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Grimes City Hall
101 NE Harvey Street
Grimes, lowa 50111

Phone | 515.986.3036
www.grimesiowa.gov

Mayor | Scott Mikkelsen
City Council | Jill Altringer, Eric Johansen,
Jeremy Hamp, David Gisch, Ryan Burger

AGENDA ITEMS FOR DECEMBER 9, 2019 AT 5:30 PM AT GRIMES CITY HALL
1. Call to Order
Pledge of Allegiance
2. Roll Call
Approval of the Agenda
4. Approval of the Consent Agenda (Discussion is not allowed unless the Mayor or a City Council
Member ask for an item to be removed and placed under Council actions for consideration)
Minutes from previous meeting
Reappointment of Whitfield and Eddy Law as City Attorney
Reappointment of Rochelle Williams as City Clerk
City Administrator Contract
City Employee Handbook
Receiving of Filing for Property at 402 SE 6™ Street
Mid-American Energy Proposal to Provide Underground Primary Cable for Primary Metering
System for new RO Water Plant $116,415.60
Hawkins, Inc $6,100 (water treatment)
GWorks $8,411.08 Annual Software License Fee
Macqueen Equipment $6,637.46 (repairs to street sweeper)
Resolution 12-0119 Second Extension of the 28E Agreement Between the City of Grimes,
lowa and the City of Johnston, lowa for the Sharing of Administrative Resources Supporting
Fire and Emergency Medical Services (EMS)
Resolution 12-0219 Approving Personnel Transactions
. Replacement of HVAC Unit at Grimes Community Complex $10,100
Progress Payments
1. Pay Request #6 to Snyder and Associates for the City Traffic Signal Communication
Network Project $2,203.86 (IA 141 and SE 11" Street and IA 141 and SE and SE 19"
Street Intersections)
2. Pay Request #2 to McAninch Corporation for Hope Commercial Plat 1 $189,550.50
Change Order #2 to McAninch Corporation for Hope Commercial Plat 1 $2,100.00
4. Pay Request #2 to Bolton and Menk, Inc for Professional Services for Hope Commercial
Plat 1 Public Improvements Construction Services $6,284.00
5. Pay Request #2 to Concrete Technologies, Inc for SW County Line Road Improvements
$171,553.90
6. Pay Request #2 to Bolton & Menk for Professional Services for SW County Line Road
Improvements Construction Services $708.00
7. Pay Request #15 to Concrete Technologies for Hwy 141 at SE 37" Street Improvements
$105,216.45
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8.

9.

10.
11.
12.
13.

14.

15.

Pay Request #5 to Progressive Structures, LLC for the Grimes 16 inch RAW Water Main
$199,377.43

Pay Request # 9 to All Terrain Seeding for the Little Beaver and Prairie Creek Channel
Improvements $21,895.43

Acculet LLC $41,816.19 clean and televise as part of the annual clean

Professional Services Veenstra & Kimm, Inc $9,595.24 and $14,985.00

Lee Chamberlin Consultant Engineers Progress Payment for 2019 GIS Project $4,342.50
Lee Chamberlin Consultant Engineers Progress Payment for 19" Street and County Line
2019 HMA $16,913.25

Lee Chamberlin Consultant Engineers Progress Payment for Lions Park Survey
$34,653.00

Change Order #2 2019 City of Grimes 19" Street and County Line Road HMA Pavement
Improvements decreasing the contract $11,650. (after purchase of materials net savings of
$7,750)

O. Guidelines and Policies for the Grimes Community Complex
P. Whitfield & Eddy Law — Professional Fees $10,566.25
Q. Claims Report

PUBLIC FORUM

“People wishing to address the Council need to sign up on the sheet which has been provided on the
table near the door. Each person will be allowed three minutes from the podium and may address
no more than two issues per Grimes Rules of Procedure for Conduct of City Business — May 2005.”

PUBLIC AND COUNCIL AGENDA ITEMS

Council may consider and potentially act on the following Public Agenda items

A.

B.

General Property and Liability Insurance Coverage Renewal — Lane Danielsen -True North
Insurance and Financial Strategies
Water Revenue Loan and Disbursement Agreement

a.

b.

Public Hearing on Proposal to Enter Into a Water Revenue Loan and Disbursement
Agreement

Resolution 12-0319 Authorizing and Approving a Loan and Disbursement Agreement and
Providing for the Issuance and Securing the Payment of Taxable Water Revenue Bonds,
Series 2020

Snow and Ice Control Policy
Change Order #3 to Grosch Irrigation Co. Inc. for the New Jordan Well increasing the contract
$9,625.00

COUNCIL DISCUSSIONS

1.

2.
3.

Mayor’s Report

Oath of Office to new Council Member Andy Borcherding
b. Appointments

City Staff’s Report

Council Reports

a.

ADJOURNMENT
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CITY OF GRIMES
CITY ADMINISTRATOR EMPLOYMENT CONTRACT

THIS CITY ADMINISTRATOR EMPLOYMENT CONTRACT ("Contract"), is entered into
this day of Decemberdanuary 2019, between the City of Grimes, State of lowa, a
municipal corporation ("City") and Jake Anderson ("Employee") and provides as follows:

WHEREAS, the City desires to continue to retain the services of Employee as
City Administrator, as provided by the Grimes Code of Ordinances, and

WHEREAS, it is the desire of the City to provide certain benefits, establish
certain conditions of employment, and to set working conditions of said Employee; and

WHEREAS, it is the desire of the City (1) to continue to employ the services of
Employee, (2) to make possible full work productivity for Employee, (3) to provide a just
means for terminating Employee's services at such time as the City or Employee may
desire to otherwise terminate his employment; and

NOW, THEREFORE, in consideration of the foregoing and the mutual covenants
set forth in this Contract, the parties hereto agree as follows:

Section 1. Duties

City agrees to continue to employ Employee as City Administrator of the City to
perform the functions and duties specified in the Grimes Code of Ordinances, and to
perform such other legally permissible and proper duties and functions as the Mayor
and City Council shall from time to time assign. The functions and duties shall also
include but not be limited to the following:

A. Be the chief administrative officer of the City and be responsible to the
City Council for proper administration of all affairs of the City.

B. Attend various meetings and workshops of the City.

C. Recommend for adoption by the City Council such measures as he may
deem necessary or expedient.

D. See that all laws, ordinances and policies of the City are faithfully
executed, subject to the authority which the City Council may grant the
Mayor to maintain law and order in times of emergency.

E. Prepare and submit to the City Council such reports as may be required
by that body or as he may deem advisable to submit.

F. Keep the City Council fully advised of the financial condition of the City
and its future needs.



H.

Section 2.

A.

Section 3.

A.

Prepare and submit a proposed budget; work with the City Council and
Mayor in the final budget analysis and review; and be responsible for its
administration upon adoption.

Keep the public and City Council informed regarding City operations
through periodic reports to the City Council.

Term

This Contract shall commence on the date of the contract and shall
remain in effect through December 31, 202019.

Employee agrees to remain in the exclusive employ of City until December
31, 202019 and unless the employment is terminated pursuant to
Section 3 of this Contract. The term "employ" shall not be construed to
include income that may be earned by Employee as the result of
occasional teaching, writing, or consulting performed on Employee's time
off.

Nothing in this Contract shall prevent, limit, or otherwise interfere with
the right of the City Council to terminate the services of Employee at any
time, with or without cause, subject only to the provisions set forth in
Section 3 of this Contract.

Nothing in this Contract shall prevent, limit, or otherwise interfere with
the right of the Employee to resign at any time from his position with the
City, subject only to the provisions set forth in Section 3B or 3C, of this
Contract.

Termination and Severance Pay

TERMINATION-In the event that either (a) Employee is terminated by the
City Council before expiration of the end of the term of employment and
during such time that Employee is willing and able to perform the duties
of City Administrator, or (b) the City declines to enter into an additional
two-year contract, upon expiration of this contract or any mutually
agreed contract extension with terms substantially similar to this
Contract, the City agrees to pay Employee a lump sum cash payment
equal to six (6) months aggregate salary and six month payment of non-
union employee insurance benefit premiums, and accrued vacation pay
as determined in this Contract (the "Severance Payment") in exchange for
a signed full release by the Employee of any liability that the City and the
City’s elected officials and employees may have under federal or state law
arising out of the Employee’s employment with the City, this Contract, or
the termination of the Employee’s employment with the City.
Notwithstanding the foregoing, in the event Employee is terminated, or
the contract is not renewed, because of: (i fraud; (i) dishonesty;
(iii) substance abuse; or (iv) conviction of any criminal act other than
routine traffic violations, then, in any such event, City shall have no
obligation to pay the Severance Payment. For the purposes of this
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agreement, dishonesty is defined as knowingly and intentionally
misleading the Mayor and City Council or an action taken resulting in
Employee's personal financial gain due to inside knowledge or
unauthorized payments to the Employee related to his position with the
City.

B. RESIGNATION-In the event Employee voluntarily resigns his position
with the City before expiration of the aforesaid term of employment, then
Employee shall give the City three (3) months written notice in advance.
In the case of a voluntary resignation by Employee, the Severance
Payment shall not be paid to Employee.

C. CONSTRUCTIVE TERMINATION-In the event the City at any time during
the term of this Contract reduces the salary or other financial benefits of
Employee in a greater percentage than an applicable across-the-board
reduction for all employees of the City, or in the event the City refuses,
following written notice, to comply with any Contract provision benefiting
Employee, or the Employee resigns following a suggestion, whether
formal or informal, by the Mayor and Council that he resign, then, in that
event Employee may, at his option, be deemed to be "terminated" at the
date of such reduction or such refusal to comply within the meaning of
this Contract, and Employee shall be entitled to receive the Severance
Payment if Employee elects to treat his employment as having been
terminated and executes the full liability release specified under Section
3A.

Section 4. Disability

If Employee is permanently disabled or is otherwise unable to perform his duties
because of sickness, accident, injury, mental incapacity or health for a period of four
(4) weeks, City shall have the option to terminate this Contract, and the City will pay
the Severance Payment upon execution of a full release by the Employee or the
Employee’s legally authorized representative pursuant to the terms of Section 3A.

Section 5. Salary

Continuing the provisions of the previous Contract, City agrees to pay Employee
for his employment services beginning January 1, 2020December 122018, at an
annual base salary of $148,000135;200 payable in installments at the same time as

other employees of the C1ty are pald —A%ﬁé—meee&s%aﬁmg—th%&%pleyees—&rm%
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receive or be eligible for overtime pay.

Section 6. Hours of Work

Employee shall have discretion to determine the specific hours he works;
provided, however, that Employee generally agrees to maintain normal office hours and
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to work the number of hours necessary to discharge the duties and responsibilities of
the City Administrator, which shall routinely include significant time outside normal
office hours. Employee further agrees to maintain an office at home capable of
handling reasonable off-hour business matters from Mayor, City Councilmembers, and
the public, relevant to the management of the affairs of the City.

Section 7. Motor Vehicle and Personal Allowance

During the term of this Contract, Employee shall receive a monthly motor
vehicle allowance of $325. The motor vehicle allowance amount shall be reviewed and
adjusted annually to such extent as the City Council may determine that it is desirable
to do so. Employee shall be responsible for paying for liability, property damage, and
comprehensive insurance and for the purchase, operation, maintenance, repair, and
regular replacement of Employee’s motor vehicle. Employee shall provide City with
written proof of insurance as requested.

Section 8. Dues and Subscriptions

City agrees to budget and to pay the professional dues and subscriptions of
employee and official travel required to participate in the International City/County
Management Association and Iowa City/County Management Association and any
other mutually agreeable national, regional, state, and local associations and
organizations necessary and desirable for his continued professional participation,
growth, and advancement, and for the good of the City. City also agrees to budget for
and to pay for travel and subsistence expenses of Employee for short courses,
institutes, and seminars that are necessary for his professional development and for
the good of the City.

Section 9. Vacation

A. Employee shall be credited with 15 days of vacation on the date of the
contract.

B. Employee shall obtain written approval for any vacation over one week in
duration from the Mayor, or in the Mayor’s absence, the Mayor Pro Tem.

C. Unless his services are needed for an emergency situation, Employee shall be
granted the same holidays granted to all non-union employees of the City.

Section 10. Disability, Health, Life Insurance, Sick Leave and Other Benefits

Employee shall receive the same disability, health, life insurance and other
insurance related benefits made available to non-union City employees as outlined in
the Grimes Employee Policy Manual, which benefits may be changed from time to time
by the City.

Section 11. Pension

During the Employee’s employment, the City shall contribute funds for
| Employee into the Iowa Public Employee Retirement System (IPERS). _In addition, the
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City will pay $2960 (an amount equal to 2% of his annual salary) to a qualified

retirement fund designated by the Employee no later than April 15, 2020.

Section 12.

A.

Section 13.

A.

Other Terms and Conditions of Employment

The City Council shall fix any such other terms and conditions of
employment, as it may determine from time to time, relating to the
performance of Employee, provided such terms and conditions are not
inconsistent with or in conflict with the provisions of this Contract, the
City Code, or any other law.

All provisions of the City Code and applicable laws, regulations and rules
of City relating to vacation and sick leave, retirement and pension system
contributions, holidays, and other fringe benefits and working conditions
as they now exist or hereafter may be amended, also shall apply to
Employee as they would to other non-union employees of City, in addition
to said benefits enumerated specifically for the benefit of Employee,
except as provided in this Contract. Any vacation and sick leave available
to Employee at Employee’s retirement from the City will be paid out in
accordance with the Grimes Employee Policy Manual.

In addition to that required under state and local law, City shall defend,
save harmless, and indemnify Employee against any tort, professional
liability claim or demand or other legal action, whether groundless or
otherwise, arising out of an alleged act or omission occurring in the
performance of Employee's duties as City Administrator. The foregoing
indemnity shall apply to any alleged act or omission occurring during the
course of Employee's employment as City Administrator, regardless of
whether the claim arises during Employee's term of employment with the
City, or after such employment ceases. City will compromise and settle
any such claim or suit and pay the amount of any settlement or
judgment rendered thereon that is not covered by liability insurance
available to Employee.

City shall bear the full cost of any fidelity or other bonds required of
Employee under any law or ordinance.

General Provisions

The text herein shall constitute the entire agreement between the parties.
Any prior discussions or representations by or between the parties are
merged into and rendered void by this Contract. The parties may amend
this Contract by mutual signed written agreement during the term of this
Contract.

This Contract shall be binding upon and inure to the benefit of the heirs
at law and executors of Employee.

This Contract shall become effective on the date of the contract.



D. If any provision, or any portion thereof, contained in this Contract is held
to be unconstitutional, invalid, or unenforceable, the remainder of this
Contract, or portion thereof, shall be deemed severable, shall not be
affected, and shall remain in full force and effect.

E. Following any notice of termination of this Contract, Employee shall fully
cooperate with City in all matters relating to concluding Employee's work
for City and the orderly transfer of any such pending work to City.

F. Employee agrees to maintainebtain legal residency within the City of
Grimes within12-months-of-the-date-of-this- Contractand-maintainthat
legal-resideney for the balance of the Employee’s employment by the City
of Grimes.
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Section 14. Dispute Resolution

City and Employee agree to resolve any dispute, claim or controversy arising out
of this Contract or its termination as follows. The parties will attempt in good faith to
resolve any dispute, claim or controversy arising out of or relating to this Contract or
its termination by mediation. If the matter has not been resolved pursuant to
mediation within thirty (30) days of the commencement of such mediation (which
period may be extended by mutual agreement), or if either party will not participate in
mediation, the controversy shall be settled by arbitration in accordance with the rules
and procedures of the American Arbitration Association by a sole arbitrator selected by
the parties who is sufficiently knowledgeable in the areas of dispute resolution
necessary to arbitrate the controversy. Judgment upon the award rendered by the
arbitrator may be entered by any court having jurisdiction thereof. The arbitrator is
not empowered to award damages in excess of actual damages and shall have no
authority to award punitive damages. Each party shall be responsible for its own costs
and expenses, except that the parties will equally share the compensation and
expenses of the mediator and/or arbitrator. Any such mediation and/or arbitration
shall be conducted in Polk County, lowa.
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IN WITNESS WHEREOF, the City of Grimes, Iowa has caused this Contract to
be signed and executed on its behalf by its Mayor, and duly attested by its City Clerk,
and the Employee has signed and executed this Contract on the of December,

2020Jdanvary;2019.

SCOTT MIKKELSEN, MAYOR
CITY OF GRIMES
STATE OF IOWA

ATTEST:
ROCHELLE WILLIAMS JAKE ANDERSON
CITY CLERK EMPLOYEE
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I. INTRODUCTION

Purpose

The purpose of these policies is to establish a uniform and equitable system of personnel
administration for employees of the City of Grimes. They should not be construed as contract
terms for any City employees. No supervisor or City representative has any authority to enter
into any agreement for employment for any specific period of time, or to make any agreement
contrary to this provision. Nothing in this Employee Handbook, or in other City policies which
may be communicated to the employee, constitutes a contract of employment for any City
employee. The policies are not intended to cover every situation that might arise and can be
amended at any time at the sole discretion of the City. These policies supersede all previous
personnel policies. As an employee, you are responsible for complying with current City policy
at all times.

Except as otherwise prohibited by law, the City of Grimes has the right to terminate any
employee at any time for any or no reason. Employees may similarly terminate employment at
any time for any reason.

Scope

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

1. Elected officials

2. City attorney

3. Members of city boards, commissions, and committees

4. Consultants and contractors

5. Volunteers, except as specifically noted

If any policy herein conflicts with any current union agreement, the union agreement will
prevail. Union employees should consult their collective bargaining agreement for specific rules
pertinent to their employment conditions.

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

EEO Policy Statement

The City is committed to providing equal opportunity in all areas of employment, including but
not limited to recruitment, hiring, demotion, promotion, transfer, selection, lay-off, disciplinary
action, termination, compensation and selection for training. The City will not discriminate
against any employee or job applicant on the basis of race, color, creed, religion, national origin,
ancestry, sex, sexual orientation, gender identity, or gender expression, disability, age, marital
status, genetic information, or veteran status.
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Data Practices Advisory

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

Employees have the right to know what data is retained, where it is kept, and how it is used. All
employee data will be received, retained, and disseminated in compliance with lowa and federal
law.

Media Requests

All City employees have a responsibility to help professionally communicate accurate and timely
information to the public. Requests for private data or information outside of the scope of an
individual’s job duties should be routed to city hall or the relevant Department Head.

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

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

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

All news releases concerning city personnel will be the responsibility of the city administrator.

When/if the city administrator authorizes a staff person to communicate on behalf of the city in
interviews, publications, news releases, on social media sites, and related communications,
employees must:

e Identify themselves as representing the City. Account names on social media sites must
be clearly connected to the City and approved by the city administrator.

e Be respectful, professional, and truthful when providing information. Provide only
factual information (not opinions or editorial comments).

¢ Do not include personal opinions in official City statements, except when to promote a
city service.
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II. CITYWIDE WORK RULES & CODE OF CONDUCT

Conduct as a City Employee

In accepting city employment, employees become representatives of the City and are responsible
for assisting and serving the citizens for whom they work. An employee’s primary responsibility
is to serve the residents. 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.

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

e Perform assigned duties to the best of their ability.

e Provide prompt and courteous service to the public.

e Read, understand, and comply with rules and regulations in this handbook and those in
their departments.

e Behave professionally 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 an immediate supervisor.

e Maintain good attendance while meeting the goals set by an employee’s supervisor.

Attendance & Absence

The operations and standards of service in the City require that employees be at work unless
valid reasons warrant absence or an employee has a position that has been approved to work
remotely. In order for a team to function efficiently and effectively, employees must fully
understand the goals that have been set for them and the time required to be on the job.
Understanding attendance requirements is an essential function of every city position.

Employees who anticipate work absence shall notify their supervisor as soon as possible in
advance of the absence. In the event of an unexpected absence, employees should call their
supervisor before the scheduled starting time and keep in mind the following procedures:

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

e Failure to use the established reporting process may be grounds for discipline.

e The employee must call or report to the supervisor each day of an absence extending
beyond one (1) day unless arrangements otherwise have been made with the supervisor.

e Employees absent for three (3) days or more and who do not report the absence according
to this policy will be considered to have voluntarily resigned not in good standing.

e The City may waive this rule if extenuating circumstances warranted such behavior.

This policy does not preclude the City from administering discipline for unexcused absences of

less than three (3) days. Individual departments may establish more specific reporting
procedures.
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For budgetary and confidentiality reasons, non-exempt employees (eligible for overtime pay) are
not authorized to take work home or work through lunch without prior approval from their
supervisor.

Access to and Use of City Property

Any employee who has authorized possession of keys, cell phones, laptops, iPads, or other city-
owned devices or equipment must register his/her name and the serial number (if applicable) or
identifying information about the equipment with his/her supervisor. All such equipment must be
turned in and accounted for any employee to resign in good standing.

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

Appearance

Departments may establish dress codes for employees as part of departmental rules, as approved
by the city administrator or designee. Personal appearance should be appropriate to the nature of
the work and contacts with other people and should present a positive image to the public.
Clothing, jewelry, or other items that could present a safety hazard are not acceptable in the
workplace. Dress needs vary by function. Employees who spend a portion of the day in the field
need to dress in a professional manner appropriate to their jobs, as determined by their
supervisor. Employees may dress in accordance with their gender identity, within the constraints
of the dress codes adopted by the department. City staff shall not enforce the City’s dress code
more strictly against transgender and gender diverse employees than other employees.

Conflict of Interest

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

Falsification of Records

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

Whistleblower Protections

An employee of the City who, in good faith, reports an activity that he/she considers to be illegal
or dishonest to one or more of the city administrator or the human resources director may have
whistleblower protections. The whistleblower is not responsible for investigating the activity or
for determining fault or corrective measures; appropriate city management officials are charged
with these responsibilities.
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Examples of illegal or dishonest activities include violations of federal, state or local laws;
billing for services not performed or for goods not delivered; and other fraudulent financial
reporting.

If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, the
employee is to contact his/her immediate supervisor or the human resources director. The
employee must exercise sound judgment to avoid baseless allegations. An employee who
intentionally files a false report of wrongdoing may be subject to discipline up to and including
termination.

It is the City's legal responsibility to protect employees who make a complaint of employment
discrimination, who serve as a witness or participate in an investigation, or who are exercising
their rights when requesting religious or disability accommodation from retaliation.

Whistleblower protections are provided in two important areas — confidentiality and against
retaliation. Insofar as consistent with lowa law, the confidentiality of the whistleblower will be
maintained. However, identities may be disclosed to conduct an investigation, to comply with
the law and to provide accused individuals their legal rights of defense. The City will not
retaliate against a whistleblower. Any whistleblower who believes he/she is being retaliated
against must contact human resources immediately. The right of a whistleblower for protection
against retaliation does not include immunity for any personal wrongdoing.

Personal Telephone Calls

Personal telephone calls during work time should be made or received only when truly necessary
(e.g., family or medical emergency), should not interfere with city work, and should be
completed as quickly as possible.

Political Activity

City employees have the right to express their views and pursue legitimate involvement in the
political system. However, no city employee will directly or indirectly, during hours of
employment, solicit or receive funds for political purposes. Further, any political activity in the
workplace must be pre-approved by the City to avoid any conflict of interest or perception of
bias.

Smoking

The City observes and supports the lowa Smokefree Air Act. All city buildings and vehicles, in
their entirety, shall be designated as tobacco free, meaning that smoking in any form (through the
use of tobacco products such as pipes, cigars, and cigarettes) is prohibited while in a city facility
or vehicle.

Smoking of any kind, including pipes, cigars, and cigarettes is prohibited for employees while on
duty, subject to specific departmental rules. Employees 18 and over are allowed to smoke only

during their breaks and lunch, and only in areas designated for that purpose.

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

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

III. DEFINITIONS

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

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

(b) Department Head: An employee who has responsibility for directing one or
more departments.

(©) Exempt Employee: Employees who are not covered by the overtime provisions
of the federal or state Fair Labor Standards Act.

(d) Fiscal Year: The period from July 1 to June 30.

(e) Immediate Family: An employee’s immediate family includes the employee’s
spouse or partner/significant other, child, parent, brother or sister, mother or father-in-law, son or
daughter-in-law, and grandparents/grandchildren, or with exceptions to be approved by the city
administrator.

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

(2) Regular Full-Time Employee: An employee who has completed the trial period
and who regularly works a minimum of forty (40) hours a week on a continuing basis.

(h) Regular Part-Time Employee: An employee who works less than forty (40) but
at least twenty (20) hours a week on a continuing basis and is eligible for pro-rated holiday,
PTO, or other benefits. This includes employees who work more than twenty hours on average,
even if they may not work more than twenty hours in a particular given week.

(1) Temporary/Seasonal Employees: Temporary/seasonal employees are defined as
those employees who hold jobs of limited duration arising out of special projects, abnormal
workloads or emergencies. Temporary employees are not eligible for City benefits.

() Training/Probationary Period: A six-month period at the start of employment

with the City (or at the beginning of a promotion, reassignment, or transfer) is designated as a
period within which to learn the job, unless covered by a collective bargaining agreement stating
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a different time frame. An employee serving his/her initial probationary period may be
disciplined at the sole discretion of the City, up to and including dismissal. Nothing in this policy
handbook shall be construed to imply that after completion of the probationary period, an
employee has any vested interest or property right to continued employment, which continues to
be “at will.”

IV.  EMPLOYEE RECRUITMENT & SELECTION

Scope

The human resources director or a designee will manage the hiring process for positions within
the City. While the hiring process may be coordinated by staff who screen applicants, perform
interviews, and make hiring recommendations, hiring will become final upon the City Council’s
approval based on the recommendations of staff. All hires will be made according to merit and
fitness related to the position being filled.

Features of the Recruitment System

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

Application for employment will generally be made online or by application forms provided by
the City. Other materials in lieu of a formal application may be accepted in certain recruitment
situations as determined by the human resources director or designee. Supplemental
questionnaires may be required in certain situations. All candidates must complete and submit
the required application materials by the posted deadline, in order to be considered for the
position.

The deadline for application may be extended by the human resources director. Unsolicited
applications will not be kept on file.

Position vacancies may be filled on an “acting” basis as needed. Pay rate adjustments, if any,
will be made according to the Performance Management System adopted by the City Council in
Resolution 09-0419 Adopting Performance Management System (passed September 10, 2019).

Testing and Examinations

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

e Keyboarding exercises for data entry positions.

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

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

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

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

Pre-Employment Medical Exams

The human resources director or designee may determine that a pre-employment medical
examination, which may include a psychological evaluation, is necessary to determine fitness to
perform the essential functions of any position. Where a medical examination is required, an
offer of employment is contingent upon successful completion of the medical exam. Public
works and fire department positions require a pre-employment medical examination.

When a pre-employment medical exam is required, it will be required of all candidates who are
finalists and/or who are offered employment for a given job class. Information obtained from the
medical exam will be treated as confidential medical records.

Selection Process

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

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

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

Background Checks

All finalists for employment with the City will be subject to a background check to confirm
information submitted as part of application materials and to assist in determining the
candidate’s suitability for the position.

Training/Probationary Period

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

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

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

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

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

Assigning and Scheduling Work
Assignment of work duties and scheduling work is the responsibility of the supervisor subject to
the approval of the city administrator.

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

Pursuant to Resolution 06-0819 Approving and Adopting the Grimes Employee
Classification and Compensation Plan, Phase I (passed June 11, 2019), the City has
adopted a classification and compensation system that, by reference, is incorporated
into this policy and governs how employee compensation is determined.

Layoff

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

Performance Reviews

Pursuant to Resolution 09-0419 Adopting Performance Management System (passed September
10, 2019), the City has adopted an objective performance management system, which addresses
how employees receive adjustment to their pay from time to time. More specific details about
the performance management system are contained in the Performance Management Manual.
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VI. HOURS OF WORK

Work Hours

Employee work schedules and opportunities to work remotely will be established by supervisors
with the approval of the human resources director. The regular workweek for employees is five
eight-hour days in addition to a lunch period, Monday through Friday, except as otherwise
approved by the city administrator in accordance with the customs and needs of the individual
departments.

Meal Breaks and Rest Periods

For nonexempt employees, a paid fifteen (15) minute break is allowed within each four (4)
consecutive hours of work. Either an hour, or an unpaid thirty (30) minute lunch period is
provided when an employee works eight (8) or more consecutive hours. Employees are expected
to use these breaks as intended and will not be permitted to adjust work start time, end time, or
lunch time by saving or banking these breaks to leave early.

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

Departments with unique job or coverage requirements may have additional rules (when deemed
appropriate by the supervisor or Department Head and approved by the city administrator) on the
use of meal breaks and rest periods.

Adverse Weather Conditions

City facilities will generally be open during adverse weather. Employees will need to evaluate
the weather and road conditions in deciding to report to work (or leave early). Employees not
reporting to work for reasons of personal safety will not normally have their pay reduced as a
result of this absence. Employees will be allowed to use accrued PTO or compensatory time, or
with Department Head approval, may modify the work schedule or make other reasonable
schedule adjustments.

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

Direct Deposit

As provided for by lowa law, all employees are required to participate in direct deposit.
Employees are responsible for notifying the finance director or human resources director of any
change in status, including changes in address, phone number, names of beneficiaries, marital
status, etc.

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

Non-Exempt (Overtime-Eligible) Employees

All overtime-eligible employees will be compensated at the rate of time-and-one-half for all
hours worked over 40 in one workweek. Shift 48- and 56-hour workweek fire officers will be
compensated at the straight and overtime rates set forth in the applicable labor contract. PTO,
compensatory time used, medical leave, and paid holidays do not count toward “hours worked.”
Compensation will take the form of either time-and-one-half pay or compensatory time.
Compensatory time is paid time off at the rate of one-and-one-half hours off for each hour of
overtime worked.

For all employees (except Fire) the workweek begins at midnight on Monday and runs until the
following Sunday night at 11:59 p.m. Supervisors may establish a different workweek based on
the needs of the department, subject to the approval of the city administrator.

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

The maximum compensatory time accumulation for any employee is 80 hours per year, which
can be carried over at the end of the calendar year. Once an employee has earned 80 hours of
compensatory time in a calendar year, no further compensatory time may accrue in that calendar
year. All further overtime will be paid. Employees may request and use compensatory time off in
the same manner as other leave requests.

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

Exempt (Non-Overtime-Eligible) Employees

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

Leave Policy for Exempt Employees

Exempt employees are required to work the number of hours necessary to fulfill their
responsibilities including evening meetings and/or on-call hours. The normal hours of business
for exempt staff are Monday through Friday, 8 a.m. to 5 p.m., plus evening meetings as
necessary.
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Exempt employees are required to use paid leave when on personal business or away from the
office for four (4) hours or more, on a given day. Absences of less than four (4) hours do not
require use of paid leave as it is presumed that the staff member regularly puts in work hours
above and beyond the normal 8 a.m. to 5 p.m. Monday through Friday requirement. Exempt
employees must communicate their absence to their supervisor, department head, or the human
resources director.

If one of the above employees is regularly absent from work under this policy and it is found that
there is excessive time away from work that is not justified, the situation will be handled as a
performance issue.

If it appears that less than forty (40) hours per week is needed to fulfill the position’s
responsibilities, the position will be reviewed to determine whether a part-time position will meet
the needs of the City. Additional notification and approval requirements may be adopted by the
city administrator for specific situations as determined necessary.

Telecommuting Policy

As a product of its facility constraints and in recognition of an increasingly mobile workforce,
the City allows employees to telecommute under the right circumstances. Telecommuting does
not change the duties, obligations, responsibilities, or terms and conditions of City employment,
and telecommuting employees must comply with all City rules, policies, practices, and
instructions. Eligibility for telecommuting is based on both the position and the employee. Not
every job, or every employee, is well suited for telecommuting. Employees who are not
upholding City obligations, such as meeting performance or conduct expectations, are not
eligible to telecommute.

Telecommuting is a privilege, not a right. All City employees who telecommute must have an
approved telecommuting agreement under this policy. Employees must read the telecommuting
policy and technical guidelines, complete additional training, submit an agreement through the
department head and human resources director, to be approved by the city administrator. A City
department may have additional telecommuting requirements, guidelines, or procedures,
provided they are consistent with the intent of this program and have been approved by the city
administrator.

A telecommuting employee must perform work during scheduled telecommuting hours.
Employees may not engage in activities while telecommuting that would not be permitted at the
regular worksite, such as child, elder, or other dependent care. Telecommuting employees may
take care of personal business during unpaid lunch periods, as they would at the regular worksite.

A supervisor or a department may deny, end, or modify a telecommuting agreement for any
business reason that is not arbitrary or capricious. Similarly, a telecommuting employee may end
or request to change a telecommuting agreement at any time. Employees may be removed from
the Telecommuting Program if they do not comply with the terms of their telecommuting
agreements.
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VII. BENEFITS

Health, Dental, Life Insurance

The City will contribute a monthly amount toward group health, dental, vision, and life insurance
benefits for each eligible employee and his/her dependents. For information about coverage and
eligibility requirements, employees should refer to the summary plan description or contact the
human resources director.

Retirement/IPERS

The City participates in the lowa Public Employees Retirement System (IPERS) to provide
pension benefits for its eligible employees to help plan for a successful and secure retirement.
Participation in IPERS is mandatory for most employees, and contributions into IPERS begin
immediately. For information about IPERS eligibility and contribution requirements, contact the
human resources director.

Flexible Spending Reimbursement Plan

The City has implemented an IRS Section 125 (Flexible Spending Reimbursement Plan) for its
employees. The flexible spending plan allows you to pay for certain expenses through a pre-tax
payroll deduction, which can result in significant tax savings. There are three types of eligible
expenses: health plan premiums, medical/dental expenses and dependent care expenses. This
process is an annual election.

Deferred Compensation Plan

The City provides a deferred compensation plan for regular full-time employees. The plan allows
employees to defer a pre-tax portion of their paycheck for retirement. Participation in the plan is
voluntary.

Vehicle Allowance

For department heads who must travel regularly in the course of their duties, the City will
provide a city-owned vehicle for their use during work hours. In situations where the budget
does not allow for the purchase of a vehicle, the city administrator may elect to pay a
$200.00/month vehicle allowance. Such an allowance will be authorized for a year at a time
only and is not intended to be a permanent fringe benefit, but only a gap measure until the City
can budget for a vehicle purchase.

VIII. HOLIDAYS

The City observes the following official holidays for all regular full-time and part-time
employees:

New Year’s Day Veteran’s Day

Martin Luther King, Jr. Day (3rd Monday in Jan.)  Thanksgiving Day
Memorial Day Friday after Thanksgiving
Independence Day Christmas Eve

Labor Day Christmas Day

Birthday Holiday
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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.

Each permanent employee may take eight hours of paid holiday during the two-week period in
which their birthday falls, to be scheduled by mutual agreement of the employee and his/her
supervisor.

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. Permanent part-time employees will receive prorated holiday
pay based on the average number of hours normally scheduled. Fire 48- and 56-hour workweek
employees will receive pay for official holidays at their straight time rate for 12 hours. 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 who wish to observe holidays other than those officially observed by the City may
request either PTO leave or unpaid leave for such time off.

IX. LEAVES OF ABSENCE

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

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

Paid Time Off

Paid Time Off (“PTO”) is an all-inclusive paid time off program that provides income protection
for no fault time away from work including vacation or illness related absences. PTO is intended
to be used for a variety of traditional types of time away from work including vacation, illness,
personal business, medical appointments, family time, personal holidays, and personal voluntary
community service.

PTO shall be accrued on a bi-weekly basis during the fiscal year, July 1 through June 30 and
may be taken in 7 hour increments for hourly employees or four-hour increments for salaried
employees. PTO increases with years of service in accordance with the following schedule and
is allocated accordingly on a bi-weekly basis. The maximum PTO accrual is 420 hours for full-
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time employees; 315 hours for part-time employees working 30-39 hours per week; and 210
hours for part-time employees working 20-29 hours per week.

PTO Accrual Schedule — City Exempt and Hourly Employees

0 - 4 Years of Employment: 8.38 hours bi-weekly
5 -9 Years of Employment: 9.93 hours bi-weekly
10 - 14 Years of Employment: 11.47 hours bi-weekly
15 + Years of Employment: 13.01 hours bi-weekly

PTO Accrual Schedule — 48- and 56-Hour Fire Employees

48hr Employee 56hr Employee
0-4 Years of Employment 7.93hrs bi-weekly 9.24hrs bi-weekly
5-9 Year of Employment 9.78hrs bi-weekly 11.39hrs bi-weekly
10-14 Years of Employment 11.62hrs bi-weekly 13.54hrs bi-weekly
15+ Years of Employment 13.47hrs bi-weekly 15.70hrs bi-weekly

PTO accrual shall begin in the first full pay period following the employee’s date of
employment. An employee in unpaid leave status shall not accrue PTO. Changes in the bi-
weekly PTO accrual rate shall become effective at the beginning of the pay period in which the
anniversary date of the qualified employee occurs.

Upon resignation or termination, an employee shall be paid all unused PTO up to the maximum
accrual amount as set forth above.

Medical Leave Bank

Employees employed by the City prior to the beginning of the 2019-2020 fiscal year shall have
their sick leave bank frozen and converted to a Medical Leave Bank. An employee granted time
off work must use any available PTO leave during the absence unless the reason for the
employee’s absence is due to the employee’s or a member of the employee’s immediate family’s
illness, injury, disability or hospitalization which exceeds two continuous workdays. Medical
leave shall be used for employee absences related to the employee or a member of the
employee’s immediate family’s illness, injury, disability or hospitalization that exceed two
continuous workdays. If the medical leave bank is exhausted, the employee must then use any
remaining accrued PTO leave. Use of PTO and medical leave will run concurrently with any
approved FMLA leave.
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Exceptions to the medical leave bank policy shall be approved by the city administrator.

The City reserves the right to require satisfactory proof of illness, which may include a
physician’s statement or other evidence. Unauthorized use of medical leave may result in loss of
pay for the duration of the absence and may be considered grounds for disciplinary action.

Annual PTO Conversion

Employees employed by the City on December 31* of each year and whom have successfully
completed the established probationary period may be allowed to convert up to 56 hours of PTO
hours to their Medical Leave Bank. An employee shall submit a written request for the PTO
conversion to the Finance Director prior to January 31* of the following year, with the
conversion taking effect on the first payroll following January 31st.

Use of Medical Leave Bank and Family and Medical Leave Act (FMLA)

The provisions of this paragraph relate to the use of the Medical Leave Bank only as it relates to
the provisions of the FMLA. Employees may use accrued medical leave for an approved FMLA
qualifying event pursuant to the following conditions:

e Employee is unable to work because of a serious health condition — an employee may
use accrued medical leave if employee is absent from work for more than three (3)
consecutive work days. Once accrued medical leave is exhausted the employee’s
PTO will be used until the balance is exhausted.

o For the birth and care of the newborn child of the employee — an employee may use
PTO or accrued Medical Leave until both banks are exhausted. Time used should be
indicated on employee’s time card.

e For placement with the employee of a son or daughter for adoption or foster care - an
employee must use all accrued PTO.

e To care for an employee’s spouse, child, or parent with a serious health condition -
an employee must use all accrued PTO. Accrued medical leave may be used once an
employee’s PTO balance is exhausted.

o Service Member Leave — an employee must use all accrued PTO. Accrued medical
leave may be used once an employee’s PTO balance is exhausted.

Unused Medical Leave Bank

Upon retirement and with a minimum of 10 years of service with the City, an employee may
elect to have the employee’s unused medical leave balance converted to a bank (at 50% of the
wage value of the medical leave balance) for the purposes of purchasing health insurance or a
Medicare Supplement insurance policy upon retirement. For health insurance, the City of
Grimes will continue to pay the entire amount of the COBRA health insurance premium or
Medicare Supplement plan each month until the proportional value of the Employee’s sick leave
bank is exhausted. The retired employee may stay with the same health insurance program as
when employed, or switch down at any time without underwriting.

Alternatively, and upon retirement with a minimum of 10 years of service, an employee may

elect to have the employee’s unused medical leave balance converted to a cash payment at 25%
of the value of the medical leave balance.
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Military Leave

The City will comply with the Uniformed Services Employment and Reemployment Rights Act
(USERRA). Employees who are members of a reserve force of the United States or of the state
of Towa shall be granted a leave of absence when ordered to attend a training program or perform
other duties under the supervision of the United States or the state of lowa. This leave of
absence shall be with pay during the period of such activity and shall not exceed thirty working
days per year.

Any employee who enters into active service in the Armed Forces of the United States while in
the service of the City shall be granted an unpaid leave of absence for the period of military
service. Employees must provide a copy of their orders to their Department Director at least ten
(10) working days prior to reporting for duty.

Jury Duty / Court Appearance Leave

The City shall continue to pay the wage or salary of any employee called to jury duty or
subpoenaed to provide testimony related to their employment, provided the employee provides
proof of such duty. The employee is required to return to the City any payment received from
the Court for jury service or court appearance other than travel or expense allowances.
Employees who are called to provide testimony for city business outside of their normal work
schedule shall be compensated at one and one-half times their hourly rate.

Unpaid Leave of Absence

Employees may request an unpaid leave of absence after successfully completing his/her
probationary period. The request shall be submitted to the employee’s Department Director in
writing and indicate the reason and length of the unpaid absence. The city administrator, upon
recommendation from the department director, may grant an unpaid leave of absence for up to
six (6) months for illness or other legitimate reasons as determined by the city administrator.
This leave may be extended an additional six (6) months at the discretion of the city
administrator. There is no guarantee that an unpaid leave of absence will be granted.

During an unpaid leave, an employee:

e Does not accrue PTO

e Does not collect PTO or holiday benefits

e Must reimburse the City for all health and dental insurance premiums paid while on
leave if coverage is desired to be continuous

e Must reimburse the City for all life insurance premiums if coverage is desired to be
continuous.

Executive Leave and Time for Exempt Employees

The city administrator or department director, if appropriate, may grant reasonable periods of
time off to these employees when he/she feels that it is warranted in recognition of extra hours
worked.
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In recognition of the additional hours spent at council, commission, board and civic group
meetings after hours on a regular basis, executive level members of the City’s management team
will accrue twenty-four (24) hours of executive leave annually, which must be used annually in
the same manner as personal leave.

Merit Leave

There is hereby established a merit leave bank of hours, in a maximum sum of eight (8) hours
per quarter, that each Department Head is granted to award to eligible employees. Generally,
merit leave shall be defined as leave that can be awarded to an eligible employee for outstanding,
meritorious and/or extraordinary work performance. Merit leave may also be awarded for other
activities that contribute positively to employee morale (e.g., providing four hours of leave as an
incentive award for an employee potluck competition). All requests to award merit leave shall be
submitted to and approved by the city administrator or designee.

Bereavement Leave for Immediate Family

An employee who wishes to take time off due to the death of an immediate family member
should notify his or her supervisor as soon as possible. If an employee leaves work early on the
day he or she is notified of the death, that day will not count as bereavement leave. Employees
are allowed up to three consecutive days off from regularly scheduled duty with regular pay in
the event of the death of the employee’s immediate family member for any given calendar year.

Workers Compensation

Leave of absence with pay shall be granted to employees who become incapacitated as a result of
injury or occupational disease incurred through no misconduct of their own while in actual
performance of duty as determined by the City’s workers compensation insurance carrier.

Accrual Rate

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

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

An employee will not earn any PTO leave for any pay period unless he/she is employed by the
City on the last scheduled work day of the pay period. Requests for PTO leave must be received
at least forty-eight (48) hours in advance of the requested time off. This notice may be waived at
the discretion of the supervisor and human resources director. PTO can be requested in
increments as small as one hour up to the total amount of the accrued leave balance. PTO leave
is to be used only by the employee who accumulated it. It cannot be transferred to another
employee.

Employees may accrue PTO leave up to the maximums identified above. PTO leave cannot be
converted into cash payments except at termination.
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Light Duty/Modified Duty Assignment

This policy is to establish guidelines for temporary assignment of work to temporarily disabled
employees who are medically unable to perform their regular work duties. Light duty is
evaluated by the supervisor and human resources director on a case-by-case basis. This policy
does not guarantee assignment to light duty.

Such assignments are for short-term, temporary disability-type purposes; assignment of light
duty is at the discretion of the employee’s supervisor and the human resources director. The

human resources director reserves the right to determine when and if light duty work will be
assigned.

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

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

Parental Leave

The City will provide up to two weeks of paid parental leave to employees following the birth of
an employee’s child or the placement of a child with an employee in connection with adoption or
foster care. The purpose of paid parental leave is to enable the employee to care for and bond
with a newborn or a newly adopted or newly placed child. This policy will run concurrently with
Family and Medical Leave Act (FMLA) leave, as applicable. This policy will be in effect for
births, adoptions or placements of foster children occurring on or after January 1, 2020.

Eligibility
Eligible employees must meet the following criteria:

Have been employed for at least 12 months (the 12 months do not need to be
consecutive).

Have worked at least 1,250 hours during the 12 consecutive months immediately
preceding the date the leave would begin.

Be a full- or part-time, regular employee (temporary employees and interns are not
eligible for this benefit).

In addition, employees must meet one of the following criteria:
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Have given birth to a child.

Be a spouse or committed partner of a woman who has given birth to a child.

Have adopted a child or been placed with a foster child (in either case, the child must be
age 17 or younger). The adoption of a new spouse's child is excluded from this policy.

Family and Medical Leave Act (FMLA)

The City will provide Family and Medical Leave to eligible employees. The purpose of this
policy is to provide employees with a general description of their FMLA rights. Questions
regarding FMLA leave should be directed to your supervisor.

FMLA Leave Eligibility
An eligible employee under the FMLA is an employee who has been employed by the City for at
least 12 months and has worked at least 1,250 hours in the immediately preceding 12 months.

Reasons for FMLA Leave
An eligible employee may take FMLA leave of up to 12 weeks per leave year, for any of
the following reasons:

. For the birth of and/or to care for a newborn child, or a child to be placed in the
employee’s custody through adoption or foster care;

. To care for the employee’s spouse, child, or parent (not in-law) who has a serious
health condition;

. Because of the employee’s own serious health condition if that condition renders
the employee unable to perform his or her job functions.

. For a qualifying exigency related to the fact that the employee has a spouse, child,
or parent who serves in the reserve components of the armed forces and is on
active duty or is called to active duty in support of a contingency operation.
(Contact your supervisor regarding military service exigency leave.)

. To care for a parent, spouse, child, or relative to whom the employee is next-of-
kin when the family member is being treated for, or is recuperating from, a
serious injury or illness incurred in the course of active duty in the military.
(Note: Leave of up to 26 weeks in a single 12-month period is allowed for care
under this provision. Contact your supervisor regarding military service exigency
leave.)

Any leave taken by an eligible employee for one or more of these reasons will be counted against
that employee’s available annual FMLA leave entitlement.

Serious Health Condition
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For the purpose of determining whether an eligible employee or his/her spouse, child, or parent
has a serious health condition that qualifies for leave, such a condition includes any injury,
illness, impairment, or physical or mental condition that requires:

a. Inpatient care in a medical facility (for example, overnight hospitalization), or

b. A serious health-related absence of more than three consecutive calendar days,
along with two treatments by a healthcare provider within 30 days of the first day of incapacity;
or

c. Three consecutive calendar days of a serious health-related absence and at least
one treatment by a healthcare provider resulting in a continuing regimen of treatment, with the
first treatment occurring within the first seven days of the condition; or

d. A chronic serious health condition resulting in at least two visits to a healthcare
provider per year; or

e. Any period of incapacity due to pregnancy or for prenatal care; or

f. Care for a permanent or long-term serious health condition or for multiple
restorative treatments as defined by federal law.

Leave Year

For the purpose of this policy, the leave year within which an eligible employee may take his or
her 12 weeks of FMLA-protected leave means the 12-month period beginning on the date the
employee first takes leave for any qualifying reason.

Compensation for FMLA Leave

FMLA leave is unpaid leave, however, employees with available PTO will be required to use all
available PTO time before any unpaid time will be granted. All intermittent FMLA time will be
recorded as PTO, if available. Only earned PTO is required to be used. Once an employee’s
available PTO is exhausted, FMLA time will be unpaid. All paid and unpaid FMLA leave time
will be counted toward the employee’s available annual FMLA leave allotment.

Intermittent or Reduced-Hours Leave

When leave is taken to care for a seriously ill spouse, child, or parent, is due to the employee’s
own serious health condition, or is for a qualifying FMLA military-related leave, an employee
may take leave intermittently (i.e., periodically as needed) or on a reduced-hours schedule (i.e.,
reduced number of working hours per day or per week) if leave is medically necessary, as
certified by the employee’s or the family member’s healthcare provider. Otherwise, such leave
is not permitted unless approved by the City. All eligible FMLA time taken — whether
consecutive, intermittent or on a reduced-hours schedule — must be reported to your supervisor
as such.

Job and Benefits Security
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An eligible employee who takes leave under the FMLA and who returns to work by the time his
or her annual FMLA entitlement has expired will be restored to the position he or she held when
the leave commenced, or to an otherwise equivalent position (with respect to pay, benefits, and
other terms and conditions of employment), unless the employee is designated as a key employee
or the employee would no longer have been employed even if FMLA leave had not been taken.
Additionally, any employment benefits accrued but unused prior to the commencement of leave
will be available to the employee upon return from qualifying FMLA leave.

Continuation of Group Health Plan Coverage (if provided by the City)

Group health plan coverage will be maintained by the City during an eligible employee’s period
of FMLA leave, to the extent and under the same circumstances as would ordinarily be furnished
to that employee. Monthly insurance premium co-pay payments will be deducted from the
employee’s regular paycheck, if the employee is receiving paid compensation. Otherwise, the
employee will be required to make premium payments to the City by the 10th of each month.
The City or its designee will notify eligible employees concerning the amount of each premium
payment due. Failure to pay such premiums during leave may result in the loss of health
coverage. An eligible employee who fails to return to work after the expiration of available
FMLA leave may be asked to reimburse the City for any healthcare premiums paid by the City
during the leave period, except for qualifying reasons.

Employee Notice Requirements

An eligible employee must give the employee’s supervisor or the City’s designee at least 30
days’ notice of his or her intent to take leave under the FMLA. If the employee is unable to give
such notice because the need for leave is not foreseeable, then the employee must give notice
consistent with the City’s absence policies, absent unusual circumstances. The City may delay
or deny authorization for leave to any employee who fails to give the requisite notice.

Healthcare Provider Certification

When leave is taken to care for a family member with a serious health condition or due to the
employee’s own serious health condition, an eligible employee may be asked to provide the
employee’s supervisor or human resources director with a completed and signed healthcare
provider certification form indicating that the employee needs FMLA leave. This certification
must be returned to the City within 15 days after the employee giv