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CHAPTER 1
PURPOSE AND SCOPE

1.1 INTRODUCTION

The City of Chelan ("City"), which was incorporated in 1902, operates under a Mayor/council
form of government and is a non-charter code city per Revised Code of Washington Chapter
35A. Under this system, there are seven (7) elected City Councilmembers and a Mayor. The
Councilmembers are elected at-large to serve consecutive four (4) year terms. Presently, the
Mayor and the Councilmembers hold the only elected positions within the City.

The City Administrator is appointed by the Mayor with City Council confirmation and is
responsible for the overall administration of the City. Department Directors are responsible to
the Mayor through the City Administrator. Thus, the City’s chain of command runs from the
Mayor to the City Administrator, to Department Directors, to supervisors to non-supervisory
personnel.

The City places the highest value on its employees and their wellbeing. The City believes that
when consistent personnel policies are established and communicated to all, the opportunity for
greater job satisfaction increases. Each employee will read these policies. Any questions or
suggestions should be directed to the employee’s supervisor or Department Director.

1.2 PURPOSE AND SCOPE

These personnel policies serve as a general guide to the City’s employment practices and
procedures. It is hoped they will help employees better understand how the City operates and
what is expected of employees. These policies also provide employees with information on
benefits, vacations and other policies that apply to employees who are not covered by a
collective bargaining agreement. Individual department standard operating procedures need to
be consistent with these policies and approved by the City Administrator before they are
implemented.

Unless specific benefits or rights to the contrary are granted to an employee through ordinances,
individual written employment contracts, or valid and effective collective bargaining agreements,
employees are considered at-will employees and may be terminated from City employment at
any time, with or without cause and with or without notice.

The City reserves the right to amend, delete, supplement, or rescind any of the City's personnel
policies, as the City deems necessary and appropriate, without advance notice. The City also
reserves the right to deviate from these policies in individual situations, particularly in an
emergency, in order to achieve its primary mission of providing orderly and cost efficient services
to its citizens. Employees may request specific or temporary deviations to the application of
these policies by submitting requests to their supervisors or Department Directors.

These practices and policies are not an express or implied contract or any type of promise or
guarantee of specific treatment in specific instances upon which any employee may rely.

These personnel practices and policies apply to all City employees. Except for the policies on
work place harassment and retaliation, travel and communication resources, these policies do
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not apply to elected officials and independent contractors. In the event of conflict between any
of these policies and any ordinance or provision of a valid and effective collective bargaining
agreement, the provisions of the ordinance or collective bargaining agreement will govern.

1.3 DEFINITIONS

Collision - Collision means an occurrence involving any City vehicle which results in a fatality;
bodily injury to a person who, as a result of the injury, immediately receives medical treatment
away from the scene of the accident; or one or more motor vehicles incurring disabling damage
requiring the vehicle(s) to be transported away from the scene by a tow truck or other vehicle.

Commercial Vehicle - A vehicle that either has a gross vehicle weight of over 26,000 pounds
(including combined weight if towed unit weighs over 10,000 pounds); is designed to transport
sixteen (16) or more persons, including the driver; or is used to transport hazardous materials.

Department Director - An employee who has responsibility for directing one or more
departments.

Driver - Any employee who is required to possess a commercial driver’s license and whose
position may involve driving a commercial vehicle.

Exempt Employee - An employee who is defined by the Fair Labor Standards Act (FLSA) as
being exempt from FLSA’s minimum wage and overtime regulations. Only bona fide executive,
administrative, computer and professional employees who meet the requirements established
by FLSA are exempt.

lllegal Drugs - Any drugs or substances defined as illegal by the U.S. Drug Enforcement
Agency; the Washington State Board of Pharmacy, as defined in RCW 69.50 as presently
enacted or hereafter amended; as well as so called "designer drugs" not approved for medical
use by the U.S. Drug Enforcement Agency, the U.S. Food and Drug Administration or state law.

Immediate Family - An employee's immediate family includes the employee's spouse,
domestic partner, child, stepchild, parent, sibling, in-laws, grandchild, grandparent, and any
relative who lives in the employee’s home.

Improper governmental action - Any action by a City official or employee that is undertaken in
the performance of the official's or employee's duties, whether or not the action is within the
scope of the employee's employment, and that is in violation of any federal, state or local law or
rule, is an abuse of authority, is of substantial and specific danger to the public health or safety,
or is a gross waste of public funds. Improper governmental action does not include personnel
actions, including employee grievances, complaints, appointments, promotions, transfers,
assignments, reassignments, reinstatements, restorations, re-employments, performance
evaluations, reductions in pay, dismissals, suspensions, demotions, alleged violations of labor
agreements or reprimands.

Medical Review Officer (MRO) - A licensed physician responsible for receiving and interpreting
laboratory results from urine drug tests.



Non-Exempt Employee - An employee who is entitled to overtime pay under the Fair Labor
Standards Act.

Full-Time Regular Employee - An employee who is regularly scheduled to work a minimum of
thirty-six (36) hours per week in a five (5) day work week..

Part-Time Regular Employee - An employee who is regularly scheduled to work less than thirty-
six (36) hours per week in a five (5) day work week, but no less than twenty (20) hours in a five
(5) day work week.

Safety Sensitive Position - A position associated with the driving of a commercial vehicle.

Seasonal Employee - An employee other than a Full or Part-Time Regular employee who is
assigned to work less than ten (10) consecutive months.

Substance Abuse Professional (SAP) - A licensed physician, or a licensed or certified
psychologist, social worker, employee assistance professional, or addiction counselor (certified
by the National Association of Alcoholism and Drug Abuse Counselors Certification
Commission) with knowledge of and clinical experience in the diagnosis and treatment of alcohol
and drug-related disorders. The SAP is responsible for evaluating employees with positive test
results.

Temporary Employee - An employee who holds a job of limited duration arising out of a special
project, abnormal workload or emergency. Temporary employees are not eligible for City
benefits except as required under state or federal law.



CHAPTER 2
GENERAL POLICIES AND PRACTICES

2.1 EQUAL EMPLOYMENT OPPORTUNITY

The City is an equal opportunity employer. The City employs, retains, promotes, terminates and
otherwise treats its employees on the basis of merit, qualifications, and competence, without
regard to any individual's, race, color, religion, sex, national origin, pregnancy, age (over 40),
marital status, disability, sexual orientation, veteran status, genetic information or any other
status protected by federal, state, or local law. Any alleged act or complaint of discriminatory
treatment by any City employee should be promptly reported to the City Administrator for
appropriate investigation and action.

2.2 EMPLOYEE PERSONNEL RECORDS

A personnel file for each employee is maintained by the City Administrator or his/her designee,
and access is limited to the employee, the employee's Department Director or designee, the City
Administrator, and the Mayor. Usually, an employee's personnel file contains the employee's
name, title and/or position held, job description, department to which the employee is assigned,
wage, changes in employment status, training received, performance evaluations, personnel
actions affecting the employee, including discipline, and other pertinent information.

Each employee may periodically review his/her personnel file. An employee may place pertinent
information in his/her personnel file with the approval of the City Administrator. Medical
information shall be maintained separately. An employee may request removal of irrelevant or
erroneous information in his/her personnel file. If the City denies the employee's request to
remove the information, the employee may file a written rebuttal statement to be placed in his/her
file.

Personnel files are kept confidential to the maximum extent permitted by law. Except for routine
verifications of employment, information from an employee's personnel file will not be released
to the public, including the press, without employee authorization or as required by law.

2.3 EMPLOYMENT REFERENCES

Employment references that do not call for copies of the employee’s file are subject to RCW
4.24.730. All potential employers seeking information from a supervisor will disclose accurate
information regarding the employee’s ability to perform his or her job, compliance with these
policies or information on the skill or diligence the employee applied to their work. The
supervisory employee will document who requested the reference, the date of the contact, and
a brief explanation as to the information provided. This document will reside for a period of six
(6) years after termination in the employee’s (or former employee’s) personnel file.

Only supervisors who prepare employment evaluations, Department Directors, the City
Administrator, or the Mayor are authorized to provide employment references on current or
former City employees. Other employees shall refer requests for references to the appropriate
supervisor, Department Director, to the City Administrator or Mayor.

2.4  DISABILITY DISCRIMINATION PROHIBITED
The City will take steps to reasonably accommodate those applicants who are otherwise
gualified and/or qualified employees with a sensory, physical, or mental disability to assist them
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in performing the essential job functions unless it would impose an undue burden. The applicant
and/or employee must be able to perform the essential functions of the job with or without
reasonable accommodation. A reasonable accommodation is one that is likely to be successful
in enabling the employee to perform the essential functions of his/her position and does not
create an undue burden for the City, significantly impair City services or create safety concerns.
In some instances, depending on the job assignment of the employee, an essential function of
the job will require that the employee maintain a consistent attendance record with minimal
instances of absences or incidents of tardiness.

2.5 LIFE THREATENING/COMMUNICABLE DISEASES

Employees with life threatening ilinesses or communicable diseases are treated the same as all
other employees. They are permitted to continue working as long as they can maintain an
acceptable level of performance and medical evidence shows they are not a threat to themselves
or their co-workers. The City will work to preserve the safety of all its employees and reserves
the right to reassign employees or take other job actions, including discharge, when a substantial
and unreasonable safety risk to fellow City employees or the public exists.

2.6 ANTI-HARASSMENT POLICY

It is the City’s policy to foster and maintain a work environment that is free from discrimination,
harassment, and retaliation. Toward this end, the City will not tolerate unlawful harassment of
any kind by employees toward co-workers or members of the public. Employees are expected
to always show respect for each other and the public, despite individual differences.

Harassment is a term which is intended to further the City’s anti-discrimination policy and
includes unwarranted and unwanted verbal or nonverbal conduct that threatens, intimidates, or
insults another person, has the purpose or effect of creating an offensive, intimidating, degrading
or hostile work environment or interferes with or adversely affects that person’s ability to perform
the job, and is based on the individuals’ membership in a protected class as identified in Section
2.1 and Section 4.1 of this manual. When such unwanted actions are directed at the individual
because of his/her membership in a protected class as referenced in Chapters 49.12.200 and
49.60 of the Revised Code of Washington and Section 2.1 and Section 4.1 of these policies, this
form of conduct is prohibited by state and federal law and these policies. Examples of prohibited
conduct include ethnic slurs or demeaning comments regarding an employee’s race, ethnic
background, gender, religion, sexual identity or sexual preference, age, or disability.

Harassment does not include the conduct or actions of supervisors intended to appropriately
manage staff, such as performance related counseling, correction, deficiency notices,
performance evaluations, oral warnings, reprimands, or other supervisory actions intended to
promote effective job performance.

See Discrimination Complaint Procedure, Policy 2.9, for guidance on what to do if you believe
you have experienced or are experiencing harassment or retaliation.

2.7 SEXUAL HARASSMENT POLICY

Sexual harassment is a form of sex discrimination that is illegal and offensive, and it will not be
tolerated by the City. Sexual harassment is conduct which is directed at the recipient which is of
a sexually explicit nature or is based on the individual's gender. This conduct can be sexually
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explicit, sexually suggestive or may be directed at the recipient due to gender bias. All such
behavior is prohibited in the workplace or outside the workplace since communications outside
the workplace may still impact working relationships.

Sexual harassment is behavior of a sexual nature which is unwelcome and offensive to a
reasonable person. Examples of sexual harassment include verbal behavior such as unwanted
sexual comments, suggestions, jokes, or pressure for sexual favors; at times it includes non-
verbal behavior such as suggestive looks and leering; and physical behavior such as suggestive
pats or squeezes, or repeatedly brushing against someone’s body. While touching in the
workplace is not prohibited and can sometimes be unavoidable, employees who are sensitive to
this kind of non-sexual contact are encouraged to make co-workers aware of these personal
preferences. Other conduct also may constitute sexual harassment depending upon given facts
and circumstances.

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct
constitute sexual harassment when it is part of a manager’s or supervisor’s decision to hire or
fire; it is used to make other employment decisions such as pay, promotion or job assignments;
it creates an intimidating, hostile or offensive work environment, meaning the conduct
substantially interferes with the employee’s ability to do his or her job.

Employees engaging in harassment are subject to discipline, including termination. See
Discrimination and Harassment Complaint Procedure Policy, Section 2.9 of this manual, for
guidance on what to do if you believe you have experienced or are experiencing sexual
harassment.

While the City does not prohibit consensual relationships between City employees, when a
potential conflict of interest arises due to that personal relationship, the City will address the
workplace concerns to eliminate the potential conflict of interest. The City will refer to the
nepotism policy as a guide. If such relationships become disruptive to the workplace, interfere
with normal supervisory duties, or have a serious potential or actual impact on morale, the City
reserves the right to address these concerns and make appropriate management decisions to
eliminate the potential problems that may arise.

2.8 ANTI-DISRUPTION POLICY

Any conduct in the workplace or while on City time that is disruptive to the normal operations of
City business or invades the rights of others will not be tolerated. While on City time, employees
are expected to maintain their focus on professional and work-related matters and to treat each
other and the public with respect. The City also respects individuals’ privacy interests, their right
to a belief system that may differ from that of other employees, and political freedoms. Thus, all
employees are expected to maintain work relationships that respect and adhere to the City’s
expectations. This includes refraining from spreading harmful rumors, gossiping, or discussing
non-business-related information about others. Other disruptive conduct includes but is not
limited to discrimination, harassment, threats, insults, intimidation, ridicule, profanity, vulgarity,
stereotyping, physical or verbal abuse, ignoring the rights of others, and displaying insensitivity
to the beliefs and customs of others.
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Conduct Towards Co-workers and the Public. All employees are expected to treat their co-
workers and the public with courtesy and respect. This policy is intended to extend beyond the
limits of the anti-discrimination policy and requires respectful behavior of both co-workers and
the public in any context that may impact working relationships. While employees may disagree
with one another, or even with aspects of the City policies, management directives or other
practices, they are expected to resolve their concerns in a way that is not disruptive of the City’s
business and does not undermine the quality of the workplace for others. If you have concerns,
you are expected to address those concerns with an appropriate member of the management
team to see if your concerns can be resolved. Employees are not to act in a way that is
considered combative or threatening to other co-workers or the public.

Gossip in the workplace, particularly if it is unfounded or humiliating, destroys co-worker morale.
All employees are charged with the responsibility of avoiding or stopping harmful gossip in the
workplace. Any exchange of information unrelated to an employee’s job performance or dealing
with non-City business that you would find hurtful or demoralizing if said about you, should be
considered prohibited gossip under this policy. If you learn of harmful gossip and are
uncomfortable telling your co-workers to stop, report such conduct to the responsible employees’
supervisor, who will take appropriate action.

Similarly, disagreements and animosities among employees can be detrimental to the work
environment for all co-workers. The City expects such disagreements and animosities to be
removed from the workplace or resolved productively with the help of a supervisor. Any
unresolved disagreements of this nature that impact employee performance and morale will be
dealt with as a performance problem or disciplinary matter.

Employees are expected to always conduct themselves professionally. The City will not tolerate
abusive or foul language, discourteous or insulting conduct, threats of any kind, violence, or
intimidation. Such conduct will result in disciplinary action, up to and including termination.

2.9 DISCRIMINATION AND HARASSMENT COMPLAINT PROCEDURE

Employees are responsible for respecting the rights of their co-workers and others, including the
citizens they serve. All employees are encouraged to report any incident of discrimination,
harassment, and/or retaliation that they observe occurring. Employees are strongly urged to
report all instances of perceived harassment or discrimination as soon as possible. It is the City’s
goal to provide its employees with a professional and productive working environment. However,
the City cannot address employees’ concerns if they are not brought to its attention. The
following procedure outlines the steps to follow if an employee believes he/she has experienced
or witnessed harassment or discrimination on the job.

An employee who believes he/she has been harassed or is the victim of discrimination and is
comfortable talking with the person engaging in offensive behavior should do so. The offensive
behavior should be identified and the person engaging in it should be asked to stop the behavior
immediately. Most issues in the workplace can be handled effectively through this type of clear
communication.

In the event such informal direct communication is either ineffective or impossible, the employee
who believes he/she is being harassed or discriminated against should discuss his/her concern
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immediately with his/her supervisor or Department Director. Although it is not required, the
employee is encouraged to put in writing a description of the offensive behavior, including the
dates and times when it occurred, to make certain the report contains a complete description of
any conduct that may violate these policies or result in discipline. If your concern is not handled
to your satisfaction, you should discuss your concern with the City Administrator, your Supervisor
and/or the Mayor.

To the extent possible, complaints will be handled confidentially. However, it may not be possible
to keep all the allegations confidential when conducting a complete investigation.

If an investigation shows the accused employee did engage in improper harassment or
discrimination or other violations of City policy, prompt effective remedial action will be taken to
ensure the complained of conduct does not occur again. This includes disciplinary action up to
and including termination.

The City strictly prohibits retaliation against those who have made a good faith complaint of
harassment or discrimination or participated in an investigation of such a complaint. Good faith
means the complaint was not filed to avoid pending or possible discipline and is based on facts
and personal observations (rather than hearsay) the complaining party believes are accurate.
Employees who have concerns regarding retaliation should immediately report them to their
supervisor or the City Administrator if the immediate supervisor is the harasser. If the City finds
that retaliation has occurred, the employee who engaged in such misconduct will be subject to
discipline, up to and including termination.
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CHAPTER 3
RULES OF CONDUCT

In the interest of the City and the public, it is desirable, whether off-duty or on-duty, that an
employee's conduct reflect favorably on the employee, his/her fellow employees, and the City.
Off-duty misconduct may result in discipline when it renders an employee less capable of
performing his/her duties and responsibilities, or when it reflects unfavorably upon an employee's
continuing qualifications for employment.

The City places as few restraints on employee personal conduct as possible. The City relies on
each employee's good judgment and sense of responsibility as the principal source of guidance
for conducting day-to-day duties and responsibilities. However, for the protection of the City's
business interests and other employees, certain rules of conduct have been established. The
rules are formalized here for each employee's information and to minimize the likelihood of any
employee, through misunderstanding or otherwise, becoming subject to disciplinary action.

3.1 GENERAL CODE OF CONDUCT

City employees are expected to represent the City in a professional manner which is courteous,
efficient, and helpful. Employees must maintain a clean and neat appearance appropriate to
their work assignment, as determined by their position and Department Director. The City may
furnish or pay for clothing required by the City.

Since the proper working relationship between employees and the City depends on each
employee's on-going job performance, professional conduct and behavior, the City has
established certain minimum standards of personal conduct. Among the City's expectations are:
basic tact and courtesy towards the public and fellow employees; adherence to City policies,
procedures, safety rules and safe work practices; compliance with directions from supervisors
and administration; preserving and protecting the City's equipment, grounds, facilities and
resources (including but not limited to City credit cards and charge accounts) providing orderly
and cost efficient services to citizens; refraining from conduct that causes the City harm or
embarrassment or unduly disrupts or undermines City services or public confidence; and
refraining from all forms of discriminatory behavior toward co-workers and the public.

To make the most efficient use of personnel, the City reserves the right to change working
conditions and duties originally assigned. Employees are expected to fully cooperate should
such a change become necessary.

3.2 CONFIDENTIALITY

City employees may receive and have access to personal information regarding the City’s
taxpayers, rate payers, and other employees and officials or confidential and private personnel
information. Employees are obligated to keep this information confidential. All requests for
confidential City records or information must be referred to the City Clerk. Employees are
prohibited from copying or distributing confidential information. This obligation exists during
employment with the City, and it continues indefinitely after employment with the City ends.
Employees who violate this provision shall be subject to discipline up to and including
termination. The confidentiality obligations set forth in this policy remain in effect following an
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employee’s departure from the City, regardless of the reason. Former employees who breach
their confidentiality obligations may face civil liability.

3.3 WORK RELATED APPEARANCE

The City’s objective in establishing a business dress code is to allow employees to work
comfortably while still projecting a professional image for customers, potential employees, and
community visitors. Clothing that has the City logo is encouraged.

No dress code can cover all contingencies so employees must exert a certain amount of
judgment in their choice of clothing to wear to work. If you experience uncertainty about
acceptable, professional business casual attire for work, please ask your supervisor.

Jeans are acceptable for certain departments whose employees work primarily outdoors and on
Fridays for other departments upon prior approval by the City Administrator and/or the Mayor
and Department Director. Safety footwear may also be required in some positions.

Jewelry, Makeup, Perfume, and Personal Decoration: Accessories should be in good taste.
Some customers and employees are allergic to the chemicals in perfumes and make-up, so
wear these substances with restraint.

If work-related appearance fails to meet City standards, as determined by the employee’s
supervisor, the employee will be asked not to wear the inappropriate item to work again. If the
problem persists, the employee may be sent home to change clothes. Progressive disciplinary
action will be applied if dress code violations occur.

3.4 TOBACCO USE

For health and safety considerations, the City prohibits the use of tobacco products by
employees in all City owned, rented, or leased vehicles and buildings, including individual
employee offices. Also, in accordance with RCW 70.160.075, smoking is prohibited within
twenty-five (25) feet of entrances, exits, windows that open and ventilation intakes that serve
enclosed areas where smoking is prohibited.

3.5 SUBSTANCE ABUSE

The City intends to provide a workplace free from alcohol and illegally used drugs. The City’s
philosophy on substance abuse has two focuses: a concern for the well-being of the employee
and a concern for the safety of other employees and members of the public.

Availability of Rehabilitation or Treatment: The City encourages employees who are
concerned about their alcohol or drug use to seek counseling, treatment and rehabilitation before
performance problems or discipline rises. Although the decision to seek treatment or a diagnosis
and assistance is completely voluntary, the City is fully committed to helping employees who
voluntarily come forward to overcome substance abuse problems prior to violating the City’s
policies. In most cases, the expense of treatment may be fully or partially covered by the
employee’s medical benefit program. In recognition of the sensitive nature of these matters, all
discussions will be kept confidential. Employees who seek advice or treatment before a
disciplinary process has begun will be given the option of leave to address their treatment needs.
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When Job Performance is Affected: Although the City is concerned with rehabilitation, it must
be understood that disciplinary action may be taken when an employee’s job performance is
impaired because he/she is under the influence of drugs or alcohol on the job. When employees
are on the job, employees are expected to be physically free from any impairment or substance
that would contribute to an injury, property damage, or that would interfere with productivity.
They are to be free from illegal drugs or potentially impairing levels of legal substances. The
City may discipline or terminate an employee for possessing, consuming, selling, or using
alcohol or controlled substances (other than legally prescribed) during work hours. The City may
also discipline or terminate an employee who reports for duty or works under the influence of
alcohol or controlled substances. An employee may be required to submit to alcohol or controlled
substance testing when the City has reasonable suspicion that the employee is under the
influence of controlled substances or alcohol. Refusal to submit to testing, when requested, is
considered a positive test result, and may result in immediate disciplinary action, up to and
including termination.

Drug-Free Workplace: Based on the federal Drug-Free Workplace Act, the manufacture,
distribution, dispensation, possession, and use of unlawful drugs (including prescription drugs
for which the employee does not have a valid prescription) or alcohol on City premises or during
work hours by City employees is strictly prohibited. Employees also must notify the City within
(five) 5 days of any conviction for a drug violation in the workplace. Violation of this policy can
result in disciplinary action, up to and including termination. Continued poor performance or
failure to successfully complete a rehabilitation program is grounds for termination.

The City reserves the right to search employee work areas, offices, desks, filing cabinets, etc.
to ensure compliance with this policy. Employees shall have no expectation of privacy as to
such areas.

Use of Medication: The possession and use of medically prescribed or over-the-counter drugs
during work hours is permissible, subject to certain conditions. The employee shall have no
obligation to inform his or her supervisor of such use unless, the employee has knowledge that
the medication is causing or may cause an impairment that prevents the employee from
performing his or her job safely or effectively. In such cases, the employee should notify his or
her supervisor so that a determination can be made as to whether it is in the bests interests of
the City and the employee that the employee work, not work or be reassigned during the period
medication is used.

Employees who are required to have a Commercial Driver's License are subject to drug and
alcohol testing requirements as set forth in regulations issued by the United States Department
of Transportation. Those requirements are explained in Section 11.6.

3.6 HEALTH AND SAFETY

Health: Each employee is expected to maintain physical and mental health and fitness
necessary to effectively perform the essential functions of his/her position. When the health of
an employee becomes a hazard to persons or property or prevents the employee from effectively
performing the duties of his/her assigned work, the employee may be required by the City to
undergo a health examination. When so required, the employee will be paid for the time required
for the examination and for the cost of the examination, if it exceeds insurance benefits. Usually,
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correction or treatment of conditions diagnosed during this examination is the employee's
responsibility.

If an employee's physical or mental health condition causes the employee to be incapable of
performing the essential functions of his/her current position, the employee and Department
Director will explore reasonable accommodations that will enable the employee to perform
his/her essential functions without jeopardizing other employees or becoming an undue hardship
to the City.

Safety: Every employee is responsible for maintaining a safe work environment and following
the City’s safety rules. Each employee shall promptly report all unsafe or potentially hazardous
conditions to his/her supervisor. The City will make every effort to remedy problems as quickly
as possible.

In case of an accident involving a personal injury, regardless of how serious or minor, employees
shall immediately notify their supervisor and the supervisor will then notify the City L&l
Coordinator. Employees should familiarize themselves with City safety regulations and controls.

Since being exposed to a blood borne pathogen may lead to sicknesses such as hepatitis, AIDS,
or malaria, and since the City wants to assure its’ employees a safe and healthy work
environment as possible, it is the policy of the City to comply with all statutory obligations for the
prevention of exposure to blood borne pathogens. Employees should familiarize themselves with
the City’s Exposure Control Plan and always follow it. Failure to comply with this Plan will result
in discipline up to and including termination.

Employee safety depends on the safety consciousness of everyone. To facilitate a safe work
environment, employees may not bring weapons to the workplace. including City provided
parking areas. This includes, but is not limited to, weapons for which employees have a valid
permit. This policy, however, shall not prohibit employees from maintaining a personal licensed
firearm in their personal vehicle while parked on City property, provided that the vehicle is locked,
and the firearm is secured in an area of the vehicle that is not publicly visible.

3.7 POLITICAL ACTIVITIES

City employees may participate in political or partisan activities of their choosing if City resources
and property are not utilized, and the activity does not adversely affect the responsibilities of the
employees in their positions. Employees may not campaign on City time or in a City uniform or
while representing the City in any way. Employees may not use or allow others to use City
facilities or funds for political activities.

Any City employee who meets with or may be observed by the public or otherwise represents
the City to the public, while performing his/her regular duties, may not wear or display any button,
badge, or sticker relevant to any candidate or ballot issue during working hours. Employees
shall not solicit contributions to a partisan political cause while on City property or City time.

3.8 SOLICITATION
The City believes its employees and the public should have the opportunity to work and receive
City services without interference from persons who are pursuing a purpose not related to the
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City's normal business. Persons not employed by the City may not solicit, survey, petition, or
distribute literature on City premises at any time. City employees may not solicit the public or
other employees for any cause during work time unless authorized by the City Administrator or
Mayor. For this purpose, work time means time during which either the soliciting employees or
the employees who are the object of the solicitation are expected to be actively engaged in their
assigned work. Reasonable forms of solicitation are permitted during non-work time, such as
before or after work or during meal or break periods. An example of a reasonable form of
solicitation might be to display the material in the employee break room. Directly contacting
employees is prohibited. Employees may not distribute literature for any purpose during work
time or in work areas.

3.9 CONTACT WITH NEWS MEDIA

The Mayor and City Administrator are responsible for all official contact with the news media,
including answering questions from the media. The City Administrator may designate specific
employees to give out procedural, factual, or historical information on select subjects.

3.10 BULLETIN BOARDS

Information of special interest to all employees is posted regularly on City bulletin boards.
Employees are urged to check the bulletin board frequently, as they are expected to be aware
of its posted contents. Employees may not post any information on these bulletin boards without
the authorization of the City Administrator or the employee’s Department Director.

3.11 USE OF CITY EQUIPMENT

City officials and employees are obligated to conserve and protect City resources for the benefit
of the public interest. Responsibility and accountability for the appropriate use of City resources
ultimately rests with the individual City official or employee who uses those resources or who
authorizes such use.

All use of City computers, telephones and other communication resources shall follow the City’s
“‘Communication Resources Policy.” Other City equipment, including vehicles, should be used
by employees for City business only. An employee’s misuse of City services, equipment or
supplies can result in disciplinary action up to and including termination.

Certain job assignments may require that employees furnish personal equipment. If an employee
is required to furnish any items, his/her Department Director will provide a list of the items
needed. The City is not responsible for lost or stolen personal property, so employees should be
careful to secure such equipment, as well as any money or valuables they have in the workplace.

3.12 PERSONAL POSSESSIONS

The City assumes no responsibility for any theft of or damage to personal belongings brought to
work by employees, including damage to or theft of personal vehicles parked in city lots or the
contents of said vehicles. The City reserves the right to search space and furnishings provided
for employees’ use, including desks, lockers and all electronic equipment supplied by the City.
The City also reserves the right to search personal belongings brought onto City premises if
necessary to investigate allegations of misconduct, determine if a crime has been committed or
a threat to safety has or may occur. Personal items that may be offensive to others, including
items that may violate the City’s anti-harassment or discrimination policies, may not be brought
into the workplace.
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3.13 DRIVER’S LICENSE REQUIREMENTS

As part of the requirements for certain specific City positions, an employee may be required to
hold a valid Washington State Driver’s license, either with or without special endorsements. If
an employee’s license is revoked, suspended, or lost, or is in any other way not current, valid
and in the employee’s possession, the employee shall promptly notify his/her supervisor and will
be immediately suspended from driving duties. The employee may not resume driving until proof
of a valid, current license is provided to his/her supervisor. Depending on the duration of license
suspension, revocation, or other inability to drive, an employee may be considered no longer
qualified to hold their position and may be subject to disciplinary action, up to and including
termination.

3.14 SEAT BELT POLICY
In compliance with Washington State law, anyone operating or riding in a City vehicle must
always wear a seat belt.

3.15 SUGGESTIONS

All employees are encouraged to make suggestions to improve the efficiency of city operations
or employee job satisfaction. Suggestions may be written or verbally given to the employees’
Department Director at any time. The Department Director will then discuss the idea with the
appropriate person or group and the City Administrator.

3.16 CONFLICTS OF INTEREST

Except upon approval by the City Administrator or the Mayor, City employees may not sell or
barter anything to the City or to a contractor supplying the City or make any contract with the
City. Employees may not purchase anything from the City other than those things which the City
offers generally to the public and then only on the same terms as are offered to the public unless
an invitation to submit sealed bids is published and the City accepts the sealed bid which is most
advantageous to the City.

Employees may not accept any gift or gratuity from any vendor or agent with whom the City
transacts business. Employees may not use their official position or accept gifts and gratuities
for personal gain. An occasional meal or coffee is not considered a “gift.”

Employees shall not, directly, or indirectly, engage in any outside employment or financial
interest which, in the City’s opinion, may conflict with the best interests of the City or interfere
with the employee’s ability to perform his/her assigned City job. Examples include, but are not
limited to, outside employment which:

A. Prevents the employee from being available for work beyond normal working
hours, such as emergencies or peak work periods, when such availability is a
regular or expected part of the employee’s job.

B. Is conducted during the employee’s work hours.
C. Utilizes City telephones, computers, supplies, or any other resources, facilities, or
equipment.
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D. Is employed with a firm which has contracts with or does business with the City.

E. Involves the unauthorized distribution of confidential information, including
personnel information, information which is to be kept confidential, such as
financial information for taxpayers or citizens and information relating to any
pending contract negotiations. See 3.2 above; or

F. May reasonably be perceived by members of the public as a conflict of
interest or otherwise discredits public service.

An employee who chooses to have an additional job, contractual commitment or self-
employment may do so only after obtaining prior written approval from his/her Department
Director who shall discuss the request with the City Administrator and, or Mayor prior to a
decision regarding said request.

3.17 DISPUTE RESOLUTION PROCEDURES

The City recognizes that sometimes situations arise in which an employee feels that he/she has
not been treated fairly or in accordance with City rules and procedures. For this reason the City
provides its employees with procedures for resolving disputes.

To effectively resolve employee concerns, please provide your supervisor or Department
Director with:

A. A description of the problem.

B. A specific policy or procedure which the employee believes has been violated or
misapplied.
C. The date of the circumstances leading to the complaint or the date when the

employee first became aware of those circumstances.
D. Details regarding what the employee has done to resolve the complaint.
E. The remedy sought by the employee to resolve the complaint.

When normal communication between an employee and the supervisor is not successful, or
when an employee disagrees with the application of City practices, policies, or procedures, the
employee should attempt to resolve the problem with his/her Department Director. The
Department Director should generally respond to the employee, in writing, within 7 working days
after meeting with him/her, if reasonably possible.

The City Administrator may meet with the parties, either individually or together, and will
endeavor to respond in writing to the aggrieved employee within ten (10) working days of any
such meeting, if reasonably possible.

A disposition of the employee’s complaint by City management or the Mayor (if the complaint
relates to a Department Director) will be final.
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Union employees shall refer to their union contracts on issues relating to contract interpretation
or grievance rights.

3.18 LITIGATION

From time to time the City may be involved in legal action. The only persons authorized to receive
legal summons and lawsuit filings for the City are the City Clerk and his/her designee during
business hours, who, upon receipt is responsible for promptly notifying the Mayor, City
Administrator, City Attorney, and the City's insurance carrier.

No other person or employee is authorized or allowed to accept service on behalf of the City and
should so advise the process server.

Any employee who receives a work-related subpoena, is responsible for promptly notifying their
supervisor. The subpoena should be forwarded to the City Clerk’s office immediately.

3.19 WORKPLACE VIOLENCE

Workplace violence will not be tolerated. Any employee who commits or threatens an act of
violence at work against a person or property will face disciplinary action up to and including
termination. Where appropriate, the matter will be referred to legal authorities for prosecution.

Workplace violence is violence against employers, other employees or members of the public
and includes: physical acts of harm or damage against individuals or the City’s property; verbal
threats, or vicious statements that are meant to harm or cause another to be intimidated or fear
for their safety; written threats, even in jest, and vicious cartoons, notes and other written conduct
that is meant to threaten another or make them fear for their safety; and visual acts that are
threatening or intended to convey injury or hostility.

Workplace violence can and must be prevented. Achieving that goal requires the combined
efforts of all employees. Employees are encouraged to take the following steps to stop the threat
of violence that may impact the workplace: refrain from making insulting or derogatory
statements to anyone in the workplace; take necessary steps to ensure the physical safety of
employees; report all conduct that appears to violate these policies to a supervisor or, if needed,
to the sheriff’s office.

All employees are to report any act of violence or threat of violence. Such reports may be made
directly to emergency services via 911. Once emergency personnel, i.e., police/fire have been
contacted and the situation is under control, the employee is to report the incident immediately
to his/her supervisor or Department Director.

All such reports are to be fully investigated. Any employee that engages in acts or threats of
violence may be disciplined, up to and including termination.

Any employee who takes any reprisal, regardless of the magnitude of the reprisal, against a

person who reports any act or threat of violence shall be subject to discipline, up to and including
termination.
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3.20 DUTY TO REPORT
An employee shall have the duty to promptly report (no later than five (5) business days) to the
City Administrator or his/her Department Director, that the employee:

A. Has been convicted of a crime which could impair the employee’s ability to perform
his/her assigned duties, impair the public confidence in the employee, result in the
loss of a right or privilege necessary to the performance of his/her duties or which
otherwise calls into question the employee’s fitness for duty; or

B. Has lost or had suspended a driver’s license, certification, or other governmental
licensing required for the employee to perform an essential element of his/her job.

23



CHAPTER 4
RECRUITING AND HIRING

4.1 RECRUITING

Recruiting practices are conducted solely based on ability, merit, qualifications, and
competence, without regard to race, color, religion, national origin, sex, marital status,
pregnancy, disability, age, sexual orientation, gender expression or identity, military, or veteran
status, or otherwise protected by law.

The Mayor or City Administrator shall establish a procedure for recruiting general employees
and Department Director level employees through whatever means are deemed appropriate to
gain the best response from qualified applicants. Compensation and benefits for general
employees shall be in accordance with the appropriate sections of this Personnel Manual or
current union contract, whichever is applicable. The Mayor or City Administrator may take into
consideration the knowledge and experience of the selected applicant when establishing a
compensation and benefit package for a Department Director level position. City Council
approval is required for any package that requires a budget amendment.

Each applicant shall complete and sign a City of Chelan Employment Application form prior to
being considered for any position. Resumes may supplement, but not replace, the City’s official
application form. Applications and/or resumes will be accepted only when an open position is
advertised.

Any applicant supplying false or misleading information is subject to immediate termination, if
hired and will be otherwise ineligible for hire. Trust and honesty are the cornerstone of a
successful employment relationship, and the City requires this of all employees and applicants.

4.2 NEW EMPLOYEE ORIENTATION

New employees participate in an orientation to their department and the City. This orientation
typically includes information about the City’s organization, services, safety work rules and
personnel policies; information about departmental rules and procedures; benefits; completion
of payroll forms; and introduction to other City personnel.

4.3 TEMPORARY EMPLOYEES

Department Directors may use temporary employees for special projects, to temporarily replace
regular employees who are on vacation or other leave, to meet peak workload needs or to
temporarily fill a vacancy until a regular employee is hired. Temporary employees may be hired
without competitive recruitment or examination, although all hiring processes must comply with
state and federal laws.

Compensation/Benefits: Temporary employees are eligible for overtime pay as required by
law. Temporary employees normally do not receive retirement, vacation, health insurance,
holidays, longevity, or any other benefits, other than those mandated by state and federal law.

4.4 PROBATIONARY PERIOD
Upon hire or appointment, all employees enter a probationary period that is considered an
integral part of the selection and evaluation process. The probationary period is designed to give
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the employee time to learn the job and to give the supervisor time to evaluate whether the match
between the employee and the job is appropriate.

The normal probationary period is one (1) year from the employee’s date of hire or rehire. The
City Administrator or Mayor may authorize the Department Director to extend the probationary
period for up to an additional six (6) months. An extension may be granted due to circumstances
such as an extended illness or a continued need to evaluate an employee’s performance.

Once the probationary period is successfully completed, the employee may be certified to
regular employment status. Satisfactory completion of the probationary period does not modify
the employees at will status, create an employment contract or guarantee employment with the
City for a specified duration.

Use of Sick Leave/Vacation During Probationary Period: Probationary employees may use their
accrued sick leave after thirty (30) days of employment and may use accrued vacation after six
(6) months of employment.

4.5 PROMOTIONS AND TRANSFERS

Full and part-time employees are eligible for promotion, transfer or voluntary demotion. To be
considered for another position, an employee must possess the qualifications for the vacant
position unless the City Administrator determines that waiving those requirements is in the best
interest of the City.

The City encourages current City employees to apply for vacant City positions for which they are
gualified. Promotions and transfers are based on the Department Director's recommendation,
work force requirements, performance evaluations, job descriptions and related City
requirements.

A promotion is the appointment of an employee to another classification with a higher wage
range with expanded responsibilities. Upon promotion an employee is usually paid the nearest
higher step in the promoted employee's new wage range. Anniversary dates will remain the
employees original City hire date. A promoted employee may be demoted or terminated from
the new position if the City determines, at its sole discretion, that the employee is not
satisfactorily performing in the new position.

The City, at its sole discretion, may fill a vacant position by transferring a qualified employee to
the position. The City reserves the right to seek qualified applicants outside of the organization
at its discretion.

Promotion Probationary Period: After promotion to a new position, a new probationary period of
three (3) months must be completed, unless waived, reduced, or extended an additional three
(3) months by the City Administrator and/or the Mayor. At the discretion of the City Administrator
and/or the Mayor, a probationary period of six (6) months may be assigned to a position when
the individual promoted will be performing significantly new, unusual, or highly technical duties.
In the case of unsatisfactory performance in a promotional situation, the employee may be
considered for transfer back to the previous position held if that position remains open, or
extension of the probationary period for a period of up to an additional three (3) months as an
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alternative to discipline, discharge or return to the previous position. The City Administrator
and/or the Mayor, at his/her discretion, may also extend a probationary period for up to an
additional three (3) months where an employee has been prevented due to illness, disability, or
other circumstances beyond their control from working during all or a significant portion of the
original probationary period.

4.6 RECLASSIFICATION

If, based on the needs of the City, the duties and responsibilities of a particular position are
substantially changed, the City may reclassify the position. If the reclassification places the
position in a higher wage range, the employee’s rate will be adjusted to the next higher step.
The Anniversary date will remain the employees original City hire date. If the reclassification
places the position in a lower wage range, the employee’s rate of pay may be adjusted to the
pay step in the new range that is nearest to the employee’s former rate of pay.

4.7 NEPOTISM
The immediate family of City employees and elected officials will not be employed by the City
when:

A. One party would have authority (or practical power) to supervise, appoint, remove,
or discipline the other.

B. One party may have influence over the wages, hours, benefits, career progress,
performance evaluations and/or other terms and conditions of employment of the
other.

C. One party would handle confidential material that creates improper or

inappropriate access to that material by the other.

D. One party would be responsible for auditing the work of the other: or

E. Other circumstances exist that might lead to potential conflict between the parties
or conflict between the interests of one or both parties and the best interests of the
City.

Furthermore, individuals with a close personal relationship outside of the workplace shall not be
permitted to directly supervise each other’s work. This creates an actual or perceived conflict of
interest for the City and may require the employees to be removed from the
supervisory/subordinate status.

Elected officials who have relatives working at the City must excuse themselves from voting on
wages, benefits, career progress, promotions or other issues that may result in a direct benefit
to a relative.

For purposes of this policy, “immediate family” is defined as spouse, registered domestic partner,

child, parent, sibling, grandparent, grandchild, aunt, uncle, first cousin, corresponding in-law,
“step” relation or any member of the employee’s household.
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Exception to nepotism policy: Immediate family may be hired on a temporary basis provided the
following circumstances and conditions are met. There is a specific project (scanning, filing,
property inventory, data entry, etc.) that is of a limited duration (no more than thirty (30) days
and no more than once per year) existing within a department. The project and measurable
results have been identified by the Department Director and reviewed by the City Administrator
and the City Administrator has determined it is most cost effective and efficient to hire a
temporary position in this manner to complete the project. The family member has the skills
necessary and is available to perform the tasks to complete the project and will not be directly
supervised by a family member. Performance of the temporary employee will be evaluated by
the direct supervisor and City Administrator without the involvement or input of the family
member.

Change in Circumstances: If two (2) employees marry, become related or begin sharing living
guarters with one another, and in the City’s judgment the potential problems noted above exist
or reasonably could exist, only one (1) of the employees will be permitted to stay with the City
unless reasonable accommodations, as determined by the City Administrator and/or the Mayor,
can be made to eliminate the potential conflict of interest. The decision as to which employee
will remain with the City must be made by the two employees within thirty (30) calendar days of
the date they marry, become related or begin sharing living quarters with each other. If no
decision is made during this time, the City reserves the right to terminate either employee.
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CHAPTER 5
HOURS AND ATTENDANCE

5.1 WORKING HOURS

The standard work week for purposes of computing overtime for hourly employees shall begin
at 12:01 a.m. Monday and shall conclude Sunday at 12:00 midnight. The standard workday shall
consist of eight (8) consecutive hours, and five (5) consecutive days. The City may assign
appropriate work schedules and shifts.

Part-time and temporary employees work the hours specified by their Department Directors.

5.2 HOURS OF WORK AND OVERTIME
All City positions are designated as either “exempt” or “non-exempt” according to the Fair Labor
Standards ACT (FLSA) and Washington Minimum Wage Act regulations.

For most City employees, the established work period is forty (40) hours within a seven (7) day
work week. Employees who voluntarily choose to work a Compressed or Flextime work week
are qualified to additional compensation after the alternative work schedule of hours and days
have been met. Non-exempt employees who work the standard work week as noted in 5.1 are
gualified to additional compensation, either paid out at time and-a-half (1.5X) or compensatory
time off. Except in an emergency, all overtime shall be pre-authorized in writing by the
employee’s Department Director or designee or the City Administrator. Overtime pay calculates
at one and one-half times the non-exempt employee’s rate of pay for all time worked more than
forty (40) hours during a work week and for working over eight (8) hours in a workday unless an
employee has elected a Compressed or Flextime schedule of more than eight (8) hours a day.
For purposes of overtime computations, the City’s work week is noted in 5.1. FSLA exempt
employees do not receive overtime pay.

5.3 COMPENSATORY TIME

Non-exempt employees entitled to overtime pay may elect, with prior approval of their
Department Director, to receive compensatory (comp) time off instead of cash payment. If the
comp time option is exercised, the employee is credited with one and one-half times (1.5) the
hours worked as overtime. A hon-exempt employee may accrue up to eighty (80) hours of comp
time. Any additional overtime compensation is paid in cash. Comp time must be used before any
vacation time is used. In most cases, comp time should be used within the same calendar year
it is accrued. Unless approved in advance by the City Administrator, accrued but unused comp
time is paid to the employee at the end of each calendar year. FSLA exempt employees may
accrue comp time on a 1:1 basis (i.e. one hour of overtime worked results in one hour of comp
time accrued).

54 ATTENDANCE

Punctual and consistent attendance is a condition of employment. Tardiness and absenteeism
cause low morale and reduce productivity. Each Department Director is responsible for
maintaining an accurate attendance record of his/her employees.

Employees unable to work or unable to report to work on time shall notify their supervisor or
Department Director as soon as possible, ordinarily before the workday begins. If an absence
continues beyond one day, the employee is responsible for reporting in each day prior to the
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start of the workday. If the supervisor is unavailable, the employee may leave a message with
the Department Director stating the reason for being late or unable to report for work. Department
Directors should also notify their staff when they expect to be out of the office due to sick leave
or other extended absences. If possible, a supervisor should be designated to monitor the issues
the Department Director would normally handle during the period of the anticipated absence.

An employee who is absent without authorization or notification is subject to disciplinary action,
up to and including termination. An employee who is absent without authorization or notification
for three (3) consecutive days is considered to have abandoned his/her job and his/her
employment will be terminated.

Tardiness and absenteeism may result in termination depending on the frequency and duration
of the absences. Absences covered by the federal Family Medical Leave Act (FMLA),
Washington Paid Family Leave, Washington Paid Sick Leave and the Washington Family Care
Rules shall not be counted in evaluating absenteeism. Absenteeism includes the frequent
absence from work during a scheduled shift, failure to report to work, and failure to notify a
supervisor of a planned absence. This includes failure to report to work on time, leaving work
before the end of the shift or unexcused absences from the work area during the day. The level
of potential discipline will depend upon the degree of Absenteeism:

Supervisors and managers are encouraged to enforce consistent and fair
attendance/absenteeism standards within their work groups which are consistent with the
Attendance policy. Employees should document the reasons for any absence that may trigger
protections under state and federal law such as FMLA or domestic violence leave.

9.5 UNUSUAL WEATHER CONDITIONS

During times of inclement weather or natural disaster, it is essential that the City continue to
provide vital public services. Therefore, it is expected that employees make every reasonable
effort to report to work without endangering their personal safety.

Emergency Operations Center. If the City or City services are affected by natural disaster, all
City employees are required to work as part of the Emergency Operations Center and if called
into service, will be paid their normal or applicable rate of pay. See also Section 5.7, Call Back.

City Hall Open to the Public and Employees. An employee who is unable to get to work on
time or receives permission to leave work early because of unusual weather conditions may
charge the time missed to vacation, floating holiday, personal leave, compensatory time or, if
paid leave is not available, to leave without pay. The employee shall advise the supervisor by
phone as in any other case of late arrival or absence.

City Hall Closed to the Public but Open to Employees. If City Hall is closed to the public
during inclement weather but does not close or suspend the facilities for City employees, those
employees reporting for work will be paid at their normal or applicable rate of pay. For those
employees who choose not to work because it may be difficult for them to remain at work, these
employees have the option of contacting their supervisor and requesting leave to be charged as
described in the preceding paragraph. Any such leave must be approved by their supervisor.
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City Hall Closed to the Public and Employees. If City Hall and City services are closed or
suspended at the discretion of the City Administrator and/or the Mayor during inclement weather
conditions, for those employees asked not to work, the City will provide them with their normal
rate of pay for the period of closure or suspension. Those employees who are required to remain
on the job shall receive time off equal to the time employees were not required to work.

5.6 BREAKS AND MEAL PERIODS

Employees are allowed an unpaid meal period which usually commences between two (2) to
five (5) hours from the beginning of the employee's shift. In most circumstances, meal periods
are scheduled by the employee's Department Director. If an employee works three (3) or more
hours longer than the employee’'s normal workday, the employee is usually allowed at least one
thirty (30) minute meal period prior to or during the extended work period.

Non-exempt employees are entitled to a paid fifteen (15) minute break for every four (4) hours
of working time. To the extent practical, the City endeavors to schedule rest periods as near as
possible to the midpoint of the work day, as long as the rest period does not interfere with City
business or service to the public. Where the nature of the work permits intermittent rest periods
equivalent to fifteen (15) minutes every four (4) hours, scheduled rest periods are not required.
Break periods cannot be accrued or waived. If you do not believe you are receiving adequate
rest periods during your work day, please advise your supervisor.

For one (1) year after the birth of a child, an employee who is nursing is entitled to breaks of
reasonable duration each time she has a need to breastfeed or express milk. If the employee
nurses or expresses milk during a standard fifteen (15) minute rest break as described above,
she will be paid for the time. If the employee takes an additional break for the purpose of nursing
or expressing milk, the time will be unpaid. The City will provide a location, free from intrusion
from coworkers or members of the public, which may be used for this purpose.

Employees will not be retaliated against for exercising their rights to meal and rest periods.

5.7 CALL BACK

All employees are subject to call back in emergencies or as needed by the City to provide
necessary services to the public. An unauthorized failure to respond to a call back is grounds for
disciplinary action, up to and including termination. Employees who are not fit for duty or are
otherwise incapacitated must immediately notify their supervisor so that arrangements can be
made to find a replacement.

An Employee who is called back outside of their regularly scheduled shift shall be paid a
minimum two (2) hours at the rate of one and one-half (1-1/2) times that Employee’s regular
straight-time hourly rate of pay. Called back to work means called out physically to report to
work, except that Employees who are designated to work telephonically or via a computer from
home shall be paid a minimum of one (1) hour at one and one-half (1-'2 ) times the Employee’s
regular straight time rate of pay for the first call-out and then time worked. In the event it is
determined that the Employee is called for an additional unrelated (completely different facility
or component or unrelated issue) incident the one- hour minimum shall apply. There is no
minimum guarantee for additional calls if the Employee is still within the 1-hour timeframe of a
previous call. Exempt employees are not eligible for call-back pay.
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An employee who is required to be available and subject to call may, depending on the
circumstances, receive stand-by duty pay in accordance with state or federal law or a valid and
effective collective bargaining agreement. Exempt employees are not eligible for stand-by pay.

In most circumstances, weekend stand-by duty begins at the completion of the employee's
regular shift Friday evening and continues to the regular starting time on Monday morning.
Usually, holiday stand-by duty begins at the completion of the employee's regular work shift on
the day immediately preceding the holiday and continues to the regular starting time on the day
following the holiday. In most circumstances, evening stand-by duty begins at the completion of
the employee's regular work shift and continues to the regular starting time on the following day.

5.8 REPORTING HOURS WORKED

Maintaining accurate time records is essential in computing employee pay, ensuring compliance
with laws and regulations, and providing accurate cost information for the City. Employees are
responsible for recording their work hours, including time taken off and designation of any
accrued leave that applies.

Each employee is responsible for completing his/her own time card. Reported times should be
rounded off to the nearest fifteen (15) minute increment. Employees are required to report all of
their time worked. Employees must obtain prior approval for all overtime or other adjustments to
their assigned work schedule unless an emergency exists. If such an emergency exists,
approval will be obtained immediately thereafter. An employee’s failure to obtain approval of
overtime hours or other modifications to his/her assigned work schedule may result in employee
discipline, up to and including termination.

An employee’s signature on his/her time card constitutes his/her verification that the time
reported as worked or paid leave taken away from work was in accordance with the policies of
the City and all time has been recorded accurately. Falsification of time cards is grounds for
disciplinary action, up to and including termination.

5.9 PAYROLL RECORDS
The official payroll records are kept by the City Finance Department. Each Department Director
is expected to turn in, on a semi-monthly basis, a signed work record for each employee within
his/her department, noting hours worked, leave taken and overtime worked. The City
Administrator signs work records for Department Directors and the Mayor signs the City
Administrator’s work records.
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CHAPTER 6
COMPENSATION

6.1 WAGE CLASSIFICATION AND GRADES

Each job title within the City is classified for wage purposes. Classifications are based on job
gualifications, level of responsibility, difficulty, working conditions, skill, hazard, and amount of
supervision required for the specific position. Each classification is assigned a particular wage
or wage range in accordance with the City's wage schedule, which is approved annually by the
City Council.

The City's compensation plan is generally competitive with comparable employers in similar job
markets. Typically, the wage ranges of each classification should be representative of the skills
and the responsibilities required and reflective of levels of authority and responsibility in the
organization.

6.2 EMPLOYEE PAY RATES
Each employee's wage, along with the position's wage range, is reviewed periodically.

In mo