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I.
INTRODUCTION

1.01
Welcome to the City of Mapleton.  We are glad to have you with us and hope that you will enjoy working here.  The operations of a city government require the coordinated efforts of many diverse individuals to attain the goals of the citizens of Mapleton.  Employees of the City of Mapleton should note that city government has but one reason for its existence to serve the citizens of Mapleton.  The City Council is directly responsible to the Citizens of Mapleton to plan, to set policy, and to set goals for the future of Mapleton.  We as employees are here to carry out these policies, goals and plans.  

This handbook explains the daily working procedures and benefits available to you, responsibilities expected of you and how you can make the most of your employment opportunities. 

1.02
EMPLOYMENT POLICY
The objectives of this personnel policy are to insure that the principals of fairness and merit are the basis for all personnel actions.  These personnel policies and procedures have been established to set standards insuring that in any personnel action they will be impartially and universally applied.

The City of Mapleton's employment objective is to select personnel who meet the physical, mental, and emotional requirements of the jobs for which they are being considered and who have the capacity to develop on those jobs.

1.03
INTENT OF MANUAL

This policy manual is intended for information purposes only.  It has been prepared solely to provide City employees with information about policies and procedures.  It is not intended to constitute an employment contract.  

It is not possible for employee policies to contain all of the information you will need during the course of employment.  Therefore, you will be informed from time to time, both informally and formally, of various procedures and policies of the City.  Additionally, the City reserves the right to create, amend, or terminate any or all of its policies or procedures at any time.  

1.04 
MANAGEMENT RIGHTS 

The guidelines, policies and procedures set for in this handbook are for the purpose of providing general information to City employees about the City’s operating policies and guidelines concerning employment and other matters.

The Mapleton City council serves as the final decision making authority regarding personnel policies, practices and management.  Individual City Council members may be consulted regarding day-to-day operation of the City and shall try to avoid being involved in day to day management and supervision of City employees.  The City council shall set the policies and procedures of the City.

The direction of the work force is the responsibility of the City Council which will continue to have all rights customarily reserved to management, including the right to hire, promote, transfer, discipline or discharge; the right to relieve employees from duty because of lack of work or other reasons; the right to schedule hours or require work; the right to establish and to modify administrative policies, compensation programs and rates of pay; and the right to establish procedures and rules pertaining to all operations and activities of the City.

The rights, powers, or authority exercised by the City are retained by management in accordance with state and federal laws and local ordinance and assures fair and equal opportunity for all personnel.

II. 
GENERAL POLICIES   

2.01
EQUAL EMPLOYMENT POLICY

It is the policy of the City to recruit, hire, train, promote employees and administer all personnel actions without regard to race, color, religion, sex, age, national origin, disability, marital status, public assistance, or participation in lawful activity off the employer’s premises during non-working hours which does not directly conflict with the essential business interests of the City, in accordance with applicable laws.  The City will not tolerate any discrimination, and any such conduct is prohibited.  The City also prohibits any form of discipline or retaliation for reporting incidents.

2.02 
EMPLOYEE RESPONSIBILITY

As in any other business, efficiency, safety and pride in a job well done should be of prime importance to all City employees.  In striving for the overall goal of providing necessary service efficiently, effectively and economically, we insist that employees be businesslike, helpful and courteous.  We expect every employee to share the responsibility for maintaining good public relations with the citizens and with fellow employees.  Maintaining efficient and courteous contacts with citizens is a basic requirement in every employee’s job.  Remembering that almost every person we greet is helping to pay our salaries through taxes.  We are responsible to every citizen of Mapleton and should remember this in our day-to-day communications with the citizens.  Even outside working hours people will assume that you, as a city employee, know a lot about city government and will give importance to what you say about your department and other departments, and will judge city employees in general by your appearance, behavior and attitude.

Any kind of city owned equipment, supplies, computers, etc. are for city use and purposes of performing duties related to the city only.   Public (city) equipment use by anyone for personal use is forbidden.

2.03
HARASSMENT

It is the City’s goal that all employees will enjoy a safe work place free from unreasonable interference, intimidation, hostility, or offensive behavior on the part of managers, co-workers, or visitors.  Therefore, it is the City’s policy to maintain a productive work environment free from harassment of any kind and from any source, and to treat all complaints fairly and equitably.

Harassment based on an individual’s race, color, religion, sex, national origin, age, disability, marital status, pregnancy, status with regard to public assistance, or participation in lawful activity off the employer’s premises during non-working hours which is not in direct conflict with the essential business-related functions of the employer is unlawful under state and federal laws and is strictly prohibited.  

The City also strictly prohibits harassment based on any other factor.

If an employee has a complaint about harassment, the City’s main concern is to have the harassing behavior stopped and to have the matter resolved as quickly and efficiently as possible.  The procedures to follow are:

1.
Be sure that the conduct is discriminatory or harassing.  If possible, find witnesses or other substantiation of the conduct.

2.
Discuss the improper behavior with the person(s) involved to let them know their conduct is offensive.

3.
If the harassment does not stop or if it recurs, the employee should report the conduct perceived as harassment as soon as possible to the City Council if the complaint involves the supervisor.

4.
The City Council will conduct a complete investigation concerning the complaint in an impartial and confidential manner, with the results being conveyed to all involved individuals. Every reasonable effort will be made to determine the facts and resolve the situation.

The City has the right to apply any sanction or combination of sanctions to deal with unreasonable conduct or harassment, including:

1.
Counseling with the offender(s);

2.
Probation with a warning of suspension or termination for continuing or recurring offenses;

3.
Suspension, with or without pay, depending on the seriousness of the charge.

4.
Termination of employment.

These actions may be taken in any order, depending upon the seriousness of the situation.  The City’s responsibility is to treat all employees with dignity, sensitivity, and respect.  Each employee is expected to use common sense in determining whether his/her conduct may be offensive or unwelcome to another.

2.04
SEXUAL HARASSMENT POLICY

While all forms of harassment are prohibited, it is important to emphasize that sexual harassment is specifically prohibited.

Sexual harassment is a form of sex discrimination, which is prohibited by law.  Sexual harassment includes unwelcome sexual advances, requests for sexual favors, sexually motivated physical conduct, or other verbal or physical conduct or communication of a sexual nature when:

1.
Submission to that conduct or communication is made a term or condition of employment, either explicitly or implicitly; or 

2.
Submission to or rejection of that conduct or communication by an individual is used as a factor in decisions affecting that individual's employment; or

3.
That conduct or communication has the purpose or effect of substantially interfering with an individual's employment or work performance, or creates an intimidating, hostile, or offensive working environment.

Examples of sexual harassment include inappropriate touching or feeling that is unwelcome; sexual innuendoes and comments and sexual remarks about a person's clothing, body, or sexual activities; jokes about sex which the employee finds offensive; sexual propositions or demands for sexual favors; posting obscene pictures, drawings, or cartoons in the work place; or making obscene gestures.  These are some of the common complaints, but many other types of conduct can also constitute sexual harassment.

As with other types of harassment, if an employee has a complaint about sexual harassment, the main concern is to have the harassing behavior stopped and to have the matter resolved as quickly and efficiently as possible.  The procedures to follow are:

1.
Be sure that the conduct in question is discriminatory or harassing.  If possible, find witnesses or other substantiation of the conduct.

2.
The employee should discuss the improper behavior with the person involved to let him/her know the conduct is offensive.

3.
If the harassment does not stop or if it recurs, the employee should report the conduct perceived as harassment as soon as possible to the City Council if the complaint involves the supervisor.

4.
The City Council will conduct a complete investigation concerning the complaint in an impartial and confidential manner, with the results being conveyed to all involved individuals. Every reasonable effort will be made to determine the facts and resolve the situation.

The City has the right to apply any sanction or combination of sanctions to deal with unreasonable conduct or discrimination, including:

1.  Counseling with the offender(s);

2.  Probation with a warning of suspension or termination for continuing or recurring offenses;

3.  Suspension, with or without pay, depending on the seriousness of the charge; and/or

4.  Termination of employment.

These actions may be taken in any order depending upon the seriousness of the situation.  It is the City’s responsibility to see that all co-workers are treated with dignity, sensitivity, and respect.  Each employee is asked to use common sense in determining whether his/her conduct may be offensive or unwelcome to another.

2.05
ALCOHOL & DRUG FREE WORKPLACE

The City recognizes the use of alcohol and illegal drugs as a serious health problem, as well as a potential safety and security problem.  Through this policy, the City intends to provide for a drug-free workplace by:

A.
Assuring that employees are not impaired in their ability to perform assigned duties in a safe, productive manner.

B.  Creating a workplace environment free from the adverse effects of drug and alcohol misuse and abuse;

C.  Prohibiting the unlawful manufacture, distribution, dispensing, possession, and/or use of controlled substances;

D.  Encouraging employees to seek professional assistance any time problems, including drug or alcohol abuse, adversely affect their ability to perform their assigned duties;

E.
Meeting or exceeding all Federal Transit Admin. Regulations, which require affirmative actions to eliminate the impact of the misuse of alcohol and drugs in the workplace.  

In accordance with the Federal Drug Free Workplace Act, the City is notifying all employees of its intent to maintain a workplace free from illegal drugs.  The unlawful manufacturing, distribution, dispensing, possession, or use of a controlled substance by employees is prohibited on any work site at any time and elsewhere during all working hours.  

Employees are hereby notified that compliance with this policy is a condition of employment.  If an employee fails to comply with this policy he/she will be subject to disciplinary action.  The City reserves the right to initiate a drug or alcohol test for a pre-employment test, random testing, post accident/incident, and reasonable cause according to the federal and ADA guidelines.  

If an employee is convicted of a criminal drug violation for manufacturing, distributing, dispensing, possessing, or using controlled substances, he/she must notify his/her supervisor within five (5) days of the conviction.  Pursuant to federal law, if the convicted employee is working on a project funded through a federal contract or grant, the City is required to notify the relevant federal contracting or granting agency within ten (10) days of receiving such notice of conviction.

An employee who suspects that a co-worker is under the influence of alcohol or other drugs should contact his/her supervisor immediately.  An employee who suspects that a supervisor is under the influence of alcohol or other drugs should contact the City Council.  

If an employee requests, information on any available alcoholism, drug-counseling, rehabilitation and employee assistance program will be given to him/her and he/she will be afforded the opportunity to participate in an appropriate program.  Some of the cost of such treatment may be covered by the employee’s health insurance.  An employee will be allowed a leave of absence to enter a treatment and rehabilitation program.  An employee will be allowed to use up to 30 days of earned annual leave or sick leave.  If no such balance of earned annual leave or sick leave exists, a leave of absence up to 30 days without pay may be granted.

2.06
SMOKE-FREE ENVIRONMENT

Smoking is prohibited in all City buildings and City vehicles for the maintenance of public health and safety.

2.07
STANDARDS OF CONDUCT

To ensure the citizens can have confidence in the integrity of City government, all City employees are expected to maintain high standards of ethical service at all times.  Employees are expected to put forth honest effort in performance of their duties; act impartially; protect and preserve City property; disclose waste, fraud, abuse and corruption to the proper authorities; refrain from using public office for private gain; and adhere to all laws and regulations that provide equal opportunity for all persons regardless of race, color, religion, sex, national origin, age or disability.

Listed below are examples of actions that could lead to disciplinary measures, up to and including termination of employment:

1.
Possession and/or use of alcoholic beverages or illegal drugs at work or reporting to work under the influence. 

2.
Destruction, damage, or misuse of City property.

3.
Removal of City property or another employee’s property without prior consent.

4.
Violation of City ordinances or official written policies of the City Council or department.

5.
Failure to carry out the directions of a supervisor.

6.
Violation of health and safety rules.

7.
Fighting on City property.

8.
Carrying weapons or explosives on City property or any other violation of criminal laws.

9.
Disruptive, harassing, or offensive behavior.

10.
Excessive absenteeism.

11.
Excessive tardiness.

12.
Falsification of personnel records.

13.
Falsifying time reports.

14.
Theft.

2.08
POLITICAL ACTIVITIES AND MEMBERSHIP IN ORGANIZATIONS

An employee may not engage in political activity while on duty or in uniform.  This prohibition should not serve to limit the ability of employees to work for the passage of state and federal legislation when the activity is approved by the City Council.

Nothing in this section shall prevent any City employee from becoming or continuing to be a member or officer of an employee organization or political organization, or otherwise engaging in political activities while off duty.  (NDCC 34-11.1-02, 03)

2.09
OUTSIDE EMPLOYMENT

City employees are permitted to engage in additional employment outside of City employment, which is not in direct conflict with the essential business-related functions of the City; however, each employee must continue to meet the City’s work attendance and performance standards.

2.10
EMPLOYMENT OF RELATIVES

The City does not restrict employment of more than one member of a family or persons related by law or marriage after adequate advertisement of a job opening results in his or her being the best candidate for the position.  To avoid potential conflicts, the decision to hire, retain, promote, or determine the salary of an immediate family member should be reviewed and approved by the City Council.  With the exception of the direct supervision of the new employee by a family member or person related as listed above.

2.11
RESIDENCY REQUIREMENT 
The City of Mapleton requires that an employee of the City live within 15 minutes of the City limits. The City Council may make exceptions to this policy if extenuating circumstances warrant.

III.
EMPLOYMENT STATUS

3.01
AT-WILL EMPLOYMENT

Unless otherwise provided, all employment with the City is on an “at-will” basis and may be terminated at the will of either party upon notice to the other. (NDCC 34-03-01).  Terms and conditions of employment of appointive officers shall be as provided by NDCC 40-14-05, terms of appointive officers, and 40-08-19, removal of appointive officers, under the council form of government.

3.02
REGULAR FULL TIME

Employees, who occupy positions that are approved and budgeted, have no specific duration of employment and who have an assigned workweek of not less than [40] hours are classified as regular full time employees.  A regular full time employee is eligible for all benefits.

3.03
REGULAR PART TIME

Employees, who occupy positions that are approved and budgeted, have no specific duration of employment and who have an assigned workweek of less than [40] hours are classified as regular part time employees.  Regular part time employees are eligible for certain benefits as outlined in the benefits and leave sections of this policy manual.

3.04
TEMPORARY OR SEASONAL

Temporary positions may be created to meet special needs.  Temporary positions can either be full time or part time positions.
A temporary or seasonal employee is one who is employed for a maximum duration.  A temporary or seasonal employee is paid on an hourly basis and is not eligible for benefits.
IV.
RECRUITMENT FOR CITY EMPLOYMENT

4.01
JOB OPENINGS

Supervisors and department heads who need to fill a job opening or who want to add a position must submit a request to the City Council for approval.  As an equal opportunity employer, it is the City’s policy to welcome job applications for open and posted vacancies.  

The City will attempt to fill job openings above entry level by promoting from within if qualified internal applicants are known to be available.  An open position will be advertised internally and then externally being determined by the department head and City Council on a case-by-case basis.  Position vacancy announcements may include such information as a general description of the duties of the position, qualifications, benefits and salary range.

4.2
JOB APPLICATION PROCEDURES

Every potential candidate, including current employees, must submit an application or resume with references to be considered for an opening.  Applications must specify the position sought; an application for “any job” will not be retained.

V.
SALARY ADMINISTRATION

5.01
JOB CLASSIFICATION SYSTEM

To ensure the City’s employees are paid in a manner consistent with the work performed, jobs are classified according to responsibilities, qualification requirements and skill level required. 

The City Council is responsible for developing and administering the job classification system.  Written job descriptions are prepared for each position in the City. Each job is evaluated and ranked using a standardized rating system that measures the job content and/or worth of the job.  Salary and hourly rates are assigned to each classification by the Mapleton City Council and provides for a range of minimum to maximum rates. Employee compensation within any grade classification is based on such factors as education, experience, individual productivity, merit, and longevity. 

The City Council will evaluate all new positions, and review, on a periodic basis, all job descriptions and classifications to assure an accurate reflect of current market conditions.  Employees may request that jobs be reevaluated or reclassified.

5.02
JOB DESCRIPTIONS

At the start of employment, each employee is provided a written job description of his/her position.  As needed, the job description will be reviewed by the Council and with the employee for any changes in duties.  Any one position may not include all of the duties listed, nor do the listed examples include all duties, which may be found in the positions.

Because of the size and unique structure of the City, positions within the City of Mapleton and job descriptions may not be all-inclusive and may overlap.

5.03
TRIAL PERIOD

Every newly hired employee is considered a probationary employee for the first three months of employment.  This period allows the City to evaluate the new employee and allows the employee to become knowledgeable about the City’s work environment.

Regular full-time employees are eligible for benefits during the probationary period.  

Periodic meetings will be scheduled during the probationary period between the new employee and direct supervisor for the purpose of reinforcing positive performance, correcting any areas that need improvement, and answering any questions. 

Employees needing accommodations to perform the essential functions of their job should request such accommodations from their direct supervisor in writing at any time either during or after the probationary period.

Completion of the probationary period does not alter the employment at-will status of the employment relationship. 

VI.
PERFORMANCE EVALUATION

Each employee is expected to perform assigned duties and responsibilities in a satisfactory manner as defined by the individual’s supervisor.  The supervisor will monitor employees’ performance and provide feedback on work performance.  

Personnel reviews/evaluations shall be conducted during December and July of each and every year.  The July evaluation shall be deemed to be the employee's formal yearly evaluation.   Each employee’s work performance will be formally reviewed portfolio holders, with a written evaluation of work performance, individual strengths, and areas for improvement or development.  Each employee will have an opportunity to provide written comments/response on the review.  The evaluation will be signed by both the portfolio holders and the employee to indicate the material has been reviewed and discussed.  A copy of the review form is provided to the employee and a copy is placed in his/her personnel file.

Personnel reviews/evaluations of the City Auditor, Superintendent of Streets and City Property, and the Water/Sanitary Superintendent shall be conducted Portfolio holders designated by the City Council.

VII.
COMPENSATION

The City of Mapleton is governed by federal and state statues, regulations, executive orders, and judicial decisions which have a define impact on the employers pay program.  The various laws and their compliances are included in this procedure along with required maintenance & record keeping responsibilities, which insure fair and equal employee compensation.

Fair Labor Standard Act:  (Wage & Hour Law) regulates the payment of minimum wages, overtime, child labor & pay for equal work.
Minimum Wage:  All employers are required by law to pay at least the Federal Minimum Wage to nonexempt hourly employees.

Child labor provisions provided a (16) year minimum age limit in occupations other that those declared hazardous by the Secretary of Labor. An (18) year minimum age limit applies to occupations at hazardous nature such as working with chemicals, etc. Minor (14) and (15) years of age employed outside school hours in a variety of occupations for limited hours of work and under specific working conditions.
Equal Pay Act provides that men & women must receive equal pay of equal work.  An employer may not discriminate on the basis of sex.

Fro the purpose of time keeping, the City of Mapleton uses time sheets which are kept by each employee and are turned in to the city auditor prior to each pay period for the purposes of tracking any job costs, billable hours, vacation, sick leave, etc.

7.01
SALARIES AND WAGES

The City recognizes the effective delivery of services to citizens depends on the effective and efficient performance of City Employees.  The City endeavors to pay fair wages and salaries in order to attract and retain competent personnel. Further, the City attempts to pay wages and salaries that are comparable to the prevailing rates for similar jobs, to the extent funds are available.  

Primary factors in setting wages and salaries include scope of work, skills, and education required for the position.  At the time each employee’s performance is reviewed, other factors, such as merit, may result in individual pay adjustments.

The City Council is responsible for coordinating the ongoing review of all compensation, for ensuring each job is evaluated, and each position is assigned a pay grade or salary range.  This periodic review will determine whether compensation accurately and fairly reflects job responsibilities.

Portfolio holders & City council are responsible for conducting a compensation review in July of each and every year.  Adjustments to an individual’s compensation will be based on performance and budget considerations.

Annual Cost of Living pay adjustments will be made by the City Council at the end of the fiscal year.

7.02
PAYCHECKS

Generally, employees can choose to be issued their paychecks monthly (24 checks per year or 26 checks per year) or semi-monthly (15th & 30th).  If the payday falls on a weekend, holiday, or period of vacation, paychecks will be available the day prior.  Direct Deposit is also available with the same issue options.

A pay stub or statement will be provided each pay period indicating hours worked the rate of pay, required state and federal deductions and any deductions authorized by the employee or ordered by the court. 
7.03
PAYROLL DEDUCTIONS

The City is required by law to deduct social security tax, federal income tax and North Dakota state income tax.  (NDCC 57-38-59)  The City with supporting legal documentation may also make court-ordered pay deductions.

7.04
OVERTIME

Overtime is defined as all hours worked in excess of 40 per week.  In calculating overtime, paid time off such as annual leave, sick leave and holiday hours are not considered “hours worked,”

And do not qualify for overtime pay.

The mayor or city council must approve all overtime in advance.

For purposes of determining eligibility for overtime pay, each employee will be classified as one of the following:

Non-exempt employees are entitled to overtime pay.  “Non-exempt” means the overtime provisions of the Fair Labor Standards Act (FLSA), which include trade or clerical classifications paid on an hourly basis, cover the work performed.  

Exempt employees are not entitled to overtime pay.  “Exempt” means the overtime provisions of the Fair Labor Standards Act (FLSA) do not cover the work performed.  (Generally salaried positions)

As salaried, full time administrative, managerial, supervisory and professional employees, the City Auditor and Public Works Superintendent are considered department heads and therefore “exempt” employees, (unless specified otherwise by the City Council.)   An exception to this is would occur in the event of a natural disaster when a “State of Emergency” is declared by the City Council or the City Council otherwise makes exception in the event an unusual number of work hours are required of the employees which the City Council deems beyond their control.

The overtime rate of pay will be 1½ times the regular hourly rate of pay for non-exempt employees and is calculated each workweek.  The designated workweek is Monday at 12:00 a.m. through Sunday at 11:59 p.m.  The Department Head or City Council must approve overtime for part-time and temporary employees.
7.05
COMPENSATORY (COMP) TIME

Compensatory time is only allowed and will not be paid unless specifically approved by the City Council.  Comp hours may not be carried over from year to year with a maximum limit of carryover of 40 comp hours at any time during the calendar year.  Comp time may only be accrued after 40 hours of actual work time in a given week. (I.e. Paid holiday or vacation hours cannot be used when considering comp time accrual).

7.06
STAND-BY DUTY 

As a condition of employment, all employees may be required to be on a stand-by duty status. 

Stand-By duty status requires an employee to be available to be called back to work should the need arise.  While on stand-by duty, employees must be available and ready to report to work within thirty (30) minutes of being called.  

7.07
CONTINUED WORKING HOURS DURING AN EMERGENCY EVENT

During an emergency event, employees may be required to work continuous hours until the emergency has ended.  It is the intent that employees will be provided relief at the end of sixteen (16) continuous hours of work and, in no event, will an employee be required to work more than twenty (20) hours continuously without relief. If an employee has worked sixteen (16) or more continuous hours, the employee must take a minimum of eight (8) hours rest period prior to reporting back to work. For purposes determining continuous hours, time taken for meals outside of regular working hours will be included

VIII.
BENEFITS

8.01
GENERAL 

Employees are eligible for benefits depending upon employment status.  Some benefits are subject to state laws and regulations.  If such laws and regulations change, these benefits may change accordingly.
Regular full-time employees are eligible for workers’ compensation, social security and unemployment compensation.  A regular full time employee is eligible to participate in the City’s retirement plan and is eligible to earn annual leave and sick leave.  A regular full time employee will receive paid holiday leave.  The City offers group health insurance for regular full time employees and their dependents.  Bereavement leave and jury or witness leave are available as outlined in the leave policies. 

Regular part time employees are eligible for social security and workers’ compensation insurance.  Regular part time employees may be eligible for unemployment compensation insurance benefits if they were paid qualifying wages during a base period established under state law.  (NDCC 52-01-01, 52-06-04).  Part time employees are not eligible for other benefits, unless specified by city council.
Temporary or seasonal employees are eligible for social security and workers’ compensation insurance.  Temporary or seasonal employees may be eligible for unemployment compensation insurance benefits if they were paid qualifying wages during a base period established under state law.  (NDCC 52-01-01, 52-06-04).  Temporary or seasonal employees are not eligible for other benefits.

For eligible employees, all insurance benefits are effective on the first day of the month after the employee is hired or immediately, if employment begins on the first day of the month.  Any employee costs for insurance are determined annually by the City Council.

8.02
WORKERS COMPENSATION

City employees are covered by Workers’ Compensation Insurance as required by law to protect employees who are injured on the job.  (NDCC Chapter 65-05)

If a work-related accident or injury occurs, the employee must inform his/her supervisor immediately.  Claim forms are available from the supervisor or department head.  A claim form must be completed according to instructions and given to the City Auditor.

8.03
SOCIAL SECURITY

Social security contributions are deducted from employees’ paychecks in accordance with applicable federal and state laws.  (NDCC 57-38-59)  Employee contributions are matched by the City.

8.04
UNEMPLOYMENT COMPENSATION

The City in accordance with the state’s unemployment compensation law pays unemployment taxes to the state.  (NDCC Title 52)

An employee leaving City employment for any reason may contact Job Service ND regarding unemployment benefits, including a determination of eligibility.

8.05
GROUP INSURANCE

The City makes available for all full time employees a health care/medial plan provided by Blue Cross and Blue Shield of which offer a choice of single, family, and single plus dependent coverage.  Additional information is available from the City Auditor.

The City pays 100% of the employee’s single premium only (with the exception of the 2010 increase $52.00, splitting 26.00 for each employee and employer per person).   The employee can choose a family plan but the employee will be responsible to pay the difference in premiums, unless specified differently by City Council.  An employee must remain in the City’s health insurance group until the end of his/her contract year, which is annual, unless there is a lifestyle change whereby an employee, may add family members to their policy.  However, an employee may reduce their benefits at any time during the contract year.

If an employee is covered by a spouse’s health plan, then the employee may be compensated by the amount equal to the city single premium after the employee has proof of the insurance and that it is current.

Premiums are paid one month in advance for the proceeding month’s coverage.  Therefore, any employee wishing to make any changes in their coverage should contact the City Auditor as soon as possible to make sure the proper deductions will be made for the new coverage.  

Single Optical and Dental Insurance benefits (if available) will follow the same as listed about for health care/medical.

Extended Insurance coverage under Cobra may be available upon city council determination.

8.06
LIFE INSURANCE

All regular full time employees shall be entitled to a $10,000.00 life insurance policy after the employee successful completion of 1 year of employment.   Temporary and part‑time employees are not eligible for this life insurance policy, unless otherwise specified by city council.   

8.07
RETIREMENT

The City participates in and provides optional retirement benefits for its employees through a deferred compensation plan in association with ND PERS.  Portions of an employee’s compensation may be automatically deducted from each payroll for contribution to deferred compensation plans on a pre-tax basis.  The City will contribute 7% of an employee’s annual gross wage and the employee will contribute 8.26% of his/her annual gross wage.  Employees do not receive retirement benefits on overtime pay.

IX.
LEAVE

9.01
ANNUAL LEAVE

Annual leave is an approved absence from work with pay for vacation or for other purposes and a part of a full-time employee’s compensation.  New full-time employees will begin to accrue annual leave from the first date after trial employment.  Part-time and temporary employees are not eligible for annual leave.

Employees are encouraged to use their earned vacation time each year.  Not more than 4 weeks of unused annual leave may be carried forward and credited to the employee at the end of the year.  With the exception of when an employee leaves the employment of the City, an employee will not be paid for unused annual leave in excess of the yearly carryover amount.  Vacation time may not be used prior to the use of accrued comp time.
Leave for employees working full-time, generally forty hours per week, is based at the following rates and based on the employee’s length of service: 
0 through 3 months of service 
 
  0 days   

3 months through 3 years of service        
  1 day per month

4 years through 8 years of service            1.5 days per month

9+ years of service


  2 days per month


9.02
CASH PAYMENTS IN LIEU OF ANNUAL LEAVE

Cash payment in lieu of annual leave privileges are not allowed except where an employee has resigned or is separated from employment with the City. Under such circumstances, the individual will be paid an amount based upon the employee's straight‑time hourly rate, exclusive of overtime and or compensation premium.  

9.03
HOLIDAYS WITHIN AN ANNUAL LEAVE PERIOD

In the event a holiday falls within an annual leave period, an additional day of annual leave will be allowed.  No more than 160 hours of Annual Leave may be carried over.

9.04
HOLIDAY LEAVE

The City observes the following as paid holidays for employees eligible for the paid holiday benefit:

 1.  Personal Day/Birthday
 2.  January 1, (New Year’s Day).

 3.
The third Monday of January (Martin Luther King Day).

 4.  The third Monday in February (Presidents’ Day).

 5.  The Friday next preceding Easter Sunday (Good Friday).

 6.  The last Monday in May (Memorial Day).

 7.  July 4 (Independence Day).

 8.  September 1, (Labor Day).

 9.  November 11, (Veteran’s Day).

10.  Thanksgiving Day (November).

11.  The day after Thanksgiving Day (November).

12.
 December 24 (afternoon of Christmas Eve day).

13.  December 25 (Christmas Day).

14. Every day appointed by the President of the United States or by the governor of this state for a public holiday.

If any of the holidays above fall on a Saturday, the Friday immediately before is designated as a holiday.  If these holidays fall on a Sunday, the following Monday is designated as a holiday.

When it is necessary for an employee to work on an official City holiday when they normally would have received the day off will be entitled to take another day off as compensation.

9.5
SICK LEAVE

All regular full-time employees shall accumulate sick leave, which is not a benefit earned by the employee such as annual leave. Temporary and part-time employees are not eligible to accumulate sick leave.  Sick leave is to be used only for illness, injury or other medical reasons.  Unused sick leave cannot be converted into annual leave hours. 

Persons, 55 years of age and older, voluntarily leaving employment after ten continuous years of service will receive payment for 20% of accrued sick leave at current rate of pay at termination.

CALCULATION OF SICK LEAVE

Regular full-time employees will earn one day of sick leave per month from the date of hire after the three-month trial period.  A regular full-time employee employed with the City for 8 years or more earns 1.5 days of sick leave per month.  No more than 160 hours of sick leave may be carried over. 

EMPLOYEE NOTIFICATION OF SICK LEAVE

An employee who is absent from work due to illness or injury will be placed on sick leave and after accumulated sick leave is used up, the employee will use earned vacation time. During the period of time the employee is using accumulated sick leave and earned vacation because of illness or injury, employee benefits will continue, except that an employee’s accrual of sick leave and vacation time will cease after 30 working days of continuous absence due to illness or injury provided the employee remains unavailable to perform the job or duties of employment.  
In order to be eligible for sick leave pay, employees must notify the City Council within a reasonable period of time after the scheduled beginning of their duties. The employee leave will be required to keep the City Council informed as to recovery progress and anticipated date of return to work.  Following prolonged sick leave over five days, an employee will be required to submit a physician’s statement on the employee's ability to return to work.  Sick leave will be carefully monitored by the City Council.  Abuse will not be tolerated.  Sick leave pay will reimburse the employee based on the employee's straight‑time hourly rate exclusive of shift or overtime premium.    

HOLIDAYS OCCURRING DURING SICK LEAVE

Holidays and other authorized or scheduled absences occurring during a required absence for illness or injury shall not reduce an employee's sick leave credit.  Such holidays or other authorized or scheduled absences shall be considered as regular time worked.

SICK LEAVE REIMBURSEMENT BY WORKFORCE SAFETY & INSURANCE
If an employee is receiving WSI, the City will pay such employee the regular rate of pay until the employee’s accumulated sick leave and vacation time (time-off benefits) are used up, and the employee will remit WSI benefits to the City. An employee’s sick leave and vacation time shall be used proportionately based on the differential between the WSI benefits and the employee’s regular rate of pay. When accumulated sick leave and vacation time are used up, the City will no longer pay the employee and the employee may retain the WSI benefits.  

If sick leave is rendered necessary by reason of any injury or illness for which WSI is paid, the amount of salary payment for sick leave shall be reduced to the extent of any and all payments from WSI.  

UTILIZATION OF SICK LEAVE 

Sick leave may be utilized for any of the following reasons:
1.
Employee sickness or injury not connected with employment

2.
Maternity/Paternity Leave

3. Dental or eye doctor appointment of the employee

4. Employee's medical appointment of a preventative nature

5. Illness in the employee's immediate family Eligible family members include the employee's spouse, and child (natural, adoptive, foster, and step-child); and any other family member who is financially or legally dependent upon the employee or who resides with the employee for the purpose of the employee providing care to the family member.   Employees may use a maximum of 40 hours of sick leave per year in conjunction with authorized FML.         

LIMITATIONS ON USE OF SICK LEAVE

An employee who is absent from work because of illness or injury is eligible for sick leave provided that:

1. 
His/her employment with the City has not been terminated either before or during such absence.

9.06    FAMILY MEDICAL LEAVE ACT OF 1993

The City adopts by reference THE FAMILY MEDICAL LEAVE ACT OF 1993 and any amendments thereto

9.07
BEREAVEMENT LEAVE

Three (3) days paid bereavement leave is available to employees who experience the death of an immediate family member (spouse or spouse’s parent, child, sibling, grandparent, or grandchild).  In the event of death of an employee’s aunt or uncle or an employee being requested to be pallbearer at a funeral, the City Council may grant time off.

Bereavement leave is paid leave that is separate and not debited from the employee’s annual or sick leave balances.

9.08
JURY AND WITNESS LEAVE

The City will pay the difference between jury pay and regular base pay, providing the employee furnishes proof of service and payment from the court. 

An employee may use annual leave to perform jury duty and keep any jury duty payment.

9.09
MILITARY LEAVE

Military leave must be granted in accordance with NDCC 37-01-25 and 37-01-25.1 for employees who:

Are members of the National Guard;

Are members of the armed forces reserves of the United States of America;

Shall be subject to call in the federal service by the President of the United States; or

Shall volunteer for such service.

Employees should request military leave with as much advance notice as possible.  Additional information is available from the North Dakota National Guard (701-224-5242).

9.10
LEAVE OF ABSENCE

Leave without pay may be granted to full-time or part time employees who have maintained a satisfactory employment record.

An employee requesting a leave of absence without pay shall submit the request in writing to his or her supervisor/City Council.  The request should state the date the employee wishes to begin leave, the date the employee would return from leave, and the reason for the leave request.  The City will evaluate each request on a case by case basis and will make a determination whether to honor a request for an unpaid leave, and also determine whether any employee benefits such as annual leave, employer-paid health premiums, etc., will continue to be earned during the leave of absence.  If an employee does not return to work on the expected return date, the City Council reserves the right to terminate employment.  If an employee’s leave of absence request qualifies as FML under the FMLA, the City will notify the employee.

City Council has the option of granting a paid leave of absence, due to extenuating circumstances as declared by City Council.

9.11
LEAVE DOCUMENTATION

Prior to taking leave, an employee taking leave of any kind is required to complete a leave form and have it signed by his or her supervisor/City Council.  In the event of illness, a leave form detailing the sick leave used should be completed immediately upon returning to work.

X.
MISCELLANEOUS POLICIES

10.01
OPEN RECORDS

Except as otherwise specifically provided by law or court order, all records of public and governmental bodies, bureaus, commissions or agencies of any political subdivision supported in whole or in part by public funds shall be public records, open and accessible for inspection during reasonable office hours.  (NDCC 44-04)

The City has a duty to properly safeguard and protect its records and to assure that the confidentiality of records closed under the law is maintained.

10.02
PERSONNEL RECORDS

The City will keep a file of employment records for each employee.  Information in an employee’s personnel file includes information needed to administer employee benefits and payroll, to complete required federal and state reports, and to record employee work performance.  

In accordance with NDCC 44-04-18 and except as otherwise provided by law, municipal personnel files are public records and are open to inspection by the public and the employee.  The following items are not exempt from the open records law:
Wage history

Job classification

Performance evaluations

Non-medical leaves of absence
Except as otherwise provided by law, personal information regarding a public employee contained in an employee’s personnel record or given to the state or political subdivision by the employee in the course of employment is exempt.  (NDCC 44-04-18.1)  

Examples of personal information are:  

Home address

Home telephone number

Photograph

Medical information

Motor vehicle operator’s identification number

Social security number

Payroll deduction information

Name, address, phone number, date of birth and social security number of any dependent or emergency contact

Credit, debit or electronic fund transfer card number

Account number at a bank or other financial institution

Insurance and pension beneficiaries
Medical records or reports, including those that relate to an occupational illness or injury and records of use of an employee assistance program, will be kept in a separate file from employee records in accordance with NDCC 44-01-18.1.  These records will be kept confidential and will not be released without the written consent of the employee.  

In accordance with NDCC 44-04-18.3, the telephone numbers and addresses of all law enforcement personnel are confidential and shall not be made available to the public.  If this information is recorded with other employee information that is public in nature, the City shall permit the inspection and receipt of copies of the public information that is not confidential, but shall delete or withhold the confidential information.  The City shall not deny a request for public information on the grounds that the information is recorded with confidential information.  

The permanent records, including personal contact information, should be kept up to date.  Each employee should notify the City Auditor of any change in contact information.  Employment records shall be kept in the file, along with the Employment Eligibility Verification Form (I - 9), which must be completed within three days of starting employment.

10.03
RECORDS RETENTION

The retention and final disposition of city records shall be governed by the uniform system established by the North Dakota Office of Management and Budget for the retention and final disposition of records.  (NDCC 54-46-12)

10.04
ELECTRONIC COMMUNICATIONS

The City has established a policy regarding access to and disclosure of electronic mail messages created, sent, or received by City employees using the City’s electronic mail system or computer network.  It is important for all employees to understand that the City is subject to the North Dakota open records laws; therefore, all non-exempt records or information contained on computers or telephones are subject to disclosure upon request of any citizen.  

The City’s electronic communications policies are:

1.
The City maintains an electronic mail system.  The system is provided to assist in the conduct of City business.  

2.
The electronic mail system hardware and all computers are City property.  Additionally, all messages composed, sent, or received on all electronic systems are, and remain, the property of the City.  They are not the private property of any employee.  

3.
The use of the electronic mail system and computers is reserved solely for the conduct of business at the City.  They may not be used for personal business.

4.
The electronic system or computers may not be used to solicit or proselytize for commercial ventures, religious or political causes, outside organizations, or other non-job-related solicitations.  

5.
The electronic mail system and computers may not be used to create any offensive or disruptive messages.  Among those considered offensive are any messages containing sexual implications, racial slurs, gender-specific comments, or any other comment that offensively addresses someone’s age, sexual orientation, religious or political beliefs, national origin, or disability.  

6.
The electronic mail systems and computers shall not be used to send (upload) or receive (download) copyrighted materials, trade secrets, proprietary financial information, or similar materials without prior authorization by the City Council.  

7.
The City reserves and intends to exercise the right to review, audit, intercept, access, and disclose all messages created, received, or sent over the City’s electronic communication system for any purpose.

8.
The confidentiality of any message should not be assumed.  Even when a message is erased, it is still possible to retrieve and read that message.  Further, the use of passwords for security does not guarantee confidentiality.  All passwords must be disclosed to the department head or they are invalid and cannot be used.

9.
Notwithstanding the City’s right to retrieve and read any electronic mail messages, such messages should be treated as confidential by other employees and accessed only by the intended recipient.  Employees are not authorized to retrieve or read any e-mail messages that are not sent to them.  Any exception to this policy must receive prior approval by the department head.

10.
An employee shall not use a code, access a file, or retrieve stored information unless authorized to do so by the City Council.  Employees shall not attempt to gain access to another employee’s messages without the employee’s permission.

11.
All electronic mail messages, as well as other nonproprietary information in the City computers, may be public record and may be subject to public access upon request.

12.
Any employee who discovers a violation of this policy shall promptly notify his/her supervisor.

13.
Any employee who violates this policy or uses the electronic mail system or computers for purposes in violation of this policy shall be subject to discipline, up to and including termination.

10.05
EXPENSE REIMBURSEMENT

Reasonable travel, meal, and lodging costs while attending city-related meetings, conferences and training sessions will be paid.  To receive payment, a written expense report must be submitted to the City Council for pre-approval or within [30] days after the expense is incurred.  Prepayment of such expenses may be granted by the Mayor or City Council where deemed necessary.  (In the case of cancellation or non-attendance, prepaid expenses will be returned immediately following notification of 
cancellation of non-attendance.)   Receipts substantiating unusual expenses other than mileage, meals and lodging must be submitted to the City Council for reimbursement approval.

Mileage  

Employees required using their personal vehicle on City business will be paid mileage at the state rate currently recommended by the IRS.

Meals  

The City shall reimburse meal expenses for individuals required to attend meetings at the rate set by state law.  Under NDCC 44-08-04, the meal allowance in state is up to $46.00 per day and as follows:

First quarter (breakfast)


$ 7.00
Second quarter (lunch)


$ 11.00
Third quarter (dinner)


$ 23.00 

Incidentals



$5.00
Total





$46.00

First & Last Day of Travel






$34.50

(Aug 2011 State)
Lodging  

Lodging allowance will be paid at actual expense.

10.06
TRAINING

Training is provided as needed to maintain and improve performance and skills for job-related fields.  All training must be approved in advance by the City Council.  Time spent participating in approved training opportunities related to the employee’s job is compensable work time.

XI.
WORK PERIODS

11.01
HOURS OF WORK

The designated workweek is Sunday at 12:00 a.m. through Saturday at 11:59 p.m.  The department head and the City Council will determine the hours of work for employees.  The employees will be informed of their daily schedule of hours of work, including meal periods and rest or coffee breaks, and of any changes deemed necessary by the City.

11.02 WORK BREAKS

Breaks from work are provided to relax and refresh the employee.  Each employee may take up to two paid work breaks of 15 minutes each, one in the forenoon and one in the afternoon.  Breaks may not be accumulated, nor may they be used for coming to work late or leaving early.

11.03   MEAL PERIODS

Employees are encouraged to take an unpaid lunch break of at least 30 minutes during the workday if an employee works more than five hours.  The work schedule will allow for lunch breaks.  

XII.
WORKPLACE SAFETY

12.01
WORKPLACE THREATS AND VIOLENCE

It is the policy of the City to prohibit acts or threats of violence and threatening behavior by or against its employees during assigned duty times.  Violations of this policy by employees of the City will lead to disciplinary action that may include termination of employment.

Violent acts or threats of violence include any activity by an individual that would cause another individual to feel unsafe.  Violent behavior may be verbal threats to harm another person or damage property, physical aggression, or harassment, including sexual harassment.  Threats of violence include possession or display of a weapon of any type or exhibiting an object in such a manner that it appears to be a weapon.

If an employee is subject to or becomes aware of any violent acts or threats of violence, he/she should immediately report the matter to his/her supervisor or a higher level of authority.

12.02
ACCIDENT REPORTING

Care, caution, and common sense are basic accident prevention elements in any occupation. An employee involved in an accident or near accident should immediately report the incident to a supervisor or designated staff.  If an employee sees an unsafe or hazardous working condition, it is also important to report it immediately.  Please report any accidents or unsafe working practices. Do not take chances.  Employees, who are injured, to any degree, while working, shall file an Incident Report Form immediately of being injured.  This form is available at the Auditor's office.  (See Appendix A).  If involved in an accident with a City vehicle, an employee is required to:

 1.    
Give necessary assistance to injured persons.

 2.
Notify the police and the City Council or Department Head. An accident report must be submitted to the City Council.
 3.
When involved in traffic accident does not move the vehicle until authorized to do so by the investigating officer.

 4. 
Obtain the names of persons who observed the accident and give them to the investigating officer.

 5. 
Be courteous in your contacts with the other persons involved.

XIII.
CORRECTIVE ACTIONS AND DISCPLINE

Employees are expected to comply with City policies and standards of conduct at all times.  Supervisors are responsible for assuring compliance with policies and procedures.

If corrective action is warranted, the following may occur:  Verbal reprimand, written reprimand, suspension of employment with or without pay and dismissal from employment.  These actions may be taken in the order listed, although this order is not mandatory and the decision may be made at the discretion of the employee’s immediate supervisor.  All warnings, verbal or written, should be documented.

Verbal Reprimands.  Verbal reprimands are the least severe disciplinary action and are intended to influence an employee toward improved performance.  Verbal reprimands should be documented in the employee’s personnel file.  An employee who feels aggrieved by this disciplinary action may implement grievance procedures.

Written Reprimands.  Written reprimands are the next most serious type of corrective action.  They may be appropriate when a trend toward unacceptable performance is recognized and the use of verbal reprimands has been unsuccessful.  A written reprimand may also be appropriate when, in the judgment of a supervisor, an employee’s poor performance or job-related behavior warrants more than a verbal reprimand.  Written reprimands shall be maintained in the employee’s personnel record.  An employee who feels aggrieved by disciplinary action under this subsection may implement grievance procedures.

Suspension of Employment With or Without Pay.  This level of action is normally used when less severe actions have been ineffective.  Suspension with or without pay may also be appropriate when, in the judgment of the Council, an employee’s poor performance or job-related behavior warrants more than a verbal or written reprimand.

Suspension with or without pay may also be used when the Council deems it necessary to conduct an investigation in order to make an informed determination concerning an allegation asserted against an employee.  

The employee’s supervisor shall determine the length of the suspension and whether it shall be with or without pay.  An employee who feels aggrieved by disciplinary action under this subsection may implement grievance procedures.

Dismissal from Employment.  This is the most severe disciplinary action.  This level of discipline will normally be taken when previous disciplinary actions have been ineffective.  However, an employee may be dismissed without using any of the steps listed above.  If the supervisor determines it is appropriate to recommend the dismissal of an employee, the employee shall be immediately suspended without pay pending determination of the Council on the recommendation for dismissal.

The supervisor shall submit a recommendation in writing to the City Council stating the reasons for recommending dismissal.  The employee shall be provided a copy of the supervisor’s recommendation.  

The City Council shall notify the supervisor and the employee, either in writing or verbally, of the date and time at which the recommendation shall be considered.  The employee may submit a written statement to the City Council concerning the recommended dismissal.  Both the supervisor and the employee may attend the meeting and may offer any pertinent information to the City Council for consideration.  The City Council may also seek and consider any other information it deems appropriate.  

If the City Council determines not to dismiss the employee, it may impose other disciplinary measures, as it deems appropriate.  If the City Council determines to dismiss the employee, the dismissal shall take effect immediately.  The decision of the City Council is final and not subject to review under the grievance procedures.

Dismissal of appointive officers shall be governed by [NDCC 40-08-19] under the council form of government.

XIV.
GRIEVANCE PROCEDURES

It is the policy of the City to encourage resolution of disputes in an informal manner whenever possible.  If an employee feels an unsatisfactory condition is having an adverse effect on his/her performance or on the office operations, the employee is encouraged to discuss the issue with his/her supervisor.  If the dispute involves unlawful acts or other misconduct on the part of the immediate supervisor or department head, the employee shall discuss the issue with a City Council member.

A written complaint may be filed with the employee’s immediate supervisor, who will have ten business days after the written complaint is filed to resolve the issue.  If the dispute involves unlawful acts or other misconduct on the part of the immediate supervisor or department head, or if the employee’s immediate supervisor has not resolved the issue to the employee’s satisfaction, the employee shall file the written complaint with the City Auditor or a City Council member.  The complaint must state the person(s) against whom the complaint is filed, the nature of the complaint, and the effort that has been made to informally resolve the problem.  The City will attempt to resolve the dispute within ten business days after the written complaint is filed.

If an acceptable solution cannot be reached within ten business days after the written complaint is filed with a City Council member, he/she will present a written report to the City Council at its next regular meeting and the City Council will have 40 days from receipt of the written report to resolve the dispute.  

An employee may be accompanied, advised, and represented throughout a work-related grievance proceeding by another employee or by a representative chosen by the employee involved in the proceeding.  (NDCC 34-11.1-04.2)  Any expenses of representation are the responsibility of the employee.

If the employee is not satisfied with the remedy or process, he/she may request information from the North Dakota Department of Labor.

XV.
TERMINATION OF EMPLOYMENT

Termination of employment includes:

a.
Termination in accordance with the probationary period policy;

b.
Resignation (which includes unauthorized absence for a period of [three] days); 
and

c.
Dismissal (including being dismissed pursuant to a reduction in force).

d.
Removal of appointive officers pursuant to NDCC 40-08-19 and 40-14-05.

Resignations.  At-will employees are not required to provide prior notice of resignation but are encouraged to provide at least two weeks notice to the supervisor prior to the effective date of termination.

Reduction in Force.  The City may implement a reduction in force whenever it is deemed necessary due to a change in duties, reorganization, or shortage of work or funds.  The city governing body shall give an employee thirty [30] days’ written notice of its intent to dismiss the employee pursuant to a reduction in force.  In determining which employees shall be selected for termination under a reduction in force, the following criteria shall be used:

1.
The acquired knowledge, demonstrated skills and abilities of each employee compared to the work to be done and the available funding;

2.
Demonstrated past and present performance levels; and

3.
If two or more employees are deemed equally qualified in the above two categories, then length of service with the City shall be a factor.  In determining length of service, employees with breaks in service less than one year are credited for their time actually worked.  Employees with a break in service greater than one year receive service credit only from their most recent date of hire with the City.

Exit Interview.  The supervisor/Council Person holding the Personnel & Finance Protfolio shall hold an interview, prior to separation, with every employee separated from employment with the City for the purpose of gathering information that may facilitate control of the employee turnover rate.  The employee shall verify the address to which his/her final paycheck is to be forwarded.

Payment of Final Wages.  The unpaid wages or compensation of an employee who voluntarily separates from employment become due at the next regularly scheduled payday and shall be forwarded to an address designated by the employee.  

The unpaid wages or compensation of any employee terminated by the City become due at the next regular regularly scheduled payday or within 15 calendar days, whichever comes first, and shall be forwarded to an address designated by the employee.

XVI.
APPENDIX A 

FORMS:

Policy and Procedures Acknowledgement Form


Employee


Volunteer

Job Descriptions:


Public Works Superintendent Job Description

Assistant to Public Works Superintendent


City Auditor


Summer Hire

Incident Report Form

Designated Medical Providers Form

Health Insurance Acknowledgement Form

Mileage Sheet

Travel Reimbursement

Time Sheet

CITY OF MAPLETON

POLICY AND PROCEDURES ACKNOWLEDGEMENT FORM
Employee
Your signature below verifies that you have received, read, and understand the policies put forth in the manual, including the at-will status of your employment.  This manual does not signify an employment contract or other contract of any sort and is subject to change without notice.

▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬
I hereby acknowledge that I have received an employee policy manual from the City, that I have read it thoroughly, and that I understand the policies in the manual, including the at-will status of my employment.  Any questions I have about any section of the manual have been answered to my satisfaction.  I understand my signature does not constitute any type of employment contract or term of employment.  

Print Name: ____________________________________________________












Signature: ______________________________________________________ 













Date Signed: ____________________________ 



PENDING  addition
CITY OF MAPLETON

POLICY AND PROCEDURES ACKNOWLEDGEMENT FORM

Volunteer

Your signature below verifies that you have received, read, and understand the policies put forth in the manual.  This manual does not signify an employment contract or other contract of any sort and is subject to change without notice.

▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬
I hereby acknowledge that I have received an employee policy manual from the City, that I have read it thoroughly, and that I understand the policies in the manual.  Any questions I have about any section of the manual have been answered to my satisfaction.  I understand my signature does not constitute any type of employment contract or term of employment.  

Print Name: ____________________________________________________












Signature: ______________________________________________________ 













Date Signed: ____________________________ 



Job Description:  WATER/SANITARY SEWER SUPERINTENDENT

Skills and Abilities: Should possess the ability to read & comprehend instructions, correspondence, directions and apply commonsense understanding to situations.   Knowledge of equipment operations, maintenance, and safety issues relating to handling equipment.

Education & Experience: High School Graduate, Equipment Operations.

Certifications, Licenses, Registrations Required: Wastewater Treatment Class 1, Wastewater Collection Class 1, Water Treatment Class 1, Water Distribution Class 1 and maintains the licensure required by the state for water and sewer certification.
Valid (minimum) ND Class D Drivers License required.

Water System.  Maintains and monitors the city water system and water treatment.  Conducts timely and accurate testing to assure all city, state and federal regulations are met, as well as the needs of the city, for a safe, adequate water supply.

Sewer/Lagoon.  Monitors the city lagoon, sewage system, and lift stations.  Conducts accurate and timely testing and discharging of waste to assure all cities, state and federal regulations are met.
Responsibility for all water and sewer properties of the city, including books, records and files thereof, excluding those of which it is the duty of the City Auditor to keep custody and control.
Keeps abreast of legislative changes in water and sewer regulations, testing, maintenance and equipment by attending workshops, educational seminars and reading articles assuring all requirements are met.  Also keeps all licensure requirements current and valid.
Attends council meetings and updates the Auditor, Mayor, and City Council on the city systems and other pertinent information.  Must be available 24-hrs a day or make arrangements to delegate duties in the event of an emergency.
Duties:  
(1) To keep an accurate record showing:

a. The locations of all valves, cut-offs, connections and other appurtenances to the city water and sewer system.

b. When and where all connections are made to the city water and sewer system (residential & business).

(2) To make or supervise the making of all connections with the water works system and repairs thereto, including the pumping station, and to follow the instruction of the City Council, Mayor and City Auditor in turning on or turning off the water for any consumer.

(3) To see that all provisions of the ordinances pertaining to the water and sewer system, including the construction, reconstruction and maintenance of the system are complied with.

(4) To make a full report to the City Council each month describing the general condition of the property of the water and sewer system.

(5) To report promptly to responsible city officials all violations of health ordinances which come to his/her attention and to render any practical assistance to correct such violations.

(6) To perform such duties as shall be required by law and these ordinances and such other duties as may be required from time to time by the City Council.

(7) Performs a wide variety of routine maintenance and flushing on wastewater collection lines. 

Job Description:  SUPERINTENDENT OF STREETS & CITY PROPERTY
Duties:  The public maintenance person shall receive training in and perform a wide variety of unskilled and semi-skilled labor activities and routine maintenance and operation of the city water distribution system, wastewater collection system, and street maintenance and repairs.
This individual will work under the supervision of the City Council, City Auditor, and Mayor.  Checks and receives training in and performs routine maintenance work on fire hydrants, valves and valve boxes as directed; keeps records on all work done. May be required to move and/or lift 75 pounds.

(1) Assists in locating water main breaks, assists in repair and replacement of water mains, fire hydrants, valves and valve boxes, the general maintenance, repair of pumps, pump houses, repair and maintenance of streets as needed.  The date and location of all repairs to the water and sewer system, including the work done, the time and cost expended.

(2) Performs a wide variety of routine maintenance on lift stations and wastewater treatment system; clean catch basins and lift station grates; changing and reading water meters, etc.

(3) Monitors wastewater line jetting operation and repair of lift station pumps.
(4) Performs a wide variety of building and grounds maintenance; including city building and shop janitorial, mowing, trimming & maintaining trees. 

(5) Maintains accurate records of all locations of valves, cut-offs, connections and other appurtenances to the city water and sewer system.

(6) Follows the instruction of the City Council, Mayor and City Auditor in turning on or turning off the water for any consumer.

(7) Maintain or replace street signs and markings as directed by technical superior; paint curbs, cross walks, handicapped and fire zones as needed.

(8) Maintains all equipment to operating specifications and safety requirements within the budget and technical ability or with approval of the city council; keep accurate records on all repairs and routine maintenance of all equipment.

(9) Performs related work as required.

(10) Snow removal from city streets.

(11) Acts as support to the Emergency Manager.

Minimum Qualifications:

Must have the ability to learn, understand, and apply:

1. The hazards and safety precautions common to excavations.

2. Applicable work methods and materials.

Ability to:

1. Perform and physically accomplish moderately heavy, manual tasks for extended periods of time in all types of weather.

2. Operate motor driven and hydraulic equipment.

3. Follow simple verbal and written instructions.

4. Establish and maintain effective working relationship with city council, auditor, public, and other city entities.
Must be able to work extended periods of time without supervision and possess a minimum Class D valid ND Driver License and water and wastewater certifications as required.

Minimum Education:  Must have a high school education or equivalent & experience with heavy equipment operation such as loaders, motor graders, truck with snowplow and sander, etc.

Job Description:  CITY AUDITOR 
The City Auditor/City Administrator is responsible for the daily operation of the Municipal Government activities and support services under the general supervision of the Mayor and Council Members. Instructions to the employee are general and the employee must routinely use independent judgments. The employee must consider different courses of action and sometimes deviate from standard operating procedures. The employee is responsible for effective and efficient operation of the Municipal Government, which includes but is not necessarily limited to being the distributor of information for all other city employees on a day-to-day basis.
Right to terminate other employees:
The employee has the right and possibly the duty to terminate any other city employee for just and due cause if he/she deems it to be an emergency situation.  In all other situations, the employee shall consult with the Mayor, City Council, and the City Attorney.

Prepares, distributes, maintains, and responsible for:

1. Agendas and minutes for all city-governing meetings.  

2. Annual budget for all funds, including estimates, recommendations, and appropriation of ordinances.
3. Daily accounting, monthly, quarterly & yearly financial reports.
4. Daily and efficient operation of the City.

5. Property and Liability Insurance

6. Supervision and coordination of administrative activities

7. Recommendations to the City Council on policies and procedures for efficient business operation of City Government.

8. Consult and cooperate with the committees for the City of Mapleton in the administration of all city affairs.

9. Recommendations to the City Council for improving the quality and quantity of services to be rendered by the employees to the public.
10. Advise & report to city council on the condition and need of the city, equipment, buildings, and real estate of the city.

11. Responsible for monitoring the purchasing aspects of the city employees & council, preventing the incurrence of expenditure obligations without approval unless funds are available for the expenditure.

12. To carry out personnel policy & procedure, ordinances, rules, and regulations as adopted by the city council.

13. Advise the City Council as to the financial and future needs of the city and make recommendations concerning the affairs of the city.

14. Perform other duties as directed by City Council.

Requires knowledge and ability:
1. Budgetary principles, purchasing practices as required by law, personnel, policies, and procedures.

2. Comprehension of fund accounts, financial statements, general operations of City Government activities.

3. Administrative skills, practices and procedures of public administration.

4. Principals and Practices of Human Resources.

5. Evaluate situations; make concise decisions, express ideas clearly.

6. Supervise other employees

7. Maintain effective working relationships with the public and employees.

Qualifications:
Valid driver's license in the State of North Dakota. 

Degree from an accredited college or university in Public Administration/finance, Business Administration, and /or training combination equivalent of education and experience.

Job Description:  CITY ENGINEER
The city engineer must have a broad knowledge of the principals and procedures of civil engineering, public works and related tasks. He/she must have a degree in Civil Engineering and have a professional registration in North Dakota.
 

The City Engineer must work closely with other Mapleton City employees and city committees. He/she is responsible to the City Council and must report to the City Administrator on all projects and programs regularly.
Job Description:  CITY ASSESSOR
Contracting with Cass County
Job Description:  CITY ATTORNEY

To come 

Job Description:  EMERGENCY MANAGER
To come

Job Description:  CITY ADMINISTRATOR
To come

CITY OF MAPLETON

INCIDENT REPORT

This form is to be filled out for all incidents/accidents/illnesses that result in personal injury that may or may not require medical treatment.  This form is to be completed by the employee with their supervisor.

▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬
Name of person involved:  _________________________________________________

1.
Description of incident: __________________________________________________

2.
Description of extent of injury and body part injured: __________________________________________________________________________________________________________________________________________

3.
Treating Physician/Medical Facility if needed: ____________________________________________________________________

4.
Name of Supervisor who accompanied employee if necessary: _____________________________________________________________________

If you feel medical treatment is not necessary, please complete the Waiver of Medical Treatment at the bottom of this form.  Signing the waiver relates to the need for treatment now, it does not prevent any additional treatment later, if necessary.

5.  Witnesses to the incident: ________________________________________________________________________

6.
How could incident/accident have been prevented?
________________________________________________________________________________________________________________________________________________________________________________________________________________________

7.
Employee Signature ______________________________________ Date: _________

8.
Supervisor Signature ______________________________________ Date _________

WAIVER OF MEDICAL TREATMENT

After completing this report, I declare that medical treatment is not necessary and I elect not to receive medical treatment at this time.

_____________________________

Employee Signature

DESIGNATED MEDICAL PROVIDERS

The City of Mapleton is a participant in the Workforce Safety & Insurance Risk Management Program.  This program helps us provide a safer workplace for all employees and also more effectively handle work-related injuries or illnesses.

An employer has the option of selecting a designated medical provider to treat employees’ work injuries.  The benefits of having a designated medical provider are that the provider will gain an understanding about the employer’s business and learn about the types of jobs being performed.  This information will help the medical provider better assist an injured worker in returning to work after a work-related injury or illness occurs.

The designated medical providers for the City of Mapleton are:

Sanford Health Systems

Innovis Hospital
This designated medical provider selection does not apply to emergency care.

Employees have the right to add additional medical providers to the above list.  In order for the employee to see the medical provider they have added (other than the designated medical provider selections listed above), the employee must notify their employer prior to an injury occurring.

Note:  Workforce Safety & Insurance may not pay for medical treatment from medical providers other than those designated medical providers listed above unless the designated medical provider made a referral or unless you have selected a different medical provider and notified us, in writing, prior to an injury occurring.

I wish to add the following provider as a designated provider to seek treatment from in the event of a workplace injury or illness.




I have been informed of the City of Mapleton’s designated medical providers and the requirements of Workforce Safety & Insurance concerning treatment for work-related injuries or illnesses.


CITY OF MAPLETON

BLUE CROSS BLUE SHIELD ACKNOWLEDGEMENT FORM

(If so designated)

I, the undersigned employee of the City of Mapleton, hereby acknowledge that I have received the Summary Plan Description Health Benefits handbook for the City of Mapleton.

_______________________________          ​​____________

Signature                                
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Provider’s Name:  





Provider’s Address:





Employee Name (please print):





Employee Signature:						Date:
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