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CITY OF HHAWATHA VISIO N

Municipal Government is dyp as good as the people who are a part.oEweryoneon
the City ofHiawath® ¢ i Hi awat h a 0 staffrcare’ ablow ho® our gitibeps are
treated and works hard to give théme highest qualy service.

Each of us rast giveour citizens the bégjuality, the fastest response and taraund
time, and the friendliest, most courteous treatment availaidle have to work hard to
solve their problems.

It is our firm belief thatthe future of Hawatha is directly influeced bythe efforts of
each enployee Throughe mp | o kigh-gualily performance, the City will be able to
provide the best service possibleur efforts will allow the City to distinguish itself from
other muncipalities and meimize efficiency for thegreates benefit of our City our
employees and our citizens.

T h e Cpensonrielspolicies are based on the belief that the success of the City is
primarily dependent upon our employe&mployeesan expect maagement to:

1 Remgnize each person asiamportart part of theCity team.

1 Treat each person with professionalism and respect.

1 Periodically review the performance of each employee so they know where they
stand with the City.

i Safety is of utmost importange the City. Communicate our commitmeno tthe
importance of safetyThe establishment and maintenance of a safe work record is
the shared responsibility of the City and its employees at all le¥éls City will
do everything within its control tprovide a safe enviroment and comply with
federal andstate safety regulains

1T Establish and maintain a truly fopen door
and encourage open communications at all levels in the City.

As a Hiawatha employee, we count ihe employedo do the best job possibknd to
contribute to makinghis a good place to workWe expecemployeego:

1 Give high quality service to our citizen¥hey deserve to be treated with respect,
courtesy, promptness and friendliness, sinaectizens are th reason Hiawatha
exists Theycan always move somewte else, so we need to continuously give
them good reasons to stay inour Cty n addi ti on, think of
customers: the people you work with every day, youwodkers They deserve
to be treated like regular stomergoo.

91 Do your job well You were hired for your expertise in a particular ar&ée
need you to betavork on a regular basis and perform your job to the best of your
ability.

1 Help make this a good place work. We each ontribute to the makeupf our
Awr k envi r chavehnennimpact an ow aevorkers and how they feel
about working here Cooperating with each other, offering to help out, treating
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each other withprofessionalism andespect, having ositive attitué about
work, and being oncernedabout the appearanoé our work areas are all things
that contribute to making theity a pleasant and rewarding place to work.

1 Work safely Safety is of utmost importance in ti@ty. You are expectedo
obey safety ries and to exercise caofi in al work activities You mustreport
any unsafe condition® your supervisor orthe City Administrator You must
correct any unsafe conditions within your contrdou must immediately report
any accidenthat results innjury to your supervisoor theCity Administrator.
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SECTION | - INTRODUCTION
PURPOSE OFMANUAL

It has been and will remain the goal of Dty to ensure that all employees receiag
treatment in all dimensions of their employmevith the City The purpose of this
Employee Rlicy Manual( i ma nig @ pron)ote the mutual interests of both the City
and its employees by providing methods and procedures for the operation of the
municipality. These methods and procedummeate sa work environmets, create
professional ad respetful work environmets, protectthe Cityé propertyand personal
property,and promotethe efficiency of operation and the qualitytoth e  Gervicgsod s
As a member ot h e Qaarh,ydusare expectdd participate flly to secure the
advancenent andachievement of thipurpose for the mutual benefit of all.

All Hiawatha employees are covered by tmanual except:

1. Employees hired on a contractual basisere the contract differs, the
contract conwls.
2. Employees ceered by a collective bgainingagreemen( i CBAor¢ wh e
the CBA differs, the CBA controls.
3. Employees covered by the autonomous boadsommissions i.e,
Water and Library where the boa@ s r c o mmipalicges @m 6 s
resolutions diffe, the boar@ ©r c o mmi s palices Or e2solutons
control.
4. Employees andvolunteersof the FireDepartment where their handbook
differs,theFi r e Depart ment s handbook control s

This manual shall not be construed as and does not constitute or imphy aontract
guaranteeing employment for an speciic period of time Your employment
relationship with theCity is entered into voluntarily Although we sincerely hope your
employment relationship with the City will be long-term, at-will employment
relationships may be erminated by you or the Gty at any time, for any rean, with
or without cause Nothing in this manual changes the awill nature of your
employment with the City .

Only the City Council has the authority to enter into any agreemetht yau for
employment for any specified ped of time or to make anyrpmises or commitments
contrary to the aboveAny employment agreement entered into by the City Council will
not be enforceable or binding on the City unless it is in writing, refersifically to the
City andcontains the mperlyauthorized signaturesf the Mayor and City Clerk.

It is your responsibility to read and familiarizeurselfwith all of these polies, rules
and regulations It is your responsibilityto request clari€ation from your supervisor
where neededAll employees are requiretd complete the Statement of Polianual
Receipt and Understanding indicating receipt of tmanualand acceptance of the
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responsibility for understandirend applyingts contents The signed stateent will be
kept as parof thee mp | oyeedfle.per sonnel

AMENDMENTS

The contents of this manual are presented as a matter of information/dmike theCity
believes wholeheartedly in the policies and procedures described whthity reserve
the right to modify, revo, susped, terminate or chge any or all such plans, policies
or proceduresyr the manuain whole or in part, at any time, with or without notickny
amendmenshall apply to existingas well as to futureemployees Failue to act in
accordance wh any d these policie®r anended policiesnay lead to disciplinary action
up to and including termination of employment.

Any supplements or amendments to this manual shall become part of this manual as of
the mplementation dat of the supplement or amdment If any provision of this

manual is held to be invalid or unenforceable under applicable laws, the remaining
provisions will not be affected by this action The policies in this manual shall be
automaticlly amended at antime deemed necessary confom to the requirementsf

the law without affecting the other provisions of this set of policies.

This manual is intended to supersede and replace all previous employee handbooks,
manuals and policy statemts, whether orabr written, issued by tCity.

AFFIRMATIVE ACTION P OLICY STATEMENT

It is theC i t pol&ysnot to discriminate against nor favor any employee or applicant for
employment because of race, national origin, ancestry, religion, creedseageender

idertity (definedas genderelated dentity, regardlessfo t he per sonds assig
birth), sexual orientation (defined as both actual and perceived heterosexuality,
homosexuality and bisexuality), physical or mental disability, genafarmation or

veteran status, except whaadonafide occupational guiication exists.

To ensure the implementation of this policy, the Qidgadopted arAffirmative Action
Plan, which sets out specific procedures covering all aspects of the esipioployer
relaionship and assigns resmibility for the enactmentral monitoring of this plan to
the City Clerkods Office.

A description ofthe Affirmative ActionPlan will be posted on each departmental bulletin

board as a constant reminder to all éoypes of the Ct 6s commi t ment t o
opportunty in employment The Ci tydés Affirmative Action Pl
requestto the City Clerk. Individuals who have questions concerning the Affirmative

Action Planor feel their rights may have beeiolated in one omore of the above areas
shouldcontactthe City Clek 6 s o f f i ce
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City Hall
City Clerkos Office
101 Emmons Street
Hiawatha, lowa 52233
Telephone Number: (319) 39%15

The City believes the Affirmative ActiorPlanand good faith effort®n the part of &l
City employees will engeequd employmert opportunties with the City

EQUAL EMPLOYMENT OPPORTUNITY

The City is an equal opportunity employeEmployment decisions are based on merit
and qualifications, without unlawful regard tace, national agin, ancestry, religion,
creed,age, sex, gender idaty (defined as gender related identity, regardless of the
personb6s assigned sex at birth), sexual or i
heterosexuality, homosexuality amisexuality), phgical or mental disabilt geneic
information or vetran status, or any other factor protected by IaWis applies to all
terms and conditions of employmemcluding hiring, promotion, demotion, transfer,
recruitment or recruitmerddvertising, layff, termination, recallrates ofpay or other
forms d compensation, leaves of absence, selection for training (including apprenticeship
and/or orthe-job training) and all other terms and conditions of employm&uisitive

action shalbe taken to ensarthe fulfillment of thigolicy.

Equal employmenbpportunity notices are posted near employee gathering places as
required by law These notices summarize the rights of employees to equal opportunity
in employment and list the namasd addresses tife various government egcies lat

may be contacteth the event any person believes he or she has been discriminated
against.

Management i S primarily responsible for s e
opportunity policies are impimented, but allmembers of the staff sharin the

responsibility for asuring that by their personal actions the policies are effective and

apply uniformly to everyone Employees, includingDepartment Heads,who engage

in or permit discriminatory practic es will be subjetto disciplinary action, up to and

including termination of employment

ADAAA

The Americans with Disability Act Amendments Act (ADAAA) prohibits discrimination

against qualified individuals on the basis of disability. It isGhie t poly to comply

with the ADAAA . The Citywill not discriminate agairtsany qualifiedemployee or job

applicant with respect to any terms, privileges or conditions of employment because of

t hat personds phy s inccanpliarce witirie ADARA, thel Cilg abi | ity
will consider reasonablaccommdations that do nqgiose undue hardship to the City to

enable qualified applicants or employees with disabilities to perform the essential
functions of a position The City encourages applicants or empley to make

5|Page



suggstions regarding reasorlab acconmodations totheir immediate superviser
Department Heads or the City Administrator.

EMPLOYMENT EL IGIBILITY VERIFICATION FORM PROCESS (1-9)

The Immigration Reform and Control Act of 1986quires the Gty to verify ard

document both the identty and enployment dlgibility of all persons hired after

November 6, 1986 Before commencing work,ngployees(or re-hired employees who

have not been employed lye City for threg3) year$ shall completean 9 form and

attestthey areeligible for empoyment The City shall examne two (2) documents

presented byemployees or raired employeesestablishing identity and employment

eligibility. Document s which may be provigead, are dri
birth certificate or an Immigratnand Mt ur al i z&tairadn oigr een
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SECTION Il - WAGE AND SALARY ADMINISTRATION
COMPENSATION POLICIES
Employment Classifications

Each employee belongs to one of the employrolassificationsdescribed bel. If the
empbyee isunsure oftheir job classifcation, they will ak their immediate supervisor
Employe@ immediate supervisowill determine the work hours in each class as it
pertains to their department.

Introductory Employeesare fulktime or marttime emploges in their first 180 daysf
empbyment( t hné&odutory p e r i. dlikdfroductoryperiod should be used by the
introductory employee to determine if the job and the City mastherexpectations
This periodshall be used by the Gitto evaluatehe introductoryemployeés sutability
for the position.

Full-Time Employeesave successfully completed timtroductoryperiod and work at
least30 hours or more per wedkinless there is a written contract which differs from this
definition). Full-time employees are eligiblerfall legally mandated benesi and for the
CityGs full benefit package, subject to the terms, conditions and limitations of each
benefit program Full-time employees working @34 hours aveekare at this statuor

the deterrmation of benefitsnot for the catulation of overtime Overtime pay and
compensatory pay/time off will followhe provisions as stated in the Federal Fair Labor
Standards ActffFLSAQ) and any applicable state laws.

If a full-time employe s laid off in a reduction in force angapplies or is called baclot
work by the City in their prior positionvithin 365 dayof their reductionthe employee
will maintain their original anniversary hire date for purposes of payroll/benefits.

Part-Time Employeeshave successfully completdéae introductoryperiod andvork less
than 30 hours per week. Ré&rhe employees are not eligibler benefits, unless
mandated by law.

Temporary/Seasonal Employeasescheduled to work as needed on eithiirllatime or
pat-time basis. The City nyahire anployees for specifiperiods of time or for the
completion of a specific project. The job assignment, work schedule and duration of the
position will be determined on an individual basis. Employeesisncthssificatbn are

not eligible for anybenefits, unless mandated bgw. Temporaryand seasonadositiors

will not exceed 4) four months in duration, unless specifically extended by a written
agreement. Interns are considered temporary employdesnporaryand sasonal
employes do not beome reguliar employes by virtue of being employed longer than
four (4) months
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Temporary and seasonalmep | oyees cl asséemptda wlso Awomk
forty (40) hours during anwork weekwill receive owertime payas sated in the FLSA
and any pplicable state laws.

Tempoary, seasonal and pdnne positions shall not be become ftithe positions
withoutthe writtenapproval of the City Council.

Overtime Eligible Employee§~LSA Non-Exempt) are requied to be paid wertime at
the rate of oneand onehalf times their regar hourly rate of pay(or to receive
compensatory timdpr all hours worked beyond forty (40) hours in amark week All
overtime must be approved in advancetly appropriatdepatment Heador his/her
designee.

Exempt Bnployees(FLSA Exempt)areexe mpt u n d e r criteria for EKecuBvk,0 s
Professional 0 Administrative employees and are not required to be paid overtime
Exempt employeea r e 1 s aNork schedules are tiended to maimtin the required
flexibilityt o ti gteh e | Exénmptekmplogeesoare expected to work a minimum of
2,080 hours in a work year, although individual schedules may vary greatly throughout
the year. However, in recognitiorof the fact thatheir duties &en require more time
thanthe nomal 4Ghourwork week exempt employees may be allowed to take informal
flex time consistent with effective performance for their duties and with the operating
requirements and responsibilities of their aiément Flex time is not arentitiementout
may be taken with approvaf the immediate supervisoor the City Administrator in the
case oDepartment Heasl

Formal payroll time reporting is not required for flex time takelowever, abepartment
Heador the City Adninistrator may require ergpt empoyees to maintain acord of
hours worked and flex time taken for operational purpcaesh agdministration of sick
leave and vacation time or fagrant accounting or allocation of hours for program
metics.

Guidelines for FLSA norexempt empyees @ not apply to exempmmployees
Reduction in_Forceis an involuntary terminatiof an employee whose position is

deemed no longer necessary or whose position is eliminated in an organizational
restructung for budgetey reasons.

Age Requiremerts for Employment
The minimun age for employment at tl@&ty is as follows:
1 No peasonunder 16 years of age witle employed, exception being in the Park
and Recreation Department.

1 No person under 18 years of agell be employd within a fultltime job
classification.
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1 No person undel6 years of age will be employed, ftilne or paritime, in any
position which may be hazardous in nafuneluding the operation of motorized
vehicles or equipment ddity propertyor for City business purposes.

1 No personunder B years of age will bemployed fulltime or partime in any
position with job functions which viola
employees (individuals under the age 0f.18
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SECTION Il I T EMPLOYMENT /WORK RULES

WAGES AND HOURS
Work Schedule

Thefollowing is a listingof the standard work day for each departmertese may be
modified byCity Managemenibased on the nature of the workloakhere may be a need
to adjust the scheduled starting amdliag times ofsome employees to insurevenage
during all operation bwurs.

City Administrative Office 8:00 a.m. to 5:00 p.m., Monday through Frida#ttendance
at any City Council, Board of Adjustment, Park & Recreation, Planning & Zoaimgj,
Water, Library or other required meetings willebin adiition to the regulaoffice hours.

Public Worksand Water 7:00 a.m. to 30 p.m., Monday through FridayCertain
systemsmust be checked each day, including Saturdays, Sundays and holiddes
Water/SwerPublic Woks Superintendents and theitaff mustbe available taespond

to an emergency Regular checking of systems and emergency response time is in
addition to the regular office hours.

Library: Hours of Operatiori 10:00 a.m. to 8:00 p.m., Mday through Thrsday
10:00a.m. to 5:00p.m, Friday through Saturdayl:00 p.m. to 4:00 p.m.Sunday
(Sunday hours begin the first Sunday after Labor Day and end the last Sunday before
Memorial Day) These hours are subject to seasonal changes byhitagy Board.

Library Staff Hours1 8:30 a.m. b 5:00 p.m. day shiftMonday through Thursday
11:45a.m. to 8:15 p.m. evening shift Monday through Thurs@45 a.m. to 5:15 p.m.
Friday and Saturday shifind 12:00 p.m. to 4:00 p.m. Sunday shift.

Courtil and Mayor 5:30 p.m. to the end of thmeetng, 1st and 3d Wedneslays of
each month, plus any special meetings or committee meetings as required.

Custodial 6:00a.m. t02:30 p.m., Monday through Fridawith a half-hour (30 minute)
lunch This pasition may be equested to respond to chiew of systems and emergency
response time in addition to the regular office hours.

An e mp |partycdae ldoars of work and the schedulingtiedir meal period will be
determined and assigned their immedia¢ supervisar Most full-time employees &
assigred to wok a 40 (fory) hourwork week Parttime employees are assigned to work
less than 30 hours a work weekon a regular basisEmployees are not permitted to
exchange fdays of fschedolewithouh adwagce approvel Thero r k
standardwork weekbegins at e start of thework day on Monday and ends at the
conclusion of thavork dayon the following Sunday Daily and weekly work schedules
may need to be adjusted occasionally to meetgihgrbusiness eeds These changes
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are atthe dicretion d City Managment and will be announced as far in advance as
possible.

The City would likeemployeedo be ready to work at the beginning tbgir assigned
daily work hours, and to reasonably cdetptheir projects by the end aheir asigned
work hours The City allows for a paid uninterrupted 15-minute rest breakin the
morning and in the afternoon if mutually convenient éanployeeandtheir immediate
supervisorand when the paid breaks dot unreasonap disrupt City operations.Paid
breaks shall not bstacked or combined.

Absence or LatenessFrom time to time, it may be necessary éonployeeto be absent
from work The City is aware that emergencies, illnesses or pressing pebssness
that cannot be scheduled outsithe enp | o y woekbhsursmay arise Sick days,
vacation and/or personal days have been provided for this purpose.

If an employee isnable to report to work, or theywill arrive late,the employee should
contacttheir immediate supervisammediatdy. If they know in advancéhatthey will
need to be absenthey shouldrequest this time off directly frontheir immediate
supervisor If theyare unable to call ithemselvedecause of an illness, emergermey
for some otkr reasonthey shoulde sire to lave someone call fahemimmediately.

Absence from work for 3 (three) consecutive days without notifyingheir immediate
supervisor or the appropriate City officials will be considered a voluntary
resigndion.

If the employee isabsent becausef their ownillness for 3 (threebr more successive
days, their immediate supervisawill request thatthey submit written documentation
from their health care providestatingtheyare able to resume normal work duties before
theywill be allowedto return towork.

A pattern ofquestionable absences a number of absences in a periddime can be
considerecexcessive andhay be cause for concerrin addition, excessive lateness or
leaving early without lettingthe immediate quervisor know will be consideed a

Al atenesd amadt »aame weghtagyan abkeadether factors, likehe

degree and reason for the lateness, will be taken into consideratttmemployeés
immediate supervisahall make a note of angbsence or latessandthe enp | oy ee 0 s
reasons foitheir absences/lateasin e mp | o peesendes file Excessive absences,
lateness or leaving early may lead to disciplinary actionup to and including
termination of employment.

Note: Information on he types of leaes ofered awl their qualificationcriteria are
includd i n the ALeawasab section of this
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Overtime Pay or Compensatory Time Offand Flex time

The provisions as stated in the Federal Fair Labor Standards Act (FLSA) and any
appliable state laws Wibe followed by theCity.

If the employee ia nonrexempt employedheyareeligible to receive overtime pay &
1/2 (one and onhalf) timestheir regular hourly wager compensatory time offor
preapproved hours workedin excess D40 (forty) houran 1 (one)week

All overtime hours must be authied in advance by a member of City Management or

a designatd ftcoanl | 0 . his presaoathorization applies to all time worked before

the scheduled starting time, during any regula scheduled brek periods(i.e., lunch)

and anytime worked after tle scheduled ending time Taking work home or away

from the wak site is prohibited unless authorized in advance by a membeCiy

Management Vi ol ati on of t hi golidy mayiresulin discigiinarg r i zat i o
action, up to ad including terminaton of employment

Employees called in after regular work newill refer to the Minimum Call-backsection
of this manualon page 2.

Holidays will be observed as stated in the Hidly Policy and eaned vacaton hours

taken will te considerevbr eedofiti one t he caok cul ati o
compensatory timeff. Al so consi dered as fti me workedo f
or compensatory time ofare Jury or Witness Duty Le&, Rersonal Daysand

Bereaements DaysSick Days willbeconsidereda s fit i me wor kedo for toh
of overtimeor compens#ory time oft

Eligible nonexempt employeasay flex their start and end times of w¢hour for hour,
but not less thanr@ hour)to acconmodate meetngs or other activies requiring their
attendance before or after the normal business ho&msiployee shoulddiscuss this
arrangement witkheir immediate supervisor

All overtime requirements will be satisfied on a voluptbasis where pasble. Notice

of scheduled ovéme will be given adar in advance as possibl®ualified employees
within the affected épartment will be offered the initial opportunity to work any
scheduled overtime hour$f more employees are nest] the opportuty will be offered

to qualifiedemployees from the neainder of the City.

Non-exempt employees who havareed compensatotyme that is calculated at ane
and onehalf (1 1/2) ratewill be paid theirwages at theegularrate

1 A maximum of eighty 80) hous of acumulatedcompensatgr time per year is
allowed All compensatoryime must be used or paid out during the figezar
earned.
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1 Each supervisor will make the decisioon whether their employees will be
allowed to accumulateompensatory timeff or requre pay out at a onand one
half (11/2) rate.

1 The Library Board allow nonexempt employeesexcluding Page sitions,
working fewer than 3@ours per week to earn tinamdonehalf (11/2) incentive
pay for working Sunday hos Nonexemptemgdoyees vorking over 30hours
per week will accruéime and onehalf (1 1/2) comp time at the discretion of the
library director.

Fire Department Fire Medic Standard Work week and Overtime Calculation

The Hiawatha Fire Departmerit Fire Medic standardwork week and overtime
calculaton shall be based dwo hundred twelve212) working hours in a four (4) week
period Nonexempt employees whose hours exceea hundred twelve212) working
hours in a four (4) week period will be calatdd atone and ne-half (1 1/2) times their
reguar rate.

Fire Department Fire Medic On-Call Pay

Fire Medics scheduled for arall duty will be paidfor two (2) hoursper dayat their
regular rateof pay when they are not required lte on duty at theire station Fire
Medics sbeduled for orcall duty who are requiretb be on duty at the fire statiomill
be paid for actual time worked.

When on call, the Fire Medic is free to move about the community, providing the Fire
Medic can be at the Hiawatlk@re Station wihin the five (5) minute requireent.

If the on-call duty time causes thd-ire Medicto work more thartwo hundred twelve
(212) working hours ina four (4) week perigdhe Fire Medicwill receive overtime pay
for the time in excess ofvo hundred twelveZ12) hours

On-Call Time (Public Works and Water Department)

On-call time is defined as time when an employee is spedi§icaquired to be available

to report for duty during scheduled time.ofi Avai | abl ed means the
report for duty within one(1) hour of being calledo work An on-call employee, when

away from homeis required tocarry at all times the €iy twv@way radio, pager or cell

phone to ensure communication and response to-awadituation.

Because ofite small numberfeemployeesn the Public Worksand WateDepartments
a specific employee from each department needs to be designate@ a®rson
responsible for responding to emergencies in a timely fashisro or more employees
from a department cashare this oiwall respongility as long as tere are no gaps in
emergency coverage.

13|Page



The immediate supervisvill be responsible for deciding advance which employee is
ononcallduty The nor mal , o risthatthe immediate Supepdoisdnc y
on-call unless heghe notifies the Citddministrator in adence that a different employee
is on oncall for a specific day or period.

An oncall employee who is called into wowkl| be compensated for the additional time
worked Whenever anmployee is calledack to wak, the employee wilbe paid for
actua time worked with a minimum dfwo (2) hours pay. If the additional time worked
causes the employee to actually work more than forty (40) hours iwdhe week the
employee will receivevertime pay foithe time &tually worked in exess of forty (40)
hous.

Public works employees shall accrue two (2) hours per day during weekeudds an
holidays wherthey are assigned to -@all duty. The accrued hours will automatically be
takenon thelast day of the armal work week unless the emplee is scheduled t@ork

by their immediate supervisor

On-call compensation time should only be given whaneamployee has committed in
advance to being on ezall. If an employee is ogall and does naeport to work vithin
the required ong(1) hour after receiving notie to report for duty, the employee shall
forfeit the oncall compensatiotime andmay besubject to disciplinary actiomp to and
including termination of employment.

Minimum Call-back

Employees etjible for unscheduledvertime ompensation will be gad a minimum of
two (2) hour®pay at the overtime rate when they are called back to,wedn though
their actual time worked in such a ebHck situation is less than twB) hours,except if
the enployee stag beyond the normakork day or reports inrmediately before their
starting time In that situationthe employee is paid overtimedea upon the actual time
worked and thethetwo-hour minimum does not apply.

Employees will ke eligible for mhimum call-backwhile on paid lave or excused unpaid
leave Time earned while on excused paid leave will be paid at a rate of timenand
hdf (1 1/2) Time earned while omxcused unpaid leave wike paid athe straight time
rate All time earned \hile on padl leave or excused paid leavewill be pad to the
employeeat the next pay period and carryover time will not be allowed

Recording Work Hours

Nonexemptemployees are responsible for accurately recordingdithe they begirand

end their wok, as wellas the beginning anehding time of theitunch period It is the

empl oyeebs responsi bil ity cdrded irtoetheTimé ardt he a c ¢
systemand complete necessary leave requests in advanapproval ly theemployeés

immediate sipervisor Accuracyis essential, athe employeés pay will be calculated

from these time recordsin the event of an error in reportingni, employees must
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immediately report théssueto their immediate supervisavrho will be responsibleor
correctng any errors ithe Time Card systermhefae releasing the timesheet to the City
Clerkés office for processing.

Clock In for NorExempt Employee$ Empoyeesmay clock in no earlier thaseven

and onehalf (7 1/2) minutes priorto ther schedutd start tme and the calculatoof

hours worked wll begi n at the empl.oGloekid earliesthadme dul e d
seven and onbalf (7 1/2) minutes prio to the scheduled start time must be authorized

advanceby theemployeé immediate supeisor and @lculation of hours wrked will be

recordel to the nearest quarter hour.

Clock Out for NorRExempt Employees In the event an employee clocks out prior to the

erd of normally scheduled work hours (where previously approvec lesanot taken),

the calculaion of hours workedwill be recorded tohe nearest quarter hourThe

calculation of hours worked fotark outs up taseven and onbalf (7 1/2) minutes after

an employeeds scheduled shifedoendch&adel evd | ¢
end time Clock ous beyondseven and onkalf (7 1/2) mi nut es past the em
scheduled shift end time must be authorized in advance bgntipboyeés immediate

supervisorand calculation of hours worked will be recorded to tharast quarter hau

Each Deartment Heads respnsible forapprovngt hei r st af f 6s ti me she
periodin the Time Card systemo later than noon on the day following the close of the

pay period Employeeé time sheets are subject to verdtion by their immediate

swoervisorand the CityCl er k 6 s ytimé.i ce at an

Exempt employeeare notrequired to record work hours in the Time Carsystem

unless the exempt employee is taking leasach as vacation, personal, sick,
bereavementetc When taking leaveexempt enployees must completeleave request

in the Time Card systerno report the appropriate deduction from leave banks to their

immediate supervisoaend t he City CIl esing & so leavefisitakem, f or pr
exempt employeesill be paid foreighty 80) hours in a tweweekperiod.

Altering, falsifying, tampering with time records or recording time on another
empl oyeeods ti me record may resul udingi n di sci
termination of employment.

Break Periods
Meal breaks mst be notedon the time sheetsnd will not be considred @ it i me
workedo and will not be paid unless work 1is

Management Scheduling of lunch and kak times shall be determined the immediate
supervisor
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Worksite BreastfeedingExpressionPolicy

Employees shHhbe provided a place to kastfeed or express their milkAn employee

room is provided as a private and sanitary place for breastfeeding eeplkmeed their

baby orexpresgheir milk during work tours. This room provides an &ttrical outlet and

nearbyaccess to running wateEmployees may use their private office for breastfeeding

or mik expression, if they preferin facilities wheret her e i s not a design
roomo a c ¢ o mmoild et mad. nEsnployee shouldssk the City Clerk ortheir

immediate supervisdor more information about accommodations.

A refrigerator will be made available for safe storage of expressed breast milk.
Employees may use their own caofmcks to storexpressed keast milk or may ste

milk in a designatd refrigerator/freezer Employees should provide their own
containers, cledy labeled with nameand date Employeesusing the refrigerator are
respnsible for keeping it clean.

Employees shall be pwided flexble breaks to accommdate brastfeeding o milk

expression The timeshouldnot exceed h e p otsne dllottedfordlieich and breaks
For time above and beyortdh e p o lsirich ana eaks sicklompensatoryjeave
time must be used Reanable lbeak time for breasteding will be providd for up to
one(1) year, per pregnancy.

Given the importance of breastfeeding to the infant and the mother, the Cititsand
employees should prowdan atmosphere of support.

Vacation, Funeral Leave,Jury or W itness Duty, and Othe Leaves

If the empbyee isaway from work for vacation, funeral leave, jury or witness duty, etc.,
they are responsible for filling out the proper form and turning itoitheir immediate
supervisoy whowill file it with the City derk (or designeen orderfor an employe to

be paid The form should be completed and submitted before the end of the pay period to
have an impact oea mp | o gagckegksfor that particular pay petio

If employeeattend pre-authorized traiing, semmars or conferencesif professional
devebpment concernintheir position,theyare required to keep an accurate record of the
time ontheirtime sheet This should include both actual class time aagdl time.

Work Assignments

City Managerert retairs the right to make ark assignments, altemployee job duties
and/or work schedules on a temporary or regular basis when it is deemed necessary or
desirable to do soNo permanent changes to work gssnents will be made witut
employeenput and discission, but City Minaggment will make theiial decision in all

work assignments.
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Attendanceand Punctuality

The City expects employees to be conscientious about attendance and punctuality at
work. An employee is a part oft@am, and gettinghé work cdne depends on everny®
being in the righplace at the right time.

Work schedulesnay differ by departments The immediate supervisavill inform an
employee of his/her work schedul&mployeesshall be readyto begin theirassigned
duties athe degjnated time

Attendarce and punctualityre important factos in determininge mp | o gligilality s

for transfer, promotion and wage/salary increaddaexcused or excessive absenteeism

not only affects overall i/ operationsbut puts an addanal bureéenont he empl oyeeds
co-workersto performthe work for whichthe employee isesponsible.

If employeecannot avoid being late to work, threywill be unable to work as scheduled,

employee will notify their immedate supervisorbefore their work day begirs, if

possible, but o later thanthirty (30) minutes aftertheir scheduled starting time

Employee shouldige their best estimate whaheywill be able to be at work.

An unexcused absence occurs when an eyegl does not atify his/her supavisor
within thirty (30) minutes and/or when so nfied, the immediate supervisatoes not
authorize the absencdt will be considered an unexcused absence when an employee
leaves the workplace for any reason without prior aightion and/or notificaon.

Unreported absences Wie treated as timeff without pay and considered as being hon
compliant with this policy In the event of an unexcusadisence, disciplinary actipop

to and including termination may resullf the enployee is absentrdm work for three
(3) consecuve days, and he/sh#oes not notify his/her supervisduring this period,
he/she will be considered to have voluntarily resigned.

If an employee becomes ill durinigis/her shift, the employeeshould notify his/her
supervsa beforeleaving the premisesFor absences of me thanone (1)day (usually
due to illness)employee shouldall in each day to lgheir immediate supervisémnow
they cannot be at work Employes donot have to call each day tiiey have provided
their immediate supervisowith a health care providé noteindicating the anticipated
date oftheir return to work If they do not call according to the above time schedule,
their absence will be considered unauthorizeBeing absent without nification or
legitimate excuse may result in diglnary action,up © and including termination of
employment.

Those employees experiencing recurring periods of illness or prolonged need to be away
from the workplace are encouraged to sw#ektment froma heath careprovider and
considerapplying for an appropriate Leawd# Absence Excessie absenteeism will be
considered to have occurred when the efficiency of the operations has been affected in
the opinion of City ManagementA period of absence for medicreasas inexcess of
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(3) three work days will require ahealth care providé noteclearing the employee to
return to work and stating any restrictions necessaryvell as the medical diagnosis.
Excessive excused absences will be handled on andndivbags and may esult in
disciplinary action up to and includingermination of emplpment. An unreported or
unauthorized absence of thrg) regularly scheduled working days in a-mdnth work
period will be considered a voluntamgsignation

An employeewill be corsideredlate when arriving at work after the starof the

scheduledvork dayor whenreturring to work after the scheduled ending time for a meal

break without an acceptable excuse or advance authorizaiorourly employee will

not be paidfor the timeelapsed betwenthe scheduled starting timeanch e e mpl oyeed s
time d arrival unless authorized in advancBepeatedr patterns of excessive lateness

will result in disciplinary actiopup to and including termination of employment.

EMPLOY MENT OF RELA TIVES

Relatvesof an employee may be employey the City However,two members of an
immediate family shall not be employed ftithe, parttime, temporary or seasonal at the
same time by the same City departmdnimediate familyas defired below shihnot be
direcly supervised by any immediatenfidy member This pdicy applies to promotions,
demotions, transfers, reinstatements and new appointmé&hts City reserves the right
to terminate an employee if conditions develop r@ats a relatiorthat violate tis
section

Fire Department®unteer employees @aexempt from the aboudisted provisions.

Relativesshall notbe hiredif they will work directly for or have their compensation set
controled by an immediate fanty membe serving ona Board/Comnsson/Council
City Management d@enot want to creatactual or perceived conflicts of interest.

For purposes of this section only, the immediate family is defined as wife, husband or
significant other, and mother, Fedr, braher, sisterson, daugler, motherin-law, father

in-law, daughterin-law, sonin-law, grandchildren, stepmother, stepfather, breiher

law, sistefin-law, uncle, aunt, niece, nephew, grandparents, and great grandchildren

Employees who marrywhile enployed will be treated inaccordance with these
guidelines If, in the opinion ofthe City, a conflict or apparent conflict arises as a result
of the marriage, one of the employees will be transferred at the earliest practicable time.

EMPLOYEE L ICENSE AND CERTIFICA TIONS
It is the empl oyeeds r esp ocunreni any lrequidy licenses ard/ere
certifications required by their positionAll required licenses and certificates shall be

brought to the appropriate Department Head to be cdpiethee mp | o yeesenbes p
file. Failure to keep required licensasd certifications arrent may result in termination.
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PERSONNEL/MEDICAL RECORDS, EVALUATIONS
PersonnelRecords

The City Clerk, ordesignee, for theCity will maintain personnel reeds andrelated
peronnel adminigttion functions Questions regamdg insurance, wagesand
interpretation of policies may be directed to the City Clerk or desigliemmployee has
a change in any of the items listed beloamployee shoulde sure to atify their
immedide supervisoas ®on aspossible It is employe® sesponsibility to maintain
the accuracy of this information:

Legal name

Home address

Home telephone number

Person to call in case of emergency

Number of dependents

Marital status

Charge of baeficiary

Driving record orsatus & dr i v e r Oesrployee aperatssaay Gfyi f
vehicles)

9. Military or draft status

10. Exemptions ore mp | o W4 &0oferm (State and Federal)
11. Training Certificates

12. Professional Licengs)

ONOOAWNE

Upon experiencing a faily staus change.,employee shallnatify their immediate
supervisomwithin thirty (30) days for benefit modifications, if necessary.

Personnel File Contents

The following documents will be filenmathet ai ned
Ci s©fficer k 6

ty
1 Employmen application
1 Resime
1 W-4 (for Stae and Federdhx withholding)
1 lowa Centralized Employment Registry (CER) forih hired after
January 1, 1994
Copy of valid drivegs licenseandbr other identification containing a
recent picture
Accident reprts (if appicable)
Status bange forms (if pplicable)
Emegency contact infornteon
Documentation of disciplinary actions
Information release authorization from employee (if applicable)
Statement of ReceifptEmployment PolicyManual (signed cop

=
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1 Statenent of Avalability 7 Knowled g e of Qi tyo "Rhgwo
documnents on hazardous lstances (SDS) present in the workplace
(signed copy)

1 Copies of letters of commendation or praise

T Other documents relating to the employe

Access to Employeénformat ion

City Clerk (or designeehas accessto al employee pernel files; upon regest
supervisors may obtain informationn a fAneed to knowo basi s.

Individual employees have access to their own personneldilgs If an employee
wishes to revew information contaned in his/her prsonnel file, hishe should ndy the
CityClerk The empl oyee must IospectfpPérsonnel Fe fiioRreng.uest t

Any time arequest to inspect a personnel fdemade the following list of records are
exanpt from inspection: trial documents actual employma text, succeson planning
documets and employment references.

A City representative will be present during the examinatidn an empl oyeeds pe
file.

An employee may not remowany item from his/he file but may request thatopies be
made ofspecific documets the employee hasgned Arrangements must be made with
the City Clerk (or designee) for copies during normal business.h&uanployees may be
charged the Cit yiéss If aneemployeadisputésettee adfiracy of @ o p
docunent inhis/herpersonnel filethe ogortunity to include a brief, written statement of
thee mp | o yeesienbo$ the document will be made availablhis statement will be
attached to the documentgnestionand retaind in the persori file.

Information in the persnnel file will reman confidential in all other cases unless release
is authorized in writing by the employee or release is required by |@apies of
documents in employee personndedi maybe made avéble to attorngs and/or
federalstate agenciesnly if a properly ercutedrequesto review the files is received by
the City Clerk (or designee)Only the information specifically requested will be made
available and the employeelMbe notified thathis/her persorel file hasbeenrequestd.

External Disclosure

External disclosurefrom employee records are extremely limitednly the City Clerk
DepartmentHeadsor personnetlesignatedy the City Clerkare authorized talisdose
anyinformationto prospectiveemployers or anywe seekingurrent or prior employmein
information

The Cityds designee wil/|l i nform prospective
City provides only the dates of employment and positions held
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If an employee gins an authorizen in writing for release ohis/herpersonnel filethe
City will comply with the releaseSimilarly, the City will comply with any legally valid
subpoenas.

The City will also comply with open records reqsastderlowa lav.

The Citywill release ayinformation reating to the radts of federalor staterequired
drug tests in accordance with applicable laws.

Medical Records

This policy is intended to address privacy and security practices relating to the Healt
Insurance Portabity and Accounthility Act of 1996 (HIPAA), as amended All
employeemedical records, if any, will be kept in a separate confidential filee City
maintains this information in the strictest confidence and may use or disclose Imedica
information aboutan employee onlyas provided bydw. Medically related information

may include, but is not limited to, results of physical examinations, drug and alcohol
screening testswo r k econspénsation injury reports and other related medical
informaton.

Physical/Mental Examinations

The City may require emplyees to take a jetelated physical examination byhaalth

care providedesi gnated by the City and at the Ci
been offered a position and before #mployeestarts work This exanination may

include drug testingind may includ®ther tests, such dsut not necessarily limited to, a

hearing exam or a baseline back examinatid@pending on the specifiessential
requirements of the positionFailureto sucessfully complete andags such a testill

result in tke City terminatng the application cess and revoking any conditional offer

of employment.

Employees, whoexperiencea mental or physicalcondition that may make the
performance of theiesentialjob functions unsafer which restrictthe performancefo
their essentigob functions shal report that condition ttheir immediate supervisor

The City has a responsibility to its employees and the public to ensure that employees do

not posea potenial hazard to themselseor others Whenever the Cityreasonably

suspets that the physicabr mental condition of an employee is endangering the

empl oyeeds own health or safety and/or the
shall be requestld to umlergo aphysical/mentalexaminationrelated to the essential

functions d his/herjob. The Gty may designate the health care provider to perform the
physical/mental examination. However, the City shall pay for said physical/mental
examination. The Cityhas the right to reqgeand receive aritten reportfollowing the
physical/mental examingin.
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An empl oyee may be placed on medtHealihadre | eave

providersigns a written report stating that the employee camperform the essential

functions of the employe® s j ob d ewvdtlt roi pvithoud rreasonable

accommalation. A statement froma health care providemerely stating that the
employee may return to workill not be accepted by the City as evidencot the

emp | ogabiktydto performhis/heressentiajob functionswith or withaut reaonable

accommodatios

Following an interactive process and analysis@het y may assign t he
d u t yproviderreasonable accommodations to permit the @rapltoperform his/her
essentl job functionsandfacilitate a return tovork.

All  physical/mentalexaminationscollected by the City will be maintained ithe
e mp | o goefidedtmlmedicalfiles.

Introductory Period

The introductory period for norunion Gty employees shall narally be one hunred
eighty days However,upon completion of thentroductorye mp | & ypree dwindred
eighty-day performance evaluationthe introductory period may be extendedn
additional one hundredighty daysupon writen reommendation ofthe immeliate
supervisoy or if the introductory employe is a DepartmentHead by the City
Administrator.

The policy of the City is to employ applicants who are qualified or trainable for City
positions asdetermined by the City ahdardsof education, trainingexperience and
personal qualifications on an-aill basis This introductoryperiod is based on mutual
consent giving the employee an opportunity to become acquainted with the job and
giving the City an opportunity to elizate the employee If, at the conclusion of he
introductory period either he employee othe Ciy may terminate the employment
arrangement anytime.

This introductory peria-dill eamplegmentstatus al t er

Provisions of lhis manal relating to due prass, thecomplant process, appealsr

hearingsshall not apply to angmployeeduringane mp | oy e e 0 ypdriodt r oduct or

Anniversary Date and Orientation

The first dayemployeerepors to work istheirfi o f f i c i a ty dateaThia date ésr s a
used tacompute variousonditions and benefits describi@a themanual

Onemp | o Yfiestevdrking daytheywill be asked to complete employment paperwork

Employe& immediate supervisaill introduce the employedo their co-workersand
other management nnel.
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Performance Evaluation

Becausdhe Cty wantsemployeedo grow and succeed itieir job, the City conducts a
formal performance evaluatioone (1) time per year for each employ&&ew employees
may beevaluatedhear theend of theirintroducbry period An evaluationmay also be
conductedn the ewent of a pranotion or change in duties and responsibilities.

During a formal performancevaluation the employeé immediate supervisamay
cover the following aras:

Thequality and quantity bt he e mpvorky ee 0 s
T h e e mpreliabylity @nd dependability

Thee mp | o gtteudedband teamwork

T he e mpdderercetvark andsafety rules

The public relations aspectefmp | o posit®d s

T he e mpworkgkiiseadd habits

T he e mpgroblgmesaving skills and initiative
Strengthsand areas for imprvement

Ongoing professional growth and development

=4 =4 -8 _8_48_9_9_°_-2

Additional areas may also leealuatedas they relatetb h e e mspecific ple 6 s

An e mp | pefgremancesvaluationprovides anopportunity forcollaborative, twe
way communicaon betweeremployee andtheir immediate supervisorThis is a good
time to discuse mp | o wmterests and future goalEmployeés immediate supervisor
is interested in élping employeeto progress androw in order ® achieve personal as
well as wok-related goals Further training maybe recommended The performance
evaluationgives an opportunity to suggest ways émnployeeto advance and makae

e mp | o jpbewdthtthe City more fulfilling.

DRIVERG6 S LI CHERISA\DEUAGGING PROGRAM
Policyon Dr i v er &eck dnd RlaggngPeogrdin:
Purpose
This policy establishes a system to verify the validity of dfivdicenses for new
employees and volunteers, wholvdtive for the City, and to matain a flaggig system,
which will ensure contiued license validityor existing empbdyees and volunteers who
drive for the City This system will ensure that City drivers meet the &@istandard for
driving City vehicles or prvately-owned vehicles  official City business.
Scope
This policy is inclusive of all City employees and vohteers who operate City

owned/leased vehicles or privatedyned vehicles driven on official City business.
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Minimum Requirements

All City emplyees and volunteers stupossess a igerés license valid in thé&tate of
lowa of the type \ad class appropate to its use, in order to drive a Cawned/leased
vehicle or privatelyowned vehicle on official City business.

Employees with suspeled orrevoked licenses will d&ve their Citydriving privilege
revoked and wilbe subject to the adinistrative proeduresoutlined below in the section
e nt i Rol Gayddrivérswhose Citydriving privilegeshavebeenrevokedo

Driver és License Checland Flagging Program Procedures

Purpose

The purpose of thigrocedure is tomplement the policy o the Driveés License Check
and Flagging Program.

Responsibilities

City employees and volunteers who will drive for the City are responsikle for

1. Providing thei r dr i v eorthes Cityl Clekedrss eOftf i c e upon
employment to vatlate the license andake a copy forhtar personnel
file. Employees and volunteers who possess a dsiieense that is not
issued by the State of lowa must have the gbitit obtin a State of
lowaisst e d d r denseas 6osn abk possible and sulito the City
Cler k 6 s Of lidatecaad ntalm@ caopw for the personnel fileNew
employees and volunteers possessing aloea issued drivés license
must have thelality to obtain a State of loavissued drivédrs | i cens e
within thirty (30) daysand submitittoth€ i t y Clieetokadidate Of f
and make a copy for the personnel file;

2. Submitting a new drivero6s | icense to th
C | e rOffiGeswhen there is a name afge or anew icense issued
Renewal of a currg license does notequire the compteon of a
driverds license check;

3. Maintaining a drives license that is valid in the State of lowa and a
driving record that meets th€ityés gandard for driving Cit-owned/
leasedvehicles on official City businesand

4. Informing ther immediate superviser of all status changes of their
driverds license.

In the event an employee or volunteer requests that City driving privileges be
reinstaeéd, the administrativeprocedures seicin for reinstatement of City dring
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privilege found m this manual must be folleved This applies only when an
employeés or volunteais City driving privilege was revoked and the employee or
volunteer was:

a. Allowed to remain in the sam€ity position wthout maintaining a
City driving privilege;

b. Temporally or permanently transfeed or demoted in pay and/or
rank without maintaining a City driving privilege.

Reinstatement of the City driving privilege llmot necessarily rescind anyisciplinary
adions taken.

Immediatesupervisags of City driversare responsibldor:

1. Ensurng that all City drivers under their supervision have completed a

drivers | i cense check with tmhetlowai ty Cl er k.
licensed drivers havapplied for andare in the process of receiving a
|l owa driseier 6s | i cen

2. Ensuring that new enhpyees and volunteers complete a drisdicense
check with the City Clerkoés Office upon

3. Reporting to the City @ r k dice wih an employee @olunteer wil
no longer be driving a Citpwneal/leased vehicle orrwately-owned
vehicle on dicial City business The City Clerkd ©ffice will update
t his i nformation on t he Driveros Lic
Spreadseet;

4. Forwarding all driveds license checknf or mati on to the City
Office promptly;

5. Revoking an employe®& or voluneeGs privilege to drive a Citpwned/
leased vehicle or a privatebwned vehicle used on official City
business when the CitC | e r Offides has advisedhe immediate
supevisor that the driver no longer nets the Citgs driving
requirements The immediatesuperisor must ensure that the driving
stops immediately and initiate the administrative procedure;

6. Consulting with the @ Clerk 6 s Of f i c ee ofbactionttdtake c our s
for drivers under their supasion who have hadheir City driving
privilege revokedand

7. Informing employees and volunteers of the reinstatemettienf City

driving privilege The administrative praclures ér reinstatement of the
City driving privilege should be followed at thpoint.
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TheCityCer k6s Office:is responsible for

1. Ensuring that all supervisors, employees and volunteers who drive a
City-owned/leased vehicle or privatatyvned vehicleon official City
business armcluded in tle driveiis license check and flagg program;

2. Overseing the annual review of City driveiin all departments to ensure
that all name changes and new license issues have been reported. A
written notice thagll drivers in each departmehtve suppliecurrent
information should be serit o t he Ci fficg aldd¢g withkalb s O
updated driveis license check information by the end of January in each
year;

3. Advising theimmediatesupervisor of an employee oolunteerwho has
had the City dving privilege revoked The administrative peedures
section of tis procedure concerning revocatiof driving privileges
should be followed at this point;

4. Consulting with immediate supervisors tme course of actiorio take
for drivers in their dpartment who ave had their City driving privilesy
revoked;

5. Advisingthe immediate supervisor of an emwyte or volunteer who has
had the City driving privilegeeinstated (when applicablefollow the
reinstatement of Gytdriving privilege section athis procedure

6. Entering employees and volunteewho will drive into the flagging
system;

7. Conducting areview of all existing employeésind voluntee@driving
records with the help of the Hiawatha Police Department sarertha
all drivers meet theninimum requiements for City driving;

8. Advising employees, voluntegrandtheir immediate supervis®rthat
their Aty driving privileges have been revoked his notice will be in
the form of a memorandum, and will be sewot the mmediate
supervisor

9. Maintaining afile that records all actions takenith regard to the
diverds |icense check and fl agging pr of

10. Monitoring the drive@s license check and flagging program to ensure
that all procedures are accurately folkal;

11. Reviewing driving recorsl with the hgd of the Hiawatha Police
Departmensupplied by employeeand volunteers to supervisors for the
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12.

purpose ofeinstatement of the City driving privilege (when applicable);
and

Informing Department Healthat Ciy driving privileges are reinated
to an emppyee or volunteer through a memiodaim.

For City drivers whose City driving privileges have been revoked

1.
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When an employee or volunteer no longer satisfies the minimum City
criteria for driving a City-ownedleased vehicle or privatelyowned
vehicle onofficial City businessa memorangm of revocation willbe
sent by the Ci tthe iminhediatek SuervisorfThei c e
immediate supervisanust ensure that driving stops immediately.

When thedriving privilege is revoked for an empyee or volurger, the
immediate supervisor willhen consult withth&€i t y Cl er ko6s
determine whether arrangements canniede for the continuation of
employment or volunteer activitider the employee or volunteerThe
City CIl er k ¢henrgodmmeminevritimg: | |

a. Whether the employeor volunteer may meain in the same capacity
for the City without maintaining €ity driving privilege;

b. Whether theemployee or volunteer may serve in another capacity, in
the samedepartment without maiaining a Citydriving privilege
This may inclade, but may not be riited to, a permanent or
temporary transfer or demotion innkaand/or pay In the case of a
temporary transfer or demotion, this action would remairffeceat
least until the empl@es or volunees driving privileges are
reinsated; or

c. That the enployee or volunteer cannot remain in the same department
in any capacity without maintaining a City driving privilege.

In the event of termination, theity Cler k 6 s Of f i csandavd | |
proaedures for termination of employees

Volunteers who aanot remain in service to the City without maintaining
a City driving privilege will be notified bythe immediate suervisorthat
they cannot serve the giany Imger due to revocatioof their driving
privilege.

Of f i
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For reinstatementfdhe City driving pivilege:

1. An employee or volunteer must provide a current origimatout of his
or her driving record tthe immediate supervisoand this driving reard
must reflect that the empiee or volunter now meet the minimum
criteria for City driving.

2. The immediate supervisovill promptly forward the copy of this driving
recordtothe@iy Cl er kbés Of fice.

3. The City Clerkos Of feiPadlieeDepartmeantwilhe assi st
review the driving record anddecide whether to reind&a the City
driving privilege to he employee or volunteer If the City driving
privilege is not reinstate, the City Clerkos Of fice
reasolfs) in writing to tke immediate supervisor and sentbpies to the
employee or volunteer.

4. When an mployee or volunteers reinstated with the City driving
privilege

a. The immediate supervisowill be notified in writing through a
memorandum of reinstatement from the City € r KfidesandQhe City
Clerk&s office will follow standard procedures forimstatement

b. TheCiyCl er kdéds Office wild.l then advise t
employee or volunteer of the reinstatement and supply the immediate
supervisor with a quy of the memeoandum of reinstement;and

c. The immediate supervisor will thenform the employee orolunteer of
the notice of reinstatemehy giving the employeer volunteer a copy of
the menorandum of reinstatement

Should an employee or volunteemtest he results of the drivés license chck on the
flagging program they ma

1. Contest the finohgs of the driveis license check and flagging program
by supplying the immediate supervisor witltwrrent original printout of
the driving record The original printout of the driviig record musbe
dated afterany memorandums okvocationin order tobe considered
current Any revocations of driving privileges will stay in effect until the
validity of the driving record supplied by the employee ountter nay
be checked The imnediate supergor should immeiately forward the
original printout ofthedr i vi ng record to the City (
verificaton The City Clerkos Office with the
Police Department will check the vdity of the driving record ina
timely fashon. If the information determinedhrough the drives
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license check and flagging program is found to be in error, necessary
corrections will be made as appropriate, such as reinstatement of driving
privileges;and

2. Review their driving reord as ket by the City Clerb s Qf A i ce
reques should be made irdaance, when possible.

SAFETY/WORKERS 6COMPENSATION INSURANCE
Safety

Safety of employees is of utmost importance to the.C8wfe working conditionand
pradices must bexercisedy every empyee.

Any sakty equipment as daimined by the Citya be necessary for the performance of
the jobshall be worn and/or used by the employee an@dogmenimust be maintained
and operated safely and withimanufaturee's 6 s u g g edetsed par am
Safet equipmenshdl be furnished byte City at no cost tahe employee.

The following departments require specific essential safety equipment:

1 Fire Department: Bunker coats and pants; steel toed rubber boots;
helmetsgloves.

1 Public Worksand WaterDepatmens. Hard hat; reflective vest or
shoulder/waist saps; goggles.

1 Police Department:Bullet proof vest; helmet.

For a full, detail ed csoepey eoafc ht hdee pCa rttyndesn t Sdasf e
or visit the Safety Universitgnline.

On-the-Job Injuries or Job-Related Injuries and Sudden llinesses

ALL employees must be dedicated to the idea that EVERY ACCIDENT CAN BE
PREVENTED.

An onthejob injury is defined as an accidental injury suffered the ®urse of

e mp | o woeke A jsb-relaed injury is @& injury or an illnessthatis directly elated to
an employegerforming assigned job dutiesA sudden illness is where an employee
unexpectedly and without warning becomes sick at work.

In the event & an on-thejob accidem, job-related injury or suden illness of an
empoyee, the followingsteps should be taken:
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1. The employee should be made as comfortable as possible, clearing the
area of all unnecessary personnel;

2. An employee trained in st aid procedures, if availabl should be
summoned so thappropriate firstid can be administede

3. An ambulance, if necessary, should be called for special emergency
treatment at a local hospitathe immediate supervisoshall call
Company Nurse at888-770-0928

4. Theemployeé immediate sup®isor and/or the persons resporisilior
safety shoulde summoned as soon as possidel

5. If an ambulance is not appropriate, the employee along gter
supervisor (if available)must call Company Nurse at 883-770-0928
completinghe #AFi mof hjunRe&p o

These accident predures must be follogd to ensure safety for all employees.

After an emergency or neemergencyon-thejob accidentjob-relatedinjury involving
an employee, the employealong with his/her supervisor (if available) must call
Company Nurseat 8887700928t o ¢ o mp IFiest Report d¢f énjuryd The law
requires that the City keep records on all accident injuries to employéesemployee
should relatehe time, location incident and nature ofthe injury, ard indicate if there
were withesses All employees are expedteo cooperate in supplying the information
neededtocompletthe AFirst .Report of I njury

All injuries or illnesses or any health problemmo matter bw slight they may appear
shoud always beeported These reports amecessey in order to complyvith laws and
initiate insurance andiorkercompensation procedures.

Wor kersd6 Compensation I nsurance

All employees including volunteer members of thére Department,are entitledto
wo r k eampedsation benefitlor onthejob or job-related injures This coverage is
automatic and immediateThe City pays for thisnsurance If employeecannot work
due to a onthejob injury or jobrelated injuy, worke scdmpensation insuree pays
their medical bills and provides a panti (80%) of their netincome untilthey can return
to work after a short waiting period or tifeyare hospitalized, immediately

All injuries or ilinesses arising during employmen must be reported temployeds
immediate supervisommediatelyand,additionally, to the Gty Nurse. Prompt reporting
is the key to prompt benefitsBenefits are automatic, but nothing can happen timil
City knows about the injuryInsure your rig ht to benefits by repotting every injury,
no matter how slight Any emgoyee whosustains avork-related injury or contracts a
job-related illness should:
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1. Inform his/her sipervisor IMMEDIATELY, regardless of severityand
complete the requiredor k ecompénsatiorCompany Nusereportin
atimely manner Failure to reporthe injuryiliness pomptly may result
in disciplinary actionup to and including termination of employment.

2. Follow the City Nursebs direction€i tfydstedhe £i ganta t h
medical clinic or at anemergency room The City selects medical
providerswith the knowledge ad interest in treatment of occupational
problems.(Failure to obtain services where directed may result in the
employee being liable for the treatment gea.)

3. Provide all medical docmentationto the City Clerk sothe necessary
accident reparcan be copleted.

4. If directed,undergo a drug/alcohol screening test.
5. Be available for medical appointments during normal work hours.

6. Return to work as soon asertified to do so bythe health care provider
(An empbyee who fails to return to work #te end 6 an approed
medical absence will be considdrto have voluntarily resigned.)

Giving false or misleading information to obtawo r k ecompensation begfits is
illegal and will result in termiation.

*City Management may offer an employeeonhas beernjured onthe job a position

with modified responsibilities on an interim baslia the event the City elects to offer the

employee a modified duty pdisin andthe health care providaeleases the empleg to

return b work in a modified capacity, themployeemust returnto work at the time

specified Any employee who refuses to return to a modified duty positiay
jeopardi ze theetm@l bgeprdworkersbdbemompensati o

Note: The first three @) days of injury will be considered as &k time. After the
first three (3) days,workersbcompensationinsurance will begin.

Temporary Modified Duty

It has been consistently provirat enployees who are able to return to work sodreal

more quckly physically, mentally and emomally afer a disabhg injury or illness It is
important for employeseto re-establish a normal work pattern as soon as possible and to
feel they areneeded ad appreciated.

The City may offer an emple@g who has stéred a medically certified injuryllness @

disability (including pregnancy) a position with modified responsibilities on an interim
basis| f t he dealhlcare/peoeidimsieags the mployee to return to work in a
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modified capaity, and the @y has temporary modified duty alable for which the
employee isqualified,and whi ch meets the healthenh <car e
employeamust return to work at the time specifie

Likewise, an employee may make a written retjterstemporay modified duty totheir
immediatesupervisor Therequestmust be accompanied by the en
providerds release and identify thee restri
performed with or without reasonable accommodatio

Thehealthc a r e p rretease mustrinotie:

1 An assessent ofthe nature and probable duration of teadition

1 Return to work date (or anticipated return to work date)

1 Affirmation the healthcare pre i der revi ewed t he empl o
description

1 Nature of ary restrictions physcal dbr neemal e mpl oy ee
adivities; and

T Either a description of reasonabl e ac
essential job functions the health care provider mepoor a
affirmation by the healthcare providerttha the employeecan perform
the essential functien of the tempary mdified duty assignment
proposed by the City

If an employee provided a release, the FMLA Coordinatay contact the healtbhare

providerb ask speci fic que smedicltendia vithuespedtitbe e mp |
carrying outtemporarymodified duty assignments Employees ortemporarymodified

duty shall receive all the compensation and benefits they would receive if not on
temporarymodified duty, except they shall have a workhedule and dies assigned.

Temporarymodified duty will be reevaluded on a regular basis for reasonableness until

the employee may return to work with or without reasonable accommodations.
Evaluations requie a written statement concerning the emptoges me dditiena | co
from thetreating health a& provider.

This policy in no way affects the privileges of employees under the provisions of the
Family and Medical Leave Act, Fair Labor Standards, MAmeicans with Disabilities

Act As Amendedor other federal ostate lave.

Hazardous Substances Work place Program

Purpose

The purpose of this program is to inform employees that the City is complying with the

OSHA Hazard CommunicatioBtandarddund at29 C.F.R.8 1910.1200 by compiling a
hazardos chemicals §t, by using safety data sheets &) by ensurig thatcontainers
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are labeled, by providing proper training to employees and by communicating this
information toCity employees.

This praggram appes to all City work operations where empé®s may be exgsed to
hazardous substances undermal workingcondiions or during an emergency situation.

The Safety Committeis the program coordinator who has overall responsibility for the
progran. The Safety Committeevill review and update therpgram, as nexssary.

All employees can obtaifurther informaion on this hazard communication programd
applicable SDSs and chemical information lists fithhe Safety Committee or the online
SafetyUniversty. Pursuant to this program, employeed wé informedof the contents

of the Qobally Hamonized Systenfor GHS), the hazardous properties of chemicals
with which they work, safe handling procedures and measures to take to protect
themselvesrbm theg chemicals.

If, after reading this programan employeewould like to recommend improvement
please cont the Safety Committee The City encouragefeedback becaudee City is
committed to the successitd program andhe safety ofts enployees.

Hazard Evaluation Procedures

T h e Cehemigabisventoy is a list of hazardous chemic&lisown to be pesentin the

Ci t woikgslace. Anyone who comes into contact with the hazardous chemicals on the
list needs to know what those chemicate and low to protect themselves.The
hazardous cheigals on the ikt cover a variety of physical fiors including quids,

solids, gases, vapors, fumes and mists.

The list of hazardous chemicals will be updatedOmpartment Headas necessary.
Depatment Hads shall keethe chemical inventory lisis1 eachdepartnentwherethey
areaccessible durgpworking hours In addition,DepartmentHead shallkeep a copy of
the lists at their respectiv@epartments After the chemical inventory is compiled,
senes as a list of every chemical for whi@hSDS must be maitained.

Safety Data Sheets (SDSs)

The SDSausedby the City are fact sheets for chemicals which pose a physical or health
hazard in the workplaceSDSs provideCity employees with speic information on the
chemicals they use.

SDSs shal be in Engli® and include at least the sectioeaders and infmaton required
under the law. A binder with the SD#skept at each loation. Employees can obtain
access to them by reviewing thentber andor talking totheir immediate supervisar
Department Heah
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Labels and Other Forms of Warnng

Labels list at ¢ast the productentifier, signal word, hazard statement(s), pictogram(s),
precautionary statement(s), and the name, addresslapdarenumber of the chemical

manufacturer, importesr other respasible party. The product identiér is found on the

label, the SDS antthe chemical inventory. The hazard warning is a brief statement of the
hazardous effects of the chemical (ifelammablé or @A causes |l ung damag

Department Headare responsikl for ensuring that all hazardookemicals are labeled
andupdated an@nsuing that newly purchased materials are checked for labels prior to
use. Department Headwill also refer to tke correponding SDS to assist employees in
verifying label informaton. TheCity shall not remove odeface existing labglon
incoming condiners or hazardous chemicals unless the container is immediately marked
with the required information. All labelshall ke legible, in English, and prominently
displayed on the comtiner or readily available in thveork area throughowach shift.

Training

Everyone who works with or is potentially #fe
initial training andany necessary retraining on the GHS standard and st use of

those hazardous chemicals.

AEX p@®s umreeans t byeadis siibfecetbearmazardous chemical in the course

of employment through any route of entry (inhalation, ingestion, skin cowtact

absaption, etc.) and includes potential (e.gaccidental or pesi bl e) exposur
Whenever a nevhazard is introducedr an old hazaraghanges, additional training is

provided.

Information and trainingare critical pars of the GHS program. The Gty trains its
employees to read and understand tii@rmation on &bels andDSs, determine how the
information can be dhined and used itheir own work areas, and understand the risks of
exposure to the chemicals in their work areas as well as thetogydect themselves.

The Cgoalyisote ens@w employee undstanding including being aware hat
employeesnay beexposed to hazards chemicals, knowing how to read and use labels
(with posted pictogramisand SDSs, and appropriately following thr®tecive measures
the City hasestablished.

Training Content
The City will provide appropriate tiaing and thetraining plan emphasizethese
elements:

1 Summary of thestandard and this written program, including what

hazardous chemicals are preséim, labéing system used, and access to
SDS informaton and what imeans.
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Methods and observationsathmay be used to dett the presencero
release of a hazardous chemical in the work.area

Physical, health, simple asphyxiation, combustible dust anabpwgric

gas hazards, as well as hazards not othemiessified, othe chemicals

in the work area (g., potential for fre, explosion, etg.

Health hazards, including signs and symptoms of exposure, associated
with exposure to chemicals and any medicahdition known to be
aggravated by exposure to ttleemical.

Procelures to protect against hazaraluding specific ppcedures the

City has implemented to protect employees from exposure to hazardous
chemicals (e.g., engineering controls; work prastior méods to
assure proper use and handling oferolicals; persaa protective
equipment requiredra its proper use anmhaintenance; angrocedures

for reporting chemical emergencies).

Hazards of Nonroutine Tasks

If employees are required to perforamy hazedous nonroutine tasks that have the

potentid to expose thme to hazardous chemicalte City informs employees othese
hazards byaving a onen-one discussion.

|  HAVE

RECEIVED THE CI'TY OF HI AWATHAGS

SUBSTANCES IN WORKPLACE POLICY. | UNDERSTAND THAT | MUST
ABIDE BY THE HAZARDOUS SUBSTANCE PROCEDURES AS A CONDITION
OF EMPLOYMENT WITH THE CITY.

Employees

Signature

Date

*Original signature page is filed in personnel file
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Bloodborne Pathogens

The City is committed to proding a safe ath healthful work environment forlla
employees.In pursuit of this goalthe following exposure control plan (ECP) is provided

to eliminate or minimize occupational exposure to bloodbpatboges in accordance

with OSHA standard 2€.F.R.81 91 0. 1080 d b dBne Pat hoakeyns. 0
document to asst the Cityin implementing and ensuring compliance with the standard,
thereby protectin@ity employees.This ECP includes:

1 Deteminationof employee exposure

1 Implementation of varias methods ofxg@osure control, including:
A Universal precautions

A Engireering and work pctice controls

A Personal protective equipment

A Housekeeping

Hepatitis B vaccination

Postexposure evaluation and limv-up

Communication of hazards to employees andhingj
Recordkeejng

Procedures for evaluating ainmstances surroundir@xposure incidest

= =4 =4 -8 9

DEFINITIONS

Bloodborne Pathogenspathogenic microorganisms that are present in human blood and
can causélisease in lmmans. These pathogens include, but arelimoited to, heptitis B
virus ( AHBYV mnunadefidientywim@mHIi Vo) .

Contamnated the presence or the reasonably anticipated presence of blood or other
potentially infectious materialsn an item @ surface.

Decontamination:the use of physal or chemickmeans to remove, inactivate asiroy
bloodborne pditogens on a surfacor item to the point where they are no longer capable
of transmitting infectious particles and the surface anite remered safe for handling,
use or disposal.

EngineeringControls: controls (e.g., sharps disga containers, seffheathing needles,

safer medical devices, such as sharps with engineered sharps injury protections and
needleless systems) that idelaor renove the bloodborne pathogens hazard from the
workplace.

Exposure Incident a specific eyemouth, other mucous embrane, nofintad skin or
parenteral contact with blood or other potentially infectious materials that results from the
performanceof an enployeds duties.

HandwashingFacilities. a facility providing an adequate supply of runnipgtable
water, soa@nd singleuse tovels or airdrying machines.

36|Page

T



Occupational Exposure reasonably anticipated skin, eye, mucous membrane or
parenteralcontactwith blood or other potentially infectious aterials thatmay result
from the performance @n employeé duties.

Ot her Potentially I nfectious Materials (AOPI
Includes
(1) The following human body fldis: semren, vaginal secretions, cerebrospinal
fluid, synovial fluid pleural fluid, pericardial fluidperitoneal fluid, amiotic
fluid, salva in dental procedures, any body fluid that is visibly contaminated
with blood, and all body fluids in situatiomghere itis difficult or impossible
to differentiatebetween bodyl@iids;
(2) Any unfixed tissue or gan (other than intaskin) from a hman (living or
dead); and
(3) HIV-containing cell or tissue cultures, organ cultures, and-HiVHBV-
containing cuiure medum or other solutions; and blood, organsather
tissuedrom experimental animals infectedth HIV or HBV.

Personal ProtectivdE q u i p me n t. spediafz@dclothing or equipment worn by an
employee for protection against a hazaf@eneralwork clathes (e.g., uniforms, pants,
shirts or blousg not intendd to function as protection againat hazard are not
corsidered to be psonal protective equipment.

Sterilize the use of a physical or chemical procedure to destroy all microbial life
including highly resistant bacterial endospores.

Universal Precaubns an approach to infection coal. According to he concept of
Universal Precautions, all human blood and certain human body fluids are treated as if
known to be infectious for HIVHIBV andother bloodborne pathogens.

Work Practice Caotrols: contols that reduce the likelihood okgosure by alteringhie
manner in whib a task is performed (e.g., prohibiting recapping of needles by -a two
handed technique).

PROGRAM ADMINISTRATION

1 The Safgg Committeeis responsible for implementatioof the ECP.
The Safety Committewill maintain, review and update ¢hECP at least
amually, and whenever necessarinclude new or modified tasks and
procedures. The contact location/phone number the Ciy Clerk is:
101 Emmons St., Hiawatha, (313931515.

 This ECP shall be provided toemployes during their
orientation/onboardingvith the City. Additionally, the City Clerkshall
make this ECP available to employees upon their request is@nadze
time frame, place and manner. In no casdl shaemploye 6s r equest
for a copy of this ECRake longer than fiien (15) workinglays.
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1 Those employees who are determined to have occupational exposure to
blood or other potentially infectious matds (OPIM) must comply with
the procedures and wopkactices odined in this ECP.

1 The immediate quervisos will provide and maintain all nessary PPE,
engineering controls (e.g., sharps containers), labels, and red bags as
required by the standard dirwill ensure that adequate supplies are
available inthe approprite sizes.

1 The Safety Committewill be responsible fornsuring that all medad
actions required bthe ECPre performed and that appropriate employee
health and OSHA records are maintaine

1 TheSafety Committeavill be responsible for traing, documention of
training and making the witen ECP available temployees, OSHA and
NIOSH representatives.

1 The Safety Committeas responsible for reviewing and updating this
policy at least anndig and whenever needed. The review shall include
arny changes inechnology utilized bythe City that eliminate or reduce
exposure to bloodborneathogens and shall documéinéCityd s annual
consideration and implementation of appropriate commerciadyadle
and effective safer medical devices desigtweliminate © minimize
occupational exposure.

EMPLOYEE EXPOSURE DET ERMINATION

While theexposure risk for employsés low due to the types of roles and positionthat
City, the City wans to make sure all employees understand the potential risks
acompanying expsure. No positions or employees #ite City are reasoray
anticipated to com into contact with blood or OPIM. In addition, those trained in First
Aid, cardiopulmonary resuscitatio€PR & the automated external defiballor AED)
may hae exposure shuld they choose to utilize the Bkilearned in theseourses. Note,
employees choosing to utilize AED skills must folldheCi t y 0 polics \EhBn doing

so.

METHODS OF IMPLEMENTATION AND CONTROL

Universal Precautions

All employees wil utilize universal precautions.

Exposure Contrd Plan

Employees cosred by the bloodborngathogens standard receive an explanation of this
ECP during their initial training sessiofit. will also bereviewedin their annual refresher
training. All empoyeescan revew this plan at any time duringdi work shifts by
aacessing it in thie department bindersor online at theSafety University website

Contactthe immediate supervisor the City Clek, whowill provide an employee with a
hard copy ofhe ECP withirfifteen (15) days of the request.
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Engineering Controlsand Work Practices

Engireering controls and work practice controls will be used to prevent or minimize
exposure tdloodborne pathgens. The specific engineering controls and workaice
controk used are listed below:

1 Employeeshallutilize approprate PPE.

1 Handwashing fatities are available to all employees, and, if
handwashing is not feasible, an employee shall request @@€0
antiseptic hand cleanser and clean clothes#tswr antisptic towelettes.

If the employee idicates that handwaisty is not feasiblethe Gty will
provide the employee with one of these items.

1 Sharps disposal containers are inspected and nreedtair eplaced by
vendor partner ThinkSafghenevemnecessary tprevent overfilling.

The City identifies the need fochanges in engineering dools and work practices
through review of OSHA records, employee interviews, safety checks and by cansulti
the @ t yisk sontrol consultant.The City evaluates new praedures and new products
regularly ly reviewing literatue, supplier information ahconsultingt h e  Qiskt y 6 s
control consultant.Both employees and managemané involvedin this proces in the
following manner: through review of work gutices and idcussion about changes
and/or conceis. The Safety Comittee is responsible forensuring that these
recommendations are implemented.

Personal Protective Equipment (PPE)

PPE is provideda City employees at no cost to themTraining in theuse of the
appropriate PPE for specific taskspocedures is provet by themmediatesupevisor.
The types of PPE available to employees are as foll@l®zes, resuscitation mask and
protective gewear PPE is located in the kits at each AED urfthe AED unts are at
City Hall, the Library, Phlic Works, the Polie Department and the Fiftation. The
Fire Chiefis responsible for ensuring PPE is available.

All employees using PPE must obsethefollowing precautions:

1 Wash hands immediatebr as sooras feasible after removing gloves or
other PPE.

1 Remove PE after it becomes contanated and before leaving the work
area.

1 Used PPE may be disposed of in biohazard bags which are alsallocate
at theAED units.

1 Wear appropriate gloves whenstrieasonablgnticipated that there may
be hand eontact with blood olOPIM, and when handlingraouching
contaminated items or surfaces; replace gloves if torn, punctured or
contaminated, or if their dliy to function as a barrier is compromised.
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9 Utility gloves maybe decontaminated for reuse if thaitegrity is not
compromised; discard utilitygloves if they show signs of cracking,
peeling, tearing, puncturing or deterioration.

1 Never wash or decontanate dsposable gloves for reus&he Citywill
properly dispos of contaminated disposable gloves.

1 Wear appropriate facand eye protection wheplashes, sprays, spatters
or droplets of blood or OPIM pose a hazard to the eye, nose or mouth.

1 Remove imnediatelyor as soon as feasible any garment conta@tha
by blood or OPIM, in such a way as to avoiéntact with the outer
surface.

1 When PPE is reoved it shall be placed in the designated area or
container for storage, washing, decontamination or dispsee he
foll owing section AHousekeepingo).

1 For allPPE that isiot disposablghe City shall cleanlaunder or dispose
of all contaminated PPEEmployees shall not attempt to clean, launder
or dispose of contaminated PPE on their own.

Housekeeping

The Cityshall ensure that its worksites are maintdiirea clearand sanitary condition.
Any employe who has concernsgarding the cleanliness their worksite shall provide
those concerns tie City Clerk

Regulated waste is placed in containerdcWhare closable, constructed to contain all
contentsand preventieakage appropriately labeled or wy-coded (see the liowing
secti on , d@d aldsedl psod Jo removal to prevent spillage or protrusion of
contents during handling. Vendor parti@ninkSde is responsible for handling sharps
disposécontainersand other regulated waste.

Contamnated sharps are dacled immediately or a®gn as possible in containers that
are closable, puncturesistant, leak proof on sides and bottoms, angrogpiaely
labeled orcolor-coded Sharps disposabntainers a available in restrooms. If a shar
disposal containeis not located iremploe e b ecat i on 6 s theyeald like o m
one,the employee shoulkbntactthe City Clerk Bins are cleaed anddecontaminated as
soon as feasible after vide contaminaon. Broken glassware that may t@ntaminated

is only picked up using mechaniaameans, such as a brush and dustpan.

Labels

The following labeling methods are ustadoughout the City a red lag with a biohazard
label. The immediate swgvisos areresponsible foensuring that warnm labels are
affixed, or red bags are used &gjured, if requlated waste or contaminated equipment is
broughtinto the facility. Employees are to noiftheir appropriate Department He#d
they discoverregulated wae containers, refrigerators contaig blood or OPIM,
contaminated equipment, etc.,tivout proper labels.
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HEPATITIS B VACCINATION

The City will provide training to employees on hepatitds vacchations, addressing

safety, benefits, efficgc methods ofadministration and availability. Ehhepatitis B

vaccindion series is available to yremployee reasonablanticipated to come into

contact with blood or other OPIM at no cost after ihgiaployee training and withiten

(10) days of inital assignment Employees reasonably anticipatedcome into contact

with blood or OPIM are ideniéd in the exposure determination section of this pfkuar.

those employees identified in the exposideeermnation section of this plan, vaccination

is encouraged umss: 1) documentation exists thdtet employee has preusly received

the series; 2)antibody testing reveals that the employee is immune; or 3) medical
evaluation shows that vaccinatisdontrandicated. However, if an employee declines

the vaccinatin, the employee must sign a dediioa form. Employeesvho decline may

request andatain the vaccination at a later date at no cost. Documentation of refusal of

the vaccination is kepwith the City Clerki n t he empl oy edicdldileeconf i de:
Vaccination will be provided by adensed health caregfessional to be determined by

the employee receiving the vaccination émel City. Following the medical evaluation, a

copy of thehealth@ar e pr of essi onal 6s tamediandtpeidedtopi ni on
the employee withirfifteen (15) days of the cmpletion of the evaluation.It will be

limited to whether the employee requires the hepaitrsiccine and whether the vaccine
wasadminisered.

POST-EXPOSURE EVALUATION AND FOLLOW -UP

Should an gposure incident occur, contattte City Clerk orthe Cily Nurseat 1-888
7700928 Animmediately available confidential medical evaluation and foilgawill

be conducted by a licensedalth cae professional to be determined by the aédct
employee ad the City. The medical evaluatioand follow up shalbe at no cost to the
employee. Following initial first aid (clean the wound, flush eyes or other mucous
membrane, etc.), the follong activties will be performed:

Document the routesf exposureand how the exposure occurred.

Idenify and document thesource individual (unless th€ity can

establish that identification is infeasible or prohibited by state or local

law).

1 Obtain conset and nake arrangements to have the source individua
tested as@n as possible to determine HIV, M@nd HBV infectivity,
document that the source indk i dual 6s t est resul ts wer e
empl oyeebdbs health care provider.

1 If the source individuals alreagt known to be HIV, HCV and/or HBV
positive, rew testing ned not be performed.

1 Assure that theexposed employee igrovided with the source

indivi dual 6s test results and with infor ma

laws and regulations concerningetidenity and infectious status of the

source indivdual (e.g.laws protecting confidentiality).

T
T
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1 After obtaining consent col | ect e X plood asdsooer asp | oy ee b6 s
feasible after exposure incident, and test blood for HBV and HIV
serological status

1 If the empbyee does not give consent for HIV serologteating duing
collection of blood for baselingesting, preserve ¢hbaseline blood
sample for ateastninety ©0) days; if the exposed employee elects to
have the baseline sample tested during tsting period, perform
testing as soon as feasible.

1 Postexposureprophylaxis, when medically indicad, as recommended
by the U.S. Public Health Seréac

1 Counseling if requested.

1 Evaluation of reported illnesses.

ADMINISTRATION OF POST -EXPOSURE EVALUATI ON AND FOLLOW -UP

The City Clerk/Mercy Occupational ddlth ensuresthat health care professional(s)

responsible for employbé s hepat i t i sd p@stexposuecdavatuation amch a n
folow-up are given a <copy of OSHAOT®e Ciyl oodbor n
Clerk/Mercy Occupational Healttnsures that thhealth car@rofessional evaluating an
employeeafter an exposure @ndent receives the following:

T a description of the employeebs job d
incident

1 route(s) of exposure

1 circumstanes of exposure

1 if possible, results of theame individa | 6 s bl ood t est

1 relevant employee ndgcal records, includg vaccination status

The City Clerk shall provide the employee with a copy of the evaluating health care
pr of es s i on mibnbnthinvfiftean (1% @days aftepcompletion of ¢hevaluation.

PROCEDURES FOR EVALUATING THE CIRC UMSTANCES SURROUNDING
AN EXPOSURE INCIDENT

The Saéty Committeewill review the circumstances of all exposure incidents to
determine:

engineering contralin useat the time

work practices followed

a desciption of thedevice being used (including typedaiorand)
protective guipment or clothing that wassed at the time of the
exposure incident (gloves, eye shields, etc.)

location of the incident

procedue beingperformed when the incident occurred

employeés training

= =4 =4 -4
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The City Clerkwill record all perctaneous injuries fromontaminated sharps in a Sharp
Injury Log.

If revisions to this ECP are necessaiye Safety Committee and the City Clevkll
ersure thaappropriate changes are made.

EMPLOYEE TRA INING

All employees who have occupational expesto bloodborne patiyens receive initial
and annuktraining offered by the&€ity. All employees who have occupational exposure
to bloodborne pathogenseceive training on the epidemiology, symptoms and
transmission obloodborne pathogen diseasds. addition, the trainingorogram covers,

at a minimumthe elements required by OSHA.

Training materials are available by contacting City Clerk
RECORDKEEPING
Training Records

Training records are congikd for eaclemployee upon completion of traigin These
documents Wl be keptby the City Clerkfor at least thre€3) years from the date on
which the training occurred. The training records inelube de&es of the training
sessions, the contents @arsummary othe training session, the namesigications of
persors conducting the training sessj and the names/job titles of all persons attending
the training sessions. An emplogeaining records kall be available to the employee
for examindion and coping upon request of the employeeheTlrecords shall be ade
available in a reasonablieie frame, but under no circumstances whk Citytake longer
thanfifteen (15) days to comply withthe reqest.

Medical Records

Medical records are nratained for each employee with occupational egpce in
accordance wh 29C.F.R.§1 910 . 1 0 X9 to Eniplyee Exposure and Medical
R e ¢ o rThesCityoClerkis responsible for maintenance of thquieed nedical records.
These confidential recordseakept for &least the employ@esluration of enployment
plus thirty (30) years Employee medicatecords are provided upon request of the
employee or to anyone having written consent of the employten fifteen (15)
working days.Such requests shiolbe sent to The City of HiawathaAttn: City Clerk.

OSHA Recordkeeping
An exposure incidentisval uated to determine 1 f the

Requirements (29 C.F.R. 1904). This determiration and the recording activities are
done ly the City Ckrk
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Sharps Injury Log

In additionto the 8 1904 Recorlkleeping Requirements, all petaneous injuries from
contaminated sharps are also recorded in a Sharps Injurwhicy shall be kepby the
City Clerk All incidences must include agdst:

date @ the injury;

type and brand of th@evice involved (synge suture needle)
departmenbr work area where the incident occurred
explanation of how the incident occurred.

= =4 =4 -4

This log is revewed agart of the annual program evaluation andntaned for &least
five (5) years following theend of the calendarear covered.If a copy is regested by
anyone, it must have any personal identifiers removed from the report.
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HEPATITIS B VACCINE DECLINAT ION
(MANDATORY FOR IDENTIFIED EMPLOYEE Y9)

| understandhtat due to my occupational exposurékood or other potdrally infectious
materials Imay be at risk of acquiring hepatitis B virus (HBV) infectionhave been
given the opportunity to beaccinded with hepatitis B vaccine, at no chargartgself.
However, | decline hepatitis B vaccimat at this time. | understand that by declining
this vaccine, | continue to be at risk of acquiring hepatitis B, a serious didéasehe
future | continueto have occupational exposure to blood dreotpotentlly infectious
materials and | wantot be vaccinated witthepatitis B vaccine, | can cgeive the
vaccination series at no charge to me.

Signed: (Employe&lame)

Date:
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PERSONAL PROTECTIVE EQUIPMENT (PPE) POLICY
Refer toAppendix, pages 8161
SEATBELT/RESTRAINT PO LICY

lowa Code§ 321.445 requires the driver and front seat occupants of a vehicle to wear a
safety beltany timethe vehicle is in forward motion on a streethighway in the state of
lowa.

It is the City 6p®licy thatall employees andny otheroccyants ofCity vehiclesand
equipment,and personal and rental cars used on offi€aly businessuse sadty bels
and shoulderestraints

Per the exemptionn lowa Code 8 321.445(b), in specific situatios including
garbage/srd waste truck operators @ collection routeemployees on a meter reading
route or performing street patching work are exemphftbe séety belt requirements
while actively perfornmg the pb duties requiring the employee to aligrom and
reenter he vehicle at frequent imeals, providing the vehicle does not exceed 25 miles
per hour between stop&mployeeshall comply withthe lawat all other times.

Employees operating egument wth rollover protectior(fi R O P $hall ako wear safety
beltswhen operating the equipnten

Employees are also prohibited from riding in or on parts of a vehiclelesdned for
human occupanc Thisincludes but is not limited tppickup andtruck boyes, fenders,
trailers,steps bumperstail gatesand emergesy vehicles

Employees rast take appropriate safety measures into consideration when driving or
traveling in motorized City vehiek or egipment.

Failure to comply with these rulés a viohtion of state law punishable by citatiand
fine and a viadtion of theCity6 s s pmlfcye whych is cause for disciplinary actiamp
to and including termination of employment.

PERSONAL ENTERTAIN MENT DEVICES

In an effort to minimize the diractionto fellow workers, the use of radioschpersonal
entertainnre Nt devi ces savork station is peprittedyoale ibthe volume of
these devices is maintained at a level that, in theimpiof Gty Management, does not
interfere with the afe operdon of the equipment and other actigiiin the area, doest
infringe on the rightsf citizens or other employees and does not attract the attention of a
casual visitor to the aredlelevisions orother devices that require or attract thteraion

of the employee or other persons are petmitted during workhours Violations may
reault in disciplinary actionup to and including termination of employment.

46|Page



USE OF ELECTRONIC DEVICES WHIL E DRIVIN G

An employee using a cellular phone whilgecatinga City-owned vehicle is encouraged
to ue handdree technolgy or cease motor vehiclgerations during the course of the
conversation The City deems it unsafe to hold a cellular phone wtiging and
therefore requires the use of hanflee technabgy. Any use of a hantteld cellular
phone while driving shold be kept to an absoluteinimum and only during emergency
situations Further, any use of a cellular phone, including h&nelstechnolay, while in

a vehicle, public or private, sronglydiscouraged.

TRAFFIC VIOLATIONS

Penalies/fines resultingfrom moving traffic violatons and/or nomompliance with
transportation requirements (such as tarping at the landfill) while aperaity
equipment are the responsibility of the enygleoperdor. Violations will result in
disciplinary actionup to aml including termination oémployment.

USE OF EQUIPMENT AND VEHICLES

When using Cityequipment and vehiclesn duty,employeesare expectedto exercise
care, perform required mainterz&nand ftlow all operating instructions, safesyandards
and guidehes.

If an employee iswuhorized to operate a City vehicle in the coursdistherassigned
work, or if the employe@perats hisherown vehicle in performing he e mpgdb,oy ee 6 s
theemployeanust adhere to the following rules:

1. Employeemust be an low licensed driver with theroper endorsements
and be insurable.

2. Employeemust maintain mileage reports when usimg/her personal
vehicle.

3. Employee is responsible for following all themanufact r er 6 s
recommended maintenance schedwtesaintain valid weaanties, and
for followingt he manuf acturerdés recommended o0i |

4. The City provides insurance on City vehicles, howgfarary accident
the employeewill be responsibledr the cst associated with any fines,
moving or parking violation if upon investigationthe enployee is
determined to have been in violation of deyleral state orcity law,
ordinance oipolicy.

5. Empgoyeemust keep the vehicle clean at all timédsmployeemustalso
wash and vacuum the vehicle aseaftas necessaryfEmgoyee will be
reimbursed fo his/herreasonable expense of keeping the vehicle clean
Employee shouldetain any receipts for reimsement.

6. Persons not authorized or employed by thiy €annotoperate or ride in
a City vehicle.
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7. Prior to operation of anyCity vehicle, the employeé immediate
supervisomwill train the employe®n the appropriate steps to takehé
employee isinvolved in anaccidenti filling out the accident report,
getting rames of witnesses and so on.

8. The employe should otify his/her supervisor if any equipment,
machnes, tools or vehicles appear to be damawedefective orneed
repair.

The improper, carelesaegligent, destructive or unsafe use g@eaationof equipment or
vehicles can result inigtiplinary actionup to and including termination of efoyment.

Employees off duty shall not use City vehicles, equipment or facilities unless previously
approwed by their immediate supervisor When a ‘ehicle isin the possession of an
employee duringff duty hours, it ball only be used for City business when thecdhe
arises It shall not be used for personal errands or other activities, except for personal
errands @ the way to and from workAs appoved bythe City Administrator/Mayor,
certain erployees may be authieed to drive City vehicles to their homebse of City
vehicles for commuting shall be considered taxable compensation to the employee.

Accidents

Any accidentwhether or not damagesults to City vehicles equipment and/or fatigis
shall be reporé immediately to the City Administrator/FinanDé&ector. When deemed
appropriate by the City Administrator, the accident willilngestigatedand suequent
action taken.

RESTITUTION FOR LOSSOR DAMAGE OF CITY FURNISHED EQUIPMENT

When loss or damageo tCity furnished equipment, i,epersonal or gneral usage
items/machines or vehicles, is due to negligence, malfeasance or unnecessdny abhuse
empl oyee, t h enmegliatg dperviser shallsestablish a reasonable value of
restitution This valie and a description of the conditions surroundirggloss or damage
justifying the value shall be submitted to the City Administrator for @agdr After
approval by the CityAdministrator, therestitution amount shall be made knowenthe
employee andhie conditions and schedule of restitution shalihe: arranged by mutual
agreement with written consent by the employe€he City may reque& that he
restitution be paid by withholdgs fromt he empl oyee bs j(poaaCodee c k
Chapter 91A Refusal to restitute by the employshall be grouds for immediate
termination of employmentClaims will be submitted tthe City Council fa approal.

SMOKING/SMOKELESS TOBACCO POLI CY
TheCity is committed to providing a safe,dihy and comfortablenvironment for all of
its employees and will conmp with the lowa Smoke free Air Act of 2008The law

prohibits smoking within the confinexd any public buildings owned, leased or enated
by or under the control of the City, theoginds of any publibuilding owned, operated,
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leased or controlled byh¢ City, and all City-provided vehicles and roadslated
equipment However, the City haslectedto exercise one of its options oénmitting
smokingin designated areas adjacenttiopublic buildings Employees who smoke in
the permitted areas shdublispose of any smoking material in a trash receptacle for
safety precautions and to reduiceer.

Because theCity may be subjecto criminal and civil penalties for violationsf o
applicable smokingaws, the City expectsstrict compliance wittthis policy. Employees
smoking in nomsmoking areas may be subject to disciplinary actipntoand induding
termination of employment.

All citizens and vi sitor-Smokimigtohianr etatse smEWkLi'N obne
requested to cease the use of all tobacoduymts for the duration of their presence in
these areas.

In addition to smoking, the usd e-cigarettes, vapor products and smokslésbacce
related products (to include dippindghewing, etc.) withinthe confines of any public
buildings owned, leaseor operated by or under the control of the City, the grounds of
any public building owned, perated,leased or controlled by the Citand all City-
provided vehicles and roagdslatedequipment are prohitsd However, the City has
elected to exercise onaf its options of permitting the use of tobacco and smoking
products, ecigarettes, vapor rpducts and smokeless tobaccelated prodats in
designated areas adjacent to its publidldngs. Employees Wwo use tobacco and
smoking products,-eigarettesyapor products ansimokeless tobace®lated products in
the permitted areas should dispa$eany such material in a trash receptadier safey
precautions and to reduce litter.

Employees using tobaocand smoking products,-aigarettes, vapor produgctand
smokeless tobacemlated products in nesmoking areas may be subject to disciplinary
action up to and including termination employmaent.

DRESS CODE/PERSONAL APPEARANCE OF BMPLOYEES

The City is a business workplace with a public image that idiract result of its
employees, both individually and collectively Quality service, posive attiude,
cooperation, good custometagons and pleasing personal appearance aref&etors in
creating ad maintaining a favorable and professional image.

The City expects employees to be neat and clean in their grooming and personal hygiene

Anemploeeds appear an c schiagparance&inders qr is debrimentalitof
the public image and pesfmance of the City as a whole, to his/her owngelformance
or to a fellow employeeds performance.

Heavily scented lotionsperfumes or cdognes should be avoided in consideratioh o
other enployees and the public.
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All apparel shll be selected wittommon sense and appropriate for the .ta&gparel
shall be tasloriented and appropriate to the circumstances of the situation, i.e. field
inspectiors, off-site or onsite meetings/ckses, priessional conferences, etc.

Office empoyees are expected follow a business casual type of dress cotl¢hen
jeans are allowed to be worn, they are not to be ripped, tattered or wordopdrel
swch as spghetti straps, low cut tops or dghi or fip flops (beach)shoes are not
consideed business casualtie¢. Office clothing and footwear shall be cleamd
adequately maintained (free of holes, tears and.rips)

Field empl oy e eoctwaar &ollad lie mpprogriateafor the thsacaweathe
conditions. Footwear shall be adeqe&t maintained (fre@f holes, tears and rips)All
employees are expea to consider safety as a top priority in their dress code.
Employees shall follow all ate andfederal regulations regardiniair, facial hair,
clothing and jewelry requirementdere applicable.

Hair (facial or other) shall be neat and tidy and lshat present a health or safety hazard
depending on the emplayeeds particular job f

Body piercings including ear lobe gaugklugs(other thantwo earringsworn in each
eal), should not be visile or must be removed or covereNo jewelry shold cause a
safety hazard (i.eitems that can be pulled or caught on objects or in macghioer
egupment)

Clothing or tattoos thatisibly display unprofessionandbr offensive images, symbols
or larguage are prohibited. Unprofessioaaldbr offensve includes but is not limited
to:

a. Nudity;

b. Sexually explicit;

c. Violent;

d. Profane;

e. Discriminatory or harassingowards a protected ck$age, ace, creed,

color, sex, sexual orientati, gender identitynational origin, religion or
disability).

If the immediate supervisaetermines thatlothing or atattooviolates this prohibition
and the othing or tattoocannot be covered in a maerwhich meets thiglress code, the
individual will not be eligiblefor employment with the City.

DepartmentHeads are rg@nsible for enforcing the guidelines in their department and
will have the authorityd make ydgment calls for inappropriate dee Comgdiance with
the intent of this policy sil be determined by reasonablg@ersonstandard Any
employee who does nanteet the standards of this policy will be required to take
corrective action, which nyainclude covering the clothing or tattoor deaving the
premises Any work time missed bewse of failure to goply with this policy will not
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be compensated, and refmsh violation of this policy may be cause for disciplinary
action up to and includingerminaton of employment.

An employeese=king a eligious or healthrelated accommodatioi this policy shoud
speak with theirmmediatesupervisoy Department Headr the City Clerk.

UNIFORMS/CITY -PROVIDED CLOTHING
The following policies and preclures Wl apply for City-provided clothiig:

1. Employees who are eligible for Cigrovidedclothing may be funshed
with a uniform including any or all of the follomg items: shirts,
sweatshirts, pants, jackets and safed shoes/boots.

2. The amaint andfrequency of clothing allowance atlated wi be set by
t he e mprhnegiatesupesvisor based on mding included in the
individual department budget andd i | i ne wi th the Cityods
Protective Equipment (PPE) Policy.

3. City-provided cloting is © be worn only during City work owhile
enroute to and from work Any clothing that is worn for genetaisage
or is adaptable as ordinary clothing could besidered taxable under
Internal Revenue Service Publication-B5 Empl oyer 6 Tax Gui d
Fringe Benefits Section 15 Equipment adlowances, Work Clothes
and Uniform Allowancesrad Reimbursements

4. Uniform items remain the property of the Citypon sepaation from
employmentuniforms and all other City property must be returpedr
totheissuace of the empllbanemdyre fdils to a l check.
return his or her unifon at the end of empyment, the cost of such
uniform may be deducted from ttemp | oyeebs paycheck pur
lowa CodeChapter 91A

INCLEMENT WEATHER

Because th&€ity seves the citizens of the City, Citiall will remain operduring its
regular busines hours During cergin inclement weather eventsowever, it may be
necessy to closeCity Hall or other City offices and facilities

Inclement weather is daeed asa severe snowstorm (defined as Hdid condions as
determined by the National Wibar Service) or othesevere weather conditions, such as
a tornado or floodlig conditions In such inclement weather evertse following policy
will be in effed:
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If the City closes ae mp | 0 y e &0b athe publit faailities the regular fultime and
regular partime employeeshall be paid for hours lost due to thevsing of the office
without loss of vacation, personal or compensatory.time

If an enployee & unable to get to work, he/shey charge ach an absence to vacation,
personal tine off or compensatoryime provided he/she has the time accumulatédo

paid time off is available, the employee may choose to take the time off without fray wit
Departnent Head approval.

If the inclenentweather should occur the day before or the déter one of the aerved
holidays, holiday paghallbe paid to all eligile employees.

If an employee requesto leave work early becauseiotlementweatherand therequest
is approved, the employeeay use ecumulated compensatory time, persomaktoff or

vacation If no paid time off is available, the employee may d®do take time off
without pay with Department Head approval.

Employees in departmen that serve the public during severe weat (incuding
departments that provide snow rerabservices) are exgted to report to work during
inclementweather conditns.

SUPPLEMENTAL EMPLOYMENT

Employment in addition to City employment is allowedtitloesnot interfere with the
e mp | o peef@ndagme of his/her City duties and responkilds or reflect adersely
upon the City or conflict with applicabkkate and federal laws Employees shall request
approval fromtheir immediate superviseforany ouside employmentNo City-owned
vehcles, egipment or facilities shall be used duyi such outside emptment In the
case of uniformed employeessehicles, equipmentrouniforms may be worn or used
during such outside employment willepartmentHead aproval.

Employees engaged in autlred suplemental employment may compete dirgdt as
a party to copetitive bidding for the purchase of commaodities or servicehdCity if
there isno conflict with applicablestate andederal laws concaing corilict of interest.

All employeesare bann& from supplemental employmentluring leave, including
FMLA, with the exception of approved vacation, compensatory time orqekleave.

CONFLICT OF INTEREST

Employeedave an obligation to conductisinessn a way that avoids actual or potil
corflicts of interest. Activities that anaconsistentincomgatible or in conflict with City
employmeninclude but are not Inited tq using city time facilities, equipment, supplies

or influence to gie the enployee orhis/herimmediate familynembersan advantage or
pecuniary benefit thasinot available t@ther members of the general publagtivities

that involve the regipt of or pomise of or acceptance of money or other consideration by

52|Page



the enployee @ his/herimmediate family for thgerformame of an act that the person
would be rguired or expected tperform as part ofis/herregular City duties; activities
where a City employee directly or indirectly controls, inspects, reviews, audits or
enforces the responsibility of hiker City dutiesover his/herimmediate family members

or an organization thamploysor isintendsto employthee mp | o inmmediats family
member or in which the City employee has a finanmiadther interest.

Employees shold disclose the existence of amglationslip with outside persons or
entitieswhenCity employees havmfluence over transactions with those outside persons
or entities

Failure to abide by this policy can resultdisciplinary actionup toand induding
termination of employment.

GIFTS

No employee shall directly or indirectlykcit, accept or regive any gift because of City

service or employment or any actwitonnected with such employment provided that

duly authorized compensationrgpided by the Mayor and City Council shatiot be

deemed a violation of this policyif gifts in excess of $2®Pare received from a known

source, they shall be returnedtothe nder wi th an explanation of

If non-alcoholic consumabk (i.e., cookies, cake, candy, €tcare eceived  a
department or other City operatiothey may be accepteon behalf of the City and
shared by the personnel in thd¢partmat or operation All gifts received from an
unknown source shall be turnedeo to tie City Administrator for transfdyy the Maor

to a charitable institution or otheeneficiary Anyenp | oy e e, or an empl oye
or minor child who received a difor gifts exceeding $15 in accumulative value in any
one calendar day, shalisclo® in writing on a report form deabed by lhe Secretary of
State, the nature of thgift, the date theiff is received the name of the donor and the
name of the doneyith exception to the Fire Departmertiowever, the donee need not
report food and leverage provided for immediate cangption n the presence of the
donor By the 1%h day of the month fitlowing the month in which the gifts have been
received a copy ofthe report disclosing the gift or gifts shall be filed in the office of the
Linn Couwnty Auditor.

POLITICAL ACTIVITY /SOLICIATI ON
Political activity must not interferwith job attendancer performance.
City employees shall not, while performing offitduties or while usingity equipment
or vehiclesat thee mp | o yigpesd by reason of position, solicit in any maer
contributions for any political party or cdidate or engage img political activity during

working hours that impairs the effeascy of the position or presence during the working
hours
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City employes shall nd usetheir City position and/or dicial auhority to influenceor
coercethe voteor political action dany other persons.

Employees who supervisgher Cityemployes shall not directly or indirectly solicit the
employeessupervised to contriie mong, anything of value or service # candidte
seeking election or a political pamy a candidatés poitical committee.

A department employee who becomes a candidatarfy elective public office shall,
upon request of the employee and comnm@nanytime within thirty (30) days prioto a
primary, special or general election, andhimouing until afterthe thirtyday period,
automatically be given a leave of absendthout pay An employee who is a candidate
for any elective public office sti notcampaign while on duty as an emptey

This section shall not be construed to plohiany employee orrgup of employees,
individually or collectively, from expressingphest opinions and convictions, or making
statements and comments concernitigeir wages or other conditions of their
employment.

Any City employee whose principal goyment is in conndmon with an activity which

is financed in whole or part by loaws grants made by the United States or a federal
agency, except an individualho exe&cises no function in connection tiithat &tivity,
shall not:

1. Use his or her oitial authority or iffluence for the purpose of
interfering with or affecting the resubf an election or a nomination for
office.

2. Directly or indirectly coerceattemptto coerce, command or advise a
stake or loc4 officer or employee to pay, lend ormoibute anything of
value to a party, committee, organization, agency or person liticgio
purposes

3. Be a candidate for elective office.

4. Solicit other employes or vsitors for their own business orgamizatian
unless the City Administrator grantermission. Howeveisolicitations
in the event of celebrating or in the event of atllear illness are
exempt.

CONFIDENTIALITY OF INFORMATION

It is theC i t polcy to ensure thaCity operations, actities andbusiness affairs are
made transparendt h e Cilizéng &l@vever some information is confidential as set
forth by stateor federal law, and some informatjoif revealed, could jeopardize the
ability of the City or its citizens to condublusinessn a competitive manner Some
information that may be deemedroprietary may include, but is not limited to,
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copyrighted documnts, original plans and/or drawings and other information that is the
propety of the City.

Employeesshall not disclee confieéntial or proprietary information unleasithorized in
writing by the City Administrator or City AttorneyEmployeedound tobe violating this
policy will be subject to disciplinary action, up to andluding termination and also
may be subjeado civil and/or criminal penalties.
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SECTION IV -PROMOTIONS AND TRAN SFER
Job Posting

Whenever a position becomes available, a naifceuch opening will be posted within
the City worksites for &leastten (L0) calerdar days before the deadline faltifig the
position A job posting generally inades the position t&, salary range, minimum
hiring specifications and the closingtddor filing applications Applicants, including
current employees, shalelxonsi@éred on the basis of ability, penfoance, gperience,
training, aptitude and othgb-related qualificdons.

Employment Recruitment and Application

It shall be the plecy of the City to carry on such recruitment programs as necessary to
seek ait and gcure the most qualified individisato appy for City positions at all levels
of sevice.

Applicationsshall be made on forms provided for such purpose by the OffiteedTity

Clerk Such forms may require i nfsdhachkyaundaodbn conce
training and experience, sidence,physical fithess and other permissibtdormation,
includingreferences, deemed pertinent by management.

Applications may berejected if the applicant does not possess the minimum
gualifications for theposition, if the applicant cannot perforthe essetial functions of
the position with or whout reasonable aommmodation, oif the applicanthas made any
false statement of gmmaterialfact orattempted to practice any deception or fraud in the
application.

It is City policy not to accept uncited applications and/or resume$he City will only
accept apptiationsand/or resumesvhen there is a job opening available, extiged
and/or posted at City Hall and on the City website.

Promotions andTr ansfer

All full -time employees transferreat pronoted to a new position with significantly
different job dutieswill be considered to b& an Introductory Period for the first
ninety (90) calendar daysbeginning with the first day in the new positidh during the
introductoryperiod an emplgee pronoted or transferred finds that the pamitiis not
desirable,the employeewill be given the opportunity to return tbis/her previous
position or a position of similar status and pay, if available, atdibereton of City
Management Any wage ate adjstment granted upon completion of timroductory
period is ompletely at the discretion of City Management and creates nargaa or
promise of continued employment or future pay adjustments.

To qualfy for a promotion or transferan employe must tave heldhis/her current
position for a nmimum of six (6) moths, unless the period of service is waived by City
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Management Approval of promotions or transfers depends largely upon training,
experienceand work record After discussion of any antemplaed transfer with

e mp | o guerenteugpavisor, requests shabe directly submitted t¢ he e mpl oyeeds
currentsupervisorin writing.

There will not be an immediate change in the pay rate of an empldyee tansferred

from one norunion positon to aother norunion position in the same payep If an

employe is transferred to a position in a class haviriggaerlevel pay step than from

which the employee was transferred, such change will be etb@npronotion If an

employee is transfezd to anon-union position having a lower payesgt than either the

union or norunion class from which transferred, temployeé immediate supervisor

will place the employean the step within such lower gradéat is equal to or

immediately above thenep | ogcare@ipapnd i nf or m tofice. City CIl er Kk

TheCity considers internal candidates along with external candidates for opepasiti

An empl oyeeds progress wil |l nbee mahgermeatd upon
evaluation of his/her abili to acept more responsibility and the availdapi of

promotional @ening As each new position becomes available, the appropriate
superviso will consider thoseindividuals within the Citg s e nwhd may hae

interest in the position an@ho meetthe necesary qualificatiors. To this end, each

enployee is responsibléor keeping the City informed of his/her career interest and

pursuits incontinuing education.

Rehire

All former employees are consideredwndéires and have no accumulated rights or
benefitsfrom previous employment.

If an employeas a rehire, the Cytfollows the provisions of ERISA pertaining to breaks
in service in detenining eligibility and past credits for retirement benefitd-or
informationpertaining to these provisionsgplse cotact the City Clerk.

Residency

City empdoyees need not livenside the City limits, unless required [Sfate or City
Code.
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SECTION V - EMPLOYEE DISCIPLINE/TERMINATION
EMPLOYEE DISCIPLINE

The successf the City depends upon the confidence aiedpectemployees generate
while in their offices or at their workstaons, representing the City at a business function,
or in social gathengs. Employees must be able to work with others, to comply with the
rules andegulations of the City, to adjusi chamge and to promote the best intesast

the City. Where condat does not meet expectatiordisciplinary action, up to and
includingtermination, will take place.

While it is not possible to list all foms of kehavior that areonsidered unaccegble in
the workplace, the following are examplef infractions oftie rules of conduct that may
result in disciplinary action, up to and inding termination of employmen(This list is

not all inclusive andpot withstanding this listall employeesareemploy ed fdat wi I | . 0
1 Violation of these polies
1 A pattern of msaisfactory work performance, work habits, attitude or

demeanar
1 A patternof tardiness or absenteeism
1 Sleeping on the job during working hours
1 Refusaor inability to obtain proof of ontinuedability to work when so

requested
1 Theft or misappropriationor unauthorizegpossession of City property,
cow o r k mrapexty, cistone r papertyand/oc | i ent s.6 property

1 Negligent or recklessconduct leading to damage of Citpwned or
citizen-owned poperty.

1 Failure to immediately report dege to, or an accideinvolving, City

equipment

Speeding or careless driving of City vekgl

Falsifying timekeeping records

Falsifying employment or othevork-relatel records

Conviction of a crime wich cass doubt on the ability of the employee

to perform the job effetively.

91 Disregarding smoking, safety or security regulations (includesring
of safety glasses, back supports, helmets, vests, etc.)

1 Working underthe influence of alcoholllegal drugs orany medication
or controlled substanoshen directed not to wé.

1 Possession, distribution, sale, transfer or use of alcolegial drugsor
controlled substances or medication not prescribed the enegloyhe
workplace, while on duty or whil@peratig City-owned or leased
vehicles or equipent

1 Fighting or thratening violence or using obscene, abusiviihreatening
language in thevorkplace
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1 Insubordination with assigned employees;wawrkers, supefisors o
managers

91 Disrespectful conduct otvard enployees, ceworkers, supervisors,
manages, customers, clients vendors.

1 Possession of dangerous or unauthorized materials, sugplasiees or

unauthorized weapons firearms, in the workplace

Unauhorizeddisclosure of confidential informiai.

Unauthorized information release to the nawsdia

Activity which involves conflict of interest

Use of official position for personal eaintage

Off-duty misconduct when it harms tiiei t neputation, opetions

product, or when the nature ofetimiscowluct is very serious or closely

related ® t he emphoyeg®sujob in an employe

performance or inability to perforims/her duties

= =4 =4 -8 9

Disciplinary Action for Unacceptable Performance/Behvior

The purpose of disciplinary actiors ito enare high standards of performance and
efficiency, to maintairpositive working relationships among employees and to provide
the citizers of the City with the highest possible level of professional pubidce. The

City will consider disciplinay action when an employee violate these policiesand
guidelines, or Wwen the employds conduct reflects poorly on the City and hinders the
effectiveness of City operations. The City reserves its right to uséewdr asciplinary
action it deems apprapte in any situation,up to and including termation of
employment. However, the City will provide advance notice, where possible, to the
enmployee of problems with hiser performance or behavior in order tade the
employee an opportunity to remetihe prdlem.

Although one or more of theseeps may be taken inonnection with a particular
employeé s behavi or ,nopartigla erderoor system saguired The City
may terminate the employmerelatonship without following any paxular seies of
steps whenever it determinestirh e  disctetjo tbatterminationshould occur.

Disciplinary Practices and Procedures

Disciplinary action applies to all employees and pertains to matte@@ndct as well as
the performance of dies. While the disciplinary action may progrefssm the lowest to
the highest form of discipline depending on the severity of the infradti@ene may be
certain infractions which are serious enough to warbgpiassng some or all of the
lower levelsand takng more severe action immediatelizikewise, there may be ties
when the City may decide to repeat a disciplinary st@pe main purpse of these
procedures and the related disciplinary actions is ngiutash, but to motivate an
employeeo carect aproblem or change a behavior and makeGlig a better and me
productive place to work.
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Discipline Procedure: Unacceptable behaviowhich does not lead to immediate
terminationmay be dealt with in #following manner:

1. Oral Counseling

2. Written Warnng.

3. Suspension.

4. Termination
Definitions

Oral Counseling Theemployeé immediate supeisor will discuss theperformance or
behavior defet with the employeeincluding the action necessary to @t thedefect
and the consequences f#Hilure to orrect the defect The employeé& immedate
supervisor will document this counseling int h e e mppemsonreele fdes The
employeés immediate superviseshall request thathe employeeign theoral cainseling
documentand if the employeeefuses to $gn, theemployeé immediate supervisahall
indicatethe enp | o yrefesélan thedocument. The employee shatkceive a copy of
the oral counselingdocument Oral counsling does not mean thétte enp | o gjab &6
in immediate dangehowe\er, the employeemust promptly correct the perfoance or
behavior dedct and sustain such correction going forwafdh e e mpdignayue erd s
the oral counseling document does muticate thatthe employeeagees with what is
stated, it simply signiéis thatthe matter was discussed withe employe and the
employeereceived the document.

Written Warning Ift h e e m pérforsnanesd Isehaviordoes not improvéollowing
anoral counseling, depending upthe seerity of the performance or behaval deéct,
theemploye& immediate supervisovill discuss thadefect with the employeand issue

a written warning tahe employeadentifying the performance or behavior defect, the
action necessary to correthe peformance or behavior defect, arithtthe employee
must promptly correct the perfoance or behavior dedt and sustain such correction
going forward. Theemployeé immediate supervisavill issue a written warning tthe
employee providing the employe with a copy and placing a copy the emp oy e e & s
personnel file. The employeé& immediate supervisahall request thathe employee
sign the written warning and the employeeefuses to sign the employeé immediate
supervisorshall indicae on thewritten warning thatthe employeewas given an
opportunity to sign but refused taodso. T h e e mp signgtueeeod she written
warning does not indicate thidte employeagrees with what is stated, it simply signifies
that the matter was disssed wih the employeeand the employeereceived tle
document.

Suspensian If the employe Opsrformanceor behavior warrantsa suspension or the
performance or behaviodefect is not corrected within the time period set thg
employeé immediate superviss and depemling on the severity ofcontinied
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performance or behavior defects or wkbn of City policis and guidelinesthe
employeewill be suspended.

Suspensionis a leave withoutpay of one (1) to three(3) days. The enployeds
immediatesupervi®r has the discretioto determinghe time period of the suspension,
depending onhe severity of the otumstances.The employee igxpected tspend the

leave without pay considering how to correct the performance or behavior defect, how to
coformtot he Ci t y ddsguiqelméser wheleesto rasigrhis/heremployment.

A suspension and the reass therefor will be documented inh e e mppkrsognele 6 s
file andthe employeewill receive a copy. The employeé immediate supervisahdl
request thatthe employesign the aspeision dwcumentation andf the employeeefuses

to sign the employeé& immediate supervisoshall indicate on the suspension
documentation thahe employee wagiven an opportunity to sign but refused to do so.
The enp | o y ®geaduse on the suspensiaocumentation does not indicate thtte
employee agres with what s stated, it simply signifies that the matter was discussed
with the employe@andthe employeeeceived the documentation.

Termination If the emplog e pesformance or behavior wartantemination of their
employmentor if the perbrmance or behaviorefiect has not been corrected upon
requestt h e e mpemployreemtonsll be terminated.The employeé immediate
supervisorwill meet with the emploge to discuss the circumstances dewy to the
deckion to terminaté h e e mpemmoymeeat @rsd will pvide the employeavith a

copy of the written documentation and place a copy of the termination documentation in
t he e mppersogneldilé $he employeds immediate supervis@hal request that

the employe sign the terminatiodocumentation andf the employeeefuses to signthe
employeés immediate supervis@hall indicate on the termination documentation that
the employee wagiven an oppotunity to sign but refused to do.sofThee mp| oy ee 4 s
signature on theetmination doumentation does natbdicate thatthe employee agrees
with what is stated, it simply signifies that the matter was discussedheitamployee
andthe employeeeceived the documentation.

Note: Pursuant to lowa Code 88 22.7(11)and 22.15 the following information
contained in personnel records relating to documented disciplinary action is
considered a public record:

The fact that an individual resigned in lied ®rmination, was discharged or was
demotel as tke result of a disciplinary &ion, and thedocumented reasonsdrationale
for the resignation in lieu of termination, the discharge or the demadimployees shall
be notified in writing that a disciplaryacion taken against them, the writtemtification
shall be placed in tlirepersonnefile, andmay becomea public record.

Pursuant tdowa Code§ 22.15, a government body that takes disciplinary action against
an employee that may result in doemted rasons to support a demotion, disgjeaor
resignation in lieu of dischhge beingplaed i n t h eersenmg recory, @reoie
taking such disciplinary action, shall notify the employee in writing that the information
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pl aced i n tpérmnekfilapd aceswdt efGhe disciphry ation may become
a public recad.

At-will employees are not sjot to thefjust cause standavdor termination Rather,
atwill employees may be terminated at any time for any reason, other than anh illeg
reasm. This manual desnot establista contractual rightto employmentor conditions

for employmenbetweerthe City and employees.

Appeal of Disciplinary Action

If an employeelisagres with the disciplinary actiomssued bythe employeés immediate
supervisoy the employeanay requesto discuss the situation withis/her siperusor 6 s
manager. A disa@sion will be held betweethe employeghis/her sipervisor andhe
immediate supervisor snanager. The employeenmay have ahird-party presen at this
discussion, provided the third nya is available within a reasonable time perio@he
employeé immaliate supervis@rs man ager thenemployeds immediate
supervisob s di sci plinary action or may modify it.

EMPLOYMENT TERMINATION

The City opeates under the principle of-aill employment. This means that neithéne
employee nor the City has mered into a contract regarding the duration tfe
e mp | o gmpleyinent. The employee ifree to terminatdis/heremployment with the
City at anytime, with or without reasonLikewise, he City has the right to terminatee
emd oy empiogment, oothawise discipline, transfer or demadtee employeat any
time, with or without reason, at the discretion of the Ciljhe City expectshat the
employeewill give at least twq2) week®written notice, indicating the effectiwdate, in
the event othe enp | o yresigratoon. T h e e mpfina gheck frswages will be
issued in accordance with federal and state wage and hourPawgsiant tdowa Code§
91A.5, the employeeuthorizes that nused vacation, comp time andgick leave hours
(if applicable) may be withheld until all City property has been returned, all
overpayments of wages and benefits have been resolved and albelhersasfied.
The City must have a forwarding address,so the City can send final checksand a
W-2 form at yea end.

Insurance Conversion Privileges According to the Federal Consolidated Omnibus
Budget Reconciliated Act (COBRA) of 1985, in the evehan enp | o ytermeir@ation

of employmentwith the City or loss of eligibility to remain eered undet he sCi t y o
grow health insurance prograiimne employeendhis/hereligible dependents may have

the right to continued coverage undeh e  (eakh ynSusmce program for a limited

period oftimeatt h e e mpekpense e 6 s

At the employe@ exit interview orupon ermination,the employeavill receive written
information onhow to continuet h e e mpihsoraneeecoverage and any other
benefitsthe emplogecurrentlyhasas an employee whe eligble for continuation.The
employee shodl consulthis/her sipervisa or the City Clerkfor additional details.
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Exit Interviews In aresignation otermination situation, the Citgxpectsto conduct an
exit interview to discus$ h e e mprdasoiys@éreeasng and any other impressions
the anployeemay have abduthe City. During the exit interviewthe employeecan
provide insights into areas for improvement the City can madkeery attempt will be
made tokeep all information confidentialThe enployeemay choose not to participate
in anexit interview.

Reurn of City Property Any City property issued tan employegincluding but not
limited to, computer equipment, keys acredit/procuremencard must be returned to
the City at thdime oft h e e mpdrmunatere 6 s

Former Empbyees Depending ora forne r empl oyeeobdshe Gityandyi f i cat i
consider a former employee foreenploymentSuch appl i cants are subj
usud pre-enmployment procedures.

PostEmploymat Refeence Checkinquiries The City will respond to good faith

referencecheck inquiries postemploymentonly witht he f or me rdatesnop | oy e e 0 ¢
employment and titles heldA good faith reference ched¥y aprospetive employeris

separate and distih from an open records request made under lowde@S§ 22.7(11)

and 2.15.

As an employee of th€ity, the employee shouldot under any circumstances respond to
any requests for information regarding anothemplyee, unless it is part ofthe

e mp | o gssiged $ob responsibilities.If it is not, the employee shall forard the
information requego his/her sipervisor.
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SECTION VI - DISCRIMINATION, HARASSMENT AND RETALIATION
Purpose

The purpose of this paly is 1o ensure equal employment and advanent @portunities.

|t i's t he @iretagdopsomagieogusiec igdividuals on the basis of their
gualifications, interests and aptitude, and without regard to race, religion, creed, color,
sex, gende gende identity, sexual orientation, pregncy, age, national origin,
disability, geneticinformation, or any ther daracteristic protected by local, state or
federal law. This policy applies to all terms, conditions and privileges of employment,
including, lut not limited to, recruiting, hirig, traning, transfers, promotions, benefits,
discipline andterminaton. The purpose of this policy is also nmaintain a healthy work
environmentwhere all individuals are treated with respect and dignitfinally, the
purpose of this policy ito provide pracedures for reporting, investigating ame$olving
complaints ddisaimination,harassment anetaliation

Policy

It is the policy of the City that all employees have the right to work in an enveanm
free of all forms ofdiscrimination harassmenand retaliation The City will not tolerate,
condone or allovdiscimination,harassmendr retaliationby any employee or other non
employees who conduct business with the Citthe City considergdisaimination,
harassment ancetaliationto beforms of serious employee misconductherefore the

City shall takedired and immediate action to prevent such behavior, and to remedy all
reported instances afiscrimination,harassment ancketaliation Any violation of this

City policy, e v e nviofatramsawallr lead todisciplinary actionup to and including
terminaion of employment.

Definitions

Discriminationn Unfair or unequal treatment of an individual or a group in the workplace
based upontheir race, religion, creed, color, sex, ghm, g&der identity, sexual
orientation, pregnayy, age, national agin, dsability, genetic information or any other
characteristic protected by law.

Harassment Unwelcome verbal or newerbal actions by aamployeeor nonremployee

which are hostile ooffensive and intimidate and/or insult any imdiual or group in th
workplace based upon their race, religion, creed, color, sex, gender, gender identity,
sexual orientation, pregnancy, age, national origisebility, genetic information or any
othercharateristic protected by law.

SexualHarassment Unwelcome sexal adrances, requests for sexual favors and other
verbal or physical conduct of a sexual nature when:
1. Submission to such conduct is made eitexplcitly or implicitly a term
or condiion of employment; or
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2. Submission to or rejectionf such conduct by aemployee is used as the
basis for employment decisions affecting the employee; or

3. Such conduct has the purpose or effect of unreasonabitjenig with
an empl oyeeos ovacredng gn extimidatingnlzostie er
offensiveworking environment.

Hosile or Offensive Working EnvironmenYerbal or norverbalharassment thatreates
an intimidating or offensive work environmeniatinterferes wi t h an i ndi vi du
performare.

Unwelcome Sexual conduct is unwelcome wiegeer the person sulgied b it considers

it unwelcome. The conduct may be unwelcome even though the victim voluntarily
engages in it to avoid adverse treatmem. third-party viewer may additionally be
offendedand consider such conduct unwelcomed.

Verbal Harassment Sexwal innuendoes, degrading or suggestive comments, repeated
pressure for dates, jokes of a sexual nature, unwelcome sexual flirtations, dpgradin
words used to describe an individual, obse antbr graphic descriptions of an

i ndi vwsibddy @r tbreats tht johb wages, assignments, promotions or working
conditions could be affected if the individual does not agree to a suggested sexual
relatiorship.

NonVerbal Harassment Sexually sugestive or offensive objects or pictures,
inapprriate usage of voiceail, e-mail, the internet or other such sources as a means to
express or obtain sexual material, comments etc., printed or written matedkiding
offensive cartoons, suggestive offensve sounds, whistling, catcalls or obscene
gestures, any matafiwhich inappropriately raises the issue of sex or discrimination, and
treating an employee differently than other employees wWie¢she hasefusedan offer

of sexual relations.

Phystal Harassment Unsolicited or unwelcome physicaontact of a sexuahatue,
which may include touching, hugging, massages, kissing, pinching, patting or regularly
brushing against the body of another person.

Retaligion: Punishing an employee by detimg him/her, terminating him/her or
changinghis/her work conditionsin a material way because tlenmployeemade a good
faith report of discrimination or harassment or becauseethployeeparticipated, in
goodfaith, in an investigation into discriminati or larassment.

Prohibited Conduct

Discrimination, any form of ha@ssmat and retaliation are prohibiteghd will not be
tolerated.
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Covered Individuals

Individuals covered underihpolicy include emploges andapplicants for employment
voluntees, memilers of the public, elected officials andopminted boards and
commissons.

Supervisory Responsibilities
Eachsupervisor shall be responsible for preventing prohibited activities as defined above
which includesput is not limited to:

1 Monitoring the wok environment on a dailybasis for signs hat
harassment, disonination andbr retaliationmay be occurring;

1 Training andcounseling all employees on whainstitutes harassment
discrimination and retadtion ircluding identifyingthe types of bedwior
prohibited by t h e Ci t y énd propealiites fory reporting ah
resdving complaints of harassmemtiscrimination and retaliation

1 Documenting harassment, discrimination and/or retaliatory behavior and
assisting an employeein fiing a complaint vith the appropriate
investigative authority (regdless if the employewars to document or
report the behavior);

1 Taking immediate action to st@my observedharassing, discriminatory
and/or retaliatorybehavio and t&ing appropriate steps teeport the
behavor, whether or not the involved employesm® within his/her he
of supervision; and

1 Taking immediate action pending investigation of harassing,
discriminatory and/or retaliatory behaviorlf a situation requires
separation of the parties, careoshld betaken to avoid actions that
appear to push the complainantTransfer or reassignment of any of the
parties involved should be voluntaiy possible and, if nonvoluntary,
should be temporary penditige outome of the investigation

Failing t carry out these responsibilities will be considd in any evaluatio or
promotional decisions and may beounds for disciplinary action, up to and including
terminationof employment.

Employee Responsibilites

Eat employee othe Cityis responsil@ for asistingin the prevention of harassment,
discrimination and taliation through the following acts:

1. Refraining from participation in, or encouragementaations that could
be perceived as harassmefhiscrimination or retaliation

2. Reporting ats of harassment, discrimination and/or retabatito a
supervisor; ad
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3. Encouraging any employee who confides thakhe is being harassed,
discriminated againgir retaliated againsb document the behavioesd
report these acts tosupervisor.

Falure of any employee to carry out the above msgbilities will beconsdered in any
performance evaluation or promotional decisions and may be groundsségulinary
action, up to andhcludingterminationof employment

Complaint ResolutionProcedues
See Section X.
Investigation Procedures
See Section X.
Retaliation
1. Retaliation against any employee for filing a harasspistrimination
or retaliationcomplaint, or for assisting, testifying or papating in the
investigation of such a cagutaint, is illegal and is prohibited by &City
and by federal states.
2. Retaliation is a form of employee misconductAny evidence of
retaliation shall be considered a separate violation of this policy atid sh

be handled byusing the Complaint Resdlan/Investigation Procedures
in SectionX.

3. The City Administrator supenisor andany internal investigatorshall
monitor to ensure that retaliation does not occur. However, employees
who experience or observetaligdion are responsible for reporting i
usingthe Complaint ResolutidimvestigationProceduresn SectionX.
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SECTION VII - WORKPLACE VIOLENCE
Purpose

The purpose of this policy is to maintain a healthy and safe work environment in which
all individuals are treated with respect and digniiyd to provide procedures for
reporting, investating and resolvingomphints of workplace violence.

Policy

The City is concerned about the increased violence in society, which has also filtered into
many wakplaces and has taken steps to help pravaridents or violence from
occurring within theemployment relatiosp o the City. Acts or threats of physical
violence, including intimidation, harassment and/or coercion, which involve or affect the
City, or whichoccur on City propertywill not be tolerated.

Prohibit ed Conduct

Acts or threatof violence include @ndud which is sufficiently severe, offensive or
intimidating to alter the employment conditions at the City, or to create a hostile, abusive
or intimidating work environment for one eseverhemployees.Examples of workplace
violence include, but areat limited to, the following:

1. All threats or acts of violence occurring on City premises, regardless of
the relationship between the City ahe paties involved.

2. All threats or actsf violence occurring off City premises involving
someone who eithesiacing in the capacity as a representative of the
City or is the target or victim of the threat or act of violence because of
his/her statugas an mployee of the City.

Specific examfes of conduct which may be considered threatsaots of violence
include, but are not limitedo, the following:

9 Hitting, grabbingor shoving an individual.
1 Threateningo hit, grab or shovan individual or ks/her family, friends

or associates
 Threaeningb damage or destrayy an individual¢
1 Intentionally damlmgingor destroying an individual 6s
1 Intentionaly damaging or destroyinGity property.
1 Stalking, defined as a person who repeatedigl inentionally engages

in contact or sweillance directed at an individual that wouldusa a

reasonable peos to feel terrorized, frightened, intimidated or

threatened, or to fear that the person intends to cause bodily injury or

other harm to thahdividua | or a member inomedide hat i ndiwv
family. Repeatedly is defined as orohar more occasions.
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1 Unauhorized possession of firearms or weapons.
Covered Individuals

The City prohibition against threats and acts of violence applies peralbnsnvolved in

t he City 6 scluding éut aot limited ,to parsonnel, contracand temporary
workers andanyone else on City propertyiolations of this policy by any individual on
City property will lead to disciplinary action, up to amtluding termination and/or
legal action a apprriate.

Supervisory Responsibilities

To further the impact othisp ol i cy, empl oy ees thairamneediate fidut y
supervisos, City Management and other persons possibly affected of any suspicio
workplace activities or situations thadtey obgrve or become aware of that involve other
employees, former goloyees, citizas or visitors.

Eachsupervisor shall be responsible for preventing prabddactivities as defined above
and as follows:

1 Monitoring the work environment on a daily basfor signs that
workplace violencenay be occuing;

1 Training andcounseling all employees on whatonstitutesworkplace
violence on the types of behavior prohibitbkg t he Ci tyadds pol i cy
procedures foraportingand resolvingvorkplace violencge

1 Stoppirg behavior that appears to leorkplace volence and taking
appropriate stept intervene, whether or not the involved employees are
within his/her line of supervision; and

1 Documenting events of workpa violence and assisting an employee in
filing a complaint with the appropriate investigatiauthority (regardkes
if the emplyee wants to document or report tiehavior); and

1 Taking immediate action to prevent retaliation toward the complaining
party or witnesses and to eliminate the risk violence pending
investigation. If a situation equires separation tiie partiescare should
be taken to avoid actions that appear to punish the complaifiartsfer
or reassignment of any of the partiesalwed stlould be voluntaryif
possible and, if non-voluntary, should be temporary pendinge th
outcome of the invaigation.

Faling to carry out these responsibilities will be considered in any evaluation or

promotional decisions and may be groundsdisciplinary action, up to andcluding
termnationof employment.

69|Page



Employee Responsibilities

Every employee is @ouraged toeport incidents of threats or acts of physical violence
of which he/she is awareThe report should be made the employeé immediate
supervisor Employee reports madeithin the guidelines of this policy will be heid
confidence to thenaximum extent possihleThe City will not condone any form of
retaliation against an employee for making a report under this policy.

Each enployeeof the Cityis responsible for asding n the prevention ofvorkplace
violencethrough the following act:

1. Refraining fromparticipatng in or encouragingactions that could be
perceived asvorkplace violence

2. Reporting acts ofvorkplaceviolence to asupervisor; and

3. Encouraing any employee who confides that /sbe feels he'she isa
victim of workplace violencéo document the behaviors andreport the
acts to asupervisor.

Failure of an employee to carry out the above respditigibiwill be considered in any
performane eval@ation or promotionabecisions and may beraunds fordisciplinay
action, up to andhcludingterminationof employment

Complaint Procedures

1. Any employee encountering workplace violence is encourdngdot
required, to inform the person #t higher actions are unwelcome and
offensive. This initial contact an be either verbal dn writing. The
employeeshoulddocument all incidents of workplace violence in order
to provide the fullest basis farvestgation.

2. In any event, ammployeeencanteringworkplace violencehall report
the incident(s) as sooas possible tdis/her supervisor so steps may be
taken to protect the employee from further workplace violence, and so
appropriate investigewe and disciplinary measures may be iaikd.
Where doing so is not practical, the em@eymay instead file a
complaint with anothesupervisor, the City Administrator dhe City
Clerk/Human Resources DirectdBee SectioiX.

The immediate supersoror ather person to whom a complaintgszen
shall follow the procedures in Sectiofl

3. An employeemay contact law enforcement at any tinfehe employee
is concerned about workplace violence.
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Retaliation

1.

Retaliation against any employee fdiling a workplace violence
complaint, orfor asssting, testifying or participating in thevestigation
of sucha complaint, is illegal and ig@hibited by tle City and bylaw.

Retaliation is a form of employee misconductAny evidence of
retaliaton shal be considered a separate violatiaf ths policy and shall
be handled byising theComplaint Resolutiofinvestigation Procedures
in Secton X.

The City Administrator supervisor andany internal investigator shall
monitor to ensure that réi@ion does not occur. However, employees
who experience or observe retaliation are resgaasfor reporting it
using the Complaint Resolutionilestigation Procedurés SectionX.
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SECTION VIII - DRUG FREE WORKPLACE /DRUG TESTING
POLICY

The City is ommitted to ensuring that its employees Wwoin a safe, drugfree

environmenin compliance wth state and federédws The use of controlled sibstance

is inconsistent with the behavior expected of employees, subjects all employees and

visitors toCity facilities to unacceptable safety riskedahreat ens t he Cityds a
function effecively and efficiently and wunder mi nsetantthlee Cp ulyldisc 6
operations

To effectuate this commitment, the City has determined that it must takes¢tbesar
steps to ensure that City emplegearefree from the influence of drugs and/or @iol
while performingtheir duties. The City has ddeped the following Drug and Alcohol
Policy, which includes drug testing for safefgnsitive employees. Thipolicy is
applicable to all applicants f&ity positions and alCity employees at any tienthey are
actually gerforming, preparing to perfornr anmediately available to perform any paid
function as designated by the City.

All employees in positionsequiring Commercial Drivais LicenseSCDL0 saje subject
to the federal and state laws re&mg drug and alcoHaesting, and those laws, if the
conflict with this policy, supersede the provisions of this policy. The Federal Transit
Administration hasdopteddrug and alcohol testing procedsireoveing safetysensitive
employees engaged inass transit and thodaws also supersede the provisoof this

policy.
Definitions

SafetySensitive Employee A safetysensitive employee is an employee wogkin a
position wherein an accident or armor ®uld cause the loss of human life, seribodlily
injury, or siqificant property or environmeritdamage, including a position with duties
that include immediate supervision of a person in a job thatsrtteetreqirements of
this paragraph. Howev, theCity reserves the right to add or remowsitions from its
list of safetysensitive positionstaany time. This includes patime safetysensitive
employees.

Reasonable Suspicion Drug and Alcohol Té3tug a alcohol tests based upon evidence
that an employee is using or has used alcohobtber drugs in violadn of this written
policy. Evidence in support of such a violation is drawn from specific objectives,
articulable facts and reasonable iefezes dawn from those facts in light ofainingand
experience.For the purposes of thispgraph, facts andferences may be based upon,
butare not limited to, any of the following:
1. Observations while at work, such as direct observation of alashdruguse

or abuse, or physical symptoros manfestations of being impaired due to

alcohol or drug use as desiged in the educational materigtsovided to

employees.
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2. Abnormal conduct or erratic behavior while at work or a significant
deteriorationm work performance.

3. A credi bl eortofeaicaha aesé ©r the eise of drugs. The City
Administrator will rave the final determination of whs a credible source.

4. Evidence that an individual has tampered with any drug or alcohol test during
theidividuab s empl oyment with the City.

5. Evidence tha an employee has caused an accident wdtilevork which
resulta in an injury to a person for wdh injury, if suffered by an employee,

a record or report could be required under lowa Code Chapter 88 or an
acciden that resulted in damage to properinduding equipment, in an
amount reasonablysgémated at the timef the accident to exceed One
Thousand Dollars ($1,000.00).

6. Evidence that an employee has manufactured, sold, distributed/solicited,
possess® usedor transferred drugs while on ti@@ t yrénsises, or while
operating theC i t welicke, machinery or egopment.

7. The empl oy ea@ adsisssonsaftdagneseavthile he or she is a City
employee.

8. Positive Test: An employee tests positive dangs f any trace of an illegal
substances deected following a drug test. An employessts positive for
aloohol if hgshe has a blood alcohconcentration equal to ®R0r greater.
Note, howeverHiawatha Volunteer Fire Members performing dutiena
fire truck or ambulance shall fall undea zewo (0) tolerance policy.

lllegal Drugs/Subgnces Any substane that is illegal by lawhas notbeen legally
obtained or which cannot be legally obtained. This includes prescription medication for
which the empbyee does not have a prescriptiard@r s not taken according to the
prescription.

City Official: Eleded officers of the Cityincluding the Mayor andCity Council
members

Alcohot Ethanol, isopropanol or methanol.

Drug: Any drug or subsince dehed as a controlled substance amduded in schedule I,
Il, 11, IV or V under thefederal Controlled &stances Act, 21 U.S.C. § 80kef

Medical Review Officer: A licensed physician, osteopathic physician, chiropractor, nurse
practitioneror physcian assistant authorized to pieetin any state of the United States,

who is respnsible for receivindaboratory results generated byh e  @rugt oy d@cehol
testimony program, and who has knowledge of substance abuse disorders and has

appopriatemedical training to interpret andaduatean i ndi vi dual 6s conf i r m
results together withite i ndi vi dual ond anynether relevdnt biomeslicalo r y a
information.

ProspectiveEmployee A person who has made applicatimthe City b become an
employee.
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Sample A sample fom the human body capable of revealingahetites, such as me,

saliva, skieoodobédsinot fHhdamptde bl ood, except
was administered by or at the directioragfersa providing treatment to the empks and

the test was not made at the request blydhe suggestion e City.

SUBSTANCE ABUSE POLICY

Prohibited Activity
1. No employee shall illegally use, sell, transfer, purchase or possess drugs,
alcohol, catrolled substances or drug paraphernaba, any combination

thereof while in a City facilty, vehicle, vesselraaircraft or while performing

Cty business, including business conduc

2. No employee shall report for work whilender he influence of illegal drugs

or akohol. Furthermore, no employee shall report torkvwithin four (4)

hours of consuming alcohatven f the employee does not believe/dte is

under the influence of alcohol during that time.

3. No employee shalise illggal drugs or consume alcohol whadework
4. No employee shall use prescription druggess: (1) ahealth care proder

has prescribed the medicationth@® employee; and (2) health care provider

has advised the employee that the drug will ndvessely affect the

empl oyeebs ability t o ofphe&hmef jobr mthout he e s s e

endanger i ngowdrek erudpilcodyse, d@&s esafety.

a. Any employee usg properly prescribed drugs that may impair the
empl oyee or af fjobpdformardce shal myify lkaibere e 6 s
immediate supervisor about thise ofthe drug. A drug may impair an
employeeoma f f ect a n jobeperfprmanygeeifatnsy cautbe
empl oyee dizziness or drowsiness ofr
health cargroviderbelieves the drug will impair the employee or affect
t he empl onoemarbesn spnwelvayp e

b. If an employee is using argscription drug andhigher health care
provider has advised hifer that the drug may adversely affect the
e mp | oy ditg fosperfari ithe essential duties of tier job, the
employee shall advise Wer supervisoof the adverse effects and the
prescribed periodf use.

c. Supervisorsigall document this information thugh the use of an internal
memorandum and maintainisthmemoandum in the medical file of the
employee maintained by the City Administrat@eethe sectionii Dr u g
Test R e s ufor infboronatibneeandimg the storagef drug test
results and other edlical information.

d. Any employee using properly predmed presription drugsmust carry the
medication in its original container and the container nmestalkeled
with the empl oy e dedlth canegppmovedgedosagemhdoy e e 6 s
thename of the drug prescribed.

5. Over-the-counterdrugs An employee maying towork and take an ovéhe
counter drug during work hours only if the drug is used for its intended
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purposes ad in accordance with package directions ang other directionsf
t he e mpeéalthyaregpsder

6. Any employee who unintentionalliypgestsor is made to ingest a controlled
substance shall immediately report the incident tdhhrs supervisor so
approprate melical steps may be taken to ensurethe emype e 6s heal t h a
sakety.

7. If an employee becomes awaoé another employee sellingaurchasng,
transferring or using illegal substances while on the job, he/she is expected to
take prompt action to repothe cicumstances to his/her supervisordbr
the City Administrator.

8. Employees directly engaged in kgperformed pursuant to a fel grant or
contract are required to report any conviction under a criminal drug statue for
violations occurring on th€ i t pramgses or off th&€ i t pyransses while
conducting City business to theemployeé immediate supervisar other
appropriateCity official within five (5) days of such convictionEmployees
who violate any aspect of this policy may be subjecligoiplinary action up
to and including terminain of employment.

9. The City reserves the right to take appragiaction, includig requiing that
the employee no longer work, if the use of the drug is impairing or is deemed
likely to impair the emplog e Ocslltie$ an work performance.

10. Any employeefound in violation & any part of this policy is subject to
disciplinary actionup to andincluding termination of employmentf a drug
and/or alcohol test is administered, discipline shall occur densigith that
portion of the policy.

Notification of Policy

1. The Citywill notify affected applicants of this dguand alcohol testgqpolicy
at the time of hifher first interview.

2. The City will provide all employees with drug and alcohol education,
including the effects of drugs and alcohol, signsl aymptoms of drug ah
alcohol use, assistance available forsth@busing drugs aradcohol drugs
and alcohol to be tested, and drug and alcohol testing requirements.

3. All drug testing results and otheronfidential information will be kept
confidential

4. Each employee angplicant will sign a form acknowledging reipt of these
materals.

Prospective Employee Drug Testing

1. All prospective, safebgensitive employees who have been extended a
conditional dfer of employment with the Cityshall be informedthat a
condition of employment includes passing a drug test past of the
preemplyment pocess. The City shall bear the cost of the preemployment
test. If the prospective employee fails to pass thegdmest,any conditional
offer of employment made ybthe City shall be wthdrawn and the
prospective employee shék ineligible for enploymen for one (1) calendar
year from the date of the drug test.
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2. If a prospective, safetgensitive employee refuses titke apreemployment
drug test when scheduled wsts positive for @ubstance, that employee is
ineligible for City employment foone (1)calendar year from the date of the
drug test.

3. If an employee is transferred to a safsgnsitive position, drugnd atohol
testing under this policy is a cond of the transfer.

4. For parttime prospective employees, if tpeospective employeis coered
under anothetaw enforcementagency 6s drug test policy
employee may bring proof that/Bkeeis cowered under the other policy and
the City Administrator may waive the requirement that the prospective
employee be drug tested.

Employee Drug Testing
1. Random Testing
a. Because of the safeensitive nature of their employment, employees

with safetysensitive job duties may be required to take a dtagt as a

condition d continued employment in order to ascartarohibited drug

use, as povided below:

I The City may conduct random drug and alcohol testing on safety
sensitive employees who are not c@ceiby aother drug/alcohol
testing policy mandately the state or fedal government without
individualized susmion.

ii. The selectiorof emplo/ees to be tested from the pool of employees
subject to testing shall be done based on a computerized randomly
gereratedselection process administered by a tpadty, in which
each nember of the employee pool has an equahcaaf selection.

iii. All randomdrug testing will be uniform and unannounced.

V. The City Administratorwill determine the frequency and timing of
the ran@dm drug testing.

V. For parttime employees a@red under anothdaw enforcement
agency6s dr u gthoseemjloyeegmdping proottlyat
they are covered under the other policy to the @itiministrator
who may then waive the requirementtthithe employee be drug
tested. The CitAdministratorshall keep a quy of the policy in the
empl oy e e Oldile and if atcany tirre the employee is no
longer subject to drug testing, /Bkee shall notify the City
Administratorimmediately.

2. PostAccidentTesting

I The City will conduct drug or altwl testing if a worklace accident
occurs while an employee igperating a City vahle, tool or
equipment, when any of the following conditions apphL) an
accident results in an injury to a persahich, if suffered by an
employee, constitutes an injuother than a minomjury requiring
only first aid treatmenivhich does not inveke medial treatment, loss
of consciousness, restriction of work or motion, or transfer to another
job, where a record areport could be required under lowa Code

76|Page



Chapter 8 Occupatinal Safetyand Health, or 2) an accident result
in damage to propertyncludingequipment, in an amount reasonably
estimated at the time of the accident to exd@ed ThousandDollars
($1,000.0).

il. If a workplace accident occurs while an empys operating a Git
vehicle, tool or equipment and any of ttenditions listedn Sectimn
2(i) above applythe employeé immediate supervisanay call law
enforcement to investigate the accident imiaiedly after occurrence.
The employeé immediatesupervisowill make the determination on
the necessity to consult with law enfarent to determine if the
damage threshold has been niexception: If the accident involves
a motor vehicle on the roadvay and the amount of damage is
reasonably estimatd at One Thousand Five Hundred dollars
($1,500.00) or more, themployeds immediatesupervisor will call
law enforcement to investigate the accident immediately.

iii. If the employeé immediate supervisepnsilts with law enforcement
after a workplace accidé occurs,the immedate supervisomwill
request an accident report from law enfareat. f the immediate
supervisordoesnot consult with law enforcement after a workplace
accident occursthe immediatesupervsor will prepare an accident
report contaimg the date, time, aefailed description of accident and
estimated damage thevehcle, tools or equipment and submit a copy
oftheacci dent report to the City Clerk

3. Reasonable Suspicion Tesf

a. When any supervisor, manager or City Otildnas reasonable fision
that a City employee is under the influence of drugalavholwhile on
duty, or otherwise violating théerms of this policy, that supervisor,
manager o official shall requirereasomble suspicion testing. The
reasons for sth reasonable suspiri shall be documented.

b. If reasonable suspicion testing isquired,the employee will not be
permitted to dwe to or from the testing or while at work until the test is
returned, ad then only if the test produces negative resultThe City
willprovi de transportation to/fr,ofm the t
necesary.

Drug Testing Procedures
1. Drug and atohol testing shall require the employee to present a reliable form
of photo icentification to the person collecting thensple.

2. C.J.Coopewi | | serve as the Cityds | ocal c ol
3. The City will desigrate the type of testing to be performedtbe sample
collected.

4. Drug and alcohol testing shall normally occuridgrorimmediately before
working hours begin omimediately after workg hours. The time required
for such testing shall be considd work time for the purpose of
compensation andenefits.
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10.

11.

A specimen testing positive will undergo an additional testawfirm the
initial result.

The drug screening $&s selected shall lmmapable of identifying every major
drug likely to be abused cefuding, but not limited to (1) Cocaine, (2)
Opiates/Opioids, (3) Marijuana, (4) Amphetamines, (5) Phencyclidine (PCP),
(6) Berrodiazepine, (7) Barbiturates, (8) Metha€lp(®) Methamphetamas,
(10) Oxycodone, (11) Ethanol, (12) MDMA, (13) Proposyphesed
(14) Buprenorphine.

Personnel utilized for tdag will be certified as qualified to collect urine
sampleor adequate trained in thecollection process.

Any employeewho breaches the chidentiality of testing information shall
be subject todisciplinary adion, up to and including termination of
employment.

The City shall pay all testing costs for preemployment, ressle sispicion,
regularly scheduled or followp drug or alcohotestng ordered by the City.

In conducting drug or alcohol testingigguantto this policy, the laboratory,
the Medicd Review Officer and the City shall ensure, to the extent feasible,
that the testing records maintained by the City shomnlyosuch information
required to confirm or rule out the presence of prohibitedhalcor dugs in
the body.

An employee who refusete® submit to a controlled substance test will be
immediately removed ém saféy-sensitive functions and shall be subjgxt
disciplinary actbn, up to and including termination of employment.

PostTesting Procedires

1.
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An employee having negative drug teesults shall receive a memorandum
stating that no illegal drugs wef@und. The employee may request a copy of
the menorandum and a copy il be placed in the empl oy
An employee with psitive drug testing results shall be immediatedynoved
from all safetysensitive functions and, depending on the natirehe
empl oyeebs job, ma yurn rioowtork bngl tlepaetiommi t t ed t
described below are taken.Employees who undergo ssthnce huse
treatment and counseling under thidigy and who ontinue to work must
meet all established standards ofidoct ad job performance.
If an employee tests pitive for drugs or laohol the City shall take the
following steps:
a. First Positive Drug and Alcohol Test Result An empl oyeebs
confirmed positive drug or alcohol test may result in any of the follpw
disciplinary actions:
i. The employee being remed to enroll in arapproved rehabilitation
treatment ocounseling program. Theggram nay include additional
drug or alcohol testg. If the employee participates in and
successfully completes the gram, he employee will not be subject
to further discipline based onhé test result. However, failure to
comply with these requiresents wil result in termination.




ii. The employee maybe suspended, with or without pay, for a
designated period of time.
iii. Theemploye may be terminated.
iv. If the employee is peritted to return to wrk, the employee may be
required to submit to evaluation bySaibstane Abuse Professional
and undergo treatmentecommended by the Substance Abuse
Professional prior to returning toonk. If the employee successfully
completes theréatment, no furthedisciplinary action will be taken
against the employee. If themploye refuses to submit to the
evaluation or dils to successfully complete treatment, the employee
will be subject tofurther disciplinary action,up to and including
termination of emploment.
v. An employee required to take time off in order to pgrtte n a
rehabilitation progna will be permited to use sick leave, vacation
time, accumulated compensatory time andftpad leave.
b. Follow-up Testing. The followup testing will be perfaned for a period
one to six years based upon the Substance s@birofe si onal 6s
recommendationAll follow -up testing will be unannounced and without
prior notice to the employee amdl beat t he empl difmreeds exp
employeehas a positive drugr alcohol test during this period, the
employee shall be termated.
c. Second positive testAn employee who hasreviouslytested positive and
was allowed to keep Hieer joh and whotests psitive on a subsequent
drug or alcohol teswill be terminated
d PreResult SuspenReano okl eCedfhgt dh@mnnc ifio n o
employee has submitted to a drug br@ao h o | test pursuant
Aireasonabl e s us pmpoyeewilde spspanded withoatn , t h e
pay, pendingte Ci t y 0 sresultefd¢he tegp. tif the rasdlt of the test
does not viola the te ms o f the Citybés teubstanc:
employee will be reinstated with back pay and interest

Drug TestResults

1. All records pertaining to required drugsts shall remain cé@idential and
shall not be provided to other employees or agsnavih the exception of
the City Administratorand City Clerk, without the written permission of the
person whose recds aresought. The City Administratorand City Cérk
shall have accest the records for purposes of employment decisions.
Computeized reord keeping shall comply with this provis of the policy.

2. Drug test results and records shall be stored andredg retained for an
indefinite period in an enpyee medical file matained by the City Clerk.

Responsibility
1. It shall be the reponsiblity of the City Administratorto enforcethis policy.
Employees are expected to report any suspicious behavsuspeted drug
abuse of an employee.
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2. It is the esponsibility of eachemployee to abide by the procedures as
outlined. Any employeeefusirg to submit to a drug test request maddaun
this policy will be subject todisciplinary action,up to and incluohg
termination of employment.

Training

In orderto orderdrug or alohol testing, all supervisory personmaolved with drug or
alcohol testingshall attend a minimum of two (2)ptrs of initial training and will attend
thereafteron an annual basia, minmum of ong(1) hour of subsequent trainingraining
will include elucationon signs and symptoms of drugs and alcohol misistermning the
need for reasonabuspicionteding, and testing requirementshis training wil be at least
one (1)hour induration for alcohol education and at tease (1) hour for drg education.

All trained supervisory personnel observing @iomal canduct or erratibehavior displayed
by anemployee must enlist the help of the City Administrator or City Clerkanotter
trained supervisor itheir absence, beffe drug or alcohoksting is ordered.

Test Cosb

The actual costs of testing het thanfor a second, confirmatory test if onerégjuested by
the employee as provided by law, are paid by the. Citythe dug or alcoholsample
collection is conductkat a place other &m the employds work site, the City will provide
transportatin, or @y reasonable transportation costs tcetin@loyee.

Employee Assistancevith Substance Abuse

The City recognizeshe pesonal and health problems that can ariéerwa person uses
illegal drugs or abuses alcohol and legal drufse City strongy encouages employees
who are experiencing proloies of this nature to seek help from a program designed to help
persons Wo areexperiencing alcohol and other drug abusiblems The City mantains a
resource file of employee assistance services prnevated ther organizations available to
assist emipyees with personal or behavioral probleriifie information in the resirce fle
includes names and phoneanmbers of orgnizationsemployeesmay contact concerning
their problems Notices of such assistee provders are posted @ll City buildings

Employees should be aware that City policies and rules concerningidesciptseparate
and distinct from any rehabilitah in which an emplgee wishes to participateThe fact
that an employee choosesdeek asistance through a program designedetp employees
with problems will not be grounds for disciplinary actiandsud a program will not be
grounds for negatmor reducing any digplinary action taken by the City for a violation of
the rulesset foth in the Substance Abuse Polidythe employeeelectsnotto participaten
rehabilitation the City will haveground fortermination
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EMPLOYEE ACKNOWLEDGM ENT FORM

This acknoviedgment form is to certify that the undersigned on the dateated
received a copy of theubstance abugmlicy for use while employed with the City of
Hiawatha.

| acknowledge thal have received a copy of tlseibstance abugmlicy and that it is g
responsibility to read the policy and any revisions madé @od atin accordance with
its provisions.

| understand that this policy is intended to supersede and replace adlusreaployee
handbooks, manuals and policy statatagwhether oral awritten, issued by the City of
Hiawatha.

Employee Signature Date

Employee Printed Ame
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DOT DRUG AND ALCOHOL POLICY (CDL HOLDERS)

In addition to the abe@ drug and alcohol policy, CBholding employees must follow
the requiements of state and federal la@gardng their licensure. The above Substance
Abuse Policy applies to all emplees,including CDL employees, but where that pygli
and this policy secific to CDL employeesdliffers, this policy specific to CDL eployees
shall govern.This policy complies wh federal and state law governing drug and alcohol
testing andin the evehit does not comply, federal and state law skapersede this

policy.

Any guestions or concerns regardihgs Drug and Alcohol Blicy shall be directed tohe
Designated Emplegee Representative (DER) Kim Dowats(319)393-1515.

Federal law requirethat the City testfor drugs and alcohchll CDL employees who
driveaCommer ci al Mo t o r Thisanklideshll employe€simy driye.a
CMV, even if the employee does megularly drive a CMV.If an employee is covered
by more than one (1) DOtEsing agency, the employee shall be testeddasethe tasks
he/'she performs the majority of the timeThese employees are engdge saéty-
sensitive functions throughout teetirety of their work day including, but not limited to,
driving, performng required pre and postrip checks on vehiclesand performing
mainenance on vehiclesThe City conducts all required drug anadaol testing in
accordance with state and fealdaw.

Employees are prohibited from using alcohol witlkeight @) hous of performing a
safetysensitive function (DOTrequires a minimum ofour (4) hours). Employees are
prohibited from possessing ANa&mountof alcohol (including medications or ewthe-
counter remedies containing alcohol) while on duty

There are sesrali nst ances that may rissiQruto dreg aadn e mp |l o
alcohol testing.They are described as follows:

1. Preemploymenttesting: A CDL licensed CMV driver must submib a
drug/alcohol test and receive a negative drug test befdshéwill be
permitted to operate a CMV.

2. Postaccident teshg: A CDL licensedCMV driver engaged in a safety
sensitive function at the timeg an acadent must submit to a drug/alcohol
ted as soon as practicable following an accident if the accident involved the
lossof human life or if the driver was citeda) within eight(8) hoursof the
accidentfor alcoho| or (b) within thirty-two (32) hoursof the accidenfor
drugs under state local law for a moving traffic violation if the accident
(i) involved bodily injury to any person causing that personrézeive
medical treahent away from the scene thfe accident; or (jione or more
motor vehcles incurred disabling damage as sufeof the accident requiring
it to be removed by tow or other motor vdhic Employees are prohibited
from using or beinginder the influencefalcohol at any time while on duty,
eight @) hours postccicent or until tested postaccident.
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3. Random Testig: All CDL licensed CMV drivers must be randomly tested
throughout the yar pursuant to state and federal regulations

4. CDL licensed CMV driversvho appear to be under the influence of drugs or
alcohol are spject toimmediate drug testing.

This policy autlines disciplinary action which will be taken in the event of a posirug
or alcohol test.Refusal to test is also ceidered a positive & by federal law.

If the test of an employe&ho is subjetto therequirements of federal DOT drug and
alcohol testing results in aMedical Review Officewverified positive testor the use of
drugs, or an alcohol concentratioh 0.04 or greater, o refuses to submit to drug or
alcohol testing, the employeeadhbe ©nsidered to have tested positive fougk and/or
alcohol. The employee shall be provided a list of appropraatd qialified substance
abuse professionals whoeaavailable to the ephoyee, including the substance abuse
prof essi on ephonédomhessared aiddredses,|for assessmehearollment in

a treatment and rehabilitation program, if recommended.

Pursant to state and federal regulations, empdsyéesting above 0.0&ho are not
terminated from their employment, but lower th@a®39 may not perform a safety
sensitive job faction for twentyfour (24) hours after a positive test or a positive
confirmation test, whichever occurs later, accordindeteral law. An employee testing
between 0.02 and 0.039 may be assigned tecowered duks at the option ofhe
employeés immediate supervisor

If non-covered duties are not available, #raployeé immediate supervisowill order

and arrange for leernate transportatbn home for the employeeThe City will first
contact the emply e emesgenay contact and then, if the emergency contact is
unawailable, will resort to other safe driverslf the empoyee refuses alternate
transportation, the empleg will be subject talisciplinary actionup to and including
termination of employmnt for failure to follow a reasonable order tfe immediate
supervisor The employee when sent home may use personalacdion leave,
compensatory time or unpaid leavehe use of sick kve will not be allowed.

Results of a positive drug or alcohtdst aml terms of rehabilitation will remain
confidential except as noted rttughout this policy and as provided Hedesl
regulations.

Employees who are required to oepfor random drug rad/or alcohol testing will be
allowed to be tested during woHours ad may drive aCity vehicle to and from the
collection site or, withite C i t apgreval, may drive their personahide and will be
reimbursed mileage.

Substanceuse and alcohol misue have a negative effect on
relationshig and waok life. An employee who is using drugs and/or misusing alcohol

may have impaired physical, behavioral and spedahdions and hi&er job

performance may suffedf an employee suggts that an employee is using drugs and/or
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misusing alcohgl he/she is encourage to report it to the employeé& immediate
supervisowor the City Admnistratorfor follow up.

The City shal provide training to all persons designatedsupervise driversThe City
shall provide said supervisors with siX§0) minutes of taining on alcohol misuse and
sixty (60) minutes of training on controlled subste use.This training is used tensue
that supervisors have the tools to det@enivhether or not reanable suspicion exists to
require a driver to undergo reasblea suspion testing, including training on the
physical, behavioral, speech and parfance indicators of probable al@hmisuse and
controlled substance use.

An employee who violates thigolicy will be subject to disciplinary action, up to and
including termination, as mandated bythe DOT. In addition, any driver who is
convicted by the judicial system of a felony fora drug-related or alcohol-related
matter is subjed to immediate termination of employment

Confidentiality
Employeetest results @& conficential Test results and other confidential information
will only be releasedo theCity and thesubstance abug®ofessional Any other release

of this informaion is only with thee mp |l oyeedés consenft49€@FR mandat
840.321.
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DOT DRUG AND ALC OHOL TESTING
TRAINING AND AWARENESS

Introduction

This handout provides a geaé overview of theUnited StatesDepartment of

Transportation regulations on drugdaalcohol use A review of the effects of alcohol

and certain drugs on the bodyatso intduded Thr oughout this handou:
abuseo wildl betesend iNml glohoé¢ ead refereneetoor Adr u.
both substances Chemical depedency comprises alkkhemicals, whether they are

controlled substances or alcohol.

Abbreviations and TermsEmployeeShould Know

Abbreviations

BAT Breath Alcohol Techmian

CDL Commer ci al Ber i ver 6s Licen
CMV Commercial Motor Vehicle

DER Designated Eployer Representav

DHHS Department of Health and Human Services
DOT Departmenbf Trarsportation

EAP Employee Assistance Program

EBT Evidential Breath Testing Dexe

Medical Review Officer Medical Review Officer
STT Screening Test Technician

Definitions

Actual Knowedge Knowledge by theemployerthat a driver has used alcdhor

corntrolled substances based on teemp | o yieect dobservation of the driver,

inf or mati on pr ov iprewus erapjoyet(sh, a tratfic citation fobdang a

commercial motowvehicle (CMV) while under the influence of alcohol or a coliec

sulst ance, or a drivero6s admission38I2l.al cohol

Alcohol Intoxicating agnt n beverage alcohol, ethyl alcohol or othew Imolecular
weight atohols including methyl and isopropyl alcohol.

Alcohol Concetration (or Content) Alcohol in a volume of breath (shown as grams of
alcohol per 210iters of breath) as indicated layn evdential breath test.

Alcohol Screening Dese (ASD) Breath orsaliva device, other than an evidential breath
testing device EBT), that is approved by the National Highway Traffic Safety
administration (NHTSA) amh placed on a conforming productst| (CPL) for such
devices.

85|Page



Alcohol Use Consumpion of any beveragemixture or preparation, including
medications containing alcoh

Breath Alcohol Technician (BAT)An individual who instructs and assists indivadisiin
the alcohol testing proceasd @erates an evidential breath testing devieRT).

Confirmation Bst In testing for alcohol: a second test, following a soireg te$ with a
result of 0.02 or greater that provides quantitative data of alcamaeatration. An
evidential breathesing device must be used.

In testing for conblled substances,second procedure to:

A Identify and quantify the presence ofspecific drug or metabolite Further
support a validity test result in the case ofaamulterated, diluted or substituted
speemen.

In order to ensure reliability and acaay, this test is garate from and uses a different
technique and chemical prinégpfromthat of the screening test.

Confirmed Drug Test A confirmation test resulteceived by aMedical Review Officer
from a laboratory.

Controlled Substancesn the regulation, thetets Adr ugso and fAcontr ol

are interchangeable ahdve thesame meaning.
Unless otherwise provided, these terms refer to:

Marijuana
Coaine
Opiates/Opioids
PhencyclidindPCP)
Amphetamines
Barbiturates
Methadone
Methaqu#one
MDMA
Propoxyphea
Buprenorphine
Alcohol

= =2 =4_-0_9_9_95_95_2°_2_-°3._--2-

Designated Employer Representative B)E An individual identified by the employer
who is:

Able to receive communicationg@test results from service agents
Authorized to take immediate actions to removigads from safetysensitive
duties.

1 Able to make required decisions in the testng evalation processes.

1
1
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The individual must be an employee of tkaty. Service agets cannot serve as
Designated EmplyeeRepresentative (DER).

Driver: Any person, Wo operates a commatmotor vehicle (CMV), including:
Full-time, regularly emplogd drives.

Casual, intermittent or occasional drivers.

Leased driver, independent, ogwoperator contractors who are hat drectly
employed by or under lease to an eoypr or who operates commercial motor
vehicle (CMV) at the direction of or with éhconsehof an employer.

E

Evidential Breath Testing Device (EBTA device used forlaohol breath testing that
has beemppioved by the National Highway Traffic Safety#inistration.

Medical Review Officer A licensed physician (medical doctor or tlrcof osteopathy)

responsible for receiving and reviewing laboratory results genebated an e mpl oy er C
drug testing proam. The Medical Review Officermust have knowlegk about and

clinical experience in substance abuse disorders and appropriate Integiivag to
interpret and evaluate an i nddtheriwdhithis/hebs conf |
medical historyand dher relevant bianedical information.

Safey-Sensitive Functian A driver is considered to be performing a safeysitive
function when he/she begins wotk is required to be in readiness to wairiil the time
he/she is relieved from work andl aesponsibilities for performing work. Safety
sensitive functions iclude six specific items found in §382.107 of the Federal Motor
CarrierSafety Regulations.

Screening Test (Initial Test)in testing for alcohgla procedure to determine if a\e&r
has a prohibited concentration of alcohol iis/her system. In &ing for controlled
substancesa t est t o el urime geareas frinm farthexr tonsideration or
to identify a specimen that requires #idehal testing for the presence drugs.

Screening Test Technician (STTA persm who instructs andsaists employees in the
alcohol testing process and operateslanholscreening device (ASD).

Standdown The practice of temporarily removing aiveér from the performance of
safey-sersitive functions based only on a report frantaboratory to th#edical Review
Officer of a confirmed positive drug test for eud or dug metabolite, an adulterated test
or a substituted test, before thiedical Review Officerhas completed verifation of the
test results.

Substance Abuse Refas to patterns of uséhat result in health consequences or
impairment in social, pghologcal and occupational functioning.

Substance Abuse Professional (SAR)licensed physician (medical doctor orafor of
osteopathy), or licensed or certified psgtogist, social workr, employee assistance
professional or certified addiction amselor wio evaluates employees who have violated
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a DOT drug and alcohol regulation. &tSAP makes recommendations conicgrn
education, treatment, followp testing and &rcare.

Who is Coveed by the Drug and Alcohol Regulations?

The Federal Motor Caer Sakty Administration, Department of Transportation Drug
and Alcohol regulationspgply to every person who operatesammnercial motor vehicle
(CMV) in interstate orntrastate commerce ithe UnitedStates ands subject to the
commer ci alcensk r(@Ly equidements bf Part 388f the Code of Federal
Regulationsand his/her employer. It also applies to driversho operate CMVs in the
United States and are gebt to the Licencidederal de Conductor (Mexico) or the CDL
requirements of the Cadian Naéional Safety Code.

What is a Safety-Sensitive Function?

Safetysensitive @inctions for operators of commerciraotor vehicles (CMV) are listed
under49 C.F.R&§382.107.

A safetysensitive function means all time from the time a driver begiagk or is
required to be in readiness to work until the time he/she is relievedvioi and all
responsibility for peéorming work. Safetysensitive functions shall eude:

1 All time at an employer or shipper plant, terminal, facility or on any
public propery, waiting to be dispatched, unless the driver has been
relieved from duty byhe City;

1 All time inspecting equmentas required by9 C.F.R.88 392.7392.8
of this subchapter or oghwise inspecting, servicing, or conditioning any
commercial mair vehide at any time;

1 All time spent at the driving controls of a commercial matehicle in
operation;

1 All time, other han driving time, in or upon any commerciabtor
vehicle excepttime spent resting in a sleeper berth (a berth conforming
to therequirenents o49 C.F.R.8 393.76 of this subchapter);

1 All time loading or unloadig a vehicle, supervising or assigfiin the
loading or unloading, attending a veleicbeing loaded or uo&ded,
remaining in readiness to operate the vehicle, or imgiar reeiving
receipts for shipments loaded or unloaded; and

1 All time repairing, olaining assistance or remainingatterdance upon
a disabled vehicle.
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What Are the Alcohol and Drug Prohibitions?

The DOT refers to the restrictions for the use dhlacolol and controlled substances as
prohibitions.

Alcohol prohibitions include:

1 Use while performing a safesensiive function.

1 Use during the 4 hours before perfong a safetysensiive function.

1 Reporting for duty or remaining on duty to perfoarsafeg-sensitive
function with an alcohol concentration of 0.04 or greater.

1 Use dumng the 8 hours following an accialg o until the driver undergoes a
postaccidentest.

1 Refusal to taka required test.

NOTE: A driver found to have an alcohol centration of 0.02 or greater but less than
0.04 may not perform, nor be permitted trfprm, safetysensitive function$or at least
24 hours.

Drug prohibitions include:

1 Use of any drug, esept by ahealth care providés prescription (and only if
thehealth cae provider has advised the driver that the drug will NOT
adversely affect t operat@lacommerciddator abi | ity t
vehicle)

1 Teding positive for drugs.

1 Refusal to take a geired test.

What Tests are Required and When Willthe Individual Be Tested?

There are five situations where testing is done to determine the presence of alcohol and/or
drugs.

1. Pre Employment Post OfferTesing
When: A controlled substance test isuiegd before a new e or a person
transferring into a ving position with the City can perform any safety
sensitive function Education will be provided to all emplegs regarding the
effects of drugs and #cohol, signs and symptoms of a drug or alwoh
problem, informatn regarding assistance for abusebfgms ad testing
requirements 49 C.F.R§ 382.601.

2. PostAccident Alcohol Testingwhen any of the followig conditions are

med:

9 If there isa faality.
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9 If the driver oft h e  @uck rneéives a citation ured state or local law
within eight @) hoursfor a moving violation arising from the accident and
if the accident involved:

o Bodily injury to any persn who, as a result of the injury,
immedately receives medical treatment away frdme scene of the
accicent OR

o One or more motor vehiclesdurringdisabling damage as a result of
the accident, requiring the motor vehicle to be transported away from
thescene by a tow truck or other motaehcle.

1 At the discretion of Hiawatha managam#&llowing an accidnt.

Alcohol testing MUST be doneithin two (2) hours of the accident. If the test
cannot be performed withiwo (2) hours, theCity must prepare record stating
why the test waswot given If the test cannot be performed withéight @)
hours, theCity should not give the test and styprepae a record stating why the
test could not be given within that time.

PostAccident Drug Testingwhen an of the following conditions are ef):

1 Ifthere is a fatality.

1 If the driver oftheCi t tyuékseceives a citationunder state or local \a
within 32 hours for a moving violation arising from the accident AND if
the accident involved:

o Bodily injury to any person who, as a result of thejury,
immediately receives medical treatmentagwirom the scene dhe
accident, OR

o One or more motovehiclesincurring disabling damage as a result of
the accident, requiring the motor vehicle to be transporteg &om
the scene by a tow truck othermotor vehicle.

Postaccident drug testing ust be performed with thirty-two (32) hours. If the
test cannbbe performed withihirty-two (32) hours, theCity should not give the
test and must prepare a recotating why the test could not bevgn within that

time.

Nothing in the regulationshould delay medicahttention for those who are
injured. The City must provide the necessary information and instructions to
allow the driver to be tested or to get egasrcy medical care.

A driver subjet to postaccident alcohol testing must remairagable for testing.
Not remaining available for testing consdered a refusal to test.
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The City must provide drivers with necessary pastident information,
procedues, and instructions BEFORE thewdni qoerates a commercial motor
vehicle.

Immediatly notify Steve Pem at (563) 5590343 or C.J. Coopei: Assocites,
Inc. at £800-241-3926 or(319) 377-5373.

3. Random Testing

Random testing for alcohol must benepleted just before, during, or inedidely
after performing a safetyensitive funton. Random testingor drugs can be
done anytimeemployee isat work for the City. Onceemployee imotified that
theyhave been selected for testitigey must procee immediately to the test site.

Unannounced random testing is required for a cerfa@ncentage of drivereach
year. The tests must be remably gaced throughout the year. The random
selection process must ensure that each driver has an equal chbarwy tested
each time selectianaremade. One method is a compugenerated stem using
social searity number, payroll identificationnumber, or other identifying
number. Methods such as pulling names out of a hat are not acceptable.

Testing rates are as follows:

10% of the avexge mmber of driver positions must be randomlgtésl for
alcohol dumg the year.

25% of the average nuyar of diver positions must be randomly tested for
controlled substances during the year.

NOTE: The DOT will change the testing ratesThe testilg raes were changed
on January 1, 2016.

C.J. Coper & Associates does random pull from a pool of all ¢hvalid CDL
holdersemployed by th&City. This is done once every three months. These tests
are unannounced pBrO.T. regulations 49 C.F.R.8382305(k) (1).

Onceemployee isnotified thatther name is included ithe randomselection,
theymust rejrt to the collection site IMMEDIATELY.

A driver who refuses to submit or tests positive for drugs and/or aleahdie
immediately discharged.

4. ReasonableSuspicion
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If the City has reasonotbelieve thain emp o0 y dehé@ver or appearance may
indicatealcohol or drug usehe City is entitled to testObservations for alcohol
testing must be made just bedpduring or just after the penrimanceof a safety
sensitive function. Observatis for drug testing W be made at any time while
an emjoyee isworking for the City.

Employeeswill be required to submit to a drug and/or alcohol test when
reasonablesuspicionexists 49 C.F.R.8382307. Reasonablesuspicionexists
when a appearane)speect, adors of breath and/or body, orysircal
symptoms indicate drug and/or alcohol us®bservations must be personally
observed and documented by ahde one trainedCity official. A fit red i n
of ficial o i s one swvhhourshoheslucamnwhietrirgclodede at
behavioral, physial, spech, and performance indicators of possible drug and/or
alcohol use.

| MPORTANT POI NTS TO REMEMBER ¢&
1 The immediate supervissvho makes thebsenation and determines that
reasonable suspam testing should beone will not be the one who condsict

the atohol test on themployee

1 If the alcohol test cannot be given withwmo (2) hours of the observation, the
City must prepare a record stag why the test could not be given.

1 If the alcotol test cannot be gan withineight @) hours of the olervation
the City should not give the test and must prepare a record stating why the
test could not be given.

1 Even if reasnable suspicionis obseved bu a test could not be donthe
employee sHanot perform safetysensitive functions until:

1 Atestisdoneand t he aloopol concentatios is determined to
be less than 0.02.

OR
1 24 hours have passed from tirae of the initial obervation.

1 The City may not takedisciplinary action againstny employeeregarding
alcohol misuse unlessnalcohd test was administered within the required

timeframe

1 The chronic and withdrawal effects of drugs, as well as the conditided lis
above, are used tetermne reasonable suspicion for drug testing.
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1 Documentation of the mp | o goadeidd swusbe preared and signed by
the immediate supervisavho made the observations within 24 hours of the
observed behavior, or before the results of @hehol or dug te$ are
released, whichever is first.

1 Wheneve an employees notified of reasonablsuspcion to be tested, they
will be expected to immediately report to the test.sitd h e Cityods
representative will accompany temployeeo the teshg site.

1 The emplogyeewill then be transported home by a compaepresentative,
friend, or family member.

1 The enployee will be suspendahtil the results come back.

1 If an employeeefuses to submit to reasonable cause testingCityecan
terminatethe employment

5. Return-to-Duty and Follow-up Tests

Returnto-duty testing is rquired foremployeeswho testedpositive for drugs,
failed an alcohol test, or refused to take a drug or alcohol test. In order to return
to performing safetgensitive finctions an &loholconcentration of less than 0.02
and/or a negtive drug test is mired. There are als@ferrd, evaluation and
treatment requirements that must be met.

Follow-up testing is required fa@mployeesvho tested positive for drugs, faille
an alcohol eést, @ refused to take a drug or alcohol tesheTegulations callor a

minimum of six (6)follow-up tests during the first year back in a safpsitive
position, in addition to the random tests. However, follgwntesting can contireu
for up to five (5)years.

Only the Substance Abuse Professioran set the numberequency and length
of timethat follow-up testing is required.

Shouldthe City choose to retain themployee all ReturAaTo-Duty and Followup
testing willbe atthe mp | oy eeesé.s e x p

What Happens if the EmployeeRefusesto Be Tested?
As part of he alcoholand drug reglations the employeanust submit to alcohol and
drug testing. A refusal to test is treated the same as a positive tabe dmployee

refuse 6 be testedthe emgdoyee cannot continue to perform safetgngive functions
and ae subject to disciplary acton, up to and including termination of employment.
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NfNRefusal o occurs when:

The employedailsto appear for any test within a reasonalvtest

The emplgee fails to remain at the testing site until thesting process is

complete

1 The employedailsto provide:
1 A urine specimen for drug testing, or
1 A saliva or breath specimen for alcohol testing

1 The employedails to provide enough urine drthere is nanedicd explanation
for the failure

1 In the casef a directly obsenat or monitored drug tégolledion, the employee
fails to permit the observation or monitoring ofh e e mpplodsjoe & the
specimen;

1 The employedails or decline to takea seond drug test when directed byhe
City or colledor;

1 The employedailsto undergo a meditaxamiration or evaluation as part of:

= =4

o The verification process for drug testing or as directed by the designated
employer representative (DER);

o fsyh bl a dckdursdor duug testing, or

o Insufficient breattprocedures for alcat testing; and/or

1 Theemployesfailsto cooperate with any part of the testing process.
A verified adulterated or substituted drug test is also considered a refusl to te
How is Alcohol Testing Done?

All alcohol testing is congcted by a trained ¢dnician in a privateetting where no one
but you and the technician can see or hear the test results. A breath otestiliea
device approved by the National Highwanaffic SafetyAdministration must be used.

enged City-igseed 06 s i c

The technician wil ask for photo idemtf i c n
t echniciands ident

tio
identification). The employee mag s k f or t

a
he

The technician will complete the first parttbf alcohol éstingform, which includeshe

e mp | o yametilesemployerand thereason for the testThe empbyeewill be asked

to complete the second part of the form stating that you understand that you are about to
be tested and that all informatigiven is corect. Refusal to sign the form is considered
arefusal to take theest. Refusal to také¢ tesis treated the same way as failing a test.

A screening test is done first. If an evidential breaasiting device (EBT) is used, an
individually sealed muthpiece will be opened in front dhe employeend attached to
the EBT. The employeanustblow forcefully into the mouthpiece of the testing device
for at least 6 seconds or untile employee hagrovided an adequate amount of breath
for testing.
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Thetechntian must showhe employe¢he reading othe device and enténe result on
the tesng form or (if the device prints the results) affix the printed results to the form
with tamperevident tape.

If a salivatesting device is used, ghtechnicianmust cleck the expiration date on the
device andshow it to you. A deéice may not be usedtaf itsexpiration date.

The technician must open the individually sealed package containing the device in front
of you.

The employe@r the techni@n will insat theswab intot h e e m priowhyardealiow
it to be saturated witsaliva. After the diva is collected, the swab will be inserted into
the testing device.

The result on the device must be read within 15 minutes of the test, butmer doan
spedfied by the manufacturer of the device.

The te@inician must showhe employeehe reading b the deice and enter the result on
the testing form.

If the reading on the EBT or saliva testing device is 0.02 or greater, a confirmation test
mug be done usig an aproved EBT. The test must be done affeminutes but within

30 minutes of the fitstest. The employeevill be asked not to eat, drink, belch, or put
anything in your mouth These steps prevent the builgd of mouth alcohol, whichould

lead b an atificially high result. A new mouthpieceust be used for theonfirmation

test and ie calitvation of the EBT must be checked. Again, all of this must be done in
front of the employee

If the screening and confirmation test resalts not theame, tle confirmation test result
is used.

The results of the confiation test are forwaedl to tke City. However, these records
(positive, negative, and refusal) are required to be released to any potential employers
(with your consent)fiyou seek emloymert as a driver with another company.

Remenber that ifthe emplgeerefusesto be testd or refisesto sign the testing form, the
technician will immmediately notifghe City. Again, a refusal is treated the same way as
failing an alcohbtest.

How is Drug Testing Done?
All drug testing is done \b analyzing a urine anple and is conducteloy a traned
collection site person in an appropriate, private setting. The urine sample will be

collectedat h e e mplace pf eraploygment ott a certifiedcolledion site. In either
case, the collectiomust be conducted n individual trainedn compiance withTitle
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49, Part 40 of theCode of Federal Regulatiofsii C FaRain a location that is clean and
equipped with all the necessarytergals to clect and secure the urine samples(s).

Employeesshouldunderstand th correct procedure faollecing specimengor testing.
Too often, employeesealize that all or part of their drug testing was not conducted
according to the regulationdut it is after the test results have been released.théf
employee hagoncers about the wa drug test isbeing handled, consult the Safety
Department immediatelyand refer to the Drug Testing section of the Federal Motor
Carrier Safety Regulatiof§MCSR).

Regulated Documentation

The collection site, theaboratory the emplogr,andt h e e mgdrrenare regused

to follow the regulations for wthesanipke. known
This is the documentation that assurest the sampleolleded and tested is indeed the

same one, anthat steps have beg¢aken to maintain thentegrity of the test results. It

tracks the specimen from the moment it is collected and stored up to the point that it is
tested at the laboratoand the rests areknown.

A federal drug testing custody andntrol form must besed and filled out aguopriaely.
Unless itcannotpossibly be avoided, the person who collebssample should not be
theemployeé immediate supervisor

Specimen Collection

The employee should be positively identified by thepllection site perso using some

type of ploto iderification or be positively identified by a representativetiué City.

The employeenay r equest to see the colweledtha on si t e
collection is directly observed or mitored, that individal must be of the sangender

asthe testing employee

The employee W be instructed to remove all unnecessary outer garments (coats, jackets,
hats) and leave these garments alaiiy anybriefcase, purse, or other baga mutualy
agreeable locationThe employee shouldelep thai wallet, but the employewill also be
instructed t o epogkdtsyandtdisptay thenitpnhs timymete énsuréhe
employee isnot carryinganything that could be sed to tamper with a specimeThe
employeewill then be asked to washddrytheir hands prior to urination, immediately
before providing a urine specimen.

Urine specimens must be collected in clean, singke specimen bottlesshich areto
remain in their protective, sealed wpap until they can be&nwrapped in front othe
empbyee This ensures that the specimen is not tainted or contaminated.

The employeavill then be instructed to go into the room used for urination aodge a
specimen of at least 45mL.
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The temperaturef the urine specimremust be taken withifour minutes of collection
and fall within the acceptable temperature range for testingl@@0degrees F/328
degrees C).

If the collection site person sugpethe uine sample has been contaminated or tasgper
with, any unusuasigns must be recordexh the ollection site form andhe employee

will be asked to provide a second sample. The first sample will still be tested as usual,
but the second sample stbe colected under direct observation of a ssgeader
collection siteperson.

The specimeis thendivided into two containers by the collection site person and within
your presence This provides two samples for testing, shotild employealisputethe
resuls of the first test These two samplesalted primary and sf| are sent to a tesij
laboratory certified by the Department of Health and Human Services and must be
tracked using the custody and control form.

Both the employeand the colletion site person must keep the specimen in viewlat a

times prior to thespecimen container bw seald and labeled it he empl oyeeos
presence. The collection site person must place an identification label securely on the

bottle containing the date, thedividud specimen number, and any other identifyi

information requied bythe City. (If separate fom the label, a tamperproof seal must

also be applied and initialed tlye employe@nd the collection site person.)

The employeenust then initial te identification label on the specimen bottle totifgr
that the specimrecollected belongs tihe empbyee.

Regardless of where the sample is collected, the steps must be taken to ensure that no
other persons are present or will gain access to theaspacimas, which could lead to

a false positive gsult. This includeghe process for shippg the ample(s) to the
certified testing lab, which must follow 49 CFR Part 40.73 of the regulations.

Laboratory Analysis

At the laboratory, an initial tegs performed on the primary sample. If this test is
positive for the preence of controlled sstancesa confirmation test will be conducted.

Reporting the Results
All test results must be reported to thedical Review Officerin a timely manner,
preferably the same day that the review of the specinfgnthe certifying sa@ntist is

completed. Te laboatory andMedical Review Officermust ensure that results are
transmitted in a confidential and secure manner.
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Stand-down Provision

The Citymay not enove a diver from safetysensitive functions (stal down) when the
Medical Review Officereceives daboratory report of a confirmed positive, adulterated,
or substituted drug test before the test result has been verified bettieal Review
Officer.

The City may apply for and receive a waiver froimst prohibition by cmpleting an
application for a waiver with the Federal Motor Carrier Safety Administration.
Employeeshould onsultthe Citypolicy and/ortheir immediate superviséor details.

A review of the results must be done hyMedical Revew Officer who is regired to
explore any pssible nedical explanations for a positive result or a result that indicates a
specimen has been adulterated or substituted. At this tim&jdtieal Review Offcer
mustcontactthe employe@bout the test reuand givethe emplgeethe opportunity to
discusghe test result before making a final determination.

A positive test result or a result that indicates a specimen has been adulterated or
substituted doesot aubmatically mearnthe employee hassed drgs and are in violatin

of DOT regulations In orde to find other possible reasons, tHedical Review Officer

will interview the employegreviewt h e e mpmredical histdrys and/or review any
other bomedicalfactors. TheMedical Review Officermud look at all medicalrecords

and data thereployeeprovides,such as information on any prescribed medicatibes
employee igising.

After being notified of a positive test result or a result that indgcatspeimen has been
adulterated or substitutddr the initial testthe employee has2 hours torequest to the

Medical Review Officerfor the split specimen to be sent to another laboratorythelf

employeemakes this request, the split specimen mbsttestd at a different Department
of Health ad Human Services céied laboratory.

If the emplgee does not contact theMedical Review Officemwithin 72 hours but can
provide a legitimate reason for not doing so, Medical Review Officemwill order the
split specimen test at his/her discretion.

Please note that rema from safetysensitve duties as required by the regulations
following a positive drug test is NOT delayed to await the result of the split specimen
test.

If the analysis of the splsamplefails to confirm the presence of a drog,reconfirm that
the specimen was adultéed or sibstituted, theMedical Review Officemwill cancel the
test and report this tihe employe@andthe City.

The results of all tests must be forwardedhe City in written form within threg3)
working days of completion othe Medical Review Offterreview. All records must be
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kept confidential. However, these records are required to be released to any potential
employers (with consent) if you seek emytent asa driver with another carrier.

What are the Consequences dfiolating the Alcohol or Drug Prohibitions?
If an employeefailsan alcohol test:

A The employeenust be removed from all safesgnsitive functions.

A The employee shatiot return to aafetysensitive function until an evaluation by
a substance abuse fessional (SAP) has beelone the employeeomplied with
prescribed treatment, anthe employeepas®s a returnto-duty test. The
employee isubject to six follomup tests in the fitsl2 morths aftere mp| oy ee 0 s
return to duty and iV be subject to fdbw-up testing for upd five years.

A The employee shahot return to safetgensitive duties for at least 24 hours if
alcohol concentration is determined to be 0.02 or greater buhkes$.@.

If the employee test positive for drug(s), or have a veried adulterated or
subdituted test result:

A The employeemust be removed from all safetgnsitive functions.

A The employee shalhot return to a safetgensitive function until an elsationby
a substance abuse professional (SAd?) eerdone,the empoyeecomplied with
prescribedtreatment, anthe employee passes a rettmrduty test. The employee
is subject to six followup tests in the first 12 months afeermp | o setera ® s
duty andwill be subject to followup testing fotup to five years.

NOTE: A confirmed pasive test result will be mailed to the terminated employee by the
City, by certified mail, return receipt requested.

The drug and alcohol regulations requiteattthe City advise the employeeof the
resourcesavailable for apprafate treatment for athol anddrug use. However, the
regulations do not requithe Cityto pay for rehabilitation or to hold a job open fbe
employee while s/henderg@streatmen

If the employeeviolates an alcohol or drugmphibition, the emplgeewill be evaluated
by a subtance abuse professional (SAP) to determine what specific help is nédded
helps ensure that people with alcohol and drug problems get referredappttopiate
agencies for assistance.

Exception
As required by low Code &30.5 upon resipt of a confirmed positive alcohol test
which indicates an alcohol concentration greater than the concentration level established

by theCity, and if theCity has at leat fifty (50) employees, and if the empiee has been
employedby theCity for at leat twelve (12) of the past eighteefi8) months, and if the
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employee has not previously violated e t suldstance abuse prevention policy, the
City shall provde for ehabilitation of the employee:

1 If the City has an employee befit plan, the cost ofrehabiltation shall be
apportioned as provided under the employee benefit plan.

1 If no employee benefit plan exists and the employee has coverage for any pbrtion
the cost of rehabilitation undethe employe@ s h e a |l t ,hhe cosatrskeall @l a n
appotioned & provided by the health care plan with any costs not covered by the
plan apportioned equally between the employee taedCity. However the City
shall rot be rguired to pay more thafiwo ThousandDollars($2,000.00Xoward the
cost not covered.

If the employee does not have coverage for any portion of the cost of rehabilitation, the
cost shall be apportioned equally betwésmnemployee andhe City. However the City

shall not be required to pay neothanTwo Thousandollars ($2,000.00toward the ost

of rehabilitation.

Before the employeecan return to safety-sensitivefunctions, the employeemust:

A Have an alcohol test of less than 0.02 and/oredfied regative drug test
(depending on the viation).

A Have compliedvith prescribed treatemt.

A You must then complete a minimum of six (6) folkayp tests within the first year
back to work (Follow-up testing can be done for up to five (5) years after
returnirg to safetysensitive functions.)

Seltadmission of Alcoholand Drug Use

The reguhtions nclude a provision that allothe Cityto establish a program that lets a
driver voluntarily admit to drug use or alcohol abuse without DOT consequences.

USDOT Drug Testing Panel Expanded

Effective Jawuary 1, 2018, the UB0OT, FMCSA expanded itslrug testing panel to
include four synthetic opioid drugéydrocodone, hydromorphone, oxycodone and
oxymorphong This will be recognized as a five panel wittpanded pioids This also
wi || r e manil ry 0a sa ptph eov feedDOTndruy testgohels.

The Department of Transportation (49 CFR Part 40) is harmonizing with HHS guidelines
and will test for the following drugs: (5 panels with expanded ogjoid

1) Marijuana metabolite

2) Cocaine

3) PhencyclidinePCP

4) Amphetamine$ (includes MethamphetamindglDMA, M DA)
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5) Opioids: Codeine/Morphine, 6AM (Heroin) Hydrocodone/Hydromorphone,
Oxycodone/Oxymorphone
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SIGNS AND SYMPTOMS OF DRUG AND ALCOHOL USAGE

Drug Name SubstancesDetected in Urine What to Look For & Phy sical Dangers Time
Symptoms Detectable
in Urine
Amphetamines Methamphetamine, Tablets of varying colors, possible|  Disorientation, severe 1-2 Days
OUppers Amphetamine chain smoking, longeriods vithout depression, paranoia,
0 Met h 0 rest or sleep. Loss of appetite, possible hallucinations,
0 Cr a iBlack irritability, rapid speech, tremors, increase in blood
Beauties mood elevations pressure, fatigue
Cocaine Benzoylecgonine Glassine envelopes, razor, small| Shallow breathing, fever,| 1-3 Days
0 Cokeack ¢ spoonspdorless, bitter white anxiety, tremors, pEsible
O0Fk a oW crystalline powder, granular rocks, death from cowulsions or
Candy ‘ shortlived euphoria changing to respiratory arrest
Base depression, irritability, nervous,
O0Blow tightness of musek
Marijuana 11-Nor-delta9 Plastic baggies, ting paper, Goacld Psychological Occasional
60Dope tetrahydrocannabined- clips, odor of burnt ropeAltered dependence, increased use: 13
O0Reefer carboxytic acid THC perception, dilated pupils, lack of | heart rate, impaired sher days
0Grass concentration and coordinan, term memory, anxigt Chronic use:
craving for sweets, increased appet| lung damage, possible | Up to 3060
laughter psychosis with chronic days
use
OpiategOpioids Codeine, Morphing6-AM Glassine Envelopes, needles and Lethargy, weight loss, 1-3 Days
0 Heroin (Heroin) syringes, caps or spoons, toummsds, hepatitis, slow and
horse, junk) Hydrocodone/Hydromorphone| needle marks on arms. Insensitivity shallow breathing,
6 Mo r p ldMgn Oxycodone/Oxymorphone pain, euphoria, sedation, nausea possible death
Miss Emma) vomiting, itchiness, watgreyes,
0Codei ne running nose)
boy)
Phencyclidine Phencyclidine Liquid Capsules. White or brown | Unpredictable behavior,| Occasional
0Angel powder can be put on paper stamp flashbacks, possible use: 13
0 Dl Stick sugar cubes, cigarettes or joints. M| emotional instability and days
OPCP 0 D be injected. Increased pulse and hg psychosis, hallucination| Chronic use:
Dust rate, blood pressure and temperatu Up to 30
Mood and perception alteiian days
possible, paranoia, panic, anxiety,
nausea, tremors, suicidal urge
Barbiturates Secobarbital Phenobarbitol Capsules of varying colors, longer| Rigidity and painful Pentobarbita
06Downs Pentobarbitol Butobarbital periods of rest or sleep, dizziness muscle contraction, | and others:
O0Reds Amobarbital cold and clammy skin. Depressionr  emotional instability, 1-3 Days
ORai nbo decreasd alertness and muscle possible overdoses and Phenobarbit
OYel |l ows control, intoxication and slurred death, especially when al: 1-3
0Goof B speech, drowsiness mixed with alcohol Weeks
Benzodiazepines| Diazepam Chlordinzepoxide Oral/Injection. Slurred speech, | Shallow respiration, cold 1-7 Days
Downers Oxazepam Nordiazepam disorientation, drunken behavior | and clammy skin, dilated
Temazepam without odor of alcohol pupils,weak and rapid
pulse, coma, possible
death
Methadone Methadone Tablets. Liquid injection. Euphoria] Slow, shallow breathing,| 1-3 Days
0 Done drowsiness, respiratory depressior| clammyskin,
0Dol oph constricted pupils, nausea convulsions, coma,
0 Met had possible death
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Drug Name Substances Detected in Urine What to Look For & Physical Dangers Time
Symptoms Detectable
in Urine
Methaqualone Methaqualone Tablets. Slow heart rate and 1-3 Days
OLudes breathing, lovered blood pressure.
O0Quaaluwu Sleepiness, feeling of welieing, loss
of coordination, dizziness, impaireq
perception, confusion, later hangov
MDMA Methylenedioxy- Tablets. Euphoria, confusion, Muscle tension, teeth 1-2 Days
OEcst a methanphetamine anxiety, sleeplessness, drug cravir clenching, nausea,
0Adam ¢ and paranoia. Used at all night tremors, rapid eye
0 MDA 0 N RAVE dance parties movement, chills,
0 X possible death
Propoxyphene Propoxyphee Tablets, capsules. Dizziness, | Skinrash & other allergiq 1-3 Days
drowsiness, headache, euphoria, reactions occur
dysphoria occasionally and may be
accompanied by drug
fever and mucosal lesion
stupor or coma;
convulsions, respiratory
depression
Buprenorphine Buprenorphine Pinpoint pupils, extreme drowsines 1-6 Days
O0Bupren dizziness, blurred vision, slowed
0Temges breathing
Alcohol Ethanol Dulled mental processes, Lack of| Depression, anxiety, anq Varies- up
coordination, Odor of alcohol on | suicide, Social problems| to 8 hours

breath pupils will be consticted,
Sleepy condition, Slowed reactiong
Slurred speech, Anxiety or jumpines
Shakiness or trembling, sweating,
nausea and vomiting, insomnia,
Irritability, headache

liver damage,
Inflammation of tke
esophagus, Aggravatior
of peptic ulcers, Acute
and chronic pancreatitis
Malabsorption of food
nutrients that will lead to
malnutrition, Heart
attack, Hypertension,
Stroke
Immune system
depression,

Brain damage (dementig
blackouts, seizures,
halludnations, peripheral
neuropathy).

FOR MORE INFORMATION OR ASSISTANCE , YOU CAN TRY SOME OF THE FOLLOWING
SOURCES:

Cocaine Anonymous: (800) 34P98
Center for Substance Abuse: (800) WORKPLACE

National Clearinghouse for Alcohohd Drug Abuse: (800) 728686
NIDAGs treatment Hotline: (800) 662ELP

Some helpful and interesting websites are:

www.drughelp.org www.doj.gov www.dea.gov www.samsha.gov www.health.org
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Confidential Alcohol & Drug Abuse Helplines

If you or someone you know has a problem with alcohol or other
drugs, call for confidential help.

Toll — Free Helplines

lowa’s Drug & Alcohol Helpline 866-242-4111
Alcohol & Drug Dependence Hope Line 800-622-2255
Marijuana Anonymous 800-766-6779
Inhalant Prevention Coalition 800-269-4237
Al-Anon (for families of alcoholics) 888-425-2666
Cocaine Hotline (for all drugs) 800-262-2463

lowa Center for Substance Abuse Treatment 866-242-4111

(Referral Routing Service available in English & Spanish)
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EMPLOYEE ACKNOWLEDGMENT FORM

This acknowledgment fornis to certify that the undersigned on the date indicated
received a copy of the drug and alcohol policy for use while employed with the City of
Hiawatha.

| acknowledge that | have received a copy of the drug and alcohol policy and that it is my
responsibity to read the policy and any revisions made to it and act in accordance with
its provisions.

| understand that this policy is intended to supersede and replace all previous employee
handbooks, manuals and policy statements, whether oral or wrigtaadiby the City of
Hiawatha.

Employee Signature Date

Employee Printed Name
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SECTION IX - ELECTRONIC COMMUNICATION SYSTEMS
Purpose

To betterservet h e Cilizéng @&nd givé h e  Workfoycé the best tools to do their
jobs, the City continues to adopt and make use of new mearmimunication and
information exchangeThis means that maryity employees have access to one or more
forms of electroniccommunications systemcluding, but not limited to, computets
computer filese-mail, telephones, cellular telephonpagers, voice mail, fax machines,
external electronic bulletin boards, wire servicesedia servicespnline servics,
applications including social medsaich as Facebopthe Internet, and the World Wide
Web( hereafter fnel ecystendni ¢ communi cati on

The City encourages the use eliectronic communicatiorsystemsbecauseit is an

efficient and effectivavay tofacilitate and support Citpusiness and to stay abreast of

the latest informatiorrelevant to the City and its customefshe Cityds el ect
communi cation systems are the e(ectatiopdasf proper
privacy regardingtheir use. Thi s i ncludes wuse of per sonal
electronic communications systems.

The purpose of this policy is to express the Gitphilosophy and set forth general
guidelines governing the use of electron@mmmunications systemsBy adoptingthis

policy, it is the City's intent to ensure the electronic communication systems are used to
their maximum potential fo€ity purposes and not used in a way that is disruptive,
offensive to others, or contrary to the best intsresthe City.

Applicability

This policy applies to alCity departments, offices, boards, commissions, committees,
City employees and contracted and consulting resources.

This policy applies to all electronic communication systems that are:

1 Accessed on or from City premises City systems (i.e., wireless internet
systems, server systems, gtc.)

Accessed using City owned or pdat electronic communications systems; or
Used in a manner that identifies the individual as acting for or on behalf of the
City; or in any way idetifies the City.

T
il

Policy

It is the policy of the City to follow this set of procedures for the use of electronic
communicatiorsystems

1 Desk top, lap top, tabler otherhandheld devicesand external hard drives.
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If any electronic device provided by the City is lost or stolen, employees must report the
loss or theft taheir immediate supervispmwho will report the loss or theft to the Finance
Director. Ifthe immediate supervisoannot be contacted, employees should make every
reasonable effort to immediately contact the Finance Director.

As City-owned electronic devices adecommis®ned or replaced, employees shall turn
them in, including allaccessoriesattachments and cases,their immediate supervisor
who will forward them to the Finance Director.

Malfunctioning electronic devices shall be reportedthie immediatesupervisorfor
repating to the Finance Director.

Department Heads or their designees are responsible for notifying the Finance Director

for discontinuing, canceling or changing electronic devices or services when an
individual employee voluntarily or woluntarily terminags his/her employment with the

City or i f some ot her change 1is made which
electronic device.

Employees shall surrender all electronic devices upon terminatidineiio immediate

supervisor If anemployee fails to surreler an electronic device assigned to them by the

City upon termination of his/her employment, the fair market value of theo@ihed
electronic device wild.l be wit pusehtto lova om t he
Code§ 91A.5. See Acknowledgmenbfm for express authorization for this withholding.

Reimbursement for Personal Electronic Devices Used for City Purposes

The City, by action of the City Council, may provide a reimbursement for personal cell
phonesor other eletronic devicesn lieu o providing a cell phoner other electronic
devices The above policy for proper use for City or personal use apjpééer to the
following agreement).

In order for the employee to receive a stipend for reimbursement fanpérell phone

or otherelectronic devicesisal for city business, the employee shall providetheir

immediate supervisavery month, a copy of their monthly bilinformation needed on

the statement must include name of account holder (employetha monthly cost of

theplan. The immediate supervisorhen wi | | review the employee
al |l required information is submitted and fi
confidential file withinthe department. The immediatesupervisorwill then submit

monthly tothe Finance Director a signed memo stating that all statements for the specific
department have been received, reviewed, and gives permission to the Finance Director

to issue reimbursement to the named employeeseaylyar

By usinga personal electronidevice for City businesemployeesare acknowledging

that the records and information contained on the personal electronic device or in the
billing for the personal electronic device may be public records pursudmivéo Code
Chapter 22.
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Access and Athority

Each Department Head shall determine which employees in their department shall have
access to the various medapplicationsand services, based on business practices and
necessity and which shall have aartty to communicate on behalf of theitZ with
approval of the City Administrator/Mayor

Electronic information created and/or communicated by an emplaosieg theCi t y 6 s
electronic communication systems may be monitored, intercepted, accessed wegreser

by the City for any purpose includj, but not limited to: cost analysis; resource

allocation; optimum technical management of information resources; and detecting use

which is in violation of City policies or may constitute illegal activitgmployee shall

have no expectation of privaaysi ng the Cityods electronic ¢
including in situations wher@an employee isusing a personal device over a City

electronic communication systerDisclosureof electronic informatiomwill not be male

except when necessary to enfoegaolicy, as permitted or required under the law, or for

other legitimatéusiness purposes.

Any such monitoring, intercepting and accessing shall observe any and all confidentiality
regulations under federal and sthtess.

City-owned electronic communig¢ahs systems may be removed from City premises
solely for City workrelated purposes pursuant to prior authorization fileenimmediate
supervisor

Most of the Cityods comput i ngsesfbefare fles and es aut
data which are transfexd into the system from external sources are run or otherwise
accessed. On computers where virus scanning takes place automatically, the virus
scanning software must not be disabled, modified, uninstallecherwose inactivated.

If an employee isuncetain as to whether the workstatidthe employeds using is

capable of detecting viruses automatically tteg employee isinsure whether the data

has been adequately checked for virustt® employeeshould cotact the City
Administrator.

Prohibited CommunicationgUses

T h e Ciettrgnic somraunications systemend t he empl oyeeds per s
communications systems being used during working $inadl notbe used for knowingly
transmitting, retrievingr storing any communicatidhat is:

1. Peronal business on City time (e.g. sports pools, emmshopping,
correspondencesupplemental employmendr other norCity-related items),
except as otherwise allow¢skee Personal Use section);

Discriminatory orharassing;

Derogatory to any individual orgup;

Obscene as defined case law andnder lowa criminal law;

Hwn
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5. Defamatory or threatening;

6. Using another individual 6s account or ide

7. Attempting to test, circumvent, or defesecurity or auditing systems, without
prior authorization;

8. Accessing, retrieving or reading anymail messages sent to other individuals,
without prior authorization from the City Administrator;

9. Permitting any unauthorized individualdocess the @i 6 gnailesystem;

10.Engaged in for anyllegal purposeor onecontrary to the Cit§s policiesor best
interests;

11.Sent in an attempt to hide the identity of the sender or septahe sender as
someone else; and

12.Likely to cause network congestion or sigeagintly hamper the ability of other
people b access and use the system.

Empl oyees mu s t respect t he confidentialit
communications. Except in cases in which explicit authorization has been granted by the

City Administrata, employees are prohibited from engagingadnattempting to engage

in:

1. Monitoring or intercepting the files or electronic communications of other
employees or third parties;

2. Hacking or obtaining access to systems or accounts they are not authotiged to

3. Using ot het4nsqrpasspdiseadds | o0 g

4. Breaching, testing or monitoring computer or network security measures.

City employees shall notownload or transfer software, unless authorized thsy
immediate supervisor Employees must understanttat the unauthorized use or
independent installan of nonstandard software or data may cause computers and
networks to function erraticallpr improperly, or cause data loss. Users must never
install downloaded software to networked storage devicesowitthe assistance and
approval othe immediate supervisor

Body Worn Video (BWV) and otheaudio/visualrecording devices shall only be used in
conjunction withperformance obfficial, authorized, sanctioned and assigned job duties.
See applicablegbartment standard operating procedures.

Activation of recording devicesuch as microphones, cameras and viteaecord
communicationswith any otherperson outsideof departmental standard operating
procedures while at work or on City business is fibéd where such activity violates
anot her e@emplamyd endeights { @rotecotined sonfidential personnel or
medical information owhere the informationvould otherwise qualify as a confidential
record under lowa Code Chapter 22.
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Acceptable CommunicationslUses

Except as otherwise providedlectroniccommunication systemare provided by the
City for employeebusiness use during City time.imited, occasional, or incidental use
of electroniccommunications systen{sending or receivingfor personalnonbusiness
purposes is permitted astgorth below:

1. Personal use is limited to breaks, lunch or immediately before/after work;

2. Personal use must be brief and mnet interfere with the productivity of the
employee or cavorkers;

3. Personh use shall not involve any prohibited activity (sedrohibited
CommunicationdJsesectionabove;

4. Personal use does not consume system resources or storage capacity on an
ongoingbasis;

5. Personal use does not involve large file transfers or otkendeplee system
resourceswvailable for business purposes

6. The Ci t yods phone numb e shall natrbd listedmia iany addr e ¢
publication or electronic communication that will result in personal incoming
phone calls, text messages or other forms of electommonunications.

7. Non-City personnel are not authorizedo use the Cityods electro
systems except in an emergency.

8. Anyone obtaining el ectronic acade s s to
compani es o, muni ci pal smusteespect allrcopyrightsi vi du al
and cannot copy, retriey modify or forward copyrighted materials except as
permitted by the copyright owner.

9. Anyone receiving an electronic communication in error shall notify the sender
immediately. The communication mag privileged, confidential and/or exempt
from discloswe under applicable law. Such privilege and confidentiality shall be
respected.

Policy Violations

Employees who abuse the privilege of Chagilitated access to electronic media or
services risk hang the privilege removed for themselves and possitilgr employees,
are subject talisciplinary actionup to and including termination and may be subject to
civil liability and criminal prosecution.

Passwords

City Employees must access a variety dfrésources, including computers and other
hardware deices, data storage systems, and other accolasswords are a key part of
making sure only authorized people can access those resources andllidataployees
who have access to any of those reses are responsible for choosing strong passwords
andprotecting their logn information from unauthorized people.
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The purpose of this policy is to make sure all City resources and data receive adequate
password protection The policy covers all empl@gs who are responsible for one or
more accourstor have access to any resource that requires a password.

The City server is installed with software requiring employees to update their user login
passwords on a quarterly basis.

Password Construction

All passwords should be reasonably complex and difffoultunauthorized people to
hack Employees should choosé&rongpasswords that ameo less than eight characters
long and includall three(3) of thefollowing requirements:

1 A combination of uppeand lower case letters
1 Numbers
1 Punctuation marksral otherspecial characte(!#%7*);

1 When choosing a passwoeimployees should avoid basic combinations that
are easy to crack-or example, password, password1l and Pa$$wOrd are not
secure choices

1 Substituting numbers for specific letters makes theswasd easier to
remember and also makes the password strorigeample, using 1 for the
letter I, 3 for the letter e, @ for the letter a, O for the letter o, and 5 for the
letter (s);

1 A password shodl be unique with meaning only to the employee who
choes it That means dictionary words, common phrases and even names
should be avoided

1 Employees must choose unique passwords for all of their company accounts
and may not use a password that they aneady using for a personal
account

Password Proection

Passwords are intended to keep unauthorized individuals from accessing messages stored
on the system From a systems perspective and from the perspective ofraail e
recipient, passwords alsstablish the identity of the person sending ana message

The failure to keep passwords confidential can allow unauthorized individuals to read,
modify, or delete @mnail messages; circulate-neail forgeries; and download or
manipulate files on othesystems.
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If the security of a password is in doufuiy example, if it appears that an unauthorized
person has logged in to the account, the password must be ch@angediately,and the
unauthorized use should be repottiethe IT Administrator or th®eputy City Clerk

The practice of using passwordsosll not lead employees to expect privacy with
respect to messages sent or receivethe use of passwords for security does not
guarantee confidentialitfsee SectionfiAccess to Employee-Kailo).

Paswords should never be given out over the phone, decduin email messages,
posted, or kept within public viewEmployees must neveshare passwords with any
outside parties, including those claiming to be representatives of thesiatipg a
legitimak need to access the systether than tdhe IT Adminstratorfor the purpose of
repair or maintenance

Employees should take steps to avoid phishing scams and other attempts by hackers to
steal passwords and other sensitive informatiémployees willreceive training on how
to recognize these attacks.

Employees may not use password managers or other tools to help store and remember
passwords without permission from IT.

Confidential Information

All employees are expected and required to protect thgsCconfidential information
Employees shall notansmit or forward confidential information to outside individuals
or companies without the permission tifeir immediate supervisoand the City
Administrator

The City also requires its employeesuse email in a way that respects the confidential
and proprietey information of others Employees are prohibited from copying or
distributing copyrighted materialfor example, software, database files, documentation,
or articles- using the email sysem.

E-MAIL RECORD RETENTION POLICY

Policy

It is the policy & the City to follow this set of procedures foimreil record retention.

The City shall use the records retention guidelines as set forth by the lowa League of
Cities.
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Procedures
Nature of E-Mail Records

As a general rule,-mail is a public record wdnever a paper message with the same
content wold be a public recordSee lowa Cod&22.3Afor definition of a record.

Components of an EMail Record

The email record is defined to incledhe message, the identities of the sender and all
recipients, he date, and any neaarchived attachments to thereil messageAny return

receipt indicating the message was received by the sender is also considered to be part of
the record.

Saving andIindexing E-Mail Records

Initially the custodian (that officedepartment head, division head, or employee of the
City who keeps or is in possession of amail) bears the responsibility for determining
whether or not a particularreail record is a puix record which should be saved and
ensuring the record is prape indexed and forwarded for retention as a public record
E-mail which is subject to records retention must be saved and should be indexed so that
it is linked to the related records irhet media (for example, paper) so that a complete
record can beaessed when neede&-mail records to be retained shall be archived to

an achievable media, network drive or printed out and saved in the appropriatenfjle
officer, department head,wision head, or employee of the City may request assistance
fromt he Legal Custodian of records (the City
the Chief of Police is Legal Custodian of Police Department records) in determining
whether an émail is apublic record.

Responsibilities for EMail Records Management

Legal Custodian.E-mail records of a City authority having custody of records shall be
maintained by the designated Legal Custodian, pursuant to City policy.

Information Services Manageif e-mail is maintained in an eime database, it is the
responiility of the City Administratorto provide technical support for the Legal
Custodian as neededVhen equipment is updated, tléy Administrator sall ensure
that the ability to reproducemail in a readable form is maintained. The IT Consultant
shal assure that-enail programs are properly set up to archiveal.

Public Access to EMail Records

If a Department receives a request for release of-amaikpublic record, the Legal
Custodian of the record shall determine if it is appropriate fdilipuelease, in whole or
in part, pursuant to law, consulting the City Attorney, if necessakg with other
records, access to or electronic copies of disclosable records shall be preided
reasonable time.
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Violation
Employees violating thisgicy are subject talisciplinary action,up to and including

termination of employment.In addition, violations of this policy may be referred for
civil and/or criminal prosecution wherp@opriate.
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AGREEMENT OF REIMBURSEMENT FOR USING PERSONAL CELLULAR
PHONE OR OTHER ELECTRONIC DEVICES FOR CITY BUSINESS

l, agree to be reimbursed by the City of Hiawatha, by check, for
costs attributed to my personal cell ph@hectonic device plan for city business at
$30/month or $90/quarterunderstand that | am required to subandopyof the invoice

of my plan in my name and the amount of the invoicattached to the quarterly
reimbursement form. Reimbursements are madesiminths of January, April, July and

October.

Employee signature Date
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Social Media Policy

Definitions

1 Posting: any writing, image, video, download, audio file, and hyperlink to
other websites, or etia which is downloaded, referenced, inserted or placed
upon any @y social media site.

1 Social media or site: includes, but is not limited to, electronic communication
through which users create online communities to share information, ideas,
personal mssages, photographs, videos and other cont&xamples of the
types of social networking sites covered by this policy include, but are not
limited to: blogs, LinkedIn, Facebook, Googlefwitter, YouTube,
Instagram, Pinteres§napchat, YikYak, photonal video sharing sites, micro
blogging, podcastsyikis, news sitesas well as viewable comments posted on
Internet sites.This policy is not meant to address only certain forms of social
media, but rather social media in general as advances in techmalogccur
and new toolswill emerge that are also expected toused in accordance
with this policy.

All City employees aralwaysexpected to use Citglectronic communications systems

in a responsible, professional, ethical and lawful manner. imtlisdes use of all social
media on electronic communications sgsits Employees should be aware that all
content, including social media, on these devigesluding those personal dees
accessing a City electronic communications systemmot privaé and the City could

access any information saved to, accessedrgted on, transmitted on, downloaded to,
exchanged over or discussed on these devices, including social media, at any time.
Consequently, employees have no reasonable expectation afypntien engaging in

these activities and employees should use commeense in all communications,
particularly on a website or social networking site accessible to anyone.

In addition, employees are expected to follow all other City poli@gardingthar use
of social media. Any employee who violates this policy snde subject to disciplinary
action up to and including termination of employment.

PROCEDURES:

The procedures for usirgpcial melia are presented in two categories: (1) Sippnsored
sites used to provide citizens with official, accurate and unbiagetmation, and (2)
procedures governing employeesd conduct whil

1. City-Sponsored Sites:
A. The Cityds soci al media are | imited pu
edtorial page or blog for visitors and they are subject to the cortinge
restrictions listed below in this policy. The City does not intend by its social
media sites to create or allow the creation of an unlimited public forum for the
public to post comnds of any kind.
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B. The establishment and use by any City departraE@tity social media sites
are subject to approval by the Cidministrator At the time such site is
approved, the CitAdministratormust determine who will be responsible for
developng this site including establishing an administrative profile,
desgnating who will have authority for speaking on behalf of the City, and
who will keep the site up to date, including answering questions in a timely
manner.

C. City social media accounts wibnl 'y become affiliated wi
Af ol |l ow, 0 r sotiat mgdia pageoif ih is related to official City
business, services and events. The @iiyninistrator shall have the final
determination if another social media page is relatedftoiafCity business,
services and events.

D. Wherever possible, Cityocial media sites should link back to the official City
website for forms, documents, online services and other information necessary
to conduct business with the City.

The City Administrator or his/her designee withoni t or t he Cityw8s soci a
to ensure that the social mediat es f urt her the Cityods policie

Comments containing any of the following inappropriate forms of content will not be
allowedonheCi t yés soci al media sites:and are subj

a. Comments unrelated to the original topic;

b. Comments that are obscene, vulgar, or profane;

c. Content that promotes, fosters or perpetuates discrimination of any
protected class under Idcatate or federal law

d. Defamatory or personal attacks;

Threats tany person or organization;

Comments in support of, or in opposition to, any political campaigns or

ballot measures;

g. Solicitation of commerce, includingut not limited tg advertisingof any
business or product for sale;

h. Conduct in violation of anyefderal, state or local law;

i. Encouragement of illegal activity;

j. Information that may tend to compromise the safety or security of the
public or public systemsyr

k. Content that violates adal ownership interest, such as a copyright

()]

Comments that arehteatening in nature will be forwarded as appropriate to law
enforcement.

E. The City reserves the right to restrict or remove any content that is deemed in
violation of City policy, includiig this policy, or applicable law. Any content
removed based on tbe guidelines must be retained by @ity Administrator
or his/her designee for a minimum of 90 days, including the time, date and
identity of the poster, when available.
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F. Comments postedybth e publ i c¢c on the Citybés soci a
opinions & the commentators or posterSuch comments do not necessarily
reflect the opinions or policies of the City, and the publication of such
comments does not imply endorsement or agreenyetietCity.

G. The City is not responsible for and has no controk ¢dkie accuracy, subject
matter, content, information or graphics when viewing links attached to its
social media sites. The City also does not endorse any organizations
sponsoring linked efsites or the views or products they offer.

H. The City is not lialé for the content of postings by individuals employed by
the City or third parties not affiliated with the City on any City social media
sites.

The City reserves the right to deny accesstdosocial media site for any

i ndi vidual wh o olciesool thetlagvsat anyntime afd witlyoots p
prior notice. The City reserves the right to restrict or remove any content that

is deemed in violation of this policy or any applicable lostdte or federal

law.

J The Cityds we b.kiawatlmiona.tomitltlp: fr é mawiwn t he (
primary and predominant Internet presence.

K. Employees representing the City via social media accounts must conduct
themselves, at all times, as representatiieshe City and must identify
themselves as representatives of titg @hen doing so. Employe&gho fail
to identify themselves and/or conduct themselves in an appropriate manner
(pursuant to this policyshall be subject talisciplinary action,up to and
including termination of employment.

2. Empl oyees 6 P edasMedia | Use of S

A. Employees should limit their use of social media during working hours or on
equipment provided by the City unless such use is \mldted or authorized
by asupervisor. Emplgees shall not use Citprovided email addresses to
register on soial networks, blogs or other websites for personal use.
Employees should note that this provision is not meant to prohibit employees
from engaging in concerted protected activity wheaipited by law.

B. Employees may not, unless expressly authorizedviiting by the City
Administrator make statements on behalf of t he
media accountslf an employee wishes to make a waétated statement on
his/her social rada, the employee should consider including a disclaimer
indicatiog t hat the opinions are the employe
opinion of the City.

C. Employees shall not use Ciprovided email accounts to sign up for or
access social media unlesgressly authorized to do so by teenployeés
immediate supervisor

D. Employees shall have no expectation of privacy if they access their social
media using City enail, City networks, City servers, City devices and/or any
other City resources when acdegssocial media.

E. Employees shall not post, transmit or otherwise dissemargtanformation
to which they have access as a result of their employment with the City unless
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expressly authorizeby their immediate superws or the City Administratar
In addition, employees are expected to respect the privacy of themwdaers
and citzens and must take steps to protect the privacy and confidentiality of
others.
F. Empl oyees are not to us,suchdsé&addnarksy s i nt
logos, letterhad etc, when posting on social media or in any other actions,
unless expressly ughorized in writing by the City Administratar This
includes posting pictures tiie employe®r others wearing City uniforms or
ot her apparel beamgaong the Cityds name o
G. Employees are not allowed to use photographs or other depictions related to
City business, including, as discussed Raragraph 2.Fabove, unless
expressly authorized wvriting by the City Administrator This includes, but
is not limited tQ postirg, transmitting and/or disseminating any photographs
or videos of City training, @ivities or workrelated assignments.
H. Employees shall not post material that is abusive, obscene, libelous,
threatening, profane or otherwiseppropriate about the Citits employees
or its citizens.
Employees shall not post material that may be coedtto be discriminatory,
harassing or retaliatory under local, state or federal law about the City, its
employees oits citizens.
J.  Nothing in this policy is intended toimhg e upon any empl oyeeds
First Amendment rights and employease freeto express themselves as
private citizens on social media site§he intent of this policy is to prevent
employees from engaging in unlawful speech, improperly impairireg th
working relationships of @ City, impeding the performance of City duties
and/o negatively affecting the public perception of the CitAs public
employees, employees are cautioned that speech made pursuant to an
empl oyeeods of f i ededaspeectt undear thesFirst Amendmdnt pr ot
and may form the basis for disciplinary #@mh, up to and including
termination of employment.

The Cityods soci al media sites may be consi
Records lawsIf requested, the City ay be compelled to disclose public records to third

party requestorsThe City inits sole discretion shall determine whether postings on its

social media websites are public records and whether exemptions from disclosure apply.
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SECTION X - COMPLAINT RES OLUTION/
INTERNAL INVESTIGATION PROCEDURES

Misunderstandingsjnterpersonal digtes, or concerns regarding violations of the
employee polies, rulesdisciplineor provisions of local, state or federal law, should be
resolved pursuant to this procedutemployeesshould follow this procedure in order to
bring any complaints of thisature to the attention @ity Management

Definitions

A ficomplainto may be a concern about a viol:
concern about inaccurate oisleading information in a personnel file, discrimination,

harassment, retaliah, workplace violence, an interpersonal dispute/misunderstanding,

or a disagreement with disciplinary action.

A Acompl ai nantodgrausof dmpleyees fitimie coppamt

A Arespondento is the empl oyeedofcausingth@up of
misunderstanding or conflict or violating the manual, local, state or federal law.

may adnawnd O0sel ev

A Awitnessodo is a person wh
ntés response.

0
compl aint or the responde 0
ADayso shall mean working days.
Complaint Procedure

Step 1. Discussion of the problem wéhmp | o ynmedi@dtesupervisor is encouraged
as a first steplf employeedoesnot believe a discussion withear immediate supervisor
is appropriate,they may proceedto discuss the mattedirectly with the City
Administrator

Step 2: Ife mp | o prebkd $s not resolved after discussion witlkeir immediate
superviso or if they feel discussion withiheir immediate supervisors not appropriate,
theyshould deliver a complaint form their immediate supervisoif employeedoesnot
believe it is appropriate to deliver the complaint fornthiir immediate supervisathey
may proceed to deliver the compliaiarm to the City Administrator.

Step 3: If employeé& immediate supervisareceives a complaint formemployeés
immediate supervisowill considerthe facts, and if determined necessary conduct an
investigatio”d by meeting with the respondent and intewing witnesses.After a full
review of the facts (which may include discussion with all individuals concerned and any
further investigation deemeatkecessary), will advisemployeeof the decisiorin writing

within ten (10) days, unless written notice & a modified deadline is provided

2 See Investigation Procedure below.
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If the City Administratoreceives a complaint form, the City Administratatl consider

the facts,and if deternned necessary conduct an investigatibg meeting with the
respondeniand interviewing witnesses. #er a full review of the facts (which may

include discussion with all individuals concerned and any further investigation deemed
necessary), will advisemployeeof the decisiorin writing within ten (10) days, unless

written notice of a modified deadline isprovided. The Ci ty Admini strator .
is final and binding.

Step 4: Ifemployeé& immediate supervisananages the complaint aedhployeedoes

not believe the complaint was satisfactorily resolveeimployee may request a
review/appeal of the comgiht and resolution by the City Administratorwriting within

ten (10) daysof the complaint resolution.The City Administrator will advisemployee

of the decisionin writing within ten (10) days unless written notice of a modified
deadlineisproviked The City Administratorods deci si on

A complainantmay be represented at any step of the procedure by themselves and/or, at
their option by a representative of their choosing.

Nothing in this policy prohibits or precludes an eaygle from filing a charge or
complaint with the Equal Employment Opportunity Commission (EEOC) the National
Labor Relations Board (NLRB), the lowa Civil Righte@mission (ICRC) or any other
local, state or federal governmental agency or commission

Investigation Procedure

Step 1: The immediate supervisar City Administrator should determine who should
investigate the mattethiey can investigate, or they may obtainuaiasednternal or
external investigatdt)

Step 2: The Investigator shall be pessible for investigating any complaint alleging or
which appears to allege discrimination, harassment or retaliation. If the complaint
contains evidence of criminal adty, such as battery, rape or attempted rape, the
Investigator shall notify the GitAdministrator of the need to contact law enforcement

Step 3: The Investigator shall interview complainant(s), respondent(s) and relevant
witnesses. The identities ofh t compl ainant (s), respondent
confidentiality will be maintainedhtoughout the investigatory process to the extent

practical and appropriate under the circumstances

Step 4: The Investigator shall issue a confidential written reponet&ity Administrator

finding facts and making credibility assessments, which amta conclusion:

substantiated or unsubstantiatéddh e 1 nvesti gatords report s he
confidential investigation file.

3 See Investigadn Piocedure below.
4 Obtaining an externahvestigator requires he Ci ty Admi ni stratorods approval.
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Step 5: The City Administratorhsa | | determine outcomes based

findings. The City Administratdr slecision regardingctions (including disciplinef
neededl shall be final and binding.

Step 6: The City Administrator shaihform the complainant and respondeaf the
outcome of the investigatio(substantiated or unsubstantiated) and shall reaader
disciplinary actioror implement other actions needed to resolve the complaint

Step7: The Investigator shall inform the witnesses that the investigation has dedclu
and that it has been resolved but because it is a confidential personnel thatter,
witnesses will not receive further information.

Retaliation

The City will not tolerate any form of retaliation against employees who take advantage
of this procedw. The procedure should not be thought of, however, as preventing,
limiting or delayng the City from taking disciplinary action against any individual, up to
and including termination, in circumstances where the City deems disciplinary action to
be approriate.
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To file a formal complaint , an employee is required to complete and subm it this form to the City Clerk/Human Resources Department in

accordance with the guidelines of the employee manual . All sections must be completed. (Attach additional she ets if necessary.)
A. EMPLOYEE INFORMATION
Name
Position Title Department
Work Telephone
Home Address Home Telephone
Date of Incident Supervisor
B. Complaint Type (please check one):

a violation or misapplication of policy

(identify)
a violation or misapplication of rules pertaining to employment in the respective department
(identify)
A inaccurate or mis leading information in a personnel file
A interpers onal dispute
(identify)
A discrimina tion
(identify)
A harassment
(identify)
A retaliation
(identify)
A workplace violen ce
C. State the specific reason(s) for Complaint:
D. If an appeal of discipline, state requested resolution:
Employee Signature Date
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SECTION XI - BENEFIT POLICIES
Eligibility

Emp | o gligiklidy or benefits is dependent upon ariedty of factors includingheir
category of employment (futime vs. partime). The City Clerk or designee can
identify the programs for whicemployee igligible.

Management reserves the right to make changes in the benefit programs as deteled in t
following pages for the purpose of improving the overall benefit package andtangma

the benefit programs more cost efficient and affordalflend when changes are made,
appropriate notification will be provided through the issue of replacemeas pkegailing

the changes designed for insertion in this manual.

In the following settons of thismanua) the City hasattempted to outline mp| oy ee s 0
benefits as clearly as possible in a general manfieal determination of eligibilityand

benefits wil be made in accordance with actual plan descriptions, insurance booklets or
legal dcumentation whicldescribeghe plans or policy.

Vacation Policies

The City recognizes the importance and necessitg ohp | 0 tinee eway fromtheir
job for purposef leisure, recreation and relaxatiorisenerally, @ll-time hourly and
salaried emplosges are legible for paid vacation time based on their length of service
Generally, prttime employeesvho work less than 30 hours a wee# not earn paid
vacation Vacation time may not be taken in increments of fleaa15 minutes

Generally, employees shall accrue paid vacation hours basetth@nyears of completed
service and theistandardvork week not considering overtimeursuant to the sedule
below. Holiday, vacation sick and other leavlours, to the limit of normal work
schedule hours, shall be cateredfitime worked for the purpose of calculating accrued
vacation eligibility Special leaves are not to be included as hours workeckpt as
specifically sated therein.

Vacation time is earneshdavailable during the following yesas follows:

Beginning Total Acaqual

Hire Date 3.08 hours per pay period
3 Years 4.62 hours per pay perid
10 Years 6.15 hours per pay period
18 Years 7.69 hours per pay peod

Vacation time for Fultime Fre medic assigned to a S2our work week is earned and
available during the followingears as follows:
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Beginning Fire MedicTotal Acaual

Hire Date 4.00hours per pay period
3 Years 6.00hours per pay perid

10 Years 8.00hours per pay period
18 Years 10.00hours per pay pead

Employees immediate supervisovill always try to letemployeeusetheir vacation time

as desired, but vacatie cannot interfere with h e e mpdl eopyaereténse nt.6 s oper
Emp | o yasaidnsnust be approved liyeir immediate supervisat least two (2)

weeks in advance If any conflicts ariseén vacation requestshe employeé immediate

supevisor will give priority to the arliest request in approving vacations when work
assigments permit.

I f an observed holi day o c c acatien, ghyforithatgayan e mpl
will be considered as holiday pay, not vacation.pdyhe employee may extend the
scheduled vacain period accordingly.

Vacation shall not accrughile an employe is on an unpaid leave period.

Employees on suspenasidor disciplinary purposes are not eligible to receive vacation
pay during the suspension

Employees ordered to military training are not required to use earned vacation time
during thetraining perod but may request to do so, if desired.

If employee hs unused vacation days upon theoluntary termination of their

employment with the Citythe employeevill be paid for that time atheir regular base
hourly rateproviding two weeks wrien notification to the City is given Failure to

furnish two weeks noticef termination will result in the foeiture ofearned but unesl

vacation leave.

If e mp | o gmepyinent with the B is terminated for any reason duritigeir first
yea of savice, no vacation is due upon terminatiéinat any point duringemployeé s
employmentthey are involuntarily terminatedhey shall not be paid out for argarned
butunused vacation.

Payment of allearned butunusd vacation shall be included in then@ | oyeeb6s f i na
paycheck Comput ati on of t he e mpd anythe dasis ofthac at i on
empl oyeebs regul ar rate oftonpay, applicabl e a

An employee who retires from the City servickdk remain an employee and be
extendd all benefits until all vacation is used.

An employee may acue up to a maximum of 300 houBeginning July 1, 2020 an
employee ray accrue up to a maximum 200 hours. When gnempbyee reaches the
maximum accrual, additiohime earned shibe forfeited. To avoid forfeiting vacation

employees should use vacation hours before they reach their maximum accrual limit.
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Employees who retire orwhemr e t er mi nated as fAReducti on
the amount okaned but unusedacationbenefitsin the current fiscal year of accrual at
thetime of termination.

Longevity Pay

It is theCi t poi@cysto reward employees for years of continu@asvice to the City
Longevity Pay shall be payable on thdl-time emply e e(@aosking forty hours per
week) anniversary datebeginning with the first regular pay period foliog the
anniversary date The Longevity Pay is based upon the number ofrgeaf continuous
service completed on the following roomulative scheduie

After completion of 5 years of servicg. 12 per hour increase
After completion of 10 years of servic&2 per hour increase
After completion of 15 years of servicé2 per har increase

After completion of 20 years of servic&2 per hour increase
After completion of 25 years of servic&2 per hour increase
After completion of 30 years of servic&2 per hour increase

E R

Longevity rate schedules are not construed as bgangof base pay schedules which
relate to the level, nature and diffioultof work of positions nor to the service
circumstances of the employee.

Termination prior to the end dhe year does not rendtte employee ineligible for the
longevity pay acared or paid Retirement does not constitute disqualification for
longevitypay accrued and payable.

Holidays

The City observes the following national holidays:

New Year 0s D baaporDay

Presi dagnt 6 s Dhanksgiving Day and Friday after
Good Friday Christmas Eve

Memorial Day Christmas Day

Independence Day New Yé&wwr 6s

If a recognized holiday falls on a Saturday, it will be observed on thedingcFriday
Those hbdays falling on a Sundawill be observed the following MondayHolidays
may be combined with earned vacation.

Holidays will be paid for fultime hourly and salaried employees on active stategl-

time emploges working on a threguarters time basis will receive time @fith payon a
prorated basis

126|Page

n



In orde to be pail for the observed holiday, the employee nlogtat least fouf4) hours
of fiworko on the work dayprior to and following the holiday observancgCertain paid
or other leaves count as time workeéfke lelow. If you have questionsabout this
provision, ontact theCity Clerk)

Full-time nonexempt employeesvho do not work on éoliday shall receive their
regular compensation for holidays observed byGlig, at their hourly wage rate times
their normaldaly work hours.

Full-time nonexempt employees wrking at least 30 hours a weekvho do not work
on a holiday shall receiveompensation for holidays observed by the City, computed at
their hourly wageate times their normal daily work hours, equalingx £6) hours.

Full-time nonexempt employees workig on a threequarters time basiswill receive
time off pay on a prorated bia

Exempt employeesvho work on an observed holiday will not be compertsaieyond
their regular salary

Unauthorized absenceoy an employee on his/her last scheduled workiag lokfore, or
the first scheduled working day after a holiday shall resaltcompensatiorior the
holiday

Work on a Holiday is considered time worked or overtime purposes A nonexempt
employee requidkto work on a holiday shall be compensated atrthegular rate for
holidays with additional hours over 40 to be calculaethe rate of one plus one half
(1%%) time.

Holidays during paid leave fahol i day fall s during an empl c
period of approved paid sick leave or personal tiwfie it will be counted as a holiday

and will not be deducted from his/r@rcumulated vacation or sick leavieublic Safety

Employees may be erpt from this policy

Holidays during Unpaid Leave Employees on an unpaid leave of absence at the time a
holiday occurs will not be paid for the holiday.

Employees on layoffwill not be eligible for holiday pay for any holiday falling within
thelayoff period

Bereavement (Funeral) Leave

Up tothree @) working days of leave with pay (not charged to otlkeavé time)naybe
granted to fulitime employees upon request to make ayeaments for and attend funeral
sa vi ces of tspoasechildignlsiepclaldran son/daughtem-law, mother,
father, sepmother/father, sisterstepsister, brother, stgp-brother, grandparentsstep
grandparentgyrandchildren, stegrandchildenand legal deperaits One (1) additional
day may be allowed for travel, op approval of City ManagemenAdditional days off
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may be taken, witlthe immediate supervisbrs @val, @$ accumulated vacation, sick
leave, or compensation time.

Up to thee (3) working days of leave with pay (not charged to other leave time) may be
granted & employees upon request to make arrangésrfer and attend funeral services

for the following relatives of his/hespouse: childrerstepchildren,mother, fatherstep-
mother/fathergrandchildren, stegrandchildrerand legadependents

Leave of ongl) day may be granted in the event of te at h of an empl oyee
uncle, nieceand neplew. Additional days off may be take with the immediate
supervisod s @g, s accumulated vacation, sick leave, or compensation time.

Leave of one (1) day may be gtad to an employee in the evaritthe death of the
following relatives of his/her spouse: brother,stepbrother, sister, stepsister,

grandparents, stegrardparents, aunt, uncleiesge and nephewAdditional days off may
be taken, witlthe immediate supervisdrapproval, as accumutd vacation, sick leave,
or compensation time.

An employee may be allowed time off with pay to attend the funeral of a felanker
who was currently employed in the same department provided, however, such permission
is granted byhe immediate superviso

To attend funerals of other relatives and fidignunused personal time or a day of accrued
vacation may be used for thpsirpose ith employeé immediate supervisors a p.pr ov a |
Employeemay take up tane @) full day without pay if no accrued lave exists again

with their immediate supervisorsppraeval

Funeral leave pay will only be made to employees for actualgpaet away from work
for the funeral or its arrangementSor example, if the death occurs at a time when work
is not scheduledgaymentwill not be made If a holiday or part o mp | 0 yaeagod s
occurs on any of the days of abseram@ployeemay notreceive holiday or vacation pay
in addition to paid funeral leaveEmployeemust informtheir immediate supervisor
immediately duri ng their time off of the situation for accurateproll accounting.

Parttime and temporary/seasonal employees are nablelifpr paid bereavement leave.

Bereavement pay will be based on normal scheduled .hours
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Family Medical Leave Act

The City complements the pwisions of the Family and Medicaeave Act (FMLA)
The Citywill not discriminate against employees azsult of the approved use of family
care or medical leave or a proper request for such .leReguests for family care and
medial leave will be onsidered without regard tpolitical or religious opinions or
affiliations, race,creed,color, national dgin, marital statusage,sex, sexual orientation,
gender identityreligion, creedphysical or metal disabilityor veteran stas.

A leave of dsenceunder the FMLAIs an offigal authorization to be absent from work
without pay for a specified perioaf time. Eligible employees may be entitled to job
protected family or medical leaves of absence if they are unable to conwekiowe to
family or medical concerns as descrilveithin this Family Medical Leave of Act Policy,
which shall be administered accordance with applicable state and federal (2&<CFR
825.100)as follows:

1. Employees are eligible if they have been ajivemployed for welve (12)
months and worked ag&st 1250 hours during those twelve (12) months.

2. Employees may request o8 or more family care or medical leaves, however,
the total amount of leave taken cannot exceed twelve Wb2§ weels in any
twelve (12) month priod Employee may request anntermittent leave or
reduced schedule leave to care for a seriously illljamember or ifthey have a
serious health condition that warrants such a request.

3. The Atmwerltvhe (12) perthiomly igtle pedod oféwklvet o i n
(12) consecutie months starting with the date of FMLA leave and rolling back
for twelve(12) consecutive calendar months.

4. FMLA leaveshall be grantetb eligible employeefor the following reasons:

for incapacity deto pregnancy, @matal medical care or child birt

to care for the employeebdbs chaoarl d afte

foster care;

1 tocarefot he serious health condition of t
parent

9 for a serious haith condiion that makes themployee unable to perform

thee mpl oyeedbds job.

T
T

5. Eligible employees whose spouse, son, daughter or paremt covered active
duty or caled to covered active duty status may use theirwk2k leave
entitlement to address certain qugdlify exigencies Qualifying exigencies may
include attending certain financial and legal arrangements, attending certain
courseling sessions, and attending pdsployment reintegration briefings.

6. Additionally, the FMLA provides eligible employees up 26 work weels of
leave to care for a covered seevimembeduring a 12month period.
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A covered servicemember is (1) a curent member of the Armed Forces,
including a member of the National Guard or Reserves, who is undergoing
medical treatment, recemtion or therapyis otherwise in outpatient Stest, or is
otherwise on the temporary disability retired list for a serinjugy or iliness; or

(2) a veteran who was discharged or released under conditions other than
dishonorable at any time during tlige-year periodprior to the first date the
eligible employee takes FMLA leave to care for the covered veteran, and who is
undergoing medical treatment, recuperation, or therapy for a serious injury or
illness.

The FMLA definitionwriolfl nae s &mem sereigeu sc ui nj ur
members and veteras ar e di stinct from the FMLA de
health condition.0

7. The City requires medical certification; as well as otdecumentation asoted
throughout this policy.

8. In appropriate circumstass, the City may requirean employedo be examing
by a designatetealth care provider at t he Clftheydcad opiniopen s e
differs from the opinion in the original certification, the City may require that a
third opinion be obtained at the Gitys e e fom ra diealth care provider
designatedointly by the City and the employeeSuch opinion shall be final and
binding.

In the event of a serious health condition to the employee or his/her child, spouse,
or parent, creating a need for unforegge family or medial leave, the emplyee

must povidethe immediate supervisavith notice, as soon as praciite, of any
needed time off, and lzealth care providés certification The certification must
include the date on which the health condittmturred, the probable ddiran of

the condition an eimate of the amount of timemployeeneed to be off work to

care br the family member or fotheir own health condition, and confirmation

that the nature of the condition warraetaployeeto be avay from work to care

for themselvesor their depadent.

9. Employees shall be required to give thirty (30) calendar days eevasticeof
the need to také-MLA leave when the need i®reseeable To assistthe
immediate supervisan arranging work assignemts duringe mp | o gbeee& s
the City asks tha employeegive the mmediate supervisgprior notice, to the
extent possile, of an expected birth or adoption, as well as an indication, to the
extent known, ofe mp | o pxpextédsreturn date To faciltatee mpl| oy eed s
return to wok, the Cityalso ask thatemployeeprovidethe immediate supervisor
with two (2) weeks advanaeotification oftheir intended return dateFailure to
do so may delag mp | o retare date.

10.The Cityis responsible for notifipg the employee withifive (5) business days if
the requested leave qualifies as FMleave The notificationmust bein writing
andmust state whether the employee is eligible for FMLA led¥¢he employee
is not eligible, the notification mudist at least one reason why theave is not
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eligible, the number of months the employees been employeahdthe number
of haurs worked

11.The City must provide written notice detailing the specific expectations and
obligations of the employee and explainy asonsequences for failur® meet
those obligatins.

12.The City requires fitnesgor-duty certification upon return to etgyment, and
that requirement must be set out in the designation notice.

13. For purposes of this policy, a child is defined as a ahtadopted, or foster child
a stepchild or a gl ward If the child is over eiglgen (18), he/she must be
unable to car for himself/herself due to a serious iliness.

14A parent is defined as the employeeds or
foster parent, stepparent, @ghl guardian.

15. A setious health condition is defined as illness,a disabling physical or méad
condition injury, impairment, or condition involving 1) inpatient care in a
hospital, nursing home, or hospice; or 2) outpéatiesre requiring continuing
treatment or supenian from a health care professional.

16.Leave of absence rights availablectmployeeu nder ot her secti ons
leave policies shall be counted towards the total time off available under this
section.

17.A Family Care Leave thatelates to the birth roadoption of a child must be
compleed within twelve (12) months of thertsi or adoption.

18.Upon completion of a leave granted under this sect@nployeeshall be
reinstated tatheir original position, oran equivalent onavith equivaent pay,
benefits,and otheemployment terms

19.1f, dueto e mp | o ypvenen@dical circumstames they are no longer able to
performtheir original job,the City will attempt to transfeemployeeto another
similar open positio for whichtheyare qualifed

20.Employeemust se any accrued vacation or other aedr paid time off during
their family care or medical leavelf the leave is relatedtb he e mpolwroy e e 6 s
serious health conditionthey must use any accrued sick leadaring their
medical leave Such paid leave shaun concurrent with the twelve (12veeks
of leave available under theVIEA.

21.While on a leave of absence provided for under this pdiey Citywill continue
e mp | o greup ldealth insurance benefitader the same terms as powd to
other employes, for up to a maximum of twelve (1®eeks leave during any one
(1) yearperiod If e mp | o jeave éxtends beyond twelve (12) weeltse
employeeshall be offered the opportunity to purchase contingimgerage under
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state and feetal COBRA continuatin rules If employeedoes not retun to
work, theywill be required to renburse the city for amounts paid fibreir health
and otheinsurance premiums.

22.0ther accumulatetienefits such as retireent, service credits, sigiay, vacation
pay, and theike, shall be preserved at tlevel accrued as of commencement of
the leae, but shall not accrue further during ampaidleave period.

23.During a period of disabilityemployeemay be eligible for diability pay benefits
Please refer to the applicabl@lan documents for details otigeility, benefit
amounts, and other pantlars.

24.1f additional family care or medical leave is required beyond the twelve (12)
weeks provided by lawthe employeenugd, prior to expiration of tafamily care
or medicalleave; submit additional certifiation to the City The City will
determinewhether any such additional leave will be granted.

25.Shouldemployeeseek a leave of absence for reasons other than desdoiresl a
the Citywill evaluatesuch a request based oarficular circumstances presexit
that time, including but not limited te mp | o gueentdasd anticipated work
responsibilities, performance, and company nedde City reserves the right to
refuse such a request at its sdiscretion.

The tearimuBsereal t h clbonedis definednagan iliness, unpirg, d
impairment or physical or mental condition that involves one or more of the following:

Inpatient care in a hospital, hospiceesidential medical care fiéity;

An absence from wérin excess of three (3) daysdatwo visits of
continuing care by a healttare providerthose two visits must occur
within 30 days of the period of incapacity,

1 Continuing treatment by a health egrovider for:

)l
il

a. Serious orchronic longterm healthcondition that is incurable or
that, if left untreated, would likely resuiih the absence from
work in excess of three (3) days, or

b. Prenatal care.

Pregnancy byitself i s no't a Aserinousunhealst h t byamrsdi ad o
complications that inqeacitate the employee Severe rorning sickness may be an
incapacitating cadition regardless of duration.

While on leavethe employee isequired to provide periodic reports treir status and
intention to return to work Updaed health care provided certifications must be
submitted at thend of six (6) weeksIf intermittent leave or leave on a reduced hours
basis is requested, the certification must also contain:

1 The dates of any planned nieal treatment;
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1 A statement of the metH necessity ér an expected duration of
intermittent lea&e or leave on a reduced houesis;

1 A statement that intermittent leave or leave on a reduced hours basis is
necessary for the f aistinlthgirrenevempandos car
the expectediuration and shedule of the requested leave in the azse
leave to care for a family meber,

1 The Human Resource Director/City Clerk can directly contact an
e mp | o Realth éase provider to seelarificationabou information on
ane mp | o FMLA @esification form

If e mp | o fealth 6ase providenas indicadd thatthey will be relesed to work on a
specific date andhe employeefails to return or call,their employment may be
terminated effective on thededay thatthey actually worked If employe does not
return to work promptly at the end of the apmd leave period, the Citwill consider
theirabsence as a voluntary resignati@@mployeewill also be required to reimburse the
City for amounts paidor their health and other insurance premaim

Sick Leave

All full -time City employees are eligibfer paid sick leave Accrual shall be calculated

from the hire date but shall be awarded on the basis of four (4) hours for each eighty (80)
hours worled after the first one hundred sixty (160rsiard hairs worked Accrual

limit is ninety-six (96) hous per annum and an aggaeg limit of nine hundred sixty
(960) hours.

Sick leaveshallnot accrue during any unpaid legweriod Sickleavewill beconsidered
as fAti me wor k etiwroof dvetime. he comput a

Sick leave accumulatedduring employmaet shall not at ay time be mailable tobe
converted to monetary compensationUpon voluntary retirement or voluntary
termination any sick leave acculated by an employee over 720 hours and tleess 960
hour s wi | | be pai d outateafpay.t he empl oyeebds curr

Sick leave shihbe used only when the employeeusnabl e t o perform t he
regular job duties by reason of physical or mentaleds or injury, which is not
compensated undéhe lowa Workers Compensation Act.

Employeemay usetheir sick leave in units of ntess tharnl5 minutesat any one time
The employee shouligt their immediate supervis&now thatthey will be absent frm
work due to illness as early as possibl@king evey effort to notify at least ondnalf
(1/2) or one (1) hour beforee mp | o gcheeldes reporting time with a phone call
directly tothe immediate supervisoor asa last result leaving a message inocsmail
Normally, only accrued sick leaveay be taken

In addition to utilizing sick leave in the event efmp | o ywneilhess, injury,
temporary disability, maternity, sick leave may also be used for the purpose of visiting
doctors, dentists or loér recognizethealth care providersAlso, sick leae (limited to 40
hours perfiscal year)may be used to care for a memberted employeés immediate
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family described as spousehildren, parents, parents-law, brothers, sisters,
grandparents and gndchildren

Use of sick leave is subject to thél fmving limitations:

1. Sick leave may only be used on days that the employesdvbe traditionally
assigned to work;
2.the amount of sick | eave taken may not
normal schedeldwork week
3. ahealth care providés certificate verifyng the neessity for absence(s) after
three(3) days and the specific iss, injury,or other disability to which the
absence is attributed.

If a holiday falls whilethe employeesion a paidsick leave daytheywill be paid holiday

pay and the day W not be deducte from their accumulated sick leavelf employee is

on vacation whertheybecome ill,theymust immediatelfemp | oy ee waltwnti|l dn ot
they return to work)call ther immediae supervisorto have the absenateducted from

sick leaveinstead of vacation leave.

Abuse of sick lave privileges will constitutgrounds for disciplinary actioop to and
including termination of empyment.

In the event of an illness amjury which is coveredbwor k er s 6 compensati on
this Sick Leave Policy will not apply, but will defeo tState statutes.

Parttime ard temporary/seasonal employees are not eligible for paid sick leave.

Immediate Family lliness Day$ Every ful-time City employee is eitled to days off
with pay as Immediate Falylliness Days The limitations on the @sare as follows:

1 Forty (40) hoursperfiscalyearf or i | | ness of a member ¢
immediae family, which shall include spouseigsificant other), child,

stepchild, parent, stepparent.

Do not carry @er into the next fiscal year.

Parttime andtemporary/seasonal employeese aot eligible for paid
ImmediateFamily lliInessDays.

E

Temporary Disability (Including Pregnancy) Leave of Absence

The City may grantan unpaid leave of absence fartemporarydisability (including
pregnancy that does not qualify for another leave anthis manualand onlyafter first
exhausting accrued sick leaffer an employe@& owncondition), andafter exhausng
other accrued paid time aff To request temporarydisability leave of absence frothe
immediate supervispremployeeshould submit or have someone submit fahem a
statementof ill health or disbility from their health care proder An approved
temporarydisability leave may be granted for up to ninety (9@)endar days If
necessaryemployeemay request extensions in thir{20) alendar day increments for a
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maximum ofone (1) year Wherever possibleemploye is required to give as much
notice as possible dfieir pending need for a disability leave disence.

In the case oh known temporary disability peripdmployeewill inform their immediate
supervisoras soonas possible of thelate employeeand their health care provider
anticipate thatheywill begintheirleave E mp | o jole status will be protected in that
the Aty will make every effort to holé mp | o positerbopen or returemployego a
similar position if one is g@ailable, for whichtheymay be qualied.

At the time theeemporarydisability leave begins, any accrued vacation time, comp time,
personal lave or sick leave will be usedrhese benefis shall not continue to accrue
during an unpaid leave period This policy applisto all employees.

After ninety (90) calendar days if all ofe mp | o gcerwed Isave has been exhadst

employeemay continue in the group health insuwrarprogram dumng a disability leave

of absence under this g®mn by paying thefull cost of te premium plus 2%
administrative fee (102%) by the’®f t he mont h for the. foll owi
Failure to pay the premium timeghall result in ternmation of coerage.

Employees who must remain away from Wwdéor more than thgeriod of timeallowed
above will be considered terminated from employmehhey are welcome to 1apply
subjecttotheCt y6s wuswual hiring policies.

Employeesreturning fran a temporarydisability leave will be required to provide a
health care provide6 s r esH ferthabeveiatshe secti on on Wor ker 6s
and Temporary Modified Disability (see pages32l)

Personal Dys

Every ful-time employee is entitled to two (2)ydaoff with pay as Personal Days per
fiscal year to be sed at heir discretion with only a fewninor limitations If hired in
mid-year, Personal Days Wbe prorated. The limitations on the use éfasonal Days
are as follows:

1 The employee must be @ttive status and in good standing as of Jdlyolbe
credited with the Personal Days foratollowing year.

1 Use ofPersonal Days must be approveddmgployeé immediate supervison

advance In the event of conflicting requests, scheduling will based orthe

immediate supervisors di scr et i on.

Employees will ke paid at tRir regular hourlyate for each Personal Day used.

Unused Persondbays may ot be carried over into the following fiscal yea

Unused Personal Days will be forfeited at the ehtthe fiscal year.

1T Personal Days wil |l brek eadn vompeatidn eof a s At
ovetime.

1 Upon resignation or termination any unused Persbagé will be forfeited.

= =4

Personal Days for patime employeesreaddressed in another section ostimanual.
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Unpaid Leave of Absence

If the employee hasxhaustd all applicable paid and unpdileaves of absenctihey may
requestan unpaid leave of afence Approval of unpaid leave is at the distoa of the
City Administrator/Mayor An extension mybe granted if requested prior to the end of
the original leaveperiod andif no hardship is [aced on the staffing balance of the
department affectedAll requests for leaves of absence shall be stibahin writing to
employeés immediate supervisait least two (2) weeks prior to the start of the requested
leave @riod Each requesthall provide sufficient detail such as the reason for the leave,
the expected duration of the leave, and the refatipp of family membersnvolved if
applicable.

During an unpaid leave granted under this sectionemployee does not receive
compensationand shall not accrue vacation, sick leave, or other employee bertsfi
Employeemay continue in the group healthsinance program during an unpaid leave

under this sd@n by paying the full cost of the premium plus 2% administeafise

(102%) by the 18ofthe mont h for t he f ol Haitueitompathemont hos
premium timelyshall result in termination focoverage.

If the employeeplars to return to workfollowing an unpaid leave taken under this
section,employeemust notify his or hersupervisor, in writing, before the end athe
leave The Citywill attempt to restoréhe employe¢o the position hel atthe start of the
leave, or in a comparable pasit, if possible If t h e e mpfdrroey gositimrs or
similar position is not availde, the employeemay choose any available lesser position
based onindividual qualifications, or eitheemployeeor the City may terminate
e mp | o gmpleyinent.

Failure to return to work as scheduled from an appravgohidleave & absence or to
inform employeds immediate supervisarf an acceptable reason for noturaing as
scheduled will be considered a volugteesignation of employment.

Military Leave of Absence

A Military Leave of Absencewill be granted to any employeého is called to active
duty asa member of a Reserve or National Guard unit in comgdiamith federal and
state law Military leave ue lowa Code§829A.28 does not apply to employees who
work six months or less.

An employee requesting a Military Leawof Absence should submit @py of their
official orders totheir immediate supervisoiThe orders should accompany a completed
Payroll Status Change Report form which clearly identifidse texpected dates of
departure and returnAn employeewill receve their full wagesfor a maxmum of thiity
days per yedrom theCity while on Military Leave of Absence.

The employee may applganed but unusegbersonaltime and vacation time to the
military leave that exceeds thirty days per yeaérthey wish; however, they are not
obligedto do so.
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Employees on leave for military service, and anyheir dependents entitled to coverage
undertheCi t y6s group health | overage asfollows: pl an, ar e

1. An employee that leaves employment fesd than 31 days is entitled mntinued
health insurance coverage and will not be requiceghay more than what an
active employee wodlpay for coverage.

2. An employee that Bves employmerfor more than 3@ays is allowed to elect to
receive continueadoverage undetheCi t y 0 sinsirane@ plan Hor up tol8
months following separationdrm e mp |l oy ment or unt il t he
employmert rights expire, whichever event occurs firthe City may require the
employee to pay up to 1028bthe premiumwhich includes administrativests

All other benefits will be followed as Federal &Bighte law requires.

Federal and State law ngéiges that an employee returning from a Military Leavie o
Absence have remployment rights if the following conditisrare met:

1. Employeeappropriate}l notified their immediate supeisor of the military leave
unless military necessity prevents him/hend giving notice or if it is otherwise
impossible or ureasonable.

2. The cumulative length of the absence and all iptessabsences frommp | oy ee 6 s
empoyment with the Qy for reason of military service musbnhexceed five
years

3. Emp | o diska@e fom military service must be honorablend

4. Whenthe enployeereturrs from military servicethey must report to worlor
submit a timely applicationof reemployment acording to the following
schedule:

For service of less than 30 daysmployeemust reprt to work by the
beginning oftheir first regularly sbeduledwork daythat would fall eight
(8) hours afteemployes returrs home.

For service of 3 to 180 daysemployee must apply for reemployment
within 14 days after completing service.

For service of 181 days or more employeesmust apply for re
employnent no later than 90 days after completing service.

Re-employment rights include restoration tbe same positioor a position of similar

status and paplus any seniorityelated adjustmentsf applica bl e under t he emp
CBA). If, due to a servierelated disability, the employee is unable to return to the

former ora similar position, theCity will make evey effort to employ the individual in

an openposition for which they are qualifiedgest e nt wi t h trdstactionsn di vi d u ¢
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(if any) or offer reasonable accommodations to allow the disabled emptoyperform
the essentidunctiors associated witthe available positianThe City will na terminate
an empl oyee s o usp toraoneqd yeériwvomtdate af-employaent.

All employees who are members of a Reserve or National Guard ilinitevwgranted a
Reservist LeavefdAbsence to attehrequired training sessiansn employe requesting
a Reservist Leave of Absence slibsubmit a copy of their official orders tiheir
immediate supervisor The orders should accompany a completeddla$tatus Change
Report form whth clearly identifies the grected dates of departure areturn An
employee will receive no wages salary while on reservist duty The employee should
report for work at the beginning of the next regularly schedwiedk day following
release from #ining duty, allowing adeqtetime for travel, if requiredIf the employee
is returning from up to i (6) months of active duty for traininghey must appy for re-
employment within thirty (30) days after discharge.

All active military or reservistaty will be handled as proded by law.

An employee who mains in the service for a period of greatiesn five (5) years
(periods of service in a Reserve tuor hospitalization excluded) will be considered
fiProfessiona Mi | i t ar y Per sheinreemploymeatmights. may | ose

Jury or Witness Duty

An empbyee must notify his/her supervisor promplyer notification to report to juyr

duty and exhibit tt summons of the courtWhile the employee is on jury duty aguror

or as a material witnesise/she will continue to beaid according to his/her regulwork

schedule Therefore, the employee fisquired to turn into the City pay for jury duty (the

employee may retain any expense monies paid to him/her forduty. During this

period of tine the employee is expecteal teport for work during regutly scheduled

working hours when their presszis not required elsewhere by the court systéaryor

witness time away from the job wiliotb e c on s i dveorr ke didt ifme t he cal
of overtime.

Hours spent by angmployee appearing as a witaes any jobrelated legal proceeding
at thedirection of the City shall be considered to be worketim

Personal courproceedingsare not considered to be juwyitness dutylf an employee is
involved in such proceedingsnrelated to their duties witthe City, the employee may
take leave withoypay, unless he/she elects to use any accumulated vacatipersonal
leave, or compensatory time.
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COMPENSATION AND DEDUCTIONS
Pay Procedures

A pay period for fulttime, hourlyand salaried, pattme and ¢émporary and seasonal
employees ibi-weekly, starting at 12:01 a.m. Monday and ending at 12:00 nglnhon
the following Sunday and consists of 14 (fourteen) dayise bi-weekly pay schedule is
made up of 26 (twentgix) pay periods per year The normalpay period for elected
officials is monthly The paycheck for all employees will cover all hoursrised during
the last pay periad The paycheck for elected affals will cover all meetings ahded
during the last pay pied.

It is thee mp | o yesperibilityrto submit any adjustments (suctas longevity) to

the payroll in writing to their immedate supervisgrwho will turn in to the City Clerk

(or designe) no later than noon on the daléwing the close of the pay periodMost
payroll relatedadjustments or errors will be posted or eded no later than the
following paycheck The employe will tell their immediate supervisammediately if
theybelieve an error has been madde/she will take the necessary steps to research the
problem wth the City Clerk, if any necessary correatis made it will appear on the
next pay period.

Paycheks for all employees will be distributed on thieursday following the close of

the pay periodby employeé immediate supervisor If employee isabsent,the
employeé immediate supervisar City Clerk (or designee) will hold he empl oyee
check untiltheyreturn,or they authorize (in writing) someone to picktt he e mpl oy ee
paycheck or to bplaced in the mail.

o O
mw m

Paychecks for elected officials wibe distrbuted at the last council meeting the
month In the event that a holiday observed bg ity falls on a regular payday, the
paychecks will be distouted no later than the last busss day before the holiday.

Payroll Deductions

Federaland statdaws require specific deduction®imthe e mp | paycheek dlsese
deductions include tieral and state income taxes, FICA, Medicare and IPERS (lowa
Public Employees Retirement Systerfor those employees who are eligibleThe
amount of thesdeductiors for income taxes is based the enploy e eMages or salary
and the number of dependemtslicated ont h e e mpFedenal &vd orsdowa W4.

The amout of the deduction for FICA (Sai Security) and MED (Medicare) is chalf

of the total pgment intothe Social Security Fund each ppgriod ont he e mpl oyeeds
behalf The federal governmenetermines the percentage to be withhdltde other half

of the payment is paid by the CityPERS determines the percentage to be withheld from
coverede mp | @ gress $alaries and the amounttabated by the City Deductions

for other purposes, d. deferred compensation, AFLAC, etc. must be arranged and
authorized, in writing, in advance th the City Clerk (or designee) or as directed by
bargainirg agreememn
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Assigning Paycheck/PayAdvances

Empoyeesmay not assigtheir paycheck to any indidual or company If the employee
want another person to pickp their paycheckthey must signa written authorization
The person named in the authatinn will be required to show identificatidrefore the
check will be released.

No payroll advancewill be granted under any circumstance.

Court Ordered Deductions

When courordered deductian(i.e. child support, garnishment) are to be taken ti@m
e mp | & pagchetkthe employeawvill be notified. The City acts in accordance with
the Federal Gnsumer Credit Protection Act, which places restrictions @n tttal
amount that may be garnethfromt h e e mppayohgck.e 6 s

Termination Pay

Terminaton pay indudes:

1. Pay for work performed tbugh the last hour worked;

2. Payfor unused/earned vadan andcompensatorime allowance (nomxempt
employee) and

3. Pay for unused/earned sick leaaecumulated over 720 hours but less than 960
hours at theurrent rag¢ of pay.

Termination pay shalldredwed by any of the following:

1. Required legal dedition;

2. Authorized deductions

3. Insurance premiums, if dueahpayroll periog

4. Unreturnedcy property, i.e. uniforms, cell

5. Clothing albwance is ot applicable
If an employee is gticipating in an education assistance program with Gitg of
Hiawatha and the employee resigns or employmentisirtated, the employee will be
required to reimburse the City following the terms outlinetbive

1. If an employee resigns or employmentesminated less than one year following

completion of he course(s), one hundred percent (100%) of the total expenses
shall be reimbursed.
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2. If an emplgee resigns or employment is terminated one (1) year c@ ingdrless
than two (2) years after completiof the course(s), sevenfive percent (75%)
of the tdal expenses shall be reimbursed.

3. If an employee resigns omployment is terminated two (2) g or more but
less than three (3) years after completxdrihe couse(s), fifty percent (50%) of
thetotal expenses shall be reimbursed.

4. If an employee regns or employment is terminated three (3) years or more but
less than four (4) years after corapbn of the course(s), twenfive percent
(25%) of the ttal expensg shall be reimbursed.

5. If an empbyee esigns or employment is terminated within thet fiegir (4) years
after completion of the course(s), the empleynay be required to reimburse th
City for the total expenses incurred.

6. Payment of any cés owed tothe City by the Employee shall bmade n
consecutive monthly payments in accordance thigfollowing schedule:

Minimum Monthly Payment Annual Perentage Rate
$100.00 6%
Thef r st payment shall be dueembdiondraly s aft e

on the same date each moritieredter. Interest shall commence with the
e mp | o gateeobBtermination and shall be calculated on the unpandtipie
balance to the date of eaiistallment paid, with payments being credited first to
accrued inteest and then to the reduction eineipal.

Note: Termination pay is made available onghregular payday for the pay period in
whi ch t he «dapdfweorkeoecdrred. | a

If the City receives any items from the US Postal Service thatrettened de to
insufficient or incorrect adtess the items will be held for 30 days from the dateeturn
and then destroyed or voiddtis includes paycheck.

BUSINESS TRAVEL

All employees will be reimbursed for related expenses incurred whaleetmg onCity
business as per adopted THaRelicy. All travel requests must be approved in aden
by the immediate supervis@ity Administrator/Mayor Staements of expenses, with
original receipts, shall be presented to the City Administrator/Mé&goapproval of all
reimbursement request$ the Procurement Card is used for inappropriate resg® the
employee will be expected to reimburse the City idiately.

1. Employees desiring tottend professional conferences should make a written

requesto their immediatsupervisor or the City édministrator/Mayor prior to the
conference Requests shuld be made allowing adequate time to take advantage
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of any pe-registration savings All requests should include the conference
schedule, registratiomformation and antipated costs.

2. Allowable rembursements for travel and conference costs shdliintieed to the
following:

a. Actual registration fee;

b. Minimum rate for lodging accommodations;
c. Round trip transportation at Federal rate per mile for peiwehicle use or air
fare, whichever is theetser;

d. $50.00 maximum per diem meal allowance less amals provided by
conference;

e. Miscellaneous gratuities up 1&% of per diem;
f. No alcohol purchses are allowed

3. Pay for business travel time will be aallated in the followng manner:
a. One Day Trael - Driver or Passenger

1 If a nonexempt employee is tg@ged by the City to drive an automobile, or
is a passenger en automobile, or uses publicrisportation, all such time
is work time, except normal honte work travel timepona fide meal, or
slegp time.

b. Overnight Travel Driver

1 If a nonexempt empleee is required by the City to drive an automqbile
either higher own or Cityowned, all suchime is work time, except normal
home to work travel time,dma fide meal, or sép time.

1 If a nonexemptemployee is offered public transportation but requests
permission to drive his/her own vehicle or a &ityned vehia instead,
either the time spentriging or the time that the employee would have to
count ashours worked duringvorking hours if the empyeehad used the
public transportation, whichever isis, will be counted as hours worked.

c. Overnight Travel Pasgnger
1 If a nonexempt employee isquired by the City to travel as a passenger in
an automoite, or uses publicransportation, only th&avel time that cuts

across t he e mp Ingdaevelldecountedrami@lrs worked,k i
even if the travel oags on a regular day off.
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Exemptemployees will not be eligible for any business travel tooeurring outside of
their normal working hors.

Lodging accommodations will not be allowed withine Metro Area of Hiawatha,
Robins, Marion and Cedar Rapids.

Employees traveling on City busines are representatives of theCity and are
expected to maimain a high level ofprofessionalism and coutesy, and to follow all
City policies, rules and procedues.

GROUP HEALTH POLICIES
Group Health Benefit

TheCity is dedicated to the health amellbeing of the employeet h e e mpspoosg e e 6 s
and dependentsA comprehensive, @lity health insurancerpgramis available toall

full-time employees (for pugses of health insurance defined as those employees
scheduledo work thirty hours or more awege mp | o gpeuseGasd dependeniBhe
employeebecoms eligible for coverag at the beginning of mew month, 30 days after
theiremployment Coverage wilbe in accordance with and to the extent provided under

the erms of the policy.Parttime andtemporary/seasonal employees are not eligible for
theCityd s gr oup afcelehetith i nsur

Eligibility for the benefit programs offered by tkity, unless otherwise specified, is
limited to full-time employees The City will, subject to all termand conditions of the
contract with the insurance carrisglect the insurangaogram, coverage andgability.
Details of the plan are explained in the Bfin Sheet given to all new futime
employees Upon enrollng, the employeewill obtain summay plan descriptions
describinge mp | o hepeéitdis detia

Management resees the right to make alhgesin the benefit programs for the purpose
of improving the overall benefit package and/or making the benefit gmogymore cost
efficient and affordble If and when changes in the benefit programs offésethe City
are madeappropriate notificatio will be provided through the issue of replacement
pages detailing the changes designed for insertion in this manual.

TheCity reserves the right togy full or partial premiums for the employee and/or their
spouse and dependentslf applicable, employe contibutions will be automatically
deducted fronthee mp | o pagcbetksThe City also reserves the right to sekure

all or partial deductiblesif applicable.

Flexible Spending Account (FSA)
Flexible spending accountslalv employeedo set agie a portion of their salary before

taxes to pay primdyi for medical expenses and dependent care cost not covered by
insurance.
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The contributionghe employeemakes to their flexible spending accounts are detkd
from the emplog e pay before federaktate and Social Security taxes are calculated
loweringt h e e mpdxablg iaceres

The City Cl e admibistrateothef plan Medicali nfofmation will not be
disclosed beyond the limits of théap. Where informatn has been disclosedim the
records protected by Federal law for alcohol/dabgise or state law for mental health
records, the Federal neigements (42 CFR Part2) and stagguirements (lowa Code
Chapter 228) prohibit further diesure without the sxific written consent fothe
patient, or as otherwise permitted by such law /@ndegulations. A general
authorization for the release ofedtical or other information is NO3ufficient for this
purpose. The Federal rules restricy aise of the informtéon to criminally invesigateor
prosecute any alcohol or drug abuse patient.

FSA Plan Provisions
Plan Year: Calendar yeardanuary 1 thnagh December 31
Medical Reimbursment Account Election: Minimum $100.00, Maximum $5,000.00

Dependent Care Reimtaement Account ElectionMinimum $100.00, Maximum
$5,000.00

Claims are Reimbged: Approved by City Council fwveekly

Grace Period to IncuZlaims: 14 %2 months January 1hrough March 15
Claim Filing Deadline: January 1 througlpl 30 of previous alendar year
COBRA

According to the federal Consolidated Omnibus Budget Rediated Act (COBRA) of
1985, ifthe employeeesigrs, or theiremployment is terminated, tweir work hours are
reduced, anthe employeeand/ortheir dependents are no longeligible to participaten
the group health insurance plans offered by the ,Gityployeeand their eligible
dependents may have the rightdontinue to participate for up th8 months athe
employee(ore mp | oyd e p 6 8 de nses Bhe 18month emtinuation coverage
period provided in the eventof h e e mpgdrnanatereodreduction in working hours
may be extended to 36 months éomp | o gpeusedand dependentldren, if, within
that 18month periodthe employeelies or become divorced @ legally separated, air a
child ceases to have dependent statinsaddition if the employeenrolis for Medicare
during the 18month peiod, e mp | o gpeusedasd dependechildren may be entitled
to extend their continuation ped to 36 months, atting on the date thahe enployee
become eligible for Medicare.

If the emplgee isdetermined to be disabled under the Social Securityafttie time of
their terminationor reduction in hoursthe employeanay be entitled to coimuation
coverage foup to 29 months Employee GeBgible dependents may extend coverage, at
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their expense, for up to 36 monthstinh e  @rioup hedlth insurece plans in the event
of employeé sleath, divorce, legal separation, or enrollment for ke benefits, or
when a child ceases to bédigible for coverage as a dependent under the termiseof t
plan.

If the employeeor their eligible dependents elecb tcontinue in the group health
insurance planthe employeavill be charged the applicablegmium plus an additmmal 2
percent for admimsirative costg102%) Failure to make timely paymentsay result in
termination of coveragelf this election for ontinuation coverage is madbae employee
andtheir dependents have the right to convers ttoverage to an inddual policy with
the Gty Girssurance carriers at the end of the continugtienod.

The City Clerk or designee will contattte employeeconcerning these options at the
time termination occurs ar h e e mpwor& hoeire arsedued orwill contact the

e mp | o gualiGed Eereficiaries in the event aheir death or enrollmentof Medicare
benefits However, in the event thaemployeebemmes divorced or legally separatedr
one oftheir dependents ceases to be eligible for cage undet h e  @roup yealgh
insuranceplan, employeeand their qualified dependents arespomible for contacting
employeé immediate supervisoto discus continuation/conversion rights The
employeeandtheir qualified beneficiaries are alsosponsible for notifyingemydoyeeds
immediatesupendsor within sixty (60) days of qualifying for soal security disability
benefits.

Life, Short-Term and Long-Term Disability, Accidental Death

The City provides $10,000 life insurance, accidental déagbrance and short/lortgrm
disabilityinsurance These i nsurances ar ens@andcovercbelyd at t h
full-time employees (no dependent®arttime and temporary/seasonal enyaes are

not eligible for life, shosterm and longerm dsability and accidental death insurance

benefts through their employment with the City.

Further idormation is provided by the insurance carrier booklets/bneshandis
availableintheCityCer ks of fi ce.

ShortTerm Disabilityi benefits are interetl to protect h e e mpidcame doe & s

shat duration in caséheybecome ill or injured Full-time active employees working 30

or more hours per week are dilg for coverage.In the case oén accident, short term

disability benefits begin on the'Hay of accident and in the case ofilimess; benefits

begin on the B day of illness. The mamium benefit duration is 26 weeks and the

maximum weekly bendfamount is 60% of eligible empleye 6 s wee k|l y sal ary L
per week. Short Term Disalbyl benefits may be reduced if the empdeys receving

benefits from any compulsory benefit, aat law such as a state disability plan othé

employee igeceiving sick leave pay from thet@i Preexisting conditions do not apply.

Long-TermDisallity 7 benefitsare intended to protetite enploye e ifncome for a long
duration afterthey have deleted ShorfTerm Disability or any sick leave. Fdlme
acive employees working 30 or mor@urs per week are eligible for coverage. Long
Term Disabiity benefits will begin after 180 daysof the accident or illness. An
employee can satisfy the 8@y requirement with either total (off work entirely) or
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partid (working some hours) disabilitylf the employee is working on a partial t&si
they will have (2X)the disability days to satisfyhe total of 180 days. The maximum
benefit durationis 36 nonths or until the employdegecoms eligible for Social Secuty
benefits The maximum monthlybenefit amount is 60% of salary up to $3,000 per
month. Long Term Disability benefits may be reddcd the enployee is receiving
benefits from any compulsorgenefit, act, or law such as a state disability plzat
would cause income to exceed the mantihaximum benefit amount of 60% of salary
Preexisting onditions include no treatment for threeonhs prior to the coverage
effective date unless it begiafteremployee haperformedtheir regular occupation on a
full-time basis for 12 months follang the coverage effective date.

FITNESS REIMBURSEMENT POLICY
Purpose

The Fitness Reimbursemeptogam s offered by theCity to encourage employees to
bewmme physically fit, with the anticgtion of lower health carelaims and less frequent
utilization of sick leave benefits The City has a policy to reimirse employees for
joining or belongingo ahealth/fitness facility The City will reimburse a mamium of
twenty-five dollars($25) per month for a single membkip for the employee only, or if
the employee has a family membership, the City will reirebuar single membership rate
up to and noto exceal twenty-five dollars ($25) per month per employee.

Scope

This policy is applicable to alpermanentfull-time and partime employees Also
included are members of the volunteer Fire Department.

Exceptions

The Fitness Reimbursememirogram is na avdlable to seasonal or temporary
employees.

Specific Policy Provisions

The City Cl er ko6s |ofborrevieveandapproval of théhealthditagsso n s i b
facility. Employees must submit informati@iout the health/fitness facility toalCity
Cler k6s office for raditmesseeimbupsementclanmi.o submi tting

In order toreceive a fitness reimbwesient, a clainform (available at he Ci ty Cl er k
office and on thecity website), must beompleted by the employea volunteer fie

member. Claim formsmay befiled on a quarterly or annuabasis for reimbursement of

fees to a health/fitness facilitgr aquarterly or annugderiod.

The following items are required to be submitted totte i C1| e r k Gapprowaf f i c e f
and procssingof reimbursement:

1. Completed eimbursementlaim form
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2. Receiptfrom the fithess center or bank statement (showingnaatic
deductiontoward membershifeesfrome mp | o gheckiny scccouit

3. Receiptor reportfrom the fithess centeshowing proof battendarce at a
minimum of eight (8) times per month

Reimbursements will be paifbur (4) times per yeaat the end oéachquarter in March,
June, Septaber and December one (1) time per yean an annual b&sin December
through payroll.

Reimbusemat paymentswill be deposited directly into the employes b ankonaccount
the last payroll of the monitn a quarteyl or annual basis as describedhis section

Reimbursements for fithess/health facility migership are considerexd taxablebendit

by the IRSand therefore, they aseibject to federal andage tax withholding.

Employees who change or termi@dheir membership at a health/fitneasility prior to
the completion of guarterly or annugberiod may submit reimbursement ftive portion
of their membership fees incurred according to thecpokquirements.

All reimbursement claims for the cuant calendar year are due to the City Cl&k 6 s
office no later than the last payroll in December did same calendar yeawhen the
membersip fees were incurred

CONTINUED EDUCATION BENEFITS
Professbnal Memberships/Endorsements/Licenses

The City encouagesemployees to be active in profesaabmadvancement activities and
will consider all requests tassistCity employees in this &rt.

Membership fees or dues for professional organizations, sedwnt fees, and required
license expenses related toég e mp | oy e e 6 swhicheaerputuallg bemeficlali t | e s
to both the City and the employee, vio# paid by th€itya t t hsalicrétiont y 6

All fees or dues must be pepproved in writing by @& AdministrationMayor.
Continued Educatior/Job-Related Training

If an employee isdirectad/authorizedby their immediate supervisoand/or the City
Administrator or Mayor,to attenda job-related lecture, meeting, training program,
conference, or miilar activity, the employee will be paid training tirfe their regular
working hours Exemptemployees will not receive aradditional pay for the timepent
outside of their regular erking hous. Nonexemptemployees will be paid as required
by FSLAfor anyadditional time worked over 40 hours in a nokmvark week

Expense for eligible itemsrequired by the schoalr training progranwill be reimbused

and such items shall becomeopety of the City. Proof of purchase and necessity of
purchase Wi be required to justify reimbursement.
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Travel timein connection with attendance at a leefumeetingtraining program and
other similar activities il be counted as work time if tsier of the following conditions
are met:

1. The empl oy e ea the lecture,eneeatiagn tcaming program etc. was
directed/authorized by their immediate supeisor or the City
Administrator/Mayor; and

2. The employee quai f i es under t he htoewreonceraingd or
driver or passengeRefer to Businessdwel section of this manualfdfrone day o
and notvéertnrigwel ti me.

Tuition Assistance

The City believes in investing in the professional developnoénts employees In the
event an adancededucational collegeourse(s) becomes available thatelgted to the
job assignment and responsibilities ofeanployee on active status for at leasé year
with the City, the employee may requastion assstance.

This tuition assistance mape ganted to any fultime employee for an Associates or
BaclelorGs degree Parttime and temporary/seasonal emm@eyg are not eligible for
tuition assistace benefits. The potential for further education will betérmined by the
City Council.

Requet for tuition assistance and supervisorial approval must loeived in the City
Clerk/Finance Office prior to fiscglear budget planning sessioriBhe actal amount of
assistance granted is at the discretio@ibf Managementip to the full amount diuition
and text material for the course and will be granted cgimbursement basis only.

Completion of degree shalccur within a three (3) year time peudl
The procedure for this educational benefit is:

1. Submitt o t he Cl er kds (f ad core cutritulem sbteby thea r e d
academic advisor of the reqed coursesThe Cl er kdés Office wi
for the tracking of courses and tuitiomméursements.

If an employee changes his/her declared madjier the initial approval, the
empoyeeneeds to request supervisor approval and submit a newstetp the
Clerkbés Office 1 nchepewirequgeddoorsesmefmret at i on
submitting grades for reimbursement.

2. Successful completion of tleeurse, which is defined as receiviagrade
equivalent of ACO or higher.

3. If an employee resigns @mployment is terminated less than one year following

completion of the course(s), one hundpmtcent (100%) of the total expenses
shall be reimburseatthe City.
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4. If an employee resigns empbyment is terminated one (1) year or more but less
than two (2) years after completion of the course(s), sevBmtypercent (75%)
of the total expenseshall be reimbursed.

5. If an employee resigns or employmesitterminated two (2) years or moretbu
less than three (3) years after completion of the coursitg)percent (50%) of
the total expenses shall be réunsed.

6. If an employee resigns or emplagnt is terminated three (3) years or more but
less than far (4) years after completion of th@wsds), twentyfive percent
(25%) of the total expenses shadl reimbursed.

Payment of any costs owed to the City the employee shall be made in
consecutre monthly payments in accordance with the following scleedu

Minimum Monthly Payment AnnualPercaentage Rate
$100.00 6%

The first payment shall be d® days afteemp | oyeeds date of ‘terr
on the same date each month thereaftdnterest shall commence with the

empl oyeebs da tad shalf be takulated anatheiuwpprthciple

balance to the date of each installment paid, withmaants being credited first to

accrued interest and th¢o the reduction of principal.

7. Reimbusement

a. Approved egree and certificate programs may reeeducation assistance in
the amountof 50% up to $5,250.00 maximumeimbursemenper calendar
year The City reserves the right to amend tphercentageand annual
maximum reimbursement foedu@tion assistancas necessary in ordéo
remain consistenwith dollar limitations set in thénternd Revenue Service
Taxable Fringe Benefit Guidé&ection 20Educational Reimbursements and
Allowances Reimburserant is for tuition, cost of books and &bNo tuition
assistance is paid for supplies, transpmtator other expensesNo tuition
asistance will be paid prior to the successful completion ofagproved
specific course as stated above.

b. Upon complabn of the course(s) the final officiarade along with the paid
receipt or invoice fromthe collegd s f i nanci al ofedto ce shou
the Clerk/Finance Office prior to 30 days after coursmmetion If the
employee fails to provide the city thi this information, no reimbursement
will be issued After the 30 days expire there shall be ndigation on the
part of the City to renburse any part of the tuition.

c. If the employee resigns os iterminated for any reason, prior to receiving

reimbusement for completed course(s), therellsb@a no obligation on the
part of the City to reimburse ppart of the tuition
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d. The employeesiregonsible for reporting taxable income that may result from
the reimbursement of higher education expendatormation regarding the
requiremenbf taxabde income is available from tHaternalRevenue Service
Fringe Benefits Guide.

Retirement Plar/Supplemental Coverages

The lowa Public Employees Retiremenar® System (IPERS), together with Social
Security(SS) is an important part dhe employeandt he e mpglaanide®s fi nanc
future Employees coved by IPERS regulations are required gaticipate A
percentage of t Wwile be ewvithpeldoagcerdirigsto IPER$ and SS

regulations The City will contribute a percentage of the grgssyroll according to the

same regulations.

TheCityClerbs of fice will PHRS mforpatian @ lallongcessasy wi t h |
forms A telephone numbernal address are available to contact IPERS directly if
desired.

In addition, the City shall pragde supplemental hospitalization and major medical
coveragdo the Medicare coverage for emploge&eno retire on or after age 65 and have
been employed by theit§ as a fulltime employee for a continuous periodfifteen (15)
years minimum at the time dheir retirement The City shall also provide group
hosptalization and major medical coveraipe enployees who are less than 65 years old
who have been empyed by the City for twentfive continuous years andhwe are
eligible for early retirement irPERS.

As an added benefit, th@ity shall offer to each tging employee who is 65 years of age

and has served 15 years of continuous-futie service to theCity the opportunity to

carry group hospitalization dnmajor medical coverage on their spoysevided the

Sspouse was cover ed oapdich atth€time pfdhe enipley@d t h i ns
retirement The coverage shall be for up to thigix (36) months, but in no event shall

|l ast bey on dixtytfifthg¢65"3 lnrindap €hds soveage may be obtained at the

single rate for the spouse arfthl be at the total expense of thérieg employee The

City may assess a nominal administratiea for this benefit.

Retirement Due to Catastrophic Illnessor Incapacitation

An employeewho retires due to a catastrophic illness ti@bhibitsthemfrom carrying
out their daily activites ard who has served 20 years of continuous-firie service
shall be provided group hospitalization and major weddtoverage The coveragés for
a maxmum oftwenty-four (24) months or untthe employee becoraeligible forSocial
Security Disabity Insurance (SSDI) anMedicare or age 65 whichevercomes iirst
(Resolution 08L69).

Certification of disabilitywill be requested and in appropriatecamstances, the city

may require the employee to be exami®y a designatetiealth care provideat the
Cityd sxpeasdgResolution 08L69)
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Additionally, if the employee has exhausted all of their unpaid leav&bsénces and
qualifies for short term dability the Citywill continue toprov i de t he dSempl oyee 6
term disabilitycoverage along with the nestllong-term coverage.

Employeemay be eligible fotPERS retirement benefits tiiey are a vested membero
longer working for an IPER8overed enployer and have been awarded social security
disability.

Deferred Compensation

Deferred Compensation (SEm 457 of the IRS code) is a method to enable ipubl
employees to defer federal and state income taxes portion of their savingsTaxes
are @id on the savings and earnings when withdrawn, usualiggitgtirement when the
employee is presumably alower tax bracket.

The City has one plan avail@ for employees Employees may contribute through
payroll deduction The City does not conbute to this benefit for employees as the State
requires that eligiblee mp | o primaoretirement fundsilPERS.

Tax Status of Benefit Payments

Certain enployee benefit payments may be considered incomedtbjéaxation under
federal and state\ws and subject to withholding tax.

Benefits Required by Law

Often overlooked by employees as a beneéy ttrjoy by working for theCity are their
legal beefits, namely:

Social Securitya retirement benefit;

Workers6Compensationfor work-relatedinjury or disability;

Unemployment Compensation - in case © a qualifying separation of
employment including reduction in force.

Social Security

Each pay da , the City deducts f r omis pahdéntotherpl oy eedc
Treasury of the Unitecdbtates Government whose intention is to provide a Retiremen

Fund for him/her in later years The City alsocontibutes an equal amount to an

empl oy e edthat theuGityd shases on a 50/50 basis the cost oR#tgement

Program for each employee.

Workers6Compensation Insurance
As a City employee, he/shis protected under the WorkéGompensation Ag¢ which

provides for hospital, medical, surgicalreand income loss payments for woekated
injuries @ disabilities This insurance ipaid for by the City.
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Unemployment Compensation

An employeemaybe protecte@dgainst loss of income when unemyd tirough no fault
of his/her own, by the lowa Ergyment Security Law This law has provisions for the
setting aside of reserves to be usedthar benefitof personsunemployed through no
fault of theirown. The City pays for this insurance.

Thesebenetfts required by law are additional benefitseanployee gains by working for
theCity.
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EMPLOYMENT AC KNOWLEDGMENT FORM

This acknowledgment fm certifies that the undersigned on the date indicated
reeivedinstructions on retrieving a copy of thsanual for use while employed by the
City. This manuwal is available on the Hiawatha website at www.hiawativea.com
under the Employee Login tabilising a username and password issued by the City
C| e rofficé.s

| understand that this Employ&éanualis ndther a contract noa guarantee of
employment This manualdescribes important information about myployment wh
the City.

Policies andprograms presented here in summary form are subject to City
Management interpretation and City practices | furt her understand that the City
retains the unilateral right to add to, delete from, changeor revoke the manual or
any of its policies at any tme. | understand that this manual is intended to
supersede and replace all previous employee handbooks, maals and policy
statements, whether oral or written,issued by theCity. | further understand that
revisions to this manual may supersede or elimiate one or more existing policies
and/or benefits and thatall such changes will be communicated through affial
notices.

| understand that this manual remai the property of th€ity and must be
returned intactto the City along wh all other City poperty upontermination of my
employment.

My employment elationship with theCity is entered voluntariland is subject to
termination by me or the City atily with or without cause;at any time either | or the
City believes such action to be apprapei No policy or practice of the City may be
construed tachange the nature of thewill employment retionship. Only the City
Council has the right to adify or change this practice and such action mustnbe i
writing.

| acknowledge that | have geived instructions on retrieving a copy of this
manualandthat it is my responsibility to read tmeanualand a1y revisions made to,it
understand the policgecontained within thenanua) and actin accordance wh its
provisions.

Pursuant tdowa Code8 91A.5 by signing below | authorize that any balances
owed to the City at the time of termination of mgn@oyment relationshipshall be
deducted from my paheck according tofederal andstate law and regulatian
Furthermore, by signing below, | pirde full authority for the City to withhold the
amounts idetified in the abovepoliciesfrom my final paycteck: Restitution for Loss or
Damage of City Furnislte Equipment, Electronic Communications Systems, and
Uniforms/City Provided Clothing.
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By voluntaily signing below,] acknowledgethe partiesntend the wibholdings
identified in this acknowledgement fornto srve as a valid authorization for such
withholding from a final paycheck under lowa Co8e91A.5, asamended from time to
time.

EMPL OY ESEGINATURE DATE
* Original signature page is in persohfie
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ACKNOWLEDGMENT OF CHANGE

| acknowledgethat | have received the change dated covering the
following page(s) of the City of HiawathaEmployeePolicy Manual
dueto the following sectiosbeing amended and approved Rgolution

of City Council on (attached for your reference)

Dated

EmployeeSigrature

Reminder: The Employee Policy Manual updates are out on the &myebsite at
www.hiawathaiowa.comunder theEmployee Login tab dhe top of the main page

Please reviewnanual changes, sign and date this form and returntito t he City Cl e
office by , for your personnel file.
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APPENDIX

Equal EmploynentOpportunity Officefi Hiawatha City Clerk

Desgnated Employer Representativeliawatha City Clerk

Substance Abuse Professali C J CoopeAssociates, Inc

Medical Review Officer and Breath Alcoh®échniciani C J Cooper Associates, Inc

City Management i Mayor, City Administrator, City Clerk and
AppropriateSupervisor

SAMPLE FORMS
(Forms are subject to change; contact CityClerk s Of fi ce f or current
Payroll Change Notice
lowa and Federal W4 Forms
Change of Address / Statkserm
Payroll Direct Deposit Form
Insurance Enrollmnt / Change Forms
Written WarningForm
ComplaintFom
Community Substance Abuse Servicesimm County
Confidential Alcohol & Drug Abuséielp Lines
Family and Medical Leave Act (FMLAjorms

Application for furthering Education Classes or Attendaate Professional Convention,
Educational Meeting, Semar or Similar Event
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CITY OF HIAWATHA
PERSONAL PROTECTIVE EQUIPMENT (PPE)POLICY
Purpose

The goal of this policy is to protect all City of Hiaatha employees from potential
workplace hazards thatn be abated by the use of Personal Protective Equip(APE).

This policy is in compliancenith OSHA regulation§ 1910.132 through 1910.139
regardingPPE.

Periodic Review

The program shall be ewmted periodically to determine its continued effemtess
(See the evaluation form on patfl)

Hazard Assessment
Each City of Hiawatha Depanent Head is responsible for hazard assessment required
for this policy. The applicable Department Head vgelect and/or purchase any needed
equipment Employees should direct any questions or comments abautptiicy to
their respective Departmeneld.
City/Employee Responsibilities
Before doing any wik requiring the use of personal protective equipthemployees
will be trained (usually by their resptive Department Head) in PPE usage guidelines,
including:

1 What PPE is necessary for eachaditon encountered in the workplace,

1 How to properly adjst, put on, wear and remove PPE,

1 The limitations & the specific PPE provided by tity, and

1 The poper maintenance, useful life and disposal of PPE.
Theemployee is responsible for the maintecenand storage of any PPE as required.
Required Programsd Based on Needs Assessment of Workplace Hazards
Employees must use the appropriate personal progeeetjuipment when performing any
task or workplace funiin where there is a reasonable probgbitif preventing injury

with said use These stipulationalso apply to supervisors, management persomiel a
visitors while they are in a potentially hazard@urea.
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Eye and face protection(OSHA regulatior§ 1910.133)

Suitable eye protectors (stfgylasses, goggles, face shields, wire mesh masksireist)
be provided where there potential for injuy to the eyes or face from flying particles,
moltenmetal, liquid chemicals, acids or caustic liquids,mloal gases or vapors, body
fluids, potemially injurious light radiation or a combination of thes®l/or where there is
hazard from flying objectsThe City shall ensure that each affected employbe wears
prescription lenses while engaged in operstidhat involve eye hazards wears eye
protection that incorporates the prescription in its desigmears eye protection that can
be worn over theprescription lenses without disturbing the propessipon of the
prescription lenses or the protective des. The City shall ensure that each efted
employee uses equipment with filter lenses that laesfeade number appropriate for the
work being pediormed for protection from injurious light radiatiomhe following is a
listing of appropriate shade nunmbdor various operations.

Respiratory Protection (OSHA regulatior8 1910.134)

Devices such adust masks, canister respirators, smifitained beathing apparatus or
other such apparatus must b®yded to employees that are exposed to harmful dust,
fogs, fumes, mists, gases, smoke, spraysapors Persons working in oxygen deficient
or oxygenenhanced atmospheres must also be proted®egons using the devices must
be fit-tested to the dese, tested to see if they are physically able to heedevices, and
trained in the use andreaof the devices.

(Refer to the Gy6 s R e s p itectort Pragram fBrr additional information and/or
requirements)

Head Protection(OSHA regulatior8 1910.135)

Employees working in a location where thésedanger of being struck in the head by
falling objects or other dangers from above such as mekctrazards must wear head
protection. The heagbrotection must meet the requirements of Americaniddal
Standards Institute (ANSI) Z8911986.

Foot & L eg Protection OQSHA regulatiorg 1910.1%)

Persons must have foot and leg protection if thest &&e subject ta crushing foot
injury. The fee@ must also be protected from puncture by sharpotdjenolten metal
hot, wet and/or slippery surfacesnd/or electrical hazard This also reques leg
protection for persons using chainsaws and otkeces that could cause injury to legs.
Protectie footwear must comply with the following consenstandards: ASTM F
24122005, "Standard Test Methodsrféoot Protection,” and ASTM -E4132005,
"Standard Specification for Performance Requirement$’fotective Footwear," ANSI
Z41-1999, "American Nabnal Standard for Personal ProtectiofrotectiveFootwear,"
and ANSI 72411991, "American National Staadd for Personal Protection Protective
Foot wear . o
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Hand & Arm Protection (OSHA regulatior§ 1910.138)

Worker® hands and arms must be protedcteom cuts, burns, chemicals, bodily fluids
and otler recognized hazard$roper hand wear must be seéecfor the task Material
safety data sets specify the type of hand wear needed for handlingugacthemicals.

Other Related Issues
Occupationd Noise Exposurei Hearing Conservation(OSHA reguléion § 1910.95)

Hearing protection must be provideat persons exposed to noise levels exceglimits

set forth in 1910.95The noise level of the wkplace must be measured to determine if
hearingprotection is required The City must furnish earnotection that will diminish the

noise to acceptableMels Foam ear pl ugs, eresudtable method may loe, or ol
used to reduce noise exposure whe other way to reduce the noise level is pdaesi

Water Hazards

A U.S. Coast Guard approveifel jacket or buoyant work vest is required when there
danger of falling into water at the wosite For emergency rescue operations, boats and
ring buoys with at least 90 feet of line are requireldew working over or on water.

Visibility Issues

Day workersare required to wear Class 2 Hi Visibilisgety vests when working in the
road rightof-way and exposed to traffic hazards.

Employees workingreas where there is danger of moving vehicléfitaat night or in
low light conditionsare requird to wear Class 3 Hi Visibility safety vests or clothin
with reflective material designed foig nighttime visibility.

Seatbelts

Seatbelt use is mantay in the state of lowa when driving a motohigte. Employees
must use seatbelts when machinesquipment are factory equipped with the devices.

(R er to the City o flicyHor addiionah mférsnatio eradfor Be | t |
requirements)

Personal Protective Wear

PPE that is worn frequég or daily and is sized or customized for a speaimployee

(i.e. steel toed footwear, prescription esdf y gl asses, etc.) i s co
pr ot ect i Employgesashoold refer to their depagtial Standard Operating

Procedure Manual to demine who is responsible for purchasing the perspraective

wear, as well as the recommended replacement schedule for said item(s).
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PERIODIC POLICY REVIEW

Program Name:

Evaluation Date:

Evaluation Team:

Name Title Department

List injuries, exposures or near misses attributable to failure of program or failure to
follow program:

Recommendations for additions to pedares/policies with explanation for each:

Recommendations for deletions of progess/policies with gxanation for each:

Recommendation®f modifications to procedures/policies withpéanation for each:

Description andlate of actual modifications made:
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PERSONAL PROTECTIVE EQUIPMENT (PPE)POLICY

SIGNATURE PAGE

I have received a copy of the City pf Hi awa
Policy.

| understand the Policy and ackmedge that | mustkade by the terms of the Policy as a
conditionof my employment with the City.

Empl oyeeds name (pEmptogeebtbgps)gnature

Date
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