA policy, including Use of Paid Leave, Employee Status and
Benefits During Leave, Procedure or Requesting Leave and Benefits During Leave and
Reinstatement, are outlined in the FMLA policy.

Section 9.320 Records Retention

Records on FMLA leave will generally be kept with normal payroll records except that any
medical record will be maintained separately as a confidential medical records in accordance
with the law.

Section 9.340 Parenting leave

A. 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 for absence in connection with
the birth or adoption of a child. The leave may not exceed six weeks, and must begin
within six weeks after the birth or adoption of the child.

B. Employees are not required to use PTO leave during Parenting Leave but may use PTO
leave at their option for any period of this leave for which they are unable to work due
to medical reasons.

C. 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 in effect during the six (6) week Parenting leave.

D. 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 until
eligibility for either leave expires.
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Section 9.350 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/Clerk/Treasurer, with
the approval of the City Council.

Section 9.360 Adoptive parents
A. Adoptive parents are given the same opportunities for leave as biological parents (see
provisions for Parenting Leave).
B. The leave must be for the purpose of arranging the child’s placement or caring for the
child after placement.
C. Such leave must begin before or at the time of the child’s placement in the adoptive
home.

Section 9.370 School Conference Leave

Any employee who has worked half-time or more for more than twelve (12) consecutive
months, make take unpaid leave for up to a total of sixteen (16) hours during any school year
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.

Section 9.380 Bone Marrow and Organ Donation Leave.

A. Employees working an average of 20 or more hours per week may take paid leave, not
to exceed 40 hours, unless approved by the city council, to undergo medical procedures
to donate bone marrow or organs.

B. The City may require a physician’s verification of the purpose and length of the leave
requested to donate bone marrow.

Section 9.390 Elections and Voting

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

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

Section 9.400 Elected Official

An employee elected to a public office is permitted time off from regular employment to attend
meetings required by reason of the public office. The time off may be without pay, with pay, or
made up with other hours, as agreed between the employee and employer. When an employee
takes time off without pay, the employer shall make an effort to allow the employee to make up
the time with other hours when the employee is available.
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Section 9.410 Civil Air Patrol

An employee may receive a leave of absence without pay for time spent rendering service as
a member of the civil air patrol on the request and under the authority of the state or any of
its political subdivisions, unless the leave would unduly disrupt the operations of the
employer.

Section 9.420 Domestic Abuse and Harassment Restraining Order Leave

An employee may take reasonable time off from work to obtain or attempt to obtain relief
under the Domestic Abuse Act, Minn. Stat. § 518B.01 (2014), as amended or a restraining
order under Minn. Stat. § 609.748 (2014), as amended. Except in cases of imminent danger to
the health or safety of the employee or the employee's child, or unless impracticable, an
employee who is absent from the workplace shall give 48 hours' advance notice to the
employer. Upon request of the employer, the employee shall provide verification that supports
the employee's reason for being absent from the workplace. All information related to the
employee's leave shall be kept confidential by the employer.

Section 9.400 Funeral Leave

Employees will be permitted to use three (3) business days per year, with pay, as funeral leave
upon the death of an immediate family member defined as: spouse, child, parents, parent-in-
law, brothers, sisters, brother-in-law, son-in-law, daughter-in-law, grandparents, grandparent-
in-law and grandchildren of the employee and the employee’s spouse. This includes said family
member that is biological, adopted, foster or step relation to the employee. This paid leave will
not be deducted from the employee’s PTO leave balance, nor will it accrue.

The actual amount of time off, and funeral leave approved, will be determined by the supervisor
or City Administrator/Clerk/Treasurer depending on individual circumstances (such as the
closeness of the relative, arrangement to be made, distance to the funeral, etc.)

Section 9.410 Annual Leave/PTO

PTO replaces individual sick leave, vacation leave, and combines them into a single benefit
program. PTO does not replace jury duty, military leave, or court leave. Employees accrue
annual leave based on the length of service with the City.

Section 9.420 Leave Without Pay.

The City Administrator/Clerk/Treasurer may authorize leave-without-pay for up to five business
days. Leave without pay for greater periods can be granted by the City Council.

Employee benefits are not earned by an employee while on leave without pay.

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) PTO leave. Employees who are working reduced hours while on
this type of leave will accrue PTO leave based on actual hours worked.
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Leave-without-pay hours will not count toward seniority and all accrued PTO leave 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 PTO leave earned unless
the leave is for medical reasons. (An employee absent for Parenting Leave is not required to
use PTO 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 of 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/Clerk/Treasurer, subject to approval of the City Council.

Section 9.430 Reasonable Unpaid Work Time for Nursing Mothers

Nursing mothers will be provided reasonable unpaid break time to express milk for nursing 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.

Section 9.440 Worker's Compensation

For an employee’s hours compensated by Worker’s Compensation, an employee may
supplement the Worker’s Compensation payments with a pro-rated portion of the employee’s
sick leave, vacation, or compensatory time so that the combination of the two will equal the
employee’s regular base pay.
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Chapter 10. Employee Education and Training

Section 10.10 Staff Development

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.

A. If employees are required to travel outside of the area in performance of their duties as
a city employee, they will receive reimbursements of expenses for meals, lodging and
necessary expenses incurred.

B. 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.

C. If approved by the City Administrator/Clerk/Treasurer, an employee who finds it
necessary to use their private automobiles for city travel and who does not receive a car
allowance will be reimbursed at the prevailing mileage rate as established by the
allowable IRS rate.

D. Expenses for meals, including sales tax and gratuity, will be reimbursed according to this
policy. No reimbursement will be made for alcoholic beverages. In accordance with
Section 10.90

Section 10.20 Request for Participation in Training and Conferences

All requests for participation in a training session or conference must be submitted in writing to
the employee’s supervisor on the appropriate form in advance of the conference and must be
approved by the supervisor.

Documentation approving the 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 must be provided to the deputy clerk/treasurer for prompt payment.

Section 10.30 Job-Related Training and Conferences

Responsibilities outlined in the employee’s job description, annual work program requirements,
training goals and objectives will be considered when processing a training or conference
request.

The employee’s supervisor and City Administrator/Clerk/Treasurer are responsible for
determining job-relatedness and approving or disapproving travel and training requests.

The City will pay for the costs of an employee’s participation in training and attendance at
professional conferences, provided that attendance is approved per Section 10.20.

Section 10.40 Official Travel
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Travel time will be compensated as required under the Fair Labor Standards Act. Days-on-travel
status not directly related to pre-approved travel and/or training shall be charged to personal
leave.

Section 10.50 Travel Approval

All City employees must have all travel approved in accordance with this section 10.20.
Expenses incurred for city travel not in compliance with this section will not be paid or
reimbursed.

Section 10.60 Air Travel Costs
The City will pay for all costs of the employee’s air transportation that are directly related to
travel on official business. The most economical and direct route possible shall be utilized. No
reimbursement shall be allowed for more than the lowest coach class fare unless:
A. Lowest coach class fare was not available.
B. The department director finds that travel by the lowest coach class fare is not in the
best interest of the City and authorizes other accommodations.
C. An employee may, at his or her own expense, purchase an upgraded seat. The cost
difference for the upgrade shall be paid by the employee immediately upon purchase of
the ticket.

Section 10.70 Private vehicle costs
The following shall apply:
A. If a city vehicle is not available, the city will reimburse travelers for use of their privately
owned vehicle at the currently approved IRS milage rate.;
B. If two or more employees travel in the same private vehicle, the reimbursement shall
only only be paid to the the owner of the vehicle may claim reimbursement.;
C. Mileage shall not be paid for home-to-work, work-to-home travel.
D. The reimbursement of mileage shall be determined by current IRS rate using a map for
mileage.

Section 10.80 City Vehicle
The City will reimburse the cost of fuel, based on receipts, actually incurred by the employee.
Reimbursement for mileage will not be allowed.

Section 10.90 Per Diem and Day Travel Allowance
In-State Travel over 12 hours.

A. Employees traveling in-state for more than 12 hours and to a destination located more
than 2 hours (one-way) from their home or regular duty station (whichever is closer) are
eligible for a $55 per diem.

B. The $55.00 rate includes $12.00 for breakfast, $15.00 for lunch and $28.00 for dinner.

C. Meals provided (by conference, hotel, host agency, etc.) will be deducted from the per
diem.

D. A tip of up to 20% is allowable for reimbursement. Anything over 20% is the
responsibility of the employee.
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Out-of-State Travel over 12 hours.
A. A per diem rate equal to the current IRS rate shall be allowed for employees who are
away from home for over 12 hours on city business.
B. The rate shall include the current amount of breakfast, lunch and dinner.

Day Travel Allowance
A. Employees who travel on city business for a time period of more than four hours and
less than 12 hours are entitled to an allowance of one meal.
B. The meal allowance is based on the current rate for breakfast, lunch or dinner as
defined in Section 10.90, subsections, a & b.
C. This is a taxable allowance and therefore will be an addition to the employee’s wages
on the payroll following the travel.

A per diem deduction will be made for meals paid for separately by the city and meals paid for
by others. This includes meals paid in advance and/or included in registration fees and
business meals reimbursed to the traveler or reimbursed to another City traveler as a business
meal. Meals provided by airlines do not impact per diem entitlement.

Section 10.100 Job-Related Meetings

Attendance at professional meetings directly related to the performance of the employee’s work
responsibilities do require the approval of the City Administrator/Clerk/Treasurer. However and
as applicable, advance notice should be provided to the first line supervisor.

Section 10.110 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/Clerk/Treasurer is allowed, providing funds are available.

Upon separation of employment, individual memberships remain with the City and are
transferred to another employee by the City Administrator/Clerk/Treasurer.
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Chapter 11. Workplace Modifications

Section 11.10 Reasonable Accommodation for Disability

The City is committed to the fair and equal employment of people with disabilities.

Reasonable accommodation is the key to this non-discrimination policy. While many
individuals with disabilities can work without accommodation, other qualified applicants and
employees face barriers to employment without the accommodation process. It is the policy of
the City to reasonably accommodate qualified individuals with disabilities unless the
accommodation would impose an undue hardship. In accordance with the Minnesota Human
Rights Act and the Americans with Disabilities Act, accommodations will be provided to
qualified individuals with disabilities when such accommodations are directly related to
performing the essential functions of a job, competing for a job, or to enjoy equal benefits and
privileges of employment. This policy applies to all applicants, employees, and employees
seeking promotional opportunities.

Section 11.20 Definitions

Disability: For purposes of determining eligibility for a reasonable accommodation, a person
with a disability is one who has a physical or mental impairment that materially or
substantially limits one or more major life activities.

Reasonable accommodation: A reasonable accommodation is a modification or adjustment to
a job, an employment practice, or the work environment that makes it possible for a qualified
individual with a disability to enjoy an equal employment opportunity.

Examples of accommodations may include acquiring or modifying equipment or devices;
modifying training materials; making facilities readily accessible; modifying work
schedules; and reassignment to a vacant position.

Reasonable accommodation applied to three aspects of employment:

A. To assure equal opportunity in the employment process;

B. To enable a qualified individual with a disability to perform the essential functions of a
job; and

C. To enable an employee with a disability to enjoy equal benefits and privileges of
employment.

Undue hardship: An undue hardship is an action that is unduly costly, extensive, substantial or
disruptive, or that would fundamentally alter the nature or operation of the City.

Section 11.30 Procedures

Procedure - Current employees and employees seeking promotion.
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a. The City will inform all employees that this accommodation policy can be made
available in accessible formats.

b. The employee shall inform the City Administrator/Clerk/Treasurer of the need for an
accommodation.

¢. The City Administrator/Clerk/Treasurer may request documentation of the
individual’s functional limitations to support the request. Any medical
documentation must be collected and maintained on separate forms and in
separate, locked files. No one will be told or have access to medical information
unless the disability might require emergency treatment.

d. When a qualified individual with a disability has requested an accommodation,
the employer shall, in consultation with the individual:

1.

2.
3

Discuss the purpose and essential functions of the particular job involved.
Completion of a step-by-step job analysis may be necessary.

Determine the precise job related limitation.

Identify the potential accommodations and assess the effectiveness each
would have in allowing the individual to perform the essential functions of

the job.

Select and implement the accommaodation that is the most appropriate for both
the individual and the employer. While an individual’s preference will be given
consideration, the City is free to choose among equally effective
accommodations and may choose the one that is less expensive or easier to
provide.

The City Administrator/Clerk/Treasurer or his or her designee will work with the
employee to obtain technical assistance, as needed.

The City Administrator/Clerk/Treasurer will provide a decision to the

employee within a reasonable amount of time.

If an accommodation cannot overcome the existing barriers or if the
accommodation would cause an undue hardship on the operation of the City,
the employee and the City Administrator/Clerk/Treasurer or his or her
designee(s) shall work together to determine whether reassignment may be

an appropriate accommodation.

Procedure - Job Applicants.

A. The job applicant shall inform the City Administrator/Clerk/Treasurer of the
need for an accommodation and they will discuss the needed accommodation
and possible alternatives with the applicant.

B. The City Administrator/Clerk/Treasurer will make a decision regarding the request
for accommodation and, if approved, take the necessary steps to see that the
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accommodation is provided.
Procedure for determining undue hardship.

A. The employee will meet with the City Administrator/Clerk/Treasurer to discuss
the requested accommaodation.

B. The City Administrator/Clerk/Treasurer or his or her designee(s) will review
undue hardships by considering the following:
1. The nature and cost of the accommodation in relation to the size, the

financial resources, and the nature and structure of the operation; and
2. The impact of the accommodation on the nature or operation of the City.
3. The City Administrator/Clerk/Treasurer or his or her designee(s) will provide a
decision to the employee.

Section 11.40 Appeals

Employees or applicants who are dissatisfied with the decision(s) pertaining to his/her
accommodation request may initiate a grievance under the grievance procedure in these
policies. If the individual believes the decision is based on discriminatory reasons, then
they may address their concerns internally through the City’s internal workplace issues
resolution policy in these policies.

Section 11.50 Supported Work

The City will review vacant positions and assess the current workload and needs of the City
to determine if job tasks might be performed by a supported employment worker(s).

Section 11.60 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;

¢ limits on lifting over 20 pounds and/or temporary transfer to a less strenuous
or hazardous position, should one be available.

Unless such accommodations impose an undue hardship on the City, the City will engage in
an interactive process with respect to an employee’s request for a reasonable
accommodation.

Section 11.70 Reasonable Accommodation for Religion

The City respects the religious beliefs and practices of all employees and will make,
upon request, an accommodation for such observances when a reasonable
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accommodation is available that does not create an undue hardship on the City’s
business.

An employee whose religious beliefs or practices conflicts with his/her job, work schedule, or
with the City’s policy or practice on dress and appearance, of with other aspects of
employment and who seeks a religious accommodation must submit a written request for the
accommodation to his/her immediate supervisor. The written request will include the type of
religious conflict that exists and the employee’s suggested accommodation.

The immediate supervisor will evaluate the request considering whether a work conflict exists
due to a sincerely held religious belief or practice and whether an accommodation is
available which is reasonable and which would not create an undue hardship on the city’s
business. An accommodation may be a change in job, using paid leave or leave without pay,
allowing an exception to the dress and appearance code which does not impact safety or
uniform requirements, or for other aspects of employment. Depending on the type of conflict
and suggested accommodation, the supervisor may confer with his/her supervisor or City
Administrator/Clerk/Treasurer or his or her designee(s).

The supervisor and employee will meet to discuss the request and decision on an
accommodation. If the employee accepts the proposed religious accommodation, the
immediate supervisor will implement the decision. If the employee rejects the proposed
accommodation, he/she may appeal following the City’s general grievance policy and
procedure.

Section 11.80 Short-Term Modified Duty Assignment

This policy is to establish guidelines for temporary assignment of modified duties to
employees who are unable or limited in performing their essential functions due to a
temporary medical condition. A modified assignment is evaluated by the City
Administrator/Clerk/Treasurer or his or her designee(s) on a case-by-case basis. This policy
does not guarantee any modifications to an assignment.

Purpose

Such assignments are for temporary medical conditions; assignment of it is at the discretion of
the City Administrator/Clerk/Treasurer or his or her designee(s). The City
Administrator/Clerk/Treasurer or his or her designee(s) reserves the right to determine when
and if modified duties will be assigned.

Procedure

When an employee is unable or limited in performing their essential functions on a temporary
basis due to a medical condition, he/she will notify the supervisor in writing as to the nature
and extent of the medical condition, the reason why he or she is unable to or is limited in
performing their essential functions, and a request for a modified assignment. This notice
must be accompanied by a qualified medical provider’s written document containing a
diagnosis, limitations, current treatment, any work restrictions related to the medical
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condition, and the expected time frame regarding return to work with no restrictions and
meeting all essential requirements and functions of the city’s job description. Upon receipt of
the written request, the supervisor must forward a copy of the written document to the City
Administrator/Clerk/Treasurer or his or her designee(s).

The City may require a medical examination conducted by a qualified medical provider
selected by the city to verify the diagnosis and limitations, current treatment, expected length
of the temporary medical condition, and work restrictions. It is at the discretion of the City
Administrator/Clerk/Treasurer or his or her designee(s) whether or not to assign modified
duties to the employee. Although this policy is handled on a case-by-case basis, such
assignments will be short-term and not generally be approved beyond six months.

If the City offers a modified assignment to an employee who is on leave related to a
condition for which the employee is receiving workers’ compensation benefits, the employee
may be subject to penalties if he or she refuses such work.

Review

The circumstances of each employee assigned to perform modified duties will be reviewed
regularly, which may include a request to provide updated medical information related to the
condition and limitations. Any modified work assignment may be modified or discontinued at
any time.

Chapter 12. Performance Reviews

Section 12.10 Performance Review System

An objective performance review system has been established by the City
Administrator/Clerk/Treasurer and City Council for the purpose of periodically evaluating the
performance of City employees.

Performance reviews are to be scheduled on a regular basis, at least annually, for all
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 or step increases.

Performance reviews provide a basis for informed decisions on such matters as promotion, work
assignments, training, recognition and awards, and reduction in force; keep employees advised
of what is expected of them and how well they are meeting those expectations; stimulate
improved work performance and commitment to city goals; provide a basis for meeting
employee needs for growth and development; enable management to make better use of its
personnel resources; foster an effective working partnership between supervisor and employees
and determine the effectiveness of placement and promotion actions.

Section 12.20 Performance Evaluations — Preparation
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The employee performance evaluation shall be prepared for all full-time and part-time
employees. Goals and objectives for each employee for the following review period shall be
discussed and listed at each performance review.

Section 12.30 Performance Evaluations — Frequency
Employee performance reviews will be completed:

A. Prior to the completion of probation, 6 months for regular full-time employees, or 1,040
hours worked for regular part-time employees, exclusive of overtime, from the date of
hire;

B. During the training/probationary period, informal performance meetings should occur
frequently between the supervisor and the employee as well as at the end of the
training/probationary period.

C. For regular full-time employees one month prior or after the anniversary date for regular
part-time employees when the employee has completed 2,080 work hours.

Section 12.40 Performance Evaluations — Review With Employee
The employee’s direct supervisor will prepare and meet privately with the employee to discuss
the performance review.

An employee is expected to comment on the report content and written comments will be
attached to and become part of the appraisal.

Employee signature acknowledges, the review was discussed with the supervisor and does not
necessarily constitute agreement. Failure to sign the document by the employee will not delay
processing.

Upon completion of the review a copy of the review will be provided to the employee and the
original shall be filed in the employee’s personnel file.

Chapter 13. Outside Employment

Section 13.10 Possible Conflict

The potential for conflicts of interest is lessened when individuals employed by the City of
Menahga 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/Clerk/Treasurer.

Any City employee accepting employment in an outside position that is determined by the City
Administrator/Clerk/Treasurer to be in conflict with the employee’s City job will be required to
resign from the outside employment or may be subject to disciplinary action.

Section 13.20 Outside Employment Defined.
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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:

A. Outside 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.

B. Outside employment must not interfere with the employee’s ability to fulfill the
essential requirements of his/her position.

C. The employee must not use City equipment, resources or staff in the course of the
outside employment.

D. The employee must not violate City personnel policies as a result of outside
employment

E. The employee must not receive compensation from another individual or employer

for services performed during hours for which he or she is being compensated by
the City. Work performed for others while on approved PTO leave is not a violation
of policy unless that work creates the appearance of a conflict of interest.

F. Departments may establish more specific policies as appropriate, subject to the
approval of the City Administrator/Clerk/Treasurer.

Section 13.30 Outside Employment Not Permitted

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 aspects of the City.

Chapter 14. Police On-Call Response Radius and City-Issued Vehicles

Section 14.10 Residency for Police
Set by ordinance.

Section 14.20 On-call Response Radius
Set by ordinance.

Section 14.30 City-Issued Vehicles
Set by ordinance.

Chapter 15. Separation from Service

Section 15.10 Resignations
A. Employees wishing to leave the City service in good standing must provide a written
resignation notice to their supervisor, at least ten (10) business days before leaving.
B. Management employees must give thirty (30) calendar-days’ notice to leave in good
standing.
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C. The written resignation must state the effective date of the employee’s resignation.

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

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

Section 15.20 Good Standing.

Employees who leave the employment of the City in good standing by retirement or resignation
will receive 100% of unused accrued PTO leave.

Chapter 16. Discipline

Section 16.10 General Policy
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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 Menahga. City employees are 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. The City Administrator/Clerk/Treasurer
can administer disciplinary action and requires approval by City Council.

Section 16.20 Administration of Discipline

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 this policy. The supervisor and/or the
City Administrator/Clerk/Treasurer will investigate any allegation on which disciplinary action
might be based before any disciplinary action is taken.

Section 16.30 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.

Section 16.40 Process

The City may elect to use progressive discipline with any employee. There may be
circumstances that warrant deviation from the suggested order or where progressive discipline
is not appropriate. Nothing in this personnel policy implies any City employee has a property
right to the job he or 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

Written Reprimand

Suspension With or Without Pay

Demotion and/or Transfer

Salary Change

Discharge

Chapter 17. Grievance Procedure
Section 17.10 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:
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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 policy
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 ten (10) work days.

Step 2: If a grievance has not been settled in accordance with subsection A, 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 Policy allegedly violated, and the remedy requested, by
the employee to the City Administrator/Clerk/Treasurer within ten (10)work days after the
supervisor’s response is due. The City Administrator/Clerk/Treasurer will make the
determination as to whether or not to move the grievance forward to the city council. The City
Administrator/Clerk/Treasurer or designee will respond to the employee in writing within seven
(7) calendar days. The decision of the City Administrator/Clerk/Treasurer is final for all disputes
with exception of those specific components in a performance review subject to a challenge
through the Minnesota Department of Administration. If a grievance is filed against the City
Clerk/Treasurer, it goes directly to the Personnel Representatives appointed by the city council.
If a grievance is filed against the Mayor or a councilmember, it goes directly to legal counsel.

Section 17.20 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, it will be considered settled on the basis of the City’s last answer. If the City
does not answer a grievance of 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
employee, without prejudice to either party.

Section 17.30 Actions Not Grieveable
The following actions are not grieveable:

e Certain components of a performance review, such as disputed facts reported to be
incomplete or inaccurate are challengeable, other performance review data, including
subjective assessments, are not.

e Pay increases or lack thereof; and

The above list is not meant to be all inclusive or exhaustive.

Chapter 18. Sexual Harassment Prevention

Section 18.10 General
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A. The City of Menahga is committed to creating and maintaining a work place free of
harassment and discrimination. Such harassment is a violation of the Title VII of the
Civil Rights Act of 1964 and the Minnesota Human Rights Act.

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

C. Discriminatory behavior includes inappropriate remarks about, or conduct related to a
person’s legally protected characteristics such as race, color, creed, religion, national
origin, disability, sex, gender, pregnancy, marital status, age, sexual orientation, gender
identity, or gender expression, familial status, or status with regard to public assistance.

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

Section 18.2 Applicability

Maintaining a work environment free from harassment is a shared responsibility. This policy is
applicable to all city employee, volunteers, applicants, contractors/vendors, members of boards
and commissions, City Council members, and members of the public both in the workplace and
other city-sponsored social events.

Section 18.30 Definitions
A. 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:

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

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

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

B. Examples of inappropriate conduct include but are not limited to:

a. Unwanted physical contact.

b. 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;

c. Verbal or written abuse, kidding, or comments that are sexually-oriented and
considered unacceptable by another individual;

d. Unwelcome sexual jokes or comments. This includes comments about an
individual’s body or appearance where such comments go beyond mere courtesy,

54



telling “dirty jokes” or any other tasteless, sexually oriented comments, innuendos or
actions that offend others;
e. Sexually explicit posters or pinups.
Repeated and unwelcome requests for dates or 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.
g. Sexual gestures.
C. 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.

—h

Section 18.30 Expectations

A. The City of Menahga recognizes the need to educate its employees, volunteers,
members of boards and commissions, contractors/vendors, elected officials and member
of the public 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 assist in fostering an environment free from offensive
behavior or harassment. Violations of this policy may result in disciplinary action. Each
situation will be evaluated on a case-by-case basis.

B. Employees who feel that they have been victims of sexual harassment, or employees
who are aware of such harassment, should follow the procedures outlined in Sections
19.50-19.70

C. In addition to notifying one of the above persons and stating the nature of the
harassment, the employee is also encouraged to take the following steps, if the
employee feels safe and comfortable doing so:

a. If there is a concern about the possibility of violence, the individual should use their
discretion to call 911, and/or take other reasonable action, and as soon as feasible
such as contacting their supervisor.

b. Make it clear to the harasser the conduct is unwelcome and document the
conversation.

c. Document the occurrences of harassment.

d. Submit the documented complaints to your supervisor, City
Administrator/Clerk/Treasurer, mayor, or any member of the city council. Employees
are strongly encouraged to put the complaint in writing.

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

D. 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.

E. Management has the obligation to provide an environment free of sexual harassment.
The city is obligated to prevent and correct unlawful harassment in @ manner which
does not abridge the rights of the accused. To accomplish this task, the cooperation of
all employees is required.
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Section 18.40 City Action

A. 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.

B. All allegations will be investigated.

C. 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.

Section 18.50 False Complaint
Any employee who makes a false complaint or provides false information during an
investigation may be subject to disciplinary action.

Section 18.60 State Statute Language

The city is not voluntarily engaging in a dispute resolution process within the meaning of M.S.
363A.28, subd. 3(b) by adopting and enforcing this workplace policy. The filing of a complaint
under this policy and any subsequent investigation does not suspend the one-year statute of
limitations period under the Minnesota Human Rights Act for bringing a civil action or for filing a
charge with the Commissioner of the Department of Human Rights.
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Chapter 19. Respectful Workplace Policy

Section 19.10 General

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

Section 19.20 Applicability

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

Section 19.30 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, call 911. Employees are to 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.

Section 19.40 Types of Disrespectful Behavior
The following types of behaviors cause a disruption in the workplace and are, in many
instances, unlawful:

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

B. 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, familial status, or status with regard to public assistance, veteran
status, membership on a local human rights commission, pregnancy, childbirth, or
related medication conditions, reserve or National Guard status, military service,
citizenship, or any other basis protected by law, except where there is a bona fide
occupational qualification.

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

D. Sexual harassment as defined in Section 17 in this policy.

Section 19.50 Employee Response to Disrespectful Workplace Behavior
An employee who believes disrespectful behavior is occurring is 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 an employee sees or overhears a violation, the employee is encouraged to follow these steps:

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.

B. If you fear adverse consequences could result from telling the offended or if the matter
is not resolved by direct contact, go to your supervisor or City
Administrator/Clerk/Treasurer. 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 (10) business days after your report.

C. In the case of violent behavior, all employees are required to report the incident
immediately to their supervisor, City Administrator/Clerk/Treasurer or Police
Department.

D. An 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/Clerk/Treasurer.

Step 2:

A. If, after what is considered to be a reasonable length of time you believe inadequate
action has been taken to resolve your complaint/concern, the next step is to report the
incident to the City Administrator/Clerk/Treasurer or the Mayor.

Section 19.60 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/Clerk/Treasurer, 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:
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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 or her actions and
require 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 is interviewed
to discuss the nature of the allegations. The person being interviewed may have someone of
his or her own choosing present during the interview. The investigation will obtain the
following description of the incident, including date, time and place:

e Corroborating evidence.

e Alist of witnesses.

e Identification of the offender.

Step 3: The supervisor must notify the City Administrator/Clerk/Treasurer about the
allegations.

Step 4: As soon as practical after receiving the written or verbal complaint, the alleged violator
will be informed of the allegations and will have the opportunity to answer questions and
respond to 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 violated and complainant are advised of the findings and conclusions as
soon as practicable.

Section 19.70 Special Reporting Requirements

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

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

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

Pending completion of the investigation, the City Administrator/Clerk/Treasurer, may at his or

her discretion, take appropriate action to protect the alleged victim, other employees, or
citizens.
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If an elected or appointed City official (e.g., council member or commission member) is the
victim of disrespectful workplace behavior, the city attorney will be consulted through the City
Administrator/Clerk/Treasurer or the Mayor as to the appropriate course of action.

Section 19.80 Confidentiality

A person reporting or witnessing a violation 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).

Section 19.90 Retaliation

Retaliation is strictly prohibited. Retaliation includes, but is not limited to, any form of
intimidation, reprisal, or harassment. Individuals who report harassing conduct, participated in
investigations, or take any other actions protected under federal or state employment
discrimination laws will not be subject to retaliation.

While each situation is very fact dependent, generally speaking retaliation can include denial of
a promotion, job benefits, or refusal to hire, discipline, negative performance reviews or
transfers to less prestigious or desirable work or work locations because an employee has
engaged or may engage in activity in furtherance of EEO laws.

Retaliation may also include threats or reassignment, removal of supervisory responsibilities,
filing civil action, deportation or other action with immigration authorities, disparagement to
others or the media and making a false report to government authorities because an employee
has engaged or may engage in protected activities.

Any individual who retaliates against a person who testifies, assists, or participates in an
investigation may be subject to disciplinary action.

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.
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Chapter 20. Drug-Free Workplace

Section 20.10 Compliance
It is the City’s intent and obligation to provide a drug-free, safe and secure work environment.

In accordance with Federal Law, the City of Menahga 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.

B. The unlawful manufacture, distribution, possession, or use of a controlled substance on

city property or while conducting City business is absolutely prohibited.

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.

Section 20.20 Violations
Violations of this policy will result in disciplinary action and may have legal consequences.
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Chapter 21. City Driving

Section 21.10 Application
A. This language 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.
B. 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.

Section 21.20 City Expectation
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.

Section 21.30 Personal Use Prohibited.
If an employee drives a City vehicle, the employee is prohibited to use it for personal use.

Section 21.40 Driving Records

A. The City will examine driving records once per year for all employees who are covered
by this policy to determine compliance with this policy, as applicable.

B. 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.

Section 21.50 City Action Concern Driving Record.
The City will determine appropriate action on a case-by-case basis.
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Chapter 22. Possession and Use of Dangerous Weapons

Section 22.10 Possession and Use of Dangerous Weapons Prohibited.
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 service
as a weapon.
A. Possession or use of a dangerous weapon is prohibited on city property, in City vehicles,
or in any personal vehicle, which is being used for City business.
B. This includes employees with valid permits to carry firearms unless approved by City
Council.

Section 22.20 Exceptions
The following exceptions to the dangerous weapons prohibition are as follows:

A. Employees legally in possession of a firearm for which the employee holds a valid
permit, if required, and the 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.

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

C. Police officers and employees who are in possession of a weapon or firearm in the scope
of their official duties.
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Chapter 23. Cellular Phone and Computer Use

Section 23.10 Application

This policy is intended to define acceptable and unacceptable uses of cellular telephones and
computers. Its application is to ensure cellular phone and computer usage is consistent with the
best interest 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
computers and to ensure City employees exercise the highest standards of propriety in their
use.

Section 23.20 General Use

Cellular telephones and computers intended for the use of City employees in the conduct of
their work for the City. Supervisors are responsible for the cellular telephones and computers
assigned to those they supervise 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:

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

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

C. Employees are expected to follow applicable local, state and federal laws and
regulations regarding the use of cellphones at all times.

D. Employees whose job responsibilities include regular or occasional driving and who are
issued a cellphone for business are expected to refrain from using their phone while
driving.

E. Safety must come before all other concerns.

Regardless of the circumstances and in accordance with Minnesota law, employees are

required to use hands-free operations or pull off into a parking lot and safely stop the

vehicles before placing or accepting a call.

G. Reading/sending text messages, making or receiving phone calls, emailing, video calling,
scrolling/typing, accessing a webpage, or using non-navigation applications while driving
is strictly prohibited.

m

In accordance with State law, there is an exception to hands free cell phone operations to
obtain emergency assistance to report a traffic accident, medical emergency or serious traffic
hazard or prevent a crime from being committed. There is also a State law exception for
authorized emergency vehicles while in the performance of official duties.

Employees who are charged with traffic violations resulting from the use of their phone while
driving will be solely responsible for all liabilities that result from such actions.

Reimbursement to the City based on actual cost listed on the City phone bill.
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Section 23.30 Use of Personal Cell Phone
The supervisor and City Administrator/Clerk/Treasurer may authorize an employee to use his or
her own personal phone for city business and be reimbursed by the city for those calls.

An employee will not be reimbursed for business-related calls without prior authorization from
his or her supervisor and the City Administrator/Clerk/Treasurer.

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.

Section 23.40 Personal Calls on City-Provided Cell Phone

All personal calls made by employees on a City-provided cellular phone must be paid for by the
employee through reimbursement to the City based on actual cost listed on the City’s phone
bill. Exceptions will be made for calls made on an unlimited plan.

Personal calls will be made or received only when absolutely necessary. Calls must not interfere
with working operations and are to be completed as quickly as possible.

Section 23.50 Violations

Employees who abuse or misuse such cell phones may be subject to disciplinary action. The
City Administrator/Clerk/Treasurer will have primary responsibility for enforcement within their
departments. All supervisors will be responsible for enforcement within their departments.

Chapter 24. Use of Public Resources

Section 24.10 Employee Use of Public Resources
A. 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.
B. Incidental and occasional personal use of resources may be permitted with the consent
of the supervisor.

Chapter 25. Safety

Section 25.10 Application

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 this language is the
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responsibility of each employee. Overall administration of this policy is the responsibility of each
supervisor.

Section 25.20 Reporting Accidents and Ilinesses

Both Minnesota Workers’ Compensation laws and the state and federal Occupation Safety and
Health Acts requiring 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 or her supervisor.

The employee’s immediate supervisor is required to complete a First Report of Injury and any
other forms related to an injury or iliness on the job.

Section 25.30 Safety Equipment Gear
It is a condition of employment that each employee wears and uses safety equipment required
by federal, state or local rules and regulations.

Section 25.40 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. The action requires follow up through a written
report.

If any specific provisions of the personnel policies conflict with any current union agreement or
civil services 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.
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