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CHAPTER 1
INTRODUCTION
101, OBJECTIVES OF POLICIES

The purpose of these poliies is to bring into the senvice of the city a high dsgree of understanding,
cooperation, efficiency, and unity which comes through systematic application of good procedures in
personnel administraon, and o provide a uniform polcy for ll employees with all the benefis such a
program insures. The basic objectives of these polices are:

(a) To promote and increase effciency and economy inthe service of the cty.

(b) To provide fair and equal opportunity o al quaified applicants to enter cty employment on the
basis of demonstrated qualfications, merit and fitess as ascertained through fair and practical
methods of recruitment and selection.

(6) To develop a program of recruitment, advancement, and tenure which will make employment
with the city atractive as a career and encourage each employee to render his/her best services to
the ity

(d) To estabish and promote high morale among city employees by providing a good working
environmen, uniform personnelpolicies, opportunity for advancement, and consideration for
employee needs and desires.

1-02. EQUAL OPPORTUNITY POLICY
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It is the city's policy to comply with nondiscrimination laws and requirements set forth by state and federal
requlafions.

The city will recrui, hire. train, and promote people in all job classifications without regard to race, color,
religion, national origin, Sex, age. physical or mental disabilty o history of disabilty. genetic information,
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status as a veteran, uniformed service, or other protected

Managers and supervisors ol the city will base decisions on employment to further the principle of equal

‘employment opportunity. They will ensure that promotion decisions are in accord with principles of equal
‘employment ity by imposing only job-related promotional opportunities.

‘The ity wil ensure that al personnel actions. including compensation. benefits. transfers, layoffs. retum
from layoff, city-sponsored training, educafion, tuition assistance. and social and recreafion programs, will
be administered without regard to race. color, religion. nafional origin, sex. age. physical or mental disabilty
o history of disability, genetic_ information, stafus s a veteran, uniformed service, or other protectt
characteristics.

The city will_reasonably accommodate the religious observances and practices of an_employee or

‘prospective_employee unless such accommodation creates an undue hardship on the conduct of the
business. As part of this accommodation. the city will make reasonable accommodations to the religious

evening and Saturday. or some other day of the week, s his or her Sabbath, and/or who observes certain

religious holidays during the year, and who is conscientiously opposed to performing work or engaging in

similar activity on such days, when such accommodations can be made without undue hardship on the

conduct of the business. The following factors will be considered: (a) business necessiy. (b) financial costs

2and_expenses. and () resulting personnel problems. Any_employee who_requires 2 religious
should speak with a human

Any employee with 2 disability who requires accommodation should speak with a human resources
representative. Generally, disabilty refers to a physical or mental impairment that substantially imits one or
more of the major lite activiies of an individual. The city will seek to reasonably accommodate qualified
individuals with a disabilty. The employee has the responsibilty to provide adequate information to the city
as part of the accommodation process. A qualified person with a disability means an individual with &

jisabilty who, with or without reasonable accommedation, can perform the essential functions of the
‘position. Such reasonable accommodation may take the form of making existing failties readily accessible
fo o usable by individuals vith a disabilty. restructuring jobs, modifying schedules, acquiring or modifyin

ipment, adjusting training materials, adjusting employment policies. and the like. Generall
le il be made unless it creates for the city.

Any person who believes he or she may have been discriminated against in violation of these principles or
who observes any discrimination in violation of these principles or who needs a reasonable agcommodation
‘should disouss the matter with 2 human resources representative, their supervisor or the City Manager. If
for any reason you do not want to discuss the matter with these indviduals. you may discuss the mafter

ity
/| snouta idenciey an “EE0 Oteic
Sor the city, which may be the City
Managez, Mayer o other designated

with the designated EEQ Officer for the cityl

103, APPLICABILITY AND SCOPE__
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These poliies apply to al city employees unless specified othervise by state law, departmental policy
approved by the city council or ofher offial city council action. A person on retainer or under contract is
ot considered to be a city employes in the absence of a specific agreement to that effect. These policies
are not applicabe to volunteer firefighters or reserve police offcers.

1-04, STATEMENT OF AT-WILL EMPLOYMENT
mployment._ It should be

Nothing in this manual shall be mwdured to create a property right in employment. It should k
understood that employmer

r an unspecifiedindefinite period_of fime and is atwil for both the
employer and employee. These puhcbss are not infended to consttfe an employment contract and the
‘employer reserves the right to amend these policies unilaterally and without notice

Employment with the City of Farmersvile is on an *at-wil" basis. The employee may quit and the City may
terminate the employee at any time, for any non-discriminatory reason or for no reason. The provisions of
this Personnel Policies Manual are not intended to create a contract of employment, and no agreement or
promise regarding an employee's terms or conditions of employment is binding on the City. The City has
the rignt to change its policies at any time without prior notice. No contrary verbal representation or
statement of an employee’s terms and contions of employment is binding upon the City.

1-05. DISSEMINATION AND FAMILIARITY OF POLICIES

Personnel Policy Manuals oulhmng the gsnsra\ personnel poiiies of the city will be fumished to all
employees for their personal use and reference. The Personnel Department shal require that all
employees sn s smemem that may have been fnm\shed 2 copy of a Personnel Policy Manual outining
become thoroughly familar with such policies.

4-06. AMENDMENTS TOPOLICIES| =
These polcies may be amended, supplemented, or superseded at any time by the city council. The city
feserves the right to change, altr, or amend this manual and polices unilaterally and without notce to the:

employee. Upon any change, the city wil provide each employee a copy of the revised policy changes in
writing 25 soon as possible thereater.

1-07. ADMINISTRATIVE AUTHORITY

The uly council shall be rsspons\bie for as'sb!lsmng the. policies under -which personnel matters are to be
administered. With the exception of matters reserved to the city council by statute or these policies, the
general and final authority for personnel management rests with the City Manager, who shall develop,
administer policies and procedures as tey applyto alldepariments

Each Department Head is responsible within the scope of his or her authority for enforcing the provisions of
these policies and related rules and procedures in regard to matters involving his or her department.
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CHAPTER 2
EMPLOYEE HIRING-& APPOINTMENTSELECTION & HIRING

2-01. VACANCIES et

Department Heads shal noffy the City Manager immediately when job vacancies occur in their department.
Only those vacancies allocated i the annual budget or new positions authorized by the city councilshall be
filed. Vacancies may be filed though public announcement, promotions, transfers, demotions or
reinstatement

2:02. ANNOUNCEMENT OF VACANCIES

The personnel department shall publicly announce by appropriate means all job vacancies. Each job
‘announcement insolar as practicable shall specify te fitle, and nature of the job; the required qualfications;
and the application deadine. Each announcement shall also contain a statement affiring the city's
commitment to a policy of equal employment opportunity. An adequate period of time sl be alowed in
the selection process to insure fair and open compefiton or the vacan position.

2.03, APPLICATIONS

Appliations for employment o reinstatement shall be submitted o forms as prescribed by the personnel
department, Only applications oficiall received in the prescribed manner shall be considered. Al
information submitted in connection with applying for city positons is sumea to verfication. Al
appiication received shall b kept on active fie for a period of one (1) yea

2-04. EVALUATION RS e o e W

The primary goal of the city s to fl vacancies with the most quaified applicants available using fair and
praclical selection methods. The City Manager or the Department Head shall determine the most
appropriate means of evaluating appiicants against job requirements to identity the best qualfied
appicans. Refeence, checks, inenviews, medcal and psychological examinatons, ciug screning
criminal history gty skils test, writen tests, i

ficense checks, andlor other screening pmoedures may el appropriate, and shal, in all

cases, be consistent with appicable employment laws and regulations and wil be kept confdentia.
Applicants may be required 1o provide work experience and qualifications information necessary to
‘demonstrate compliance with prescibed qualiication o proficiency requirements.

Personnel Policy Manual-City of Farmersville Page 7
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| 43-082.05, PRE- DRUG SCREENING v

| Allpersons offered positions with the city may be required to subito 2 drug and/or alcohol test,
‘  the test. all applicants shall be required fo sign a witten consent form authorizing 2 urine.or breath
n

on
‘consent form will.not be considered for employment,
‘ Mmmmmmwcw ManagarJLhALo_hﬁuﬂm

iy
wmmmﬁwwwwwm Cny Manager,

In_the case of posiive test results, disclosure of the results shall be mads lo the applicant by.the City
Manager, The applicant shall be told by the City Manwefmmmmmd for

employment with
the oiy foran one-vear perod. and o be reconsiered. must successfully pass o pre-employment drug. -

reen after the one-year period.

2-06. DISQUALIFICATION

An applicant shall be disqualified from consideration ifhe or she:
(a) Does not meet the qualications necessary for performance of the duties of the position
involved;

(b) Has made any faise statement of fact on the appiication, depending upon the seriousness,
} williness and applicabilty ofthe faise information to the positon;
|
|

(c) Does not successfully pass necessary pre-employment evaluations andior screenings to
include testing and criminal

(d) Is an-alirsnot lawfully authorized to work in the United States or
(2) Would be in violation ofthe nepotism policy or laws; o

{0 An applicant may also be disqualfied from consideration
relating-tojob-requirements-based upon other leaal and/orjob-related factors

| 2-07. AUTHORITY FOR ARROINTMENTHIRING

| Exceptas otherwise provided by these policies, state law, or Gty ordinance; the hiringappointng authority
for al city positions shal rest with the City Manager. The City Manager may delegate such authoriy o
Department Heads fo those posiions to be under their supervision.

| Appointments—Hiring decisions shall be made based on the qualifications of applicants as ascertained

Personnel Policy Manual-City of Farmersville Page 8
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| through fair and practical selection methods. It shall be the polcy of the city to hireappeist the most
qualfied applicant for the position.
2-08. NEPOTISM

No person related within the second degree of afiity (marrage) or ihin the third degree of consanguinity
(blood) to the mayor or any member of the city council shall be appointed to any office, positon, or other
services of the city, but this prohibiton shall not apply to oficers or employees who have been employed by
the city continuously for more than six (6) months prio 1o the election of such member of the council or
mayor.

209, NEPOTISM CHARTS
Consanguinity Kinship Chart (Blood)
Tel Degres Znd Degree 3 Degree:
Father Grandfather grandfather
Mother grandmother
Brother Uncle Greatuncle
ister Aunt Great aunt
Son Nephew
Daughter Niece Great niece
Grandson Great orandson
Great granddaughter
st cousin " COUSIn
Personnel Policy Manual-City of Farmersville Page 9
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Affinity Kinship Chart (arriage)

Tst Degree 2nd Degree:
Spouse's father spouse's grandfather
ouse's mother
oouse's brother
0oUse's son
s orand
b
soouse's 1st cousin

2-10. RESIDENCY REQUIREMENTS

There-shallbe-no-absolle-resid M b

Y Deleted the
Sizet sentence as it is var
similer tothe Secons sentence
tuhich renat:

loyees fikely-to-be-called o “The Ciy Manager shallbe required {0 reside:
within the city imits and emp\uyees Tikly 1o be calld fo work in cases of emergency may be required to
reside within reasonable commuting ranges of thei places of work. For these purposes, a reasonable
commuting distance shall be within a fifieen (15) minutes commue of the city. Employees permitted to
operate city vehicles between their places of residence and work may be required to reside witin the city
o within reasonable commuting ranges.

2-11. MEDICAL EXAMINATIONS

‘Comment [MPACohert22): roeric o

omended Tagtl Lo

o pre-cmployner

o Jhe-has-besn-offered-employment may-be-requirec-to-take dical-and-physical- 4
ety given by by the-cityThe-off ploy: I-be-condiioned-tpe
theresuls-of-the-physicat sion,_roquied Furth e de Wil-robeied-tn
p the basis.of-a qualifed-disability-and-the-information obiained-regarding-medical-condt
e i-be-colectod-and-maint parate -in-separate-medical-fles-and-shall-be
froated eartal rodial informetion-Tho st porn provided by medical
hallbe-the-frak-auth S medical suitabiity-for-employment—Thi
person ¥
iy the. medicat i e -part i
y g Yy P r iporary

ed upon successful completion of a pre-employment physical by a physician
selected by the city. The city pays for the examination. The Human Resources depariment will make an
‘appointment for the applicant. If the applicant fails to appear or fails to complete the physical. that action
will be reated as a rejection of the conditional job offer
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The essential functions of the position offered to the applicant will be civen to the physician. Prior to the
‘examination, the physician will tell the applicant which physical tess wil be conducted. The individual will
be given_an_opportunity to discuss with the physician any concems he or she may have about the
‘examination. All applicants will be required to sign the standard consent and release form permiting the
physician to disclose the results of the physical to the city.

‘The physician wil only advise the city that the indiviual is able o is not able to perform the essential
functions of the posilion offered to the applicant. The physician will only disclose_specific medical
information when:
a) It is necessary to explain the reasons for the failure of the examination or the rejection of &
‘partioular accommodation, or
b)_Information is otherwise needed to understand the rejection of an applicant for faiing the
‘physical examination.

Al medical information provided to the city will be maintained in_confidence in_accordance with the
Americans with Disabilties Act (ADA). the Genetic Information Nondiscrimination Act (GINA). the Famil
and Medical Leave Act (FMLA), state law. and any other applicable law. The city will ive the applicant a
copy of the results upon request.

Any medical recommendation not to hire the individual must specifically state that the individual is not able:
to_perform the essential functions of the position even with reasonable_accommodation. The essential
functions that cannot be performed shal be identified. Any accommodations that have been considered wu
be_noted. along with any_suggested_accommodations by the applicant. If the city rejects ar

‘accommodation, the reasons for the rejection wil be identified.

If the applicant questions the results of the physical, he or she will be given an opportunity to comment,
‘submit additional information including statements from other physicians. and/or request another physical.

2-12. RE-EMPLOYMENT

Former employees who have not been terminated for cause shial be ligible for reemployment and may be
given preference over other job they meet the
ofthe posiion and it inthe bestinterest o the ciy.

2-13. EMPLOYEE ORIENTATION

All new employess shall be given a thorough orientation about the nature of the job, the benefts,
obligations and responsibilfie of the position, and the general polcies and procedures of both the city and

Personnel Policy Manual-City of Farmersville Page 11
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the department he or she is to be employed in. In adition, the city will verify employment elighilty and
deterrrining Giizenship-siatuslo-—such-as

obtin nformaton needed o payrl and insurance progras
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CHAPTER 3

FYPES-OF-APPOINTMENTSEMPLOYMENT CATEGORIES, ACTIONS
AND PERSONNEL RECORDS

301 TYPES OF EMPLOYMENT =S s
Employees may be hired into the following types of employment categories:

o S S adetile-buralon and ey be e ioca T 4 ol
PP iy P
‘position—A fulime positon is one where an employee works forty (40) hours in a reguiar work

week schedule.

(5)_A part time posiion is one where an employee works less than forty (40) hours in a regular
work week schedle.

Alaw enforoement position may require an employee to work forty-three (43) hours in 2 seven
‘v_.t 5

day work week

3-02. TEMPORARY POSITIONS: TEMPORARY. APRC

The Department Head, with approval of the City Manager, reserves the right to hire temporary or part-time
employees in cases of emergencies or unusual or extraordinary circumstances which places demands
Vhich mosed capabesof the ciy. & 3 Temp shall not
be used d notacquire
any s or ghts i the posion o which they aretemporariy smplovediappoined,

- be-madefor e imiind 1 o -
ot ari bomedo-to-full-§ N 8

Lttt pecia-proj Y
3-03. STATUS CHANGES OR NEW HIRINGS
Department Heads shall submit recommended changes in the personnel status of their employees or

requests to_hire new employees prior to_making any commitments to either existing employees or

Consider

prospective new hires.
3-04. PROMOTIONS ROLICY

Personnel Policy Manual-City of Farmersville Page 13
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A promotion is-the-assigament sfoccurs when an employee moves from one positon to zanether higher
leveljob requiring more responsibilty, experience, education, technical o professional expertise and which
is usualy paid at a higher salary. It shall be city policy to provide promotional opportunities whenever
possible and practcal. The selection process may be limited to qualfied city employees. Opportunities for
promotion across organizational lines shall be maximized, with approval from the City Manager being
necessary prior to such promotion.

3-05. TEMPORARY-PROMOTIONACTING PAY

The City Manager may authorize a temporary promaion to insure the proper performance of cty functions
if a position is vacant or ts regular incumbent is absent. Employees o promoted may be addifonally
compensated for the duration of their temporary assignments in amounts to be determined by the City
Manager. However, temporary promotions shall not be used to circumvent normal selection procedures,
and those employees involved shal not acquire any status or rights in the positon to which temporarily
promoted

Nothing herein shall be construed to prevent the assignment of adiional or a higher level of duties to an
employee without additonal compensation . SR

3.06. TRANSFERS

A transfer is the reassignment of an employee from one position to another. A transfer not involving
promoion or demotion may be afiected at any time for administrative convenience or necessiy, or upon
request of the employee o the Department Head, provided that the employe is qualified to perform the
duies of the posiion to which the transfer is contemplated. Transfers may be made administratively o in
conjunction with an amounced selecion process. Transfers between classes or between departments
shall become effective folowing approval of the City Manager.

3-07. DEMOTIONS

A demotion s the assignment of an employee flom one posiion to another posiion having less
mspunsxb\my o g o Eparence ek, technical, or professional expertise, and which is
salary be effected for either a isciplinary iplinary action.

An employee may be administatively demoted at his or her own request, or as an altemaiive to
layefiteduction in force, with the approval of the City Manager providing the employee is quaified to
perform the duties of the lower level position. Such demofions shall not be considered as discipinary
aciions or to disquaify the employee involved from consideration fr later advancement. Demotions, when
used as an altemative to leyeireduction n force, may be fully or parially rescinded at any fime.

8. Pl

Personnel Policy Manual-City of Farmersville Page 14
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‘The payroll cleric shall maintain. the oficial personnel fles and records m_muyem_swarale files
will be maintained and will containg medical mcmmauun and beneﬁ\ edn Unless oths ovided
el file of sed iged for umumum

wmmmw&em%m&m_emm

ot  action. Failure fo do 5o may resul in
sciplinary agfion,

REASONABLE ACCOMMODATION-FORDISABILITIES
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vitation.-the.city-wi e -docide-what b pprop
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y-councl-wil tho.anks-of sach. pertiuk oo the-p v

Personnel Policy Manual-City of Farmersville Page 15



PERSONNEL POLICY MANUAL

Farmersyille

Personnel Policy Manual-City of Farmersville Page 16




PERSONNEL POLICY MANUAL

P il

rmersville
CHAPTER 4
PROBATION

4-01. PROBATIONARY PERIOD

Every newly employed person or pmmo(ed empioyee shal be requied to sucoessily oomp\eﬂ,e a
pmbahrmary permd of i e 3 mon
by ool fan bk

—However,an employee's pobationary penod may be extended up o 1o more
than thee (3) eere-addiional months f, n the opinion of the Department Head or ity Manager, such
addtonal time is necessary or warranted in order to adequately evaluate the employee or to secure any
license or cerifcation required for the position.

During or at the end of the probationary period, the Department Head may discharge or discipine any
employee at will and such discipinary action or discharge shal not be subject to any grievance or
arbitraion

4-02. PURPOSE OF PROBATIONARY PERIOD

‘The Department Heads shall use the probationary period to closely observe and evaluate the work and
fitness of employees and to encourage adjustment to their jobs. Only those employees who meet
acceptable standards during their probationary periods shal be retained. Department Heads shall submit
an evaluation report on each probationary empioyee to the City Manager prior to the completion of the
probation

4-03. FAILURE OF PROBATION

‘The probationary perod for a newly promoted employee shallbe three (3) months. An employee shall ail
probtion when, in the judgment of the Department Head, the employee's fitess ancor ikl of work are
not such as to merit continuation in the job. Faiure of probation may occur at any time within the
probationary period and shall not be considered partof the disciplinary process; Any employee who fails
probaton wil be terminated.

A newly-promoted employee who fails probation may be retumed to his or her former job if a vacancy
exists and will be elgible for consideration for later advancement. Department Heads shl insure the
thorough documentation of all cases of failure of probation and report the same to the Personnel
Department for record keeping purposes.

4-04. APPEAL OF FAILURE OF PROBATION

An employee faiing probation shall have no rgh to appeal except on the grounds of discrimination which is
prohibited by law and these policies, in which case the employee may appeal in writing to the City Manager
within five (5) working days following nofice of failure of probation

Personnel Policy Manual-City of Farmersville Page 17
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CHAPTER 5
PERFORMANCE EVALUATIONS & COMPENSATION
501 EMPLOYEE PAY SCHEDULE

All employees il be paid weekly on Friday. Pay dates faling on a recognized holiday will be scheduled
for the hext preceding workday. When an employee is on authorized leave, the employee must report to_

the payroll offce to pick up his or her paycheck Lnless previous arrangements are made.
5-02. EMERGENCY DUTY PAY

Employees called back fo work in emergencies shall be compensated in accordance with estzbished
overtime and recall poices, _

5-03. OVERTIME AND COMPENSATORY TIME

All employees, except exempt employees, as defined under the Fair Labor Standards Act, are eligile to
receive overtime pay. Overtime, when ordered for the maintenance of essentil city mncnms shal be
allocated as evenly as possible among all employees qualfied to perform the Overtime
compensation will be paid for all schedued and approved time worked in excess of a mgu\ar forty (40) hour
work week unless such employees are exempt from overtime pay.

Publc Works Department Employees wil receive overlime compensation in the form of overfime wages at
the rate of one and one-half (1%4) mes the employee's regular base pay. All other departments vil receive
overtime compensation n the form of compensatory time off at a rate not less than one and one-half (1%)
hours for each hour of overtime worked i lieu of overtime wage compensation.

All overiime work must be clearly reflected on the employee's time records before it is alowed.

Compensatory time off must be approved by the Department Head. ~Ne-sSick time, vacation time, hoiiday

time, orme aken frjuy duty o for aveling t and o schos, confrences, or seminarsshal ot be
hours worked” ing overtime pay.

Exemptemployees-are ot sligible-foroveriime-pay
5-04. EMPLOYEE PERFORMANCE EVALUATIONS

An employee shall be evaluated at least annually. Special evaluations may be made if requested by the
Department Head and approved by the ity Manager. Performance evaluation reports shall be on forms
provided hrough the persommel ofice. Al perfomance evaluaton epors shal be permanerty p\aced in

ports

ment [MPACohort29]: yees to

aze tne

y ol
Sutiining sttt poticice

PACohort32]; secommerc

e eoplopee’sparscrl file. Employees shall be provided copies of their p
if requested.
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Evalustors shall individually discuss the evaluation resuts with the employees and shal counsel them
regarding their careers and any improvements in performance winich appear desirable or necessary.
Employees  dissatisfied with their performance evaluation may seek reconsideration by using. the
estabished grievance procedures. . i

5-05. MERIT INCREASES

Pay increases may be granted by the City Manager or city counci as a reward for those employees
demonstrating exceptional or above-average job performance. These merit increases are intended to
reward outstanding personnel and as an inducement to motivate employees in their performance and
productivy.

5-06. TERMINATION.SEPARATIONPAY

Employees who leave the service of the city shall receive all pay which may be due to them in accordance
as follows:

(2) An employee will be paid for any hours worked and for any bvetime due him
orher;

(b) Only employees who have successiully completed their probationary period shall be paid for __

unused vacation time eamed;

(c) Employees may request that any retirement benefits paid by him or her, through payroll
deductions, be refunded in accordance with the applicable program; and

(d) Any indebtedness to the city which the employee might have incured shall be deducted from
s or her final paycheck.

(e) If any employee dies while employed by the city, the city shal pay his or her designated
beneficiary_or the deceased's estafe if there is no desianated benefiiary, any unpaid wages,
unused vacation time, and accumulated benefs.

507, 5¢
Employees who work in Law Enforcement have an established seven-day work week of forty-three (43)

hours. Al time worked over the 43 hour work week will constitute compensatory time in lieu of cash
payment.

AY WORK PERIOD FOR LAW ENFORCEMENT EMPLOYEES _
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CHAPTER 6
ABSENCES & LEAVES
6-01. HOLIDAYS

New Years Day, Martin Luther King Day, Presidents Day, Good Friday, Memorial Day, Fourth of July,
Labor Day, Veterans Day, Thanksgiving Day and the Friday following, December 24th and 25, and any
other days as may be declared by the city council shall be observed as official holdays for ity employees
in accordance with the following rules:

(@) Al full- time employees shall be entiled to all authorized paid holidays while employed by the City
of Farmersvill. Partfime, temporary and seasonal employees are not entied to holiday pay.
() As many employees as possble shall be granted each holiday off, consistent with the maintenance

and continuation of essential nwy mnmns Degarment Heads shal enaure tht emmoyees
working schedule

© Emplayees leqmred o work on & scheduled hoiiday shall be granted another day of paid leave, or

may receive compensation in iu of the holiday. In the event another day of paid eave i selected,

{re time must b takn wifin iy (30) days bf the hlday, or he employee il be manearly
for ise authorized or directed by the City Manager.

(d)  Ifthe official holiday falls on a Saturday, the preceding Friday shall be observed as the hoiiday. If a
holiday falls on Sunday, the following Monday shall be observed.

() [To receive pay for a holiday, an employee must be scheduled to work on the holday, or on_
authorized leave, and not be subject to any disciplinary action

() Employees desiing to observe religious holidays not coinciding with offial holdays may be

Commer PACOhOr39):

authorized time off without pay, or may be authorized to uiliize accrued vacation or
time.

(g) Holidays shall not be credited towards or used as terination-separation pay.
6-02. VACATION LEAVE

Allful ployees, except temporary or loyees, shall ear vacation leave at the folowing
rates:

01 yrs.sevice 3:34 hrs. per mo. or 40 hrs. per year

27 yrs. senvice 667 hrs. per mo, or 80 hrs. per year

814 yrs.service 10.00 frs. per mo. or 120 hrs. per year
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| 15-98.0r more yrs. service 13.33 hrs. per mo. or 160 hrs. per year
Regular partime employees who ot aleaslss than 40 hurs per wsek on a regular basis shall eam
asic-ofat 50% of the rate for ful-me employees, as folows:
01 yrs senvice 1,67 hrs. per mo. or 20 hrs. per year
27 yrs_senvice 3,36 hrs. per mo_ or 40 hrs. per year
814 yrs, service 00 rs. per mo. or 60 hrs_per vear
15 or more yrs. service 6.67 hrs. per mo. or 80 hrs. per year

Vacation leave shall be administered according to the following rules:

(2) Employees shal not be eligible to take vacation leave until completion of lone (1) continuous

yearofemployment|

(b) No employee may carryover more than 40 hours of vacation leave except in extenuating

circumstances as determined by the Department Head. Employees may receive pay for eamed,
unused vacation time upon approval of the City Manager_ Emplovees may be compensated for
acafion pav should their work situation require their presence and cause the emplovee o exceed

the maximum 40 hours accumulation aliowed.

(c) When a reguiarly schedued holiday occurs during the period of an employee's vacation, an
additional day of leave shall be granted.

ime during which the employee would ordinariy have

(e) Employees being laterally transferred, promoted, or demoted shall retain any accrued vacation
leave.

() Vacation leave shall not be advanced to employees except in emergencies with the approval of

the City Manager.
(g) Vacation leave credits are not transferable between employees.

) Ermplo b sy dhoukd e ek lkasion os = "
" s son ot slowed:

“The Department Head shall schedule vacation leaves with partcular regard to operating requirements and,
insofar as possible, wih the requests of the employees.

6-03. SICK LEAVE

Sick leave is granted to ful time employees by the ciy for the purpose of pemitting an employes to be
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relieved of his or her duties during his or her actual iness or injury or when an employee is required to
attend (o his or her spouse or children who are ill or incapacitated provided they reside in the same
household as the employee, as provided for in the Family Leave Act. Sick leave may not be used for any
other purpose. Employees who use theirsick leave without just cause may be dismissed. Part time,
temporary and seasonal employees are not eligible for sick eave.

(8) I an employes becomes il and cannot repor fo work, his or her absence must be reported fo his
of her immediate supervisor prior o or within one (1) hour afte his or her regular reporting fmeso_
that such absence wil be charged to sick leave. Failure to report in wil cause an employee's
absence fo be charged to leave vithout pay. __

(b)  An employee wil accumulate sck leave at the rate of eight (8) hours per month beginning fter the
six (6) month probationary period has been successfully completed. Accumlated sick leave shall
ot exceed 520 hours. Employees who have been employed by the City of Famerslle a otal of

24 months at the ime of passage of this policy shall begin sickleave,

(c)  There will be no compensation for unused sick leave.

(@ The City Manager may investigate any benefs claimed under this policy. and disapprove any
claims not propery substantiated.

(e) Abuse of sick leave benefits may result i discipiinary action or dismissal.
() Official holidays and reguiar days off shall not inst sick eave.

(g) __After a sickness o three (3) days, a doctors report may be required. After e third day ofilness.
a doctor's report may be required each-7-days-thereafierin accordance with the Family Medical
Leave Act (FMLA

' An employee who becomes ill o injured during 2 vacation may request that the vacation be
terminated and the fime of ilness be charged to sick leave. Such request must be made
immediately to the Department Head or no later than the first regularly scheduled vork day
following vacation. A doclor' statement will nommally be required in such instances.

R T e o e SR
be o Y rovidad-forin te-Femiy e “ i
werkasiong ys-they-are-capable o p i il be expected
pugisy i dileies Pkl - oot
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5-056-04. BEREAVEMENT LEAVE

Al full tme employees may be granted leave with pay for a period not to exceed three (3) work days to
attend a funeral and handle the necessary family details in case of death in their immediate family or other
relative iving in the same household. This leave wil not be charged against sick leave or vacation. Part
time, seasonal, and temporary employees may be granted up to three (3) days leave of absence without
pay in such cases. (Immediate famiy, for this purpose, shall be defined as husband, wife, son, daughter,
mother, father, mother-in-aw, father-in-aw, brother,sister.)

6-05. MILITARY LEAVE

Itis the policy of the city o provide authorized miltary leave andlor leaves of absence to eligible
‘employees who parlcipate in the United States Armed Forces Reserve. States Military Forces.
Public Health Services or Nafional Guard. Furthermore, no person shall be discriminated against
because of his service in the United States Armed Forces Reserve. State Miitary Forces. Public

Health Services or National Guard

Itis the intent of the ity to comply with all conditions and requirements of federal and state laws
now existing, and/or as may be amended
A._Eligibil
\ny employee who enters into the Armed Forces of the United States under existing Federal
requlations shall be aranted miltary leave or a leave of absence and will be afforded reinstated
rights as provided by the applicable laws then in force.
B._Short-Term Military Leave. In accordance with state and federal regulafions. the following
‘quidelines vil apply to employees that are engaged in miltary services:
1. Annual short term tours of duty are defined as miltary service not exceeding fifteen
15) davs per calendar vear, Employees engaged in authorized training or duf
ordered or authorized by proper authority are entitied to leaves of absence from their

respective duties without loss of time, vacafion time, or salary, not exceeding fifteen
15) days in a calendar year.
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2._Each participating employee is requested to complete a leave request form and

include 2 written schedule of training dates and copies of military orders as far in

‘advance as is possible so that work schedules may be adjusted to accommodate the
needs of the city. The written noification and orders will be placed in the employee'

personnel file as a matter of record.

‘The employee wil be paid full salary (not exceeding fifteen (15) days per calendar
year) by the agency for each day partially or wholly spent n performing such duty if the
‘emplovee would have been to work for the agency.

i

An employee on short-term miltary leave will continue to accrue benefits during the
approved miltary leave.

C._Long-Term Military Leave

Long-term miltary service is defined as a miltary tour which will require an emplovee to be
absent from work longer than the fifteen (15) days as defined under Short-Term Miitary Leave.

Each parlicipating emplovee is requested to complete a leave request form that includes &
written schedule of training and/or deployment dates and copies of miltary orders as far in
advance as is possible 5o that work schedules may be adjusted to accommodate the needs of
the organization. The written notification and orders will be placed in the employee’s personnel
file 25 a matter of record.

An employee may utiize vacation leave or leave without pay once they have exhausted their
15) days of miltary leave for that calendar year.
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6-06. ADMINISTRATIVE LEAVE WITH PAY

(a) Employees on duty on the date of any national, state, or local election and who are eligile (o vote in
such elections shall be granted time off without loss of pay or benefits to exercise this right i they cannot
reach their poling place outside of working hours before they close. Evidence of voter registration and
voting may be required by the supervisor.

{6) Employees shall be granted suficient leave with pay when calld for jury senvice or court duly. The
employee shall provide his or her supenvsor a copy of the jury or court summons. Employees excused or
released from jury senvice or court duty shal immediately report o their work staton for the remainder of
their shift

(c) Employees who make donations of blood without receiving compensation for it wil be excused from
duty without loss of pay or benefits. Employees will be excused for such time as it s necessary to make
blood donations and to recuperate,if needed. The excused absence wil not exceed four (4) hours and will
be authorzed for only the day of the donation.

(A The may grant an employee administrative leave with pay for purposes of atending a
professional conference, convention, raining activty, legislative procseding, or Givic function or meefing, or
for purposes of coordinating with govemmental and private agencies and enies inthe interest of the it.

6-07. AUTHORIZED LEAVE WITHOUT PAY

I circumstances not faling within other provision of these rules, the City Manager may authorize an
‘employee to take leave without pay under mutually agreezble terms and conditons. Employees taking
leave without pay shal not lose or gain senioriy. All employee benefis will remain in effect during periods
of authorized leave without pay.

6-08. ABSENCE WITHOUT LEAVE

An employee failing to report to work or remain at work as scheduled without proper nofification to his or
her immediate supervisor and obtaining authorization or excuse d a serious hall

ot be paid for the time involved. Absence
i discipl Ji S

is discharged for absence:

in upto In
without leave, it shall not be considered to be in "good standing”.

6-09, LEAVE UNDER THE FAMILY AND MEDICAL LEAVE ACT

A._Eligibili

An employee is eligible for famiy leave up to twelve (12) work weeks during any twelve (12) month
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period ifthe employee has been employed by the city fo at least twelve (12) months and has worked
at least 1,250 hours during the twelve (12) months immediately preceding the date that the desired
leave would begin.

B._Family and Medical Leave

1._Eligile employees may tak
ok

medical leaves under FMLA for the following
the-birha 0 totatk

b -a-spotise, sordaugh parent health
R
aTocarefor loyee’s son or daughter during the first 12 months following
bt

b.To care for a child during the first 12 months following placement with the

‘employee for adoption or foster care:
©.To care for a spouse, son, daughter, or parent. 1) with & serious

health condition;

d.Forincapacity due to the emploee' iancy, prenatal medical or child birth: or

&.Because of th health condition that renders the

employes unable to perform an essential function of his or her position.

2.__For these purposesof family and medical Ieave, "serious heaith condition” shall mean an

iliness, injury, impairment, or physical or mental condition involving inatient care in a

hospita, hospice, or residential medical care faciit or continuing treatment by a health
vider.

care pro

3.__"Spouse" shall mean the husband or wife ofthe employee, but shall not include unmarried
‘domestic partners. If both an employee and hisher spouse are employed by the city, their
combined time off may not exceed twelve (12) work weeks during any twelve (12) month
period

Aol i+ be req hi -urused-vacal
Military Family Leave
There are two types of Miltary Family Leave available provided under the Family and Medical Leave

ualifying Exigency Leave and Covered Service member Care Leave.
1._Qual leave. Employees meeting the eligbility bol
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‘may be entiled to use up to 12 weeks of their Basic FMLA Leave enilement to address
riain qualifying exigencies. Leave may be used because of any qualifying exigent

arising out of the fact that the spouse, or a son. daughter. or parent of the employee is on
‘covered active duty (or has been notified of an impending call or order to covered active

duty)in the Armed Forces, Covered active duty means duty during deployment with the

‘Armed Forces o a foreign country (for a member of a reqular component of the Amed
Forces):or duty during deployment vith the Armed Forces to a foreian counfry under a call

or order to active duly (for a member of a reserve component of the Armed Forces)
Qualifying exigencies may include
1. Short-notice deployment (up to 7 days of leave)
Attending certain military events
h.Arranging for aternative chidcare
. Addressing certain financial and legal arrangements
Periods of rest and recuperation for the senvicemernber (up to 5 days of leave)
. Attending certain counseling sessions
1. Attending post-deployment activities (available for p to 90 days after the
fermination of the covered covered active duty status|
m Other activfi ing out of ’s covered active duty or

callto active duty and agreed upon by the company and the employee

Leavetocare fora There is aiso il
‘pemits employees who meet the eligbilty requirements for FMLA leave (o take up o 26
weeks of leave during any single 12-month period if the emplovee is the spouse. son,
dauater, parent, or next of kin caring for 2 covered miltary servicemermber of veleran

ber is:

recovering from an injury or llness. A covered

2. A member of the Amed Forces (including a member of the Nafional Guard or
Reserves) who is undergoing medical treatment, recuperation, o therapy. is
otherwise in outpatient stafus, or is otherwise on the temporary disability refired
fist, for a serious injury or ilness: or

b.__A veteran who is undergoing medical treatment, recuperation, ot therapy. for 8
illness and ‘member of the Armed Forces (including a
member of the National Guard or Reserves) at any fime during the period of
years preceding the date on which the veteran undergoes that medical reatment,
recuperation,or therapy.

o
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3._Forthe purposes of miltary family leave, a “serious injury or iliness’ means:

& For amember of the Armed Forces (including  member of the Nafional Guard
or Reserves), an injuy or iness that was incurred by the member in the lne
of duty on active duty in the Armed Forces (or that 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
medicallyunfit to perform the duties o the member’ ofice, arade, rank. o
rating; or

For 2 veteran who d of the Armed Forces
including a member of the National Guard o Reserves). an injury of ilness

at was incurred by the member in ine of duty on active duty in the Armed

Forces (or that existed before the beginning of the member's active duty and

wias agaravated by service in ine of duty on active duty in the Armed Forces)
nd that manifested itself before or after the member became a veteran

2nd that manifested itself before or after the member became aveteran.

3

4. When both husband and vife work for the same employer. the agareqate amount of leave
“That can be taken by the husband and vie to care for a covered servicemember is 26
weeks in a sindle 1% month period

D. Noification Procedures

An employee requesting family-leaveFMLA is required to give thiry (30) days' notice before the date
the leave is to begin_by requesfing an FMLA packet from the personnel offce; except for confirmed
emergencies, which nolice shall then be given as soon as practicable. t—cases—of—medical
goncis, oy phone, and may-be ghver-by-the-crploy
ma) ire_certfication of 2 serious health condition
. -

‘s intont turing-to-workund

or-another-family-member—The Ci
when family medical leave is taken for-thy
iy-teave-shalk provid e

y
this policy.

A medical clearance is required for all employees desiring to retum to work from taking leave as a
resultof @ health condition. Fhe flosii hesih-condiion

Benefits during FMLA Leave

Taking family leave wil not resultinthe loss of any benefit accrued prior to the date on which the leave
begin. However, vacation and sick leave benefts shall not accrue during the period of the leave of
absence. An employee on family leave will remain covered under all employee benefit plans (medical,
refirement, etc.) d f the leave as i actively emp)
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E._Return from FMLA

An employee returning to work following a leave of absence under these family leave provisions, shall
be retumed to his or her position or an equivalent position. An employee in need of leave benefits

Drovided under the Family Medical Leave Act should contact the Human Resources office to receive a

curtent information packet outlining all the employee’s rights and jided under FMLA.

6-10. INJURY LEAVE

An employee injured in the line of duty may receive worker's compensation and injury wage continuation
e terms and in the

6-11. PERSONAL LEAVE _ i
Ful time employees shall be allowed a maximum of two (2) days of personal leave per year vith pay.
Personal leave shall accrue on the employee's employment anniversary date.  Any personal leave not
taken during the twelve (12) month period following an anniversary date may not be carried over to the next
year and wil be lost. Prior approval of personal leave must be given by the Department Head or
Supervisor. Parttime, seasonal or temporary employees are not eligble for personal leave.
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CHAPTER 7
EMPLOYEE CONDUCT

ville

7-01. ATTENDANCE |

All employees are expected to report to work s scheduled and to work their scheduled hours and
overtime, f necessary. Employees shallbe at their place of work in accordance with city and departmental
policies and reguiations. Department Heads shall estabiish work schedules and maintain day employee
attendance records. The personnel office will maintain annual employee attendance records

[7-02. WORK STANDARDS o
It shallbe the duty of each employee to maintain high standards of integriy. cooperation, proficency, and
‘economy in his or her work for the Gity. Department Heads shal organize and direct the work of their
departments to achieve these objectives. If work habits, titude, production, and/or personal conductof an
employee become a problem_andior jeopardize credibiity for the city.- supervisors should point out the
deficiencies at the time they are observed and take appropriate action. Counseling and waming the
‘employes in suffcient me for improvement shoud ordinary precede formal discipinary action, but nothing
erein shall prevent immediate formal acton s provided elsewhere In these policies whenever the nterest
of the city requires i

7-03. POLITICAL ACTIVITIES

The Hatch Act restricts the poliical activity of individuals principally employed by state, county or municipal
‘agencies who work in connection with programs financed in whole or i part by federal loans or grants. An
officer or emplovee of & state or local agency is covered by the Hatch Act, if he or she has dufies in

connection with an aciiity financed in whole or in part by federal funds. Ackivity permitted by Federal Law
prohibited by State or local laws or regulations.

Under the law, State and Local Employees in Federally Aided Programs MAY NOT:

1._Use their official authority or influence for the purpose of interfering with or affecting the resulfs of

an election or a nomination for office;
2. Directly or indirectly coerce, attempt to coerce, command or advise State or local oficer or

emplovee to pay. lend. or contribute anything of value to a party. committee, organization, agenc

or person for partisan political purposes: or
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3._Be a candidate for public office in a partisan election.

The Haich Act defines partisan election as referring to a poliical party. Thus, under the Hatch Act. an
election for public office is a partisan election if any candidate is unning as a representafive o, for
instance. the Republican or rafic party. An empiovee covered by the Act may not be a candidate for
public office in a partisan election.

Employees MAY:
1._Be candidates of public office in nonpartisan elections. i.e.. an election where no candidates are
running with party affiiation.
2.__Hold elective office in political parties. clubs. and organizations.
3.__Be appointed to il a vacancy for an elective office

4. Actively campaign for candidates for public office in partisan and nonpartisan elecions.

5.__Contribute money to politcal organizations.
Attend and qive a speech at a political fundraiser. rally. or mestin

Employees MAY NOT:
1._Be candidates for public office in partisan elections in any jurisdiction

2._Use official authoriy or infiuence for the purpose of interfering with or affecting the result of an

election or nomination for office in any jurisdiction

3. Directly or indirectly coerce contributions, labor, time, or other valuable thing from other city
employees

4. Orchestrate a "write-in® candidacy during a partisan election in any jurisdiction.

5. No employee while on duty shalltake an active part in any political campaign of another person for
an elective position of the city. The term "acfive part” ki i passing out
cards or other politcal literature, writing letters, signing pefitions. actively and openly soliiting

votes, and making tes.

6._Engage in politcal actvity while wearing an offcial uniform

& be-ol doc byaw:the-fol Jhicak actvity shalk-appi-to-oity
2 25 ol PP

employees:
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Solication of contributions or anything of value for any purpose whatseever-shaisi not-be permited by city
employees_viile on the job enly-withwithout the express approval of the Department Head
Employees are-may-be not required to make any contribution or sha will be penalized or rewarded in any
way ineonneetier-With hs or her employment according to his or her response to the solictation.

7-05. OUTSIDE EMPLOYMENT

QAltheugh-outside employment is not expressly-prohibited by the city_and employees who work other jobs
on-thei-own-time-must remember that their fist responsiilty is to the city. |f a second job leads to
excassive absenlesism, tardiness, o poo perfomance, the empiyee may b asked to choose bs!ween
the two jobs. The Department
work must be located within the city or within a reasonable commuting distance, s employer may &
requited to excuse employee to answer emergency cals ete. In addiion, outside; employment willaue not
create any conflctor embamassment to the city. -t

7-06. PHYSICAL FITNESS

It shallbe the responsibilty of each employee to maintain the standards of physical finess required for
performing his or her job.

7-07. PERSONAL APPEARANCE

Al anpioyee, ogerdess ut work locaion nd degree of publc coract, are expected o maintan 2 good
personal app ,, nd personal hygiene at altimes.
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7-08. FINANCIAL OBLIGATIONS|

fhemploys pected-to-keep i pe o payk
eded

g & P P
7-09. CONFLICT OF INTEREST

No offcer or employee of the city shall accept, directy or indirectly, any gift, favor, pivilege, or employment
having a monetary value in excess of twenty-five dollrs ($25.00) from any person, fin, or corporation
doing business with, or seeking to o business with the city during the term of offce of such offcer o
during the employment of such employee of the city and in connection with such office or employment,
except s may be authorized by ordinance or on behalf of the city and for its benefit Under no

circumstance shall cash or any instrument of cash having monetary value be accepted. | No offcer or _

employee of the city who is employed, directly o indirectly, by any person, fim, or corporation doing
business with, or seeking to do business with the city shallin any manner participate in any discussion or
decision of any agency, board, commission, or instumentaty of the city having to do with the business
done or sought to be done with the city by such person, i, or corporation without frst declaring publicly
such employment

7-10. GENERAL DEPORTMENT

‘The attitude and Hepertment behaviors of a city employee, uld at al time;
be such as to promote the good will and favorable atitude of 4 public toward e mry Simiisraion and
its programs and poiicies.

7-11. SEXUAL AND OTHER FORMS OF UNLAWFUL HARASSMENT

The city strictly_prohibits harassment of its employees that is based on sex, race, disabiliy. genetic
information._nafional _origin,_age, veteran _status, uniformed _service, religion, or_other protected
characteristics: whether it is by a co-worker, a manager, a cuslomer, or a vendor. Sexual advances:
requests for sexual favors: sexual or racial jokes: racial. ethnic, reiigious. or national origin slurs. and other
harassing language or conduct have no place in our business. It is expected that employees wil treat one
another with mutual respect for their dignity. Employees are protected from coercion, intimidation
interference. or discrimination for fiing a complaint or assisting in an investigafion under the laws covering
these individuals. Harassment of any type by any employee is grounds for discipline, up to and including

immediate termination.

Any person who believes he or she may have been discriminated against in violation of these principles or
‘who observes any discimination in violafion of these principles or who needs a reasonable accommodation
should discuss the matter with a human resources representative. their supervisor or the City Manager. If

for any reason you do not want to discuss the matier with these individuals, you may discuss the mater

2 vioiation
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Managers o supervisors who receive any complaint or concem involving discrimination or observe an
discrimination must bring the matter to the attention of the EEQ Officer or the City Manager. That individual
wil iniiate an appropriate investigation. Employees have a responsibilty to cooperate in any investigation
of unlawful discrimination. All employees are to cooperate fully with the investigation and resolution of all
harassment and/or discrimination complaints.

No-onpk o 6 fornale -shal B othor omployee-by-shak " o

7-12. INDICTMENTS AGAINST EMPLOYEE

An employee may be suspended, with or without pay, if accused or indicted for a crime or offcial
misconduct pending a decision on the indictment such as dismissal, acquitial or convicton. I the
indictment is dismissed or ifthe employee is acquited, the suspended employee shall be reinstated to his
or her former posiion, or a similar one if not available, without loss of any benefits and such suspension
shall not be considered as a discipinary action

7-13. SMOKING AND SMOKELESS TOBACCO POLICY

Itis the Cit's intent to protect the health of the-non-smekerits employees and diizens by providing a
healthy environment in which to work and conduct business. Therefore, smoking andior smokeless
tobacco is not permitied in any municipal faciity, building, structure andior offce space that is owned
andlor leased by the City of Famersile. In adion, at no time shal smoking or the use of smokeless
tobacco be permitted in any City vehicle or while operating motor equipment. This policy shal apply to all
employees, visiors and tenants. Employees violating this policy wil be subject to disciline as outine in
the discipine policy.
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CHAPTER 8
DISCIPLINE, APPEALS AND GRIEVANCES

8-01. WORK ETHIC AND DISCIPLINARY POLICY

The city expecs ts employees to accept reasonable and appropriate work assignmens wilingly and to
perform them in a satsfactory manner. Employees are aiso expected to comply wit all ules, requitions,
and policies pertaining t job perfornance standards and personal conduct on the ob. fan employee fails
{o perform satistactory o i his or hr personal conduct s unaccepable, disciplinary action may be taken.

As part of 2 positve dissipine program, 8Al reasonable efforts will be made to insure due process to the
employee. The city wil attempt {0 review and resolve all employee problerms as promply and equitzbly as
possile and t the lowest possile organizationalsupervisory level. Allemployees il be provided with @
fair, expedient-bjective and consistent means of resoing work related problems.

8-02. GROUNDS FOR DISCIPLINARY ACTION

The ity Manager or Department Head may take discipinary acfon against an employee for any of the
u

following actions. This list s to llustrate th causes and is not intended to be all condlusive,

the-folowing:

(@) llegal, unethical, abusive or unsafe acts

() Violation of city ules, reguiations, polcies or procedures.

() Insubordinaton.

(@ Leave under faise pretenses.

(6)  Incompetence.

() Neglectof ues.

@  Thet
Partcipation n prohibited poltical actvites.
Unauthorized solciting while on duty.

Excessive or unauthorized absentesism and tardiness.
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() Failure o conduct himself o herselfn a courteous and proper manner wile on dty.
() Falsifcation of offcial documents or records.

(™) Unauthorized use or disclosure of offiial nformation

() Unauthorized or improper use of offcial authority

(o) Possession, use or being under the influence of drugs or acohoic beverages not prescribed
by a physician wihile on duy.

(8)  Damaging city equipment, ools, machines, andlor property
(@  Wasting materials and supplies.

() Carelessness, recklessness, andor engaging in horsepiay.
(s)  Immoral conduct or indcency.

) Abuseof ilness, inury, disabilty, or other benefis.

(1) Anythreat or physical atiack on any supervisor or co-worker.
() Failure to properly document fime and attendance records.
(s Sexual harassment.

X L improper use of city-owned equipment,

(wiy)._Any other actions or behaviors that could resultin negative publicity or have an adverse afect
‘on the city or ts ciizens may be subject to disciplinary action.

8-03. TYPES OF DISCIPLINARY ACTION

Formal disciplinary acton taken shall be consistent with the nature of the deficiency o infracton involved
and the record of the employee, Fomal disciplinary action shall include verbal wamings, witen
reprimands, suspension vithaut pay, pay reduction, demoton, or dismissal. Any of the foregoing types of
formal disciplinary action may be invoked for a particular deficiency or infraction, depending upon the extent
of circumstances. An employee may be formally wamed at any time that he or she may be dismissed or
othenwise discipined for further unsatistactory performance andor conduct. Nothing here shl prohibit the:
administration of informal disciplinary acton, such s oral reprimands. Informal disciplinary action may be
2 file at f the Department Head.

documented in

Supenvisry personnel are encouraged to consider th folowing s nomal discipinary ransitonal seps in
situations requiring disciplinary action:
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Verbal Warnings with records of each warning being noted in the employee's personnel fie.

Written Reprimands which the Department Head must transmit through the City Manager before
placement in the employee's personnel fie;

Suspension without Pay or Reduction in Pay or Demotion or Dismissal
Nothing herein i intended to negate the authority or responsbilty of a superior to take discipinary action
believed appropriate, based upon the relevant circumstances; o prohibit the superior from immediately
discharging an employee for the firstinstance of gross misconduct.

8-04. WRITTEN REPRIMAND

In the nterest of gead- positve discipline_program, an employee may be formaly reprimanded in wiing
“The reprimand shall describe the deficiency o infracton involved and shll state the ikely consequence of
further rformance andior conduct. loyee will be informed of the written reprimand
and a copy of the reprimand shall be kept in the employee's ofcial personnel il

8-05. SUSPENSION

I the interest of 2 posiive geeekdiscipine_program, an employee may be suspended without pay for up to
thirty (30) calendar days in any one (1) calendar year. A notice of suspension must be given to the

ployee which describes the deficency or infraction involved and wihich states the likely consequences of
further unsatisfactory performance andlor conduct. The suspension shall be permanently noted in the
employee's offcial personnel file. When an employee is under investigation for a crime or offcial
misconduct or s awaiting hearing o tria in a criminal matter, he or she may be suspended with or without
pay forthe duration of the proceedings when such suspension would be in the best iferests of the city and
the publc. I the investigation or proceedings clear the employee, he or she shall be elgible for
reinstatement with ful pay and benefitsrestored.

8-06. REDUCTION IN PAY|

I the inerest of goed-2 posiive discipine_program, an employee's pay may be reduced provided itis done
within reason. A witien nofice of reduction must be given to the employee which descibes the deficiency
rthe ric dlor

or infracton involved and e lkely
conduct. The reduction shall be permanently noted in the employee's offcial personnel file, but the
employee shall not be disqualified from consideration for later pay increases.

8-07. DISCIPLINARY DEMOTION AND DISMISSAL

| In the interest of 2 positive good-discipline_program, an employee may be demoted. A witten nofice of
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demofion must be given to the employee which describes the eficiency o infraction involved and which
states the likely consequences of further unsatisfactory performance and/or conduct. The demotion shall
be permanently noted in the employee's offcial personnel file, but the employee shall not be disqualified
from consideration fo later advancement

An employee ey also be dismissed from the city employment in-the-interestas a result —cf-good

disciplineaf the citys positive discipine program. A writlen notice of dismissal may be provided to the
employee ussmmng the deficiency or infraction involved.

An employee may appeal his or her demotion or dismissal in accordance vith Section 7-08, enitied
“Appeals of Discipinary Action". The City Managers decision in allsuch appeals shallbe final”

8-08. APPEALS OF DISCIPLINARY ACTION

In the event of disciplinary acton involving witien reprimand, suspension, reduction in pay, demotion or
dismissal of a non-probationary employee, the employee may appeal the action taken against them if the
employee feels that he or she has been discipiined nfary, oo harshiy, or inappropriately. The employee
must fie a notice of appeal in writing to the City Manager vithin five (5) business days following such
disciplnary action. The relevant discipinary action may be stayed pending final decision on the appeal o
may take effect at any fime after issuance of the notice as determined by the City Manager.

An appeal of a disciplinary action and request for a hearing must be submitted in writing to
the City Manager, and must contain the ollowing information

(8)  The discipinary action being appealed and the effectve ate of the
discipinary acton;

(b)  The specifc reason the discipline is believed to be unjust or otherwise in
@

(©)  The remedy or solution sought; and

(@ The date submitied and the original signature of the employee appealing
the discipinary acton.

The City Manager, afer nofice 1o the employee and a hearing of the appeal facts, shall have the final
authorty to approve, disapprove, modiy, or rescind any disciplinary actions taken or proposed by the
supenisor or the Department Head of the employee. Should it be found by the City Manager that the
employee has been unjustly discipined, discharged or suspended, he or she may be reinstated and
compensated for al ime lost at his or her regular rate of pay. To the extent possbe, for the protection of
all concemed, the City Manager's ruling will be reduced to writing within ten (10) business days after the
conclusion of the hearing. The City Manager's decision shallbe fina.
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Thsm shall be no right of appeal for probationary employees or persons temporarly—appeintedin &
tomrzy position-te-e-City's-sewice except on the ground of discrimination prohibited by law or these
ules.

iThese procedures are guideiines only, and itis recognized that t may not be possible to adhere fo them in
I are not intended to impose on the City any burden of fumishing an employee with
substentive or procedural due process.

Nothing—in—thi ohall abrd o
%

i iding-5 e %
L g P 9t
iblorfor-the-protection-of-aik -t

E

A Agievance is an allegation regarding the violaton, misinterpretation, or
improper application of a specific state or federal law regulation, or the
City of Farmersville personnel and administrative policies of ordinance
provision. This does not include questioning the substance of polcy nor
complaints regarding an employee's individual working condtions.

B.  Grievances should be solved, if possble, at the lowest level of
supenvsion.  The following procedures should be followed when
considering employee grievances

1. An employee shall, within three (3) working days of the date the
incident occurred or from which he or she could have become
knowiedgeable of the incident, discuss the matter with his or her
supenvisor. If the supervisor s not able to resolve the matter or
fails to respond, the employee may, within five (5) working days of
the date the grievance was firs discussed with the supervisor,
present a formal grievance in wriing to te City Secretary.

2. The City Manager shall review the grievance and render a
decision within ten (10) working days after receiving the
grievance, unless an extension of time is required in order to
gather additonal information. The decision of the City Manager
regarding the grievance s fnal and non-appealable.

C. The formal written grievance must be submitted in writing to the City
Manager, and must contain the following information:

1. A brief explanation of the incident causing the grievance,
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including the date of occurrence;

2. Abief statement showing how the employee's working conditions
were adversely affected by the inciden;

3. The specifi violation, misinterpretation, or misapplications of the
specifc law, ordinance, resolution, policy, rule, or regulation of
which the employee is complaining;

4. The remedy or solution sought; and

5. The date of submission and the original signature of the
aggrieved employee.

D.  Puniive action shall not be taken against an employee for submiting a
grievance i accordance with these guideiines.

E. Eachemployee should aways keep in mind the responsibilty of the City

to its cifizens and the general public. It is the responsibilty of the

employee to assist in discharging this responsibity by contributing to a

good working relationship among employees in the City govemment. In

&Y order fo minimize disruption of the operation of City govemment, the
employee shall uiiize this grievance procedure.

F. The City Secretary wil file all documents in the employee's personnel
folder located in said office.

G.  The ight to grieve ends if the employee terminates employment with the
City.

8-10. RETALIATION AGAINST EMPLOYEE FOR REPORTING VIOLATIONS OF LAW
The ciy nor any employee of the city may ot suspend or terminate the employment, or otherwise

discriminate against, a public employee who reports a vioation of aw to an appropriate faw enforcement
authoriy i the report s made in good faith.

|
8-11 EXEMPTIONS

The ity Manager shall be exempt from the disciplinary, dismissal, suspension, and demotion sections of
this Chapter.
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CHAPTER 9
NON-DISCIPLINARY FERMINATIONSSEPARATIONS
9.01. RESIGNATION

An employee may leave the employment with the city in *good standing" by giving two (2) weeks notice.
The City Manager may waive any portion of the notce period. The personnel records of any employee:
who resigned by giving proper notice shall show that the employee resigned of his or her own accord.

An employee faiing to report for duty or remain at work as scheduled without proper notiication,
authorization, or excuse shal be considered as absent without leave which consittes abandonment of
duties, except when the failre to notiy is due to circumstances beyond the control of the employee
Absence without leave may be considered as an employees resignation without nofice. In such cases,
the employee's separation shall not be considered to be in "good standing.”

9-02. REDUCTION IN FORCELAYOFF

An employee may be laid off because of changes in duties, organizational changes, lack of work, or
budge cutbacks. Whenever possible, an employee lid offfrom one city department may be transfefred
to a sultable position elsewhere provided said employee has the appropriate qualfications and job skils.
Whenever possible, at lest two (2) weeks notice shall be given an employee priorto layoff. Layoffs shall
be carried out on the basis of demonsirated job performance and efficiency, with the most proficient
employees being retained the longest. Temporary employees shal be laid off before reguiar employees
performing similar dutes. A layoff shallnot be considered a disciplinary action.

Employees laid off may be recalled back o their job or another simiar job in which they meet the minimum
job requirements and qualifications in the reverse order of the layof. Employees being recalled shall have
precedence over ofher job applicants. Employees recalled back to work shallreport to work as instructed.
An employee faiing to report back to work shall be considered as having forfeted his or her right to
reemployment

9-03. INCAPACITY

An employee may for medical ployee as an individual no longer meets
the standards of fitness required for the position, unless a reasonable accommodation can be made. A
finding of incapacity shall be based on an individual medical determination by a competent physician.
Temminations for incapacity shall not be considered disciplinary action and shal not operate to deny any
‘employee the use of any accrued ilness, njury, disabilty or other benefits.
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9-04. RETIREMENT

Eligible employees may elect {o refire from the iy service in accordance with applicable retrement
programs.

e fe aas
o ermpleyment ipporied-by Geals uic
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| (FORMER) CHAPTER 9
PERSONNELRECORDS | e |

| 9-01-PERSONNEL-FILES-AND-RECORDS
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CHAPTER 10
EMPLOYEE BENEFITS

10-01. MEDICAL INSURANCE

Allfull time and regular part-time employees who are on a regular weekly work schedule are provided with
medical insurance. Seasonal or temporary employees are not provided insurance coverage. Coverage
shall begin upon acceptance of the employee by the insurance underwriter.  This insurance provides for
payment of hospitalization and major medical expenses up to the limits of the policy for ilness and
accidental injuries offthe job.  Coverage for other family members is at the option of and payzble by the
employee through payrol deductions at the prevailing rates.

Any employee whois laid of o terminated by the city, except n cases of gross misconduct, will be allowed
o continve the insurance coverage up to a maximum of eighteen (18) months. Coverage for family
members may be coninued for up to three (3) years. Employees orfamily members that elect fo continue
Goverage after being aid off o terminated will be required fo pay the entie cost ofthe premium.

10-02. LIFE INSURANCE

The city provides group lfe insurance coverage for ll ful time and regular part-time employees. Seasonal
and temporary employees are not provided coverage. Coverage shall begin upon acceptance of the
employee by the insurance undenwier. The cost of providing ths insurance to employees is paid by the
ciy. The fe insurance is payable in the event of death of an employee. Itis designed to help ensure that
an employee's family receives financial assistance i the event of the employee's death. Payment il be
made to the beneficiary designated by the employee.

10-03. WORKER'S COMPENSATION INSURANCE

Any city employee injured as a result o duties performed in the course of his or her job shall be eligile to
receive worker's compensafion benefis from the city's insurance carrir at no expense to the employee.
Workers compensation benefits are infended to compensate workers with job related injuries of ilnesses
by reimbursing them for income losses and paying for medical and rehabiitation treatment.

10-04. INJURY WAGE CONTINUATION BENEFITS

‘Subjectto the provisions set forth below, ity employees who sustain physical injury on the job may receive
wage payments as injury wage continuation payments, separate and distinct fom and in additon to
worker's compensation payments, during such fime s a doctor, either selected by the city, or selected by
the employee and approved by the City Manager, cerifies that the employee is not abie or shoud not
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return toregular or fulltime work due o the injury.

Wage coninuation benefit payments shall not be charged against sick leave or vacation time untl the
supplemental wage continuation benefits have been exhausted. The total amount paid an injured
employee, while absent from work, inciuding any combination of worker's compensation benefts, wage
continuation benefts, sick leave, vacation leave, and wages for work performed, shal not exceed one
hundred percent (100%) of full pay which he or she should have received for such period at his or her
regular hours and rate of pay. In no event shall the total amount of wage continuation benefits paid to an
employee as a result of a physical njury, including any later aggravation, relapse, or re-njury, exceed six
(6) months at one hundred percent (100%). In no event shll injury wage continuztion benefits be paid to
an employee for more than six (5) months as a result of a physical injury, nor shall supplemental wage
continuation benefis be paid for absence from work or iabity to perform regular or fulltime work for an
injury sustained two (2) or more years previously.

While offwork and drawing injury wage continuation benefis, an injured employes shall confinue to accrue
vacaon leave at the regular rate. Injury wage continuation benefits shall be administered under the
following rules:

(a) The term "physical injury" as used herein, shall mean an injury to the physical structure of the
body o a part thereof including any subsequent aggravation or re-injury that occurs while the
employee is acting in the course and scope of his or her employment and shall not include any
iiness, disease, or nfection except such iiness, disease, or infecion s is directly caused by and
naturally results from a physical on-the-job inury. Injuries that occur whie traveling to and from
work, while engaged in horseplay, while attending to personal matters and party in employment
matters, shall ot be deemed njuries 50 as to qualfyfor this supplemental benefit

(6) An employee with a physical injury who is able to_perform light duty, as determined by the
treating doctor, may be required to do so for his or her original department or another depariment.

(©) An employee who does not quaify for njury wage continuation benefits, or whose benefit are
used up before being released to duty by the treating doctor may take his or her accrued sick
andlor vacaiion leave, 1o equal one hundred percent (100%) of regular pay. If the employee is
receiving weekly worker's compensation payments then sick and vacation leave may be taken in
an amount necessary to make up the difference between such payments and full regular pay. An
employee who has used all accrued sick and vacation leave, and injury wage cortinuation benefits
before being released to duty by the treafing physician may be granted a leave of absence without
pay for a reasonable period upon recommendation of the Department Head and approval by the
City Manager

(d) An employee who is physically able and who fais to report any on-te-job injury, however
minor, within twenty-four (24) hours after it occurs, to his or her supervisor and take such first aid
reatment as may be necessary shall not receive or be eligible for injury wage continuation
benefits. When an employee is injured on the job, he or she shall report the accident as soon as
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possible and submit tto the Department Head who shall forward a copy to the payroll clerk.

(e) Injury wage continuation benefits re purely voluntary on the part of the city and may be
terminated at any time.

10-05. SOCIAL SECURITY

All employees o the city are covered under the Federal Insurance Conributions Act (FICA). This type of
govemment insurance, known as "Federal Old Age and Sunvivors Insurance," provides for benefts for
retirement, disabilty or upon death. This insurance is financed by social security taxes which are paid
through payrolldeductions by the employee.

10-06. UNEMPLOYMENT INSURANCE

All employees of the city are covered under the Texas Unemployment Compensation Insurance program.
“This program provides payments for unemployed workers in certain Gircumstances as provided by law. The
city pays an unemployment tax on behaif of each employee on a portion of the employee's eamings to
finance this benefit

10-07. RETIREMENT AND IN SERVICE DEATH BENEFITS

The ciy is & member of the Texas Municipal Retrement System. The purpose of this system i to provide
a plan for the retirement and disabilty of employees of Texas municipaites. Partcipation in this system is
compuisory for all employees who have not reached the age of sixy (60) years and for parttime employees
in accordance with the retirement system's policies. Partcipation in the system begins upon employment
with the city. The employee wil contribute five percent (5%) of his or her salary through payroll deductions
into the refirement plan, with the city matching this amounton a 1 to 1 basis.

In additon to the refirement plan, the city also provides an In-Service Death Benefi for its employee's
participation in the Texas Municipal Retirement System. Benefit is payable to the designated beneficiary
upon death of the covered employee. The amount payable to the beneficiary is equal to the annual salary
of the covered employee. This supplemental benefitis provided by the ity at no cost to the employee.

Personnel Policy Manual-City of Farmersville Page 47



PERSONNEL POLICY MANUAL
op e,
Farmersville
CHAPTER 11|

TRAVEL POLICY

11-01. APPLICABILITY OF TRAVEL POLICY

‘This policy is applicable to al city employees and applies to all travel on city business outside the city fmits
and to all travel reimbursements, subject to budget limitations and authenticated expenses.

11-02. AUTHORIZATION REQUIRED

The Department Head may authorize fravelleave and expenses for ity business outside the city. Altravel
requests must be approved by the Department Head and prior to fs occurrence. Any employee traveling
on offcal city business shall leave word with his or her supervisor as to where e or she can be reached
while out of the city. Al travel requests must be submitted on forms provided for that purpose.

11-03. TRANSPORTATION EXPENSES
All approved transportation expenses will be reimbursed as follows:

() When employees use their personal vehicles all travel mileage will be paid by rates
established by the Federal Government per mile plus any parking foes.

(b) When city vehicles are used all expenses incidental to the use of such vehicle (parking,
gasoline, oi, repairs, etc.) shall be reimbursed. Receipts wil be required.

() When air travel is pemitted, the cost of such aifare will be reimbursed. Addiionally,
reimbursement il be made for the use of rental cars, txi or bus fares, provided such expenses
are necessary and reasonable.

of the traveler can be used, but ony on the
traveler's ime and with the traveler bearing the addional cost of the alterate route. Mieage and expenses
incurred on altemate routes must be shown on the expense account that is tumed in for reimbursement or
for advance in funds request.

11-04. FOOD AND LODGING

Whenever authorized by the City Manager or Department Head, food and lodging expenses associated
with offcial city hall be i for actual expenses incurred. Receipts wil be required.
Lodging will be reimbursed at single rates unless two or more employees occupy @ single room, or
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othervise approved by the City Manager. It shall be the policy o the ciy to reimburse for only lodging that
is economical and practical. Exceptons to this may be granted when cheaper hotel rooms are unavaiiable
or where conferances are held in or nearby the hotel. Meal expenses shall be kept within reason and any
excessive costs must be justiied and receipted.

Reimbursement will not be made for personal telephone cals, alcoholic beverages, entertainment
expenses, or other sundry items not relevant fo the publio purpose of the travel, except as provided in
Section 11-05 hereafer.

11-05. ENTERTAINMENT

“The city coundil realzes that from time to time, it is necessary to enterain dignitries and stte, federal and
business representaives whenever it may be deemed n the best nferest of the ciy. Such expenses may
be reimbursed at the discretion of the City Manager. Receipts wil be required before reimbursement can
be made. Whenever pracical prior authorization should be obtained from the Cty Manager.

11-06. TRAVEL ADVANCES AND REPORTS

Minimum, but sufiient cash advances may be drawn from the city treasury by employees traveling on city
business. All unused, unauthorized, o unapproved travel advances shal be retumed immediately upon
etum fom the business tip. An expenditure report must be filed vith the Department Head withn two (2)
working days following the rp. Failure to submit an expense report will subject the employee to a payroll
deduction for any funds advanced. All cash advances and expendiure reports shall be submitied on forms
provided for that purpose.
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CHAPTER 12
VEHICLE USE POLICY

12-01. CITY VEHICLES AND EQUIPMENT

To establish credibity, maintain integriy, and develop public trust, driving and overall operation of City
vehices and equipment must be above reproach. Employees are reminded that whie operating City
vehides and equipment, employees are more closely scrutinized by the public and are held to higher
standards of accountabilty in vehicle operation practies than the motoring publc at large. Furthermore,
there are considerable dangers associated with the operation of any vehicles or equipment. Therefore, the
following regulations shall gover operations of all City vehicles or equipment that are owned, leased, or
rented by the City.

12-02. TRAFFIC VIOLATIONS

Gity employees shall exercise due regard for the safety of others while operating City vehides and
equipment, and shall obey all trafic laws, City ordinances, these Regulations, and other applicable laws.

12-03. OPERATION OF CITY VEHICLES OR EQUIPMENT

A Generally

1. Employees shal stay alert for other vehicles, pedestrians, and bicycists, which might
unexpectedly enter nto the path of the veicle.

2 Employees shall avoid road hazards such as debis, curbs, potholes, ete.

3. Employees shall operate City vehicles or equipment at reasonable speeds whil taking into
consideration such things as visibilty, oad and weather conditions, other rafic, et

4 Employees shall operate only vehicles or equipment, which are in safe mechanical
condition, incucing ights on taiers.
5. Employees shal not iter from City vehicles or equipment, including the disposal of soft
ink cans, elc.

6. Employees shall ensure that all materials loaded in the back of a pick-up are securely
fastened at all times.

7. Employees shall wear a seatbelt at all imes while operating o riding in a City vehicle, as
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required by law.
8 Except for police and fire emergency vehicles, City vehicles and equipment shall be tumed

off and keys removed when employes(s) leave the vehicle.

9. Employees assigned a City vehicle or equipment that is equipped with beacon lights, shall
use such beacon lights a5 deemed necessary for safety purposes. Employees assigned
City vehicle o equipment that is not equipped with beacon lihts shal exercise due
cattion when standing, stopping, or parking in a public right-of-way.

0. At no time is the possession or use of alcoholc beverages, pomography andor flegal
drugs permited in City vehicles.

1. Atno time may a iy employee operate a City vehicle or piece of equipment nder the
infiuence of drugs, acohol, o any other substance, which affects the employee's abiity to
operate a motor vehicke.

2. Atnotime shall smoking or the use of smokeless tobacco be permitted in any City vehicle
o while operating motor equipment

B.  Lunch Breaks
Those smployees who drive personal vehicles to and from work, but use City veFicles during work hours,
shall not be allowed to use City vehicles during their funch period. The following conditons shall be
allowed

1. ACiybusiness lunch engagement,

2. Police and Fire emergency servics employees,

3 Performing City business when the lunch period approaches and the distance and time of
travel to use their personal vehicle hinders their lunch period, or

4 Anemployee who is on twenty-four (24) hour call and drives a City vehici.
C.  Breaks shall be taken within the City's corporate fimits.
D.  Travel Boundaries during Lunch

To enable the Cityto respond promptly to the needs of the community and citizens, employees driving City
vehices are not allowed to leave the City mits during meal breaks, unless approved by the City Manager.
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12-04. USE OF TAKE HOME VEHICLES

A Many City employees shall be driving City vehicies in the course of their duties with the City.
Department Heads and certan other key personnel within the City may be permited to crive City-owned
vehicles back and forth to work, based on the postion held and duties to be performed.  Assignment of
take-home vehicles shouid be limited to those employees whose job duties require the to be on twenty-
four (24) hour call and conduct City business on  frequent basis before and after normal working hours
(supenisors and Depariment Heads). Permission for the assignment of a take-home vehicle shall be
granted and authorized by the Depariment or Division Head subject o the approval of the City Manager.
Any employee assigned a take-home vehicle shall have the addiional responsibilty of aiways being
available for service when they are offduty, unless prior amangements have been made with the
employee's Department or Division Head.

City of Farmersvill vehicles and equipment shall be used for offiial purposes only. Personal and social
uses of any nature, including transporting passengers who are not directly involved in official City
business, are prohibited. Any exceptions to this ule must be approved in writing by the City Manager.

B. On Call

On occasion, employees, ofher than supervisors, Department or Division Heads, and poce and fire
emergency personnel may be on cal after their normal working hours and on weekends. Those employees
may be assigned a take-home vehicl for the purpose of responding to City emergenciesiduties as required
while on call. Employees using a take-home vehicie while on call shal strictly adhere to these Reguiations
at all imes. Employees on call must respond within the time frame estabiished by the Department Head
and approved by the City Manager.

€. Care and Condition of Vehicles and Equipment

o prolong the life and properly maintzin ity vehicles, employees shall ensure that their assigned vehicles
have suficient gas, oi, and other flids to prevent premture failure, and that al tires are kept properly
inflated. Additionally, when an employee suspects an impending mechanical malfunction, the vehicle shall
be siopped and the motor tumed of. The employee shall then seek advice or assistance fom his
immediate supervisor for proper continued operafion or fowing of the vehicle. Vehicles determined to be
unsae for be taken out of service unil proper repairs are made. Any employee using a City
vehicleor be responsile for ition of that vehicle or equipment.

1. Responsibilty for properly functioning safety equipment and general inspection of City
vehicles rests with the individual operator. Employees should inspect their assigned
vehicies prior to operation. When vehicle damage is observed or equipment is determined
to be missing or unsafe, the employee shall notfy his or her supenvisor as soon as
practical

2. Employees should stive to keep their assigned vehicle as clean and free of rash as

Personnel Policy Manual-City of Farmersville Page 52



PERSONNEL POLICY MANUAL

possible. Employees shall remove all trash and liter while fueling the vehicle and prior to
tuming the vehicie over to another employee:

3. Employees shall secure the spare tire in its proper place and ensure that all other
‘equipment s properly stored and secured.

4. Carsless, abusive, negligent, o reckless handing or operation of any City vehicle or
equipment by any employee may result in discipinary action up fo and including
termination

12-05. DRIVING RECORD REQUIREMENTS

A Fornew employees, the following is 2 st of UNACCEPTABLE DRIVING VIOLATIONS:
1. Three (3) or more accidents in the lat three (3) years; or
2. One(f) TYPE A VIOLATION in the last three (3) years; or

3. Any combination of accidents and TYPE B VIOLATIONS which equal four (4) or more
occurrences in the last tree (3) years.

@ 5 Forcurentemployes, te olowing is alistof UNACCEPTABLE DRIVING VIOLATIONS
1. Two(2)or more atfaut accidents inthe last three (3) years; or
2. One(f) TYPE A VIOLATION in the last three (3) years; o

3 Any combination of at-fault accidents and TYPE B VIOLATIONS which equal three (3) or
more occurtences in thelast three (3) years.

C. For purposes of this Regulation, three (3) years shal be determined from the date the driver's
license record, as provided by the Texas Department of Public Safety.

D.  The following violations are TYPE A VIOLATIONS under this Section:

1. Dving while intoxicated.

2. Driving under the influence of drugs.
3 Negligent homicide arising out of the use of a motor vehicle (gross negligence).
4. Using a motor vehice for commission of a felony.
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5. Aggravated assault with a motor vehicl.

6. Operating amotor vehicle without owner's authoriy.

7. Reckless driving,

8. Hitand Run (Bodily nury andior Property Damage) drving

E. Al moving vioations not listed or identified as Type A Violations are TYPE B VIOLATIONS under

this Section.

F. Any violation of these Regulations is subject o disciplinary action up to and including termination of
employment.
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CHAPTER 13
TECHNOLOGY USE POLICIES
13.01, CITY OWNED CELL PHONE UTILIZATION

Employees have the responsibilty to use all City of Farmersville equipment with prudence and reasonable
care. Cellular phones issued by the City of Famersville shall be for official city business. Except in
emergency circumstances, employees should not use a_cell phone while operafing a motor vehicle,
including both making and receiving phone calls and texting i the phone is equipped with a texting feature.
Employees using City-issued cell phones have no expectation of privacy in cell phone call. pictures, or fext
messages on these phones.

Cell phones should not be considered a benefit rather they should be considered a tool of service delivery.
The City Manager shall have authority o assian all cell phones and approve all features subject to
budgetary approval. Each department shall maintain a lst of their authorized cellular phones indluding
serial numbers. The City Manager shall maintain the master ist for the City. The list(s) shall contain the
name to which the phone is issued, employee number, job tile. and the cell's issued telephone number.

Oversight of cellular rest with the City Manager or designee.

‘Al City-owned cell phones are & public resource and should not be misused for personal telephone calls
However, the City recognizes that unforeseen circumstances develop in which personal calls may need to
be made or received on a City issued cell phone. Such calls must be infrequent and brief. Any employee
who uses a cellular telephone for personal use will be required to reimburse the City for excessive or
unreasonable personal charges. Charges above the monthly rate that annnt be identified as relating to
City of Farmersville business wil also be subject b

The City recoanizes that many employees have personal cell phones they bring to work. The use of
Dersonal cell phones. including those with a camera, at work must not interfere with the employee’s job
duties or performance and must be kept to a minimum. An employee must also not aliow personal cell
phones use to become disruptive or inferfere with other employees'offiial dufies. An emplovee who uses a
personal or city issued cell phone in violafion of City policies will be subject to disciplinary action.

Employees should be aware that records related to calls and text messages made and received on City-
owned cellular telephones are public information. Informetion related to telephone numbers called. length of
call, and time and date of call as wel as the text message itself may be obtainable through the Texas
Public Information Act except in_narrowly defined circumstances. Personal cell phones used for ci
business (such as on duty law enforcement personnel taking a camera_photo of a crime scene) may

ubiect the_employee's personal cell phone to the Texas Public Information Act in narrowly defined
circumstances as well
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Employees should be aware that celllar telephone cals are not secure and can be monitored. ltis a crime
for a third party to intentionally monitor cell phone conversations without the consent of one of the partes to
the conversation. A party to the conversation may legally monitor o record the conversation with or without
the knowledge of the other parties.

Loss or misappropriation of a City issued cell phone must be reported by the employee to a supenvisor
immediately upon recoanition of the loss or

13-02. INTERNET USE POLICY

Internet, email, and ofher forms of electronic communication utilized via City equipment or servers is for ci
2nd business-related s only. All email is stored and subject to the Texas Public Information Act,
The City owns any and all communicafion sent via email andor stored on city servers. Employees do not
have an_expectation of privacy regarding electronic communication, storage. or access if it is oreated
andlor stored at work. Authorized City personnel have the right to access any material in an employee's
‘email acoount that was created, stored or accessed via City resources. Each emplovee is personally
responsible for the content of his or her electronic communication and Interet usage. Any emplovee who
'becomes aware of misuse or abuse of the Intemet or electronic communication system must promptly
contact his or her supervisor._Emplovees are required to demonsirate responshilty and adhere to this
policy wihen using the Infernet and

Each supervisor should review employee use of the Internst and electronic communication. and he ot she
may recommend to the Department Director that an employee's access to the Interet and email be
fesiricted or revoked. Each supervisor ible for ensuring this policy is and staff is in
compliance.

A._Prohibited Activities

1._Employees shall not violate copyright laws or send confidential information without prior written
‘approval of the author, publisher or owner.

2. Empl hall not solictfor any lated to City business.

Employees shall not use the Intemet or email to transmit or access any materia that is
offensive, harassing, infimidating. disparaging. profane, obscene, sexually explicit. unethical,
defamatorv ot threatening in_nature._or which advocafes an illgal act or violence or

werd ofher people. Creafing, sending or forwarding such material is grounds
ford mscmlmaw aton: Th Gl s o o lck s . ar i ard ay e it
right at any time.
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4. Any emails that discriminate_against employees by virtue of any profected classification
including race. gender, nationaty, religion. eto, are_prohibited at the City. Sending or
forwarding non-business emails will result in disciplinary action that may lead to emplovee
termination

5. Employees shall not hack. crack or probe other networks or accounts.
6._Employees shall not parficipate in spamming, sending of unsolicited bulk mail, chain email
posfings or cross postings o news aroups without prior approval from the City Manager
or designated authoriy.
7._Employees shall not be involved in any use that violates state or federal laws.
8. Employees shall not recklessly be involved in the propagation of computer worms o viruses.

9. Employees shall not be involved in sending chain emails or in pyramid schemes.

10. Employess shall not conduct personal business or practices of any type that are intended for
personal gain or misuse the systems for recreational purposes

11. Employees shall not be involved with the illegal distribution of software otherwise known as
irating

12. Emploees shall only have access throuch the City server. Locally installed modems or
personal provider access is prohibited without the prior approval of the City Manager o
designated authori

13. Employees shall not incur personal charges through the use of these systers. In the ey
that an employee does incur personal charges through the use of these systems that
‘employee will be responsible for reimbursing the City for al expenses incurred and may also
be subject to disciplinary action.

14. All employees are required to receive approval from the City Manager or designated authority
‘prior to downloading any non-City software. Employees approved for downloading software
applications or executable files shall schedule these activities during the appropriate time of
day and are responsible for protecting the work environment from any virus or virus-like
‘contamination. Every emplovee is required to scan al files for viruses prior to importing into
City-owned or leased equipment.
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15, Employees are prohibited from engaging in_forgery. Employees shall not misrepresent
themselves or send email under another employee's name, nor shall they send emil to

2nyone without identifying themselves s the sender.

16, Employees are prohibited from sharing or giving their own password. or using another
‘employee's password or access codes.

1 Emnluvees haﬂ not ammm to_access or read another employee's email without the
afion of the Cit . the appropriate Department head. or Professional Standards.

An such access wnH be. cwdma(ed through the City Manager and/or designated authority.
18. Sending and receiving encrypted messages must be approved and agreed upon by the City

'Manager o designated authority prior to sending o receiving such messages.

Emplovees receiving email containing *2ip" ot “exec fles and other executable anzcnmsnts
informing the City Manager or designated authorty before

20. Employees must not present themseves in recognizable City uniforms or with City insiania or
property on any private website, such as Facebook, Twitter, MySpace. or any other social
‘websites.

Lang

1. Employees shall not use obscene. profane, lewd, vulaar rude, inflammatory. threatening,
disrespectful language in any written

2. Employees shall not post any informetion that could reasonably be expected to cause danger
or disruption, Emplovees shall not use the City of Farmersvile Network to engage in any
personal aitacks. including prejudicial or tack:

3 harass any person through the ity of Farmersvilie Network.

Supervisors working in conjunction with the City Manager or designated authority may conduct
investigations into the inappropriate use of lanuage or_the sending or accessing of
inappropriate content by employees on the City of Farmersville Network.

C.

Privac:
Texas law requires that all employees protect the intearity of the City's confidential information as well
25 the confidentialty of others. Each employee is required to understand and comply with the following.

nstructions.
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1.__All emails sent and received are intended for the use of the addressee only. Confidential email
sent_from the City of Fermersvile_should have a_disclaimer at the botiom of the email
‘confirming that the emailis confidential and for use by th

2._All materials sent ~ reoewed over the Intemet shall be considered property of the City. An
e privacy i any matter created, received. or sent.

3._The City reserves the right to monitor access or disclose any message created. received or

sent via the Infemet or email at anytime. vithout advanced notice.
4. Employees must comply with all other personnel policies and procedures of the City and all

‘established_departmental practices or_directives. Violations_discovered by monitoring o
audiing_acivities. may be grounds for disciplinary_actions. Additionally. illegal_acfivity
discovered may be brought to the attention of the appropriate law enforcement agency.

Electronic messaging systems. as well as other computer systems. are subject to the right of
discovery in legal actions brought against the City. AddmnnaH lectronic messages may be
ubject the Texas Public

[ ited from or blocking privacy of security measures.

13-03. SOCIAL MEDIA POLICY

A._PolicylPurpose

‘The City of Farmersville departments may utiize social media and social network sites to further enhance
‘communications with various stakeholder organizations in support of City goals and objectives. City officials
and City organizations have the abilty to publish articles, faciitate_discussions and_communicate
information through various media related to conducting City business. Social media faciitates further
discussion of City issues. operations and services by providing members of the public the opportunity fo
‘partcipate in many ways using the Interet.

B._Definitions

Social Media and Social Networking: Both terms are used to refer to social intemet sites or websites
wherein information is created, exchanged or provided byito third parties and individuals. Examples of
social media_include Facebook. MySpace. RSS. YouTube, Second Life, Twitter, Linkedin, Delicious,
Flicker. and blogs of al types. efc
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C._General Provisions

1._All Gity of Farmersvill social media sites shall be (1) approved by the City Manager's Office and
‘the requesting Depariment Head: (2) published using approved City social networking platform and
tools: and (3) administered by any department employee or volunteer designated by the requesting
Department Head after ensuring the designee has a complete understanding of this policy and has
‘appropriate content and technical experience.

All City of Farmersvile social networking sites and entries shall adhere to applicable state. federal
2nd local laws, regulations and City policies.
The Texas Public Information Act and other applicable laws apply to social media content and

therefore content must be able to be managed. stored and retrieved to comply with these laws.

All social network sites and entries shall clearly indicate that any articles and any other content
posted or submitted for posfing are subiect:

The City reserves the right to restrict or remove any content that is deemed in violation of this
‘policy or any applicable law.

City of Farmersville social networking content and comments containing any of the following forms
of content shall not be allowed for posfing:

a topicaly related to the partioular site or blog article d upon,

b.__Profane language or content;

Content that promotes, fosters. or perpetuates discrimination - the basis of race, creed,
‘color, age, religion. gender, marita status. or physical or mental disabilty.

d._Sexual content or links to sexual content:
&._Solicitations of commerce;
£.__Conduct or encouragement of ilegal activity

q._Information that may tend to compromise the safety or security of the public or public

h._Content that interest of any other party

I_Al suma\ networking sites shallcieary indicate they are maintained by the City of Farmersulle and
shall have City rominenty displayed.
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8. Empl ting the City via social media outiets must conduct t alltimes as 8
of the City and in accordance with al City of Farmersville Personnel Policies.

9. Employees found in violation of this policy may be subject to di action. up to and including
termination of employ

D._Employee Guidance for Participating in Social Media

The City of Famersville understands that social networking and Internet services have become a common
form of communication in the workplace and among stakeholders and citizens. Social nefworks are online
‘communities of people or organizafions that share inferests and/or activities and use a wide variety o
intemet technology fo make the mmractmn a rich and robust experience. Employees that choose to
participate in adhere to the following guidelines.

1._City policies. rules, requlations and standards of conduct apply to employees that engage in social
networking_activities while wndnclma an business. Use of your City e-mail address or
in you City business.

2. Although minimal personal computer usage is allowed during the work day, pariicipating in non
work-related social media outlets while on duly is assumed to impact productivity and cause
performance issues and therefore is prohibited.

3._City employees shall nofify their supervisor and the City Manager's Office if they intend to create &
ity business.

‘social networking site or

4. Departments have the option of allowing employees to participate in existing social networking
sites as part of their job duties. Department Heads may allow or disallow emplovee participation in
any social networking acivites in their departments.

5._Confidential or proprietary information or similar information of thrd parties who have shared such
information with the City of shared on social media outiet

6. Employees shal follow all copyright laws, public records laws. retention laws. fair use and financial
disclosure laws.

7._Employees shall not cite vendors, suppliers, diients. citizens. co-workers or other stakeholders
without their approval.

8._If an employee identifies himself or herself as a City emplovee, the employee shall ensure that his

or her profile and related content is consistent with City of Fannerswlgs performance and conduct

standards regarding one’'s self fo colleagues, cif stakeholders.
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9. Employees are free to pariicipate in social networking sites s a private ciizen when that
partcipation is not related to City business. f City business s involved. the employee should use
gisclaimer such as: “The postings on this sife are my own and do not necessariy represent the

's positions or opinions.”_It should be noted however that & disclaimer will not prevent an

‘employee from being disciplined if their has the effect of violating City policy.
10_ Employess shall not use ethric slurs. profanity. personal insults or engage in any conduct that

would not be acceptable in the City's workolace. Avoid comments ot fopics thiat may be considered
objectionable or inflammatory.

41. Whille the Gity of Farmersvile encourages its employees to enjoy and make good use of thei off-
duty time, Ci

ity employees may be subject to discipline if their activities on o off duty have the
effect of disrupting the funcioning or efficiency of the workplace. Activities which are considered
disruptive include. but_are not limited to, harassing, demeaning._or creafing 2 hostile working
‘environment for any official or emplovee: disrupting the smooth and orderly flow of work within the
City. or disupfing working relationships. In addtion. emplovees are subject to discipiine for
inappropriate activities, on or off duty. if they are acting pursuant to their official duies. or i they
engage in duct or speech on private employment matters.
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CONTROLLED SUBSTANCE AND ALCOHOL
ABUSE AND TESTING POLICY

14-01. SCOPE AND PURPOSE OF POLICIES

It s the policy of the city to provide a work environment which is free from the use, consumption, sale,
distribution or possession of controlled substances o alcohol in the workplace. The specific purpose of the
policy is to outline the methods for maintaining a work environment free from the effects of controlled
substances and alcohol.

“This policy applies o all applicants for employment in al city departments and all curent employees,
These poliies and procedures are inended o assist with the compiiance with the Omnibus Transportation
Employee Testing Act of 1991, 49 CFR Part 382 and 49 CFR Part 40. However, the city reserves the right
o go above and beyond the Department of Transportations drug and alcohol testing regulations.

14-02. RESERVATION OF RIGHTS

The ity reserves the right o inerpret, change, rescind or depart from this policy in whole or in part wthout
noice. Nothing contained in ths policy shall be constued as creafing or constituting a coniract with any
employee, whether expressed or implied.

14-03. DEFINITIONS

Alcohol - means alcohol, or any beverage, containing more than one-half of one percent of alcohol by
Volume which is capable of use for beverage purposes, either alone or when diluted.

Alcohol Abuse- means use of aicohol in any quantly during working time or reporting for work under the
influence of alcohol.

Alcohol Testing - means tesiing for the presence of alcohol by a breathalyzer instrument device,
urinalysis, or a blood sample analysis

City Property - means allciy buidings and adjacent land, parking lots, all other Gity-owned land and city
vehicles

Department Head - shallalso include any person designated by the Depariment Head to take any action
necessary under this policy in the absence of the Depariment Head.

Controlled substances or Drugs - includes, but is not imited to, mariuana, hashish, cocaine, heroin,
morphine, codeine opiates, phencycidine, amphetamines, inhalants, barbiturates and hallucinates.
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Drug Testing - means the testing for the presence of controlled substances or drugs by @ urine or blood
U i sample.

ple by q y analy

Employee - means an indvidual employed by the city i a fulltime, part time, seasonal or temporary

posion.
Motorized Equipment - means equipment powered by a motor, including tools
Personal Possession - Includes on the person, i a ool box, desk, vehice, etc.

Proper Medical Authorization - means a prescription or their witen approval rom a physician, for the
use of adrug in the course of medical treatment.

Reasanable Suspicion - means  conclusion based on personal observation of a specifc instance, or
instances, of employee conduct on or offduty, which shall be confimed in a swom (notarized) statement.
On duty observation must be corroborated and documented in witing that an employee is unable to
satisfactorily perform his or her job duties due to the use of controlled substances or aicohol. Such inabiity
to perform may include, but is not imited to, a drop in the employees' performance level or an indication of
impaired judgment, reasoning, and level of attention, behavioral change, or decreased abilty of the senses.

Safety Sensitive Position - means a job where an employee's use of drugs or alcohol could render the
employee unfit to perform assigned duties and could create a safety hazard to the employee, other
employees, citzens or damage to property. For these purposes, any employee who diives or operates a
ity vehicle or other motorized equipment shall be considered to be employed in a safety sensitiv position

Substance Abuse - is exemplified by, but not imited to, the following:

(1) Ingestion, inhalation or injecton of a contrlled substance during work hours or when in a ity
vehicle or on city property.

(2) Ingestion of aicoho during work hours or when in a ity vehicle or on city property

(3) Ingestion, inhalaton or injecton of a contrlled substance or alcohol during non-working hours
‘which causes an employee to be unable to work in a safe manner during working hours.

(4) Useof the in which it was not intended.

Tampering with a urine specimen - includes, but is ot limited to, diluting the specimen with water,
adding any other substance to the specimen, or substiting urine. Possession of 2 urine sample when an
employee or applicant reportsto the laboratory, shallconstiute tampering.

Testing - includes testing by urinalysis, hair testing, intoxiyzer or blood testing, or any other recogrized
testing method.

Under the influence or Impaired - is defined as abnormal behavior during working hours which results
from induiging, in any degree, in alcohol or in any controlled substance or other drug including prescription
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or overdhe-counter medication which,fo any degree, may imit an employee's abilty o safely and effciently
perform his or her duties or poses  threat to the safety of the employee, other employees, ciizens or
property.

14-04. ADMINISTRATIVE AUTHORITY

The City Manager is authorized to develop, administer and modify testing procedures for drug and aicofol
testing.

(@) The City wil provide a copy of this policy (as part of this manual) to each employee currently employed
and subsequently hired or transferred info @ positon involving the driving of a ciy vehicle or motorized
equipment. Each employee will be requied to sign a statement certifying receipt of this policy.

(b) Al Department Heads and supervisors are responsible for recognizing and documenting the reasonable
suspicion of controlled substance or alcohol use by employees, which may be indicated by poor

performance, and for canying out the pmvnslons of this puhcy Faurs of a Depatment Head f cany out
ma requirements of this policy may lead to luding termination.

14-05. ALCOHOL AND CONTROLLED SUBSTANCE USE PROHIBITED

The use, sale, or personal possession of controlied substances or alcohol, at any time, while on duty or on
ity property is a dischargeable offense.

Employees taking prescripion or non-prescription drugs must report this use to the Department Head,
when the use of such drugs is likel to afiect the workers abilty to perform assigned dutes. It is the
employee's responsibiity to ascertai from his o her physician whether the prescription drug can or i likely
o have adverse impact on the employee's performance of his or her duties. This policy is intended to
protect the safety of each employee and his of her co-workers, property and the public. Employees faiing
to follow this policy may be subject o disciplinary acton up to, and inciuding, termination. Any information
received from an employee under this polcy il be kept confidentil except to the extent it may be shared
with individuals who are in a "need to know" position, such as the immediate supervisor, o as required by
state or federal law.

Any use of controlled substances and alcohol abuse that has an adverse afiect on the employee's
performance o that could jeopardize the safety of others, city equipment o the ity's relations with the
public, will be a violaton of this policy and the employee may be subject to discipinary acton, up to and
including termination

No employee who i required to drive any city vehicle or motorized equipment shal consume alcohol during
the eight (8) hours before diving such vehicle or equipment. The employee may be subject to disciplinary
action, up to and including termination, fo violating this polcy.

No employee shall report to work with the odor of lcohol on his or her breath. The employee may be
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subject to disciplinary action up to and including termination for violaing this policy.

14-06. EMPLOYEE’S RESPONSIBILITIES

Employees in need of assistance, in relation to alcohol abuse,
explore the use of leave ime and medical benefits in obtaining assistance through public and private
referral agencies specialzing in cherical dependency before the problem affects ther ob.

Employees scheduled o be on call are expected to be fit for duty upon reporting to work. An employee
scheduled to be on-callis subject to the provsions in this poficy.

An employee ot scheduled to be on call that s caled out and is under the influence of legaly prescribed
drugs or who s impaired by alcohol must so advise his or her supervisor and vill not be required to report
to work. An employee, who is called out and who reports to work, but fails to notiy his or her supervisor
that he or she is under the influence or impaired may be subject to disciplinary acton, up to and including
termination.

An employee shall not consume any alcohol for a least ight (8) hours folowing any accident or uni he or
she undergoes post-accident testing. An employee who consumes any alcohol prir to eight (8) hours
following this accident or unti a post-accident test has been administered may be subject to disciplinary
action, up to and including termination, f such person tests above the allowable aicohol lmits

14-07. CONDITIONS APPLICABLE TO ALL TESTING
“The Department Head or Personnel Offce will amrange for drug screenings with a certifed laboratory.

A urine sample will nommally be given to test for the presence of controlled substances or aicohol
However, breathe testing for alcohol may also be used. Also, other acceptable testing methods (e.g., blood
samples) determined by the City Manager may be ordered.

Any person who tampers with, or attempts to tamper with, a urine/blood specimen or breathe test in any
manner shall be disqualifed flom employment with the city and shall be barred flom any future
consideration for employment with the ity or, if currently employed by the cit, shall be subject to
discipinary action, up to and including termination.

Prescipton or overdhe-counter drugs taken by the person to be tested will ot be considered i the drug
affects the testing, unless the use of such drugs, in the judgment of a qualified medical person, would be
potentilly harmiul o the safety of the person being tested, or thers.

Al positive urine samples will be confimed by the use of the gas chromatography/mass spectrometry
(GCIMS) method. The additonal testing (GC/MS) will be at the city's expense. Any question relaing to
alcohol and drug testing will b referred to the City Manager.
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4134-08:09. POST ACCIDENT TESTING

Druglalcohol testing may be required of employees following motor vehicle or molorized equipment
accidents involving city ovned vehicles or equipment in any of the following circumstances:

(1) When a city vehicle or motorized equipment or other cty property is involved;

(2) when a city driver, while operating a cty vehicle or motorized equipment, receives  citation
under state or local law for a - moving trafic violaton arising from an accident;

(3) Alcohol testing must administered within two (2) hours of the accident and in no event more
than eight (8) hours afte the accident. Drug tests must be administered within eight (8) hours after
the accident and in no event more than thirty-two (32) hours after the accident. f this deadiine for
alcohol or drug tests cannot be administered, such test shall not then be conducted.

(4) The supenvisor or a designated person not involved in the accident shall take the employee off
the worksite and drive him or her to the city-approved laboratory for the aicohol and drug test
Under no circumstances wil the employee be allowed to drive to the testing faciity. (1 an employee
is seriously injured or unconscious he or she wil be taken to  hospital for treatment. The first
consideration wil be the health and welfare of the employe. I such case, a urine or blood test will
be given at the hospital laboratory,if possible.)

(5) If the employee, in the judgment of the treafing physician, exhibits physical and/or emotional
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impairments such that his or her safety or the safety of others could be in jeopardy ifthe employee
Tetumned to work, the employee shall not be allowed to retum to work. In that situation, afer being
tested, the employee vill be driven home by the supenvisor or other designated person. The
employee shall not be alloved to drive home,

(6) Refusal to subit to a post-accident drug or aicohol test will be grounds for discipinary action,
up to and inciuding termination.

(7) After a finding of reasonable suspicion, an employee tested for controlled substances o alcohol
under the post-accident tesiing provision may be piaced on leave with pay uni the results of the
test are received.

(8) An investigation surrounding the circumstances of the accident leading to a drug or alcohol test
will automatically be conducted by the Department Head and/or City Manager.

14-09. RANDOM TESTING

All current employees who dive a city vehicle or motorized equipment shall be selected for testing on an
unannounced, random basis using a vald random seleciion generated by an approved laboratory. Also, the
city may require al oher current employees to be subjectto random testing. At minimum, at least 25% of
the drivers must be selected annually on a random basis for alcohol testing and at least 50% for drug
festing.

Employees selected for testing shallreport to the lab as soon s possible but not later than eight (8) hours
after the employee is nofied to appear, unless extenuating circumstances exist. If such circumstances
exist beyond the employee's control, and it is not possibl for him or her to appear for testing within the time
allowed, the City Manager be advice and 's inabilty to appear.

If the name of an employee who is not on duty, or who is unable to report for testing the name of that
employee shall b retained by the City Manager n a confidential manner unti the employee can be noffied
immediately upon his or her return to duty to reportfo the lab as soon as possible, but not later than eight
(8) hours after retum to duty.

14-10. REASONABLE SUSPICION TESTING

All employees suspected of controlled substance use or alcohol abuse will be required to provide a urine or
blood sample for testing or to submit to a breath test if only aicohol use is suspected.

“The Department Head andior the supervisors will document the exact reasons why he or she suspects that
a certain employee has violated the controlled substances and alcohol abuse policy, including the
‘symptoms exhibited by the employee, the actions of the employee, statements fiom other employees or
{hird parties, and other evidence which tends to estabiish a reasonable suspicion of controlled substance
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use or alcohol abuse.

When it has been determined that reasonable suspicion exists and the employee should be tested, that
decision must be approved by the City Manager.In the event that these individuals are inaccessible within
a reasonable period oftime, the City Manager is authorized to require the employee to submit o a drug or
alcohol test.

Prior to such testing, the employee will be required to sign a form consenting to testing. Failure or refusal
1o sign the consent form or to submit to testing may result in discipiinary action, up to and including
termination.

The Supervisor o a designated person will drive the employee to the testing facilty and shall stay with the
‘employee being tested and shall drive him or her back to work or home.

An employee tested for controlled substances or alcohol under the reasonable suspicion standard will be
placed on leave of absence with pay unfil e resuits of the test are received.

Al Department Heads and supervisors wil prepare statements to be filed with the City Manager describing
the circumstances and conditions used as a basis for the required testing. These documents shall be
placed in the employee’s personnel fle.

14-11. CITY APPROVED LABORATORY

The city will select a cetiied laboratory which folows chain of custody procedures in conducting and
presenving the tests requited under this policy. The laboratory will report each fest result to the City
Manager or his or her designee of the results

An employee who does ot pass the drug or alcohol test may request  that the original urine or blood
sample be analyzed again. An employee  requesting a retest must submit a written request within two
days ofthe  employee's notification of the test resul

An employee making a request for a etest will be required to pay the cost of the additional analysis and all
costs associated with the transfer of the specimen fo another certiied, qualfied laboratory, including
shipping and handiing. If the request results in the employee passing the drug or alcohol test, the city will
reimburse the employee forlaboratory expenses.

14-12. CONFIDENTIALITY OF INFORMATION

The following procedures will be used to @ssure that records relating to the drug and alcohol testing
process are kept confidentia.

(a) Test results and other writien materials conceming a particular drug test will be sealed and
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kept in the employee's offcial personnel file.

(b) No test resus may be released except to the City Manager, state, federal and law
enforcement agencies as required by law.

(¢) Personnel staff who i authorized to have access to drug test results will meintain complete
confidentilty. Breach of confidentialy relating o drug test esulfs, or any other personnel related
matter, will subject the employee to disciplinary acton, up to and including termination.

14-13, REHABILITATION AND EMPLOYEE ASSISTANCE PROGRAM

Employees who test positive for controlled substances, drugs, or alcchol may be permited an opportunity
o enter a rehabiltation program at the sole discretion of the city. If the city decides to continue the
employment of the employee, the city may require the employee to participate in a rehabiltation program
s a condition of continued employment.

(Any employee who has completed a rehabitation program must remain alcohol and drug free. Any
relapse by en employee wil be a violation of this policy and the employee may be subject to discipiinary
action, up to and including termination.

Employees who are involved in rehabitaion and are able to report for work may do so under the folowing
conditons:

(1) An employee may resume regular duties only after the employee tests negative for a drug or
aloohol test and can provide a release 1o retum fo work from an appropriate substance abuse
reatment faciity or confirmation of continued and on-going partcipation in a recognized substance
abuse assistance program.

(2) An employee will be required to submit to unannounced drug and alcohol testing up to sixty
(60) months after resuming dutes.

14-14. SPECIAL EXEMPTIONS

Any police offier who is required to be in possession of alcohol, controlled substances or drugs in the
course and scope of their employment will be exempt from the provisions of this policy pertaning to
possession of alcohol andor drugs. Specific guidelines wil be established by Police Department intenal
operating procedures.

14-15, EMPLOYEE DRUG CONVICTIONS

Any employee convicted of a violaion of a criminal drug statute must notify the city of such conviction
within five (5) days of the conviction accurring. Ifan employee fails to report such convicton, the employee
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will be subject to discipinary action, up to and including termination.
14-16. EMPLOYEE SEARCH POLICY

The city reserves the fght to search fo legal drugs and acohol, without employee consent, al areas and
property in which the City maintains fullcontrol Al Cty vehicles and equipment are subject to search by
appropriate. management personnel. Warants vil be Obtained should it become necessary to search
areas beyond the Ciy's immediate control. Managers and supenvisors shal not physicaly search
employees.

Managers and supenvisors shallnot cofiscate drugs or medications from an employee who has a curent,
valid prescription in the employee’s name.

14-17. FORMS AND RECORD KEEPING

Al forms and retention requirements for records as promulgated by the Federal Highway Administration
‘and the Department of Transportaton pursuant to the Omnibus Transportation Employee Testing Act of
1991, 49 CFR Part 382, and 49 CFR Part 40 are hereby adopted and made a part hereof as if they had
been fully set out at length herein.
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CHAPTER 15
MISCELLANEOUS PROVISIONS

15-01. PROPERTY CONTROL

Department Heads shal insure that property under their controlis properly safeguarded, accounted for, and
administered. The accounting clerk shall maintain or delegate the maintenance of an up-to-date inventory
of al ciy property. All acquisiions, disposals, or transfers of property shall be reported to the accounfing
clerk orthe designated representative.

Postage, stationery, offce supplies, ools, vehicles, and equipment purchased and owned by the dity are to
be used only in the conduct of cit business. No city employee shal use these ftems in the conduct of his
or her personal affirs ithout prior approval

Employees shallonly uiize city rep copiers for ity b less making restituton for said use
in accordance with established guidelines and procedures.

15-02. UTILITIES

Departmental requests for new city electric, gas, and telephone wtity instaliaions or additonal service
must be approved i advance by the City Manager.

15-03. PURCHASES

No purchases shall be made in the name of the Gty by any employee except by following the procedures
outined in the city purchase order system or as approved by the City Manager.

15-04. SAFETY

Department Heads shall be responsible for preparing and promulgating safety procedures appiicable to all
persomel and operaions under their control. Each employee is required to adhere to all safety procedures.
Set forth by the iy, the state, and federal agencies. It is the obigation of all employees to report any
unsafe conditions to the appropriate Department Heads and to inform their supervisor of any or-he-job
injury or accident

15-05. TELEPHONE USAGE

Department Heads shall be responsible for maintaining logs of long distance telephone calls and for
assuring that they are only made for necessary city business. Telephones should be answered promptly
d courteously ited so as not h ciy business.
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15.06. NEWS RELEASES
Al news releases wil be made by the City Manager orhis designated representatve.
15.07. USE OF CITY EQUIPMENT AND FACILITIES FOR PRIVATE USE

The use of city equipment and faciltes for private use are prohitited. Under no circumstances shall city
equipment or facilties be loaned or rented.

15.08. PROFESSIONAL MEMBERSHIPS AND SUBSCRIPTIONS

“The cty willparticipate n the cost of pofessional memberships and subscriptions for employees applicable
to their positions; provided the necessary funds are available. Requests for memberships and
subscriptions must be approved by the City Manager pror o participaton

15-09. UNAUTHORIZED OR IMPROPER USE OF OFFICIAL BADGE OR UNIFORM

No offcial or employee whose duties involve the use of a badge, card, unifo or clothing insignia as
evidence of authoriy or for identfication purposes shall permit such badge, card, uniform, or insighia to be
used or wom by another person who is not authorized to use or wear same, nor permit same fo be out of
his or her possession without good cause o approval of the Department Head. Such badge, card, uniform
or insignia shall be used only in the performance of the offial dutes of the positon to which they relate or
25 may be otherwise approved by the Department Head.
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