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Introduction

1.1 Purpose

The contents of this employee handbook are presented as a matter of information only. Itis not a
contract, express or implied. While the City believes wholeheartedly in the plans, policies, and
procedures implied here, they are not conditions of employment. The City reserves the right to
delete from, add to, and/or revise the employee handbook at any time without notice to the
employee.

1.2 Applicability

This employee handbook applies to all regular full-time and part-time employees as well as
intermittent and seasonal/temporary employees who work for the City. The City will mention from
time to time, when a policy or practice may be the same or slightly different for employees who are
under contract terms, or employees working under a collective bargaining agreement. Whenever
the policies, terms, conditions, or language of this handbook are in conflict with those of a
collective bargaining agreement or any other employment contract, the policies, terms, conditions,
and language of the collective bargaining agreement or employment contract supersede those of
the handbook.

1.3 Equal Employment Opportunity (EEO) and Affirmative Action

The City is committed to providing equal employment opportunities for all persons, regardless of
age, race, color, religion, creed, sex, sexual orientation, marital status, national origin, disability,
genetic information, or veteran status. Equal employment opportunity extends to all aspects of the
employment relationship, including hiring, transfers, promotions, training, terminations, working
conditions, compensation, benefits, and other terms and conditions of employment. The City
complies with federal and state equal opportunity laws and strives to keep the workplace free from
all forms of harassment, including sexual harassment. The City considers harassmentin all forms
to be a serious offense.



Employment

2.1 Employment at Will

Although we hope that employment relationships with us will be long term, non-civil service
employment is at will, meaning either you or the City may terminate this relationship at any time, for
any reason, with or without notice, in accordance with applicable local, state, and federal law.

2.2 Employment Types

Non-Exempt/Exempt

Allemployees are designated as either non-exempt or exempt under state and federal wage and
hour laws.

Non-exempt employees earn an hourly wage. Their work is covered by the Fair Labor
Standards Act (FLSA). They are NOT exempt from the law’s requirements concerning
minimum wage and overtime.

Exempt employees receive a salary for their work. They are generally managers or
professional, administrative, or technical staff who ARE exempt from the minimum wage
and overtime provisions of the FLSA. Exempt employees hold jobs that meet the standards
and criteria established under the FLSA by the US Department of Labor.

Employment Categories

Regular City employees will be classified into one of the following categories:

Regular Full Time: Employees who work a minimum of 40 hours per week.

Regular Part Time - Three Quarter Time: Employees who work 30 or more hours, but less
than 40 hours per week.

Regular Part Time - Half Time: Employees who work 20 or more hours, but less than 30
hours per week.

Regular Part Time - Less than Half Time: Employees who work less than 20 hours per
week.

Employment Types

The City also recognizes the following employment types:

Seasonal or Temporary: Employees hired by the City to work a full-time or part-time
schedule for the duration of specific projects or assignments. Temporary assignments
cannot extend beyond 12 months, except with the approval of the human resources director
and the city manager.

Intermittent: Employees hired by the City to work intermittently throughout the year. These
employees may be assighed to a succession of seasonal/temporary positions or serve in a
regular position, with sporadic interruptions in hours between assignments, or may be
called in to cover for vacations, during peak periods, and so forth without the obligation for
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set hours. Intermittent employees who do not work within a 12-month period will be
considered to have terminated their employment with the City.

e Grant Funded/Limited Term: Employees hired for a specific period of time by the
City. Grant-funded positions are ones in which revenue is given to the City, via the grant, to
fund temporary positions. Limited term positions are designated by the City to only last a
specific duration. Grant-funded positions or limited-term positions may still be considered
civil service positions and must comply with lowa Code.

No employee will be permitted to volunteer their time for the city when working in a similar or
identical position.

2.3 Civil Service Classifications

In accordance with Chapter 400 of the lowa Code, civil service positions in the City include all full-
time police officers and firefighters and most other full-time employees.

The following are not civil service positions in the City:

1. The mayor, city council, and persons appointed to fill vacancies and elective offices.

2. The city clerk, deputy city clerk, city attorneys, city treasurer, assessor, auditor, professional
or civil engineers (licensed), and health officer.

3. The city manager, assistant city manager, department directors (except police and fire
chiefs who are subject to lowa Code Chapter 400), and the head of each division (this
exclusion does not apply to assistant fire chiefs or assistant police chiefs).

4. Principal secretary to the city manager or department directors.

5. Employees of Boards of Trustees or Commissions established pursuant to state law or city
ordinances, including the clerk to the Civil Service Commission. All employees of the West
Des Moines Public Library are covered by this exception.

6. Employees whose positions are funded by state or federal grants or other temporary
revenues, except positions that will be maintained for at least one year after expiration of
the grants or temporary revenues.

7. Employees who work less than full time, including part-time employees, intermittent
employees and seasonal/temporary employees.

2.4 Job Vacancy and Recruitment

Civil Service

Vacant civil service positions may be filled through a variety of means depending on the type of
vacancy (open or promotional). Human Resources will work with the department director to
determine if a civil service vacancy will be deemed open or promotional.

In accordance with Section 400 of lowa Code, the following guidelines apply:

1. Civil service promotional positions shall be filled primarily by promotion or transfer of a
qualified civil service employee.



2. Civil service open positions shall be filled by qualified persons. Current City employees are
encouraged to apply for any open civil service position for which they may be interested and
qualified.

3. Anemployee regularly serving in or holding a position that is reclassified into a civil service
position shall have full civil service rights under any of the following conditions:

a) They meet the minimum qualifications and have completed the required
probationary period for the position.

b) They have satisfactorily served in the position for a period equal to the probationary
period and have passed a noncompetitive examination for the position (but do not
meet the minimum qualifications for the position).

c) They meetthe requirements above but have not completed the required
probationary period. Upon completion of the probationary period, full civil service
rights in the position are granted.

Non-Civil Service

Vacant non-civil service positions may be filled through a variety of means depending on the type of
vacancy. The City may hire internally or conduct an external recruitment. Current City employees
are encouraged to apply for any non-civil service position vacancies for which they may be qualified
regardless of civil service status.

Job Posting

The City will post a job announcement on the City website and online with relevant job boards and
trade/professional websites, if applicable. Internal-only postings can be found within UKG and on
the HR SharePoint page.

2.5 Probationary Period

Employees are subject to a six (6) month probationary period, except for public safety
telecommunicators, who are subject to a probationary period of 12 months. Police officers and
firefighters should reference their union contracts for details regarding probationary status.

Employees who do not fulfill the requirements of their employment will be terminated during this
time.

2.6 Promotions

Promotional opportunities exist within the City so that current employees can advance to higher
grade positions within their departments.

Civil Service Promotional Positions

The department director and Human Resources shall determine which positions are promotional. If
a civil service position is classified as promotion only, the City will limit the applicants for the
position to all current civil service employees qualified for the position and follow procedures
established in lowa Code Section 400.



Employees who are promoted or transferred to a new position shall be subject to a six (6)-month
probationary period. Should the employee not successfully pass the probationary period, and a
vacancy exists, they may return to the previously held position and rate of pay.

2.7 Transfers and Demotions
Transfer

An employee may be transferred from one position to a position vacancy in the same job
classification. A transfer may result in a change in work location or department. The city manager
may transfer an employee at their discretion, or an employee may request to be transferred. The
city manager will consider the needs of the City and the employee’s interests and job-related
qualifications before authorizing a transfer.

Demotion

If employees feel, for any reason, that they cannot perform the requirements of their current
positions, they can request a voluntary demotion to a vacant position in a lower job classification
for which the individual employee meets the qualifications. The city manager may demote an
employee for performance/disciplinary reasons or in the event of workforce reduction.

Transfer and voluntary demotion of civil service employees shall be made in accordance with
Section 400 of lowa Code. A civil service employee who has been demoted involuntarily may
appeal the decision to the civil service commission in accordance with Section 400.

Civil service and non-civil service employees may also take advantage of the Employee Complaint
and Appeals policy to address any issues related to transfers or demotions.

2.8 Temporary Appointment

Generally, employees are not required to perform duties that are not closely related to the kind of
work they are normally assigned, or duties with a higher level of responsibility. On occasion, there
may be a need to temporarily fill newly created positions or other vacancies until qualified persons
can be identified and hired. Exceptions may be made at the discretion of management for short-
term assignments or during emergency situations.

Working Out of Class

For positions under civil service, such temporary appointments are limited to 90 days for any one
person in the same vacancy, unless temporarily acting in a position regularly held by another.

If an employee works out of class for 20 consecutive workdays or more, that employee is entitled to
a pay increase beginning with the 21st day worked. The amount of the pay increase will be
determined on a case-by-case basis with input from the department director and the human
resources director, with final approval of the city manager.



Interim Leadership Positions

When there is a non-civil service supervisory vacancy, the City may appoint an interim leader to fill
the role. Those individuals in interim leadership roles will receive a pay increase determined by
Human Resources.

2.9 Employment of Relatives

The City does not prohibit the employment of relatives and friends, but procedures must be
followed when hiring, transferring, or promoting employees to avoid conflicts of interest, reduce
favoritism or the appearance of favoritism, avoid supervisory relationships, and prevent conflicts
from affecting the workplace.

Employees should not be employed in or transferred to a position where there is a reporting
relationship within the department where the candidate for employment is related by blood,
adoption, marriage or is a domestic partner. Reporting relationships include, but are not limited to,
the department director, division head and supervisor.

The City Manager’s Office, present elected officials, any Commission/Board Members that directly
advise/direct the department that the employee would be employed in, or any employee of the
Human Resources Department and Legal Department should not employ any family member
anywhere within the City, with the exception of seasonal or intermittent positions.

For the purpose of this policy, “relatives” shall mean: (a) spouses (including domestic partner,
romantic partner, or cohabitant); (b) parents; (c) siblings or half-siblings; (d) children; (e)
grandparents; (f) aunts/uncles; (g) nieces/nephews; (h) first cousins; or (i) unrelated persons living
together. The term relatives shall also include any step-relations and/or the spouses of the above-
listed individuals.

Employees who become relatives or begin sharing living quarters after their employment with the
City has commenced and who would therefore be in violation of this policy shall notify the
employer and the employer will: (1) have the subordinate employee reassigned to another
supervisor; and/or (2) transfer to different departments if an open position is available, the
employee is qualified, and the approval of the department head is granted. Final action rests with
the City.

2.10 Residency Requirements

Employees of the City are encouraged, but not required, to live within the City limits. There are
some positions that have a residency requirement as specified by lowa Code or contract.

Per Chapter 400 of lowa Code, all civil service employees shall become a resident of the state
within two (2) years of such appointment, or the date employment begins, and shall remain a
resident of the state during the remainder of employment.



2.11 Outside Employment

Employees shall inform their department director of any outside employment that could conflict
with their City employment. If outside employment interferes or is in conflict with an employee’s
work for the City, they will be asked to resign from one or the other position.

Regular full-time employees are prohibited from part-time or seasonal employment with the City.

2.12 Separation of Employment

Voluntary Separation of Employment (Resignation)

A voluntary separation of employment is a separation of employment initiated by the employee.
This includes, but is not limited to, the following:

e Resignation.

e No-call, no-show: an unauthorized absence from work of three (3) or more consecutive
working days.

e Failure to return from leave of absence as arranged.

e Failure to return from layoff upon recall.

Employees should submit their resignation in writing to their supervisor at least 14 days before
separation of employment.

Involuntary Separation of Employment (Termination)

An involuntary separation of employment is a separation of employment initiated by the City. This
includes, but is not limited to, the following:

e Termination of employment through the Disciplinary Process.

e Termination of employment during the probationary period.

e Termination of employment through expiration of grant funds.

e Termination of employment due to layoff.

e Termination of employment due to completion of a temporary/seasonal assignment.

e Termination of employment if an intermittent employee has not worked within a 12-month
period.

Last Day Worked
The last day actually worked by an employee is the termination date.
Exit Interview

Employees who voluntarily leave employment with the City will be given an Exit Interview Form and
can request a personal interview with Human Resources. The purpose of the exit interview is to
confirm the reasons for the separation of employment and to discuss suggestions and comments
about the employee’s experience with the City.



2.13 Workforce Reductions

All employees affected by a workforce reduction shall be notified in writing and given advance
notice when practical. Severance pay and benefits are not guaranteed and will be offered at the
discretion of the city manager.

Civil Service Employees

If the City determines there is a need to eliminate a civil service position classification or reduce the
number of employees in any civil service classification, the City shall follow the procedures for
removal and recall set forth in Section 400 of the lowa Code, which is based on the seniority list
maintained by Human Resources.

Non-Civil Service Employees

If the City determines there is a need to eliminate a non-civil service position classification or
reduce the number of employees in any non-civil service classification, the order of workforce
reduction shall be determined by the city manager, with input from department directors based on
the skills, knowledge, and abilities that are necessary to perform the ongoing and future work of the
division, department, or organization.

After a workforce reduction affecting non-civil service employees occurs, the City may determine,
atits discretion, the need and appropriateness of rehiring some or all of the affected employees.
Recall rights will be stated at the time of the reduction.

When workforce reductions are covered by a collective bargaining agreement, the collective
bargaining agreement shall prevail for employees covered under the agreement.



Employee Policies

3.1 Reasonable Accommodations

Under Title | of the Americans with Disabilities Act (ADA), a reasonable accommodationis a
modification or adjustment to a job, the work environment, or the way things are usually done
during the hiring process. These modifications enable an individual with a disability to have an
equal opportunity not only to get a job, but successfully perform their job tasks to the same extent
as people without disabilities.

Request for Accommodations

An employee who needs a reasonable accommodation should inform their department director or
Human Resources of the need for an accommodation and engage in the interactive process. After
needs and alternatives are discussed in the interactive process, the City will consider and evaluate
the availability and reasonableness of the options to determine what can be done.
Accommodations causing undue hardship for the City cannot be made.

Attachment: Reasonable Accommodation Form

Employees will complete Section A “Request for Accommodation” to begin the process.
Additional forms may be needed throughout.

Pregnant Workers Fairness Act (PWFA)
As required by the federal Pregnant Workers Fairness Act (PWFA), the City will provide reasonable

accommodations to employees with known limitations related to pregnancy, childbirth, or related
medical conditions.

An employee may request paid or unpaid leave as a reasonable accommodation; however, the City
will not require an employee to take time off if other reasonable accommodations can be provided
that will allow the employee to continue to work.

Attachment: Pregnancy Accommodation Form

Employees will complete Section A “Request for Reasonable Accommodations - PWFA” to
begin the process. Additional forms may be needed throughout the accommodation
process.

Confidentiality

Allinformation related to requests for accommodations will remain confidential to the extent
possible and will be maintained in Human Resources in a secure file separate from the employee’s
personnel record.


https://www.wdm.iowa.gov/home/showdocument?id=43538&t=638862668051245641
https://www.wdm.iowa.gov/home/showdocument?id=43534&t=638862667705657949

3.2 Attendance

Employees are generally expected to arrive on time, be present for their scheduled work hours, and
return from breaks as scheduled. Paid time off (vacation, personal days, etc.) must be scheduled
with the employee’s supervisor in advance. Sick leave may be used in the case of emergency or
sudden illness without prior scheduling. Patterns of absenteeism or tardiness may result in
discipline even if the employee has not yet exhausted available paid time off.

Absences due to illness or injuries that qualify under the Family and Medical Leave Act (FMLA) will
not be counted against an employee’s attendance record. Medical documentation within the
guidelines of the FMLA may be required in these instances.

Documentation

If an employee is absent due to illness for three (3) or more consecutive days or there are patterns
of suspected abuse, the supervisor may request that the employee provide written documentation
from a doctor.

No-Call, No-Show

Not reporting to work or not calling to report the absence is a no-call/no-show. The first instance of
a no-call/no-show will result in a written warning. Three (3) days of consecutive or intermittent no-
call/no-show are considered job abandonment and deemed an employee’s voluntary resignation of
employment.

3.3 Remote Work

Given the collaborative nature of public service, on-site work during core business

hours remains the default expectation and any consideration of remote work arrangements

are secondary to ensuring in-person availability to meet public needs, maintain service continuity,
and uphold operational effectiveness. The City also recognizes the value in providing work
schedules and environments that will benefit both the employee and the organization. This policy
outlines the various remote work options available to eligible employees

and establishes expectations.

Applicability

This policy applies to all regular full-time and regular part-time employees who are approved for
remote work by their supervisor and department director.

Eligibility

Remote work is not a guaranteed entitlement or benefit, and it in no way changes the terms and
conditions of employment within the City.

Requests for remote work will be evaluated on a case-by-case basis using the following criteria:
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Job Responsibilities: Job descriptions and duties will be reviewed by the supervisor

and department director to determine if the position can successfully be conducted in an
alternative setting.

Department Needs: Staffing levels must meet customer service and operational goals.
Remote work will not be approved if it requires hiring additional staff, it reduces operational
efficiency, or it places an undue burden on in-person employees.

Employee Longevity and Performance: Non-probationary employees are eligible if they have
a satisfactory performance record and can manage work, maintain productivity, and meet
expectations with minimal supervision.

Adherence to Laws, Policy and Agreements: Remote work arrangements must

ensure compliance with federal, state and local law, City Policy and collective bargaining
agreements, if applicable.

Remote work requested as part of an ADA reasonable accommodation will be reviewed through
that policy and the interactive process.

Procedures

To request remote work, employees will work with their immediate supervisor and director for
approval.

Types of Remote Work Arrangements

Listed below are the two (2) types of Remote Work Arrangements covered by this policy.

1.

Remote Work: Arrangements permitting employees to perform their duties at work sites
other than the employee’s City work site, generally at the employee’s home or at an
approved satellite work site. No more than 20% of the employees’ regular work hours in a
work week (8 hours in a work week for a regular, full-time employee) can be performed by
working remotely unless approval for additional time is given by the City Manager and
Human Resources based on circumstances.

For non-exempt employees, a workday can be either performed entirely at the office,
entirely at the remote work site, or split evenly between the two (2) in four (4) hour
increments, i.e., four (4) consecutive hours working remotely or on-site, followed by four (4)
consecutive hours on-site or working remotely.

Limited / Situational: A short-term remote work arrangement, typically lasting 30 days or
less, evaluated on a case-by-case basis by the director and City Manager. Situational
remote work is not intended to be ongoing and is approved only under specific
circumstances to ensure continuity of operations.

Employees requesting an occasional change to traditional work hours will work directly with their
immediate supervisor.

Expectations

If approved for remote work, employees must adhere to all city policies and these expectations,
including but not limited to:

11



Hours Worked and Compensation:

Hours worked and work performed must be reported to the employee’s supervisor in the
manner set forth by the department director. Non-exempt employees will use the City’s
time-keeping system for time worked.

Hours worked in excess of those scheduled per day and per workweek for non-exempt
employees require the advanced approval of the supervisor.

All work time, including overtime, is reported and compensated per state and federal law,
City policy, employee manuals and collective bargaining agreements.

When not working, appropriate leave time will be used.

Remote work is not intended to serve as a substitute or replacement for permanent
dependent care and is not intended to be used in place of paid time off.

Tax implications and obligations related to working remotely are solely the responsibility of
the employee. Employees whose remote work site may be out of state are to notify HR for
pre-approval.

Job Performance:

Appropriate levels of communication with supervisors and consistent availability shall

be maintained during scheduled hours.

Production levels, quality of work, and customer service standards (including timely return
of emails, voicemails and communications) shall be consistent with city

standards. Participation in regularly scheduled business (required meetings, training,
calls, etc) is required.

Equipment and Workspace:

Equipment, software, hardware, data, and other supplies provided by the City for remote
work remains the property of the City and are to be used only for City business. They may
be used and accessible only by the employee or other persons authorized by

the City. Technology supplied by the City will be managed and supported only by the City’s
IT Department and must be used in accordance with City technology administrative
policies. No modifications or alterations may be made to equipment, software, hardware,
and other supplies provided by the City without approval by the department director and the
IT Department.

Proper security measures must be taken to limit access by others and to protect items from
damage or theft. Employees should ensure protection and security of equipment,
hardware, software, supplies, information, and data.

If City-provided equipment or other technology provided by the City fails or malfunctions,
contact the IT Help Desk during normal IT Help Desk business hours. If the IT Help Desk is
not available or not able to remedy the issue over the phone, employees shall contact their
supervisorimmediately. Employees may be directed to report to their regular work site to
complete their workday if there are technology issues or disruptions or may be required to
use vacation, personal or comp time.

The City will not be responsible for costs associated with the setup of the employee’s
remote work site such as furniture, lighting, electrical work, renovations/remodels/repairs,
installation of technology, home network security, etc.
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e The employee agrees that authorized City personnel may make on-site visits to the remote
work site for retrieving City-provided equipment, software, hardware, data, and/or supplies
or for a work site safety/ergonomics check. Unless otherwise agreed to by the employee,
the City will give a minimum notice of 24-hours before the visit.

Safety

e Ensure a safe and ergonomic working environment free from safety hazards or other
dangers to the employee and City-provided equipment/supplies.

e Report work-related injuries that occur while working to your supervisor immediately and no
later than 24-hours after the injury. Follow standard policy and procedures.

e The City assumes no liability for injuries occurring in the remote work site after hours
worked or when conducting non-work-related tasks.

3.4 Personal Appearance

As representatives of the City, employees are expected to maintain the highest standards of
personal cleanliness and present a professional appearance at all times. Employees are expected
to present themselves in a manner that is appropriate for the workplace setting and the work being
performed that day. In general, employees are expected to dress for work according to casual
business standards if working in an office setting; generally accepted work clothes appropriate for
their assigned position; or in uniform, if required for their position. Clothing should be neat, clean,
and fit appropriately. Clothing should also not create a health/safety concern.

Department directors may determine and enforce guidelines for workplace-appropriate attire for
their areas. Supervisors should communicate any department-specific workplace attire and
grooming guidelines to staff members during new hire orientation and evaluation periods. Any
questions about the department’s guidelines for attire should be discussed with the employee’s
immediate supervisor.

Any staff member who does not meet the attire or grooming standards will be subject to corrective
action and may be asked to leave the premises to change clothing. Hourly paid staff members will
not be compensated for any work time missed because of failure to comply with designated
workplace attire and grooming standards.

3.5 Employee Identification Badges
The purpose of the Employee Identification Badge Policy is to identify individuals as employees of

the City and to provide an additional means of establishing a safe and secure work environment.

The ID Badge shall be displayed by all employees at all times while working so that the entire face of
the badge is clearly visible. The employee must either clip/attach the badge at waist level or above to
a piece of outer-most clothing or wear the badge around their neck.

Exceptions to those employees required to wear an ID Badge are public safety personnel while in
uniform. Department heads, after consultation with the city manager, may waive the wearing
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requirement for certain positions when a safety concern exists, and West Des Moines logoed
clothing is utilized.

Employee Responsibilities:

e To maintain the security of their ID Badge at all times/not lend it to others.
e Toimmediately notify their supervisor if the ID Badge has been lost or stolen and obtain a
replacement badge.

Supervisor Responsibilities:

e Ensure that employees wear their ID Badges while on duty.
o Arrange fortemporary ID Badges in the event that an employee forgets or misplaces their ID
Badge.

Replacement

Lost, stolen, malfunctioning or accidentally damaged badges will be replaced when an employee
contacts IT.

Return or Deactivation

Employee ID Badges are considered City property and must be returned directly to the employee’s
supervisor or Human Resources upon resignation or termination of employment along with all
other City property.

3.6 Lost, Stolen or Damaged Personal Property

Generally, the City shall not be liable for employees’ personal items that are lost or damaged within
a work area, office space, or personal vehicle while performing work for the City. Replacement of
lost, stolen, or damaged personal items will be considered on a case-by-case basis by the
department director, with the approval of the city manager.

3.7 Severe Weather

Most City services must continue at all times, including during periods of severe inclement
weather. Thus, it is the general policy that the City offices do not close. Although this policy has
been developed primarily for closings as a result of hazardous weather conditions, it will also be
followed in the event of any other conditions that require the closing of City services or buildings.
The mayor, city manager, or the Library Administrative Board is authorized to close or curtail certain
City operations due to severe weather conditions or during disasters.

Employees that are designated as essential to the operations of the City during severe weather or
disasters are exempt from the provisions of this policy. This includes, but is not limited to the
following:

e Emergency Medical Technicians (EMT)
e Firefighters
e Paramedics
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e Parks Maintenance Staff

e Police Officers

e Public Safety Telecommunicators

e Public Services Mechanics, Operations Specialists, Support Staff (as required), Traffic
Safety Technician

Employees are to use their own discretion in deciding whether they can commute safely to work or
when they must leave before the end of their scheduled workday. Employees that do not come into
work or do leave work early, have the option of using vacation, personal days, or compensatory time
to make up for their normally scheduled hours. Departments may allow non-exempt employees to
make up time missed due to the weather provided that the time is made up in the same work week.

Employees who cannot report to work, will be late to work, or must leave earlier than normally
scheduled, must notify their supervisors as soon as possible.

In the event the mayor, city manager, or the Library Administrative Board closes City operations and
requests that employees not report to work or reduces employees’ normally scheduled hours, the
City will pay for the time scheduled but not worked.

Since by the very nature of the job status of intermittent or seasonal employees, discretion is given
to pay for time scheduled but not worked on a case-by-case basis with the approval of the city
manager or the Library Administrative Board.

3.8 Performance Reviews

The primary goal of the performance review process is to encourage ongoing communication
between an employee and a supervisor regarding the work performance of the employee. All
performance reviews shall be confidential between the employee and management.

Probationary Reviews

Newly hired employees shall receive a formal performance review six (6) months after being hired
into their positions. The performance review shall include the following:

1. Awritten review of the employee’s progress during the probationary period.
2. Apersonal meeting between the employee and the supervisor to discuss the review.

Annual Performance Reviews

All full-time and part-time employees shall receive a formal performance review on the employee’s
annual review date. The performance review deadline for most regular, non-union employees is July
1°t of each year following the completion of the introductory period review (6 months). For most
union employees, this is on the employee’s anniversary date. Performance review dates will also
change with a promotion or demotion. The performance review shall include the following:

1. Awritten review of the employee’s performance by the immediate supervisor.
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2. Apersonal meeting between the employee and the supervisor to discuss the review.
Seasonal/Temporary/Intermittent

All seasonal, temporary and intermittent employees will be provided with feedback, as appropriate,
during their employment with the City.

3.9 Employee Complaint and Appeals Process

Complaint Process

Employee concerns and complaints should be discussed directly between employees as
appropriate for the nature of the complaint. Complaints should be made in a constructive and
professional manner.

If the complaint cannot be resolved, the employee should bring the concern or complaint to their
immediate supervisor and/or the next level supervisor using the Employee Complaint Form. The
supervisor will communicate a decision/finding to the employee in a timely manner.

Procedures are established to handle individual or group situations that may need review or
decision. Such procedures should ensure prompt action and the right of appeal through proper
channels that will provide thorough and objective consideration.

If another, more specific complaint process exists (e.g., regarding claims of discrimination,
including harassment), then said complaint should be followed in lieu of this general policy.

Attachment: Employee Complaint Form
Appeals and Hearing Process

If the employee’s supervisor has not addressed their concern or complaint to their satisfaction,
they may appeal the findings with the next level supervisor using the Employee Appeals Form.

Step 1: Submit a written statement to the next level supervisor that outlines the employee’s
concern or complaint, the reasons for the appeal, and the desired remedy.

The employee shall receive a written decision from the next level supervisor within 10 business
days of submitting the written appeal. If they do not receive a written decision within 10 business
days, or they are not satisfied with the next level supervisor’s decision, they may appeal the
decision to the city manager or to the Library Administrative Board.

Step 2: Within five (5) business days of receiving the decision or following the 11" business day of
not receiving a written decision, the employee may file with the city manager or Library
Administrative Board. The written statement shall outline their concern or complaint, the reasons
for the appeal, the desired remedy, and a copy of the previous decisions.

The employee shall receive a written decision from the city manager or Library Administrative Board
within 10 business days of submitting the written appeal.

16


https://www.wdm.iowa.gov/home/showdocument?id=43532&t=638862667459752768

If mutually agreed upon by the employee and the City, the time limits in the Appeals and Hearing
Process may be adjusted.

Note: The employee is entitled to have another City employee present with them during any
meetings that take place throughout the Complaint and Appeals Process. They and their
representative may be released from work without loss of pay for a reasonable amount of time if
approved by the city manager (Library Administrative Board, if applicable). However, their
department director or supervisor must be given sufficient notice to adjust work schedules in their
absence.

If an employee utilizes the complaint and appeals process, they shall remain free from retaliation.
Any exception should be brought to Human Resource’s attention immediately.

Attachment: Employee Appeals Form

3.10 Harassment and Discrimination

General Harassment

The City is committed to maintaining a working environment in which all individuals are treated with
respect and dignity. Everyone has the right to work in a professional atmosphere that promotes
equal employment opportunities and prohibits unlawful discriminatory practices, including
harassment and retaliation. This policy is designed to create a safe and productive workplace
environment for all employees.

Harassing behaviors are illegal and the City will not tolerate unlawful harassment because of race,
color, religion, national origin (ancestry), gender, age, sexual orientation, disability, or other
characteristics protected by applicable state or federal laws.

Employees are prohibited from harassing other employees in any form (such as face-to-face, social
media posts, email, text messages, etc.) and in any location or time.

Prohibited Conduct

1. Discrimination: Itis aviolation of this policy to discriminate in employment opportunities,
benefits, or privileges, to create discriminatory work conditions, or to use discriminatory
evaluative standards in employment if the basis of that discriminatory treatmentiis, in
whole or in part, connected to the person’s race, color, religion, national origin (ancestry),
gender, age, sexual orientation, disability or other protected status.

Discrimination in violation of this policy will be subject to discipline, up to and including
termination.

2. Harassment: Harassment, including sexual harassment, is prohibited by federal and state
laws. Although it is impossible to list every inappropriate conduct that could occur,
unlawful harassment includes unwelcome or offensive verbal, visual or physical conduct
because of a person’s protected status that threatens, intimidates, offends, demeans or
coerces an employee, or that may impair an employee’s ability to do their job.
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Examples of behaviors that are unacceptable and therefore are prohibited include, but are
not limited to the following:

e Verbal: Comments that are derogatory regarding a person’s race, color, religion,
national origin (ancestry), gender, age, sexual orientation, disability, or other protected
status.

e Non-verbal: Distribution or display of any written or graphic material that ridicules,
denigrates, insults, belittles, or shows hostility or aversion toward an individual or group
because of race, color, religion, national origin (ancestry), gender, age, sexual
orientation, disability, or other protected status.

Sexual Harassment

Sexual harassment in any form is prohibited. Sexual harassment is defined as unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when
submission to or rejection of such conduct is used as the basis for employment decisions or such
conduct has the purpose or effect of creating an intimidating, hostile or offensive working
environment.

Sexual harassment includes unsolicited and unwelcome sexual advances, requests for sexual
favors, or other verbal or physical conduct of a sexual nature, when such conduct:

1. Is made explicitly or implicitly a term or condition of employment.

2. lIsused as a basis for an employment decision.

3. Unreasonably interferes with an employee’s work performance or creates an intimidating,
hostile or otherwise offensive environment.

Sexual harassment can involve males or females being harassed by members of either sex.
Although sexual harassment typically involves a person in a greater position of authority as the
harasser, individuals in positions of lesser or equal authority also can be found responsible for
engaging in prohibited harassment. It is also possible for third parties, such as vendors or members
of the public, to engage in prohibited harassment.

Examples of conduct that may constitute sexual harassment include, but are not limited to the
following:

e Verbal: Sexual innuendo, suggestive comments, jokes of a sexual nature, sexual
propositions, lewd remarks, threats, and requests for any type of sexual favor (this includes
repeated, unwelcome requests for dates). Verbal abuse or “kidding” that is sexually
oriented and unwelcome.

e Non-verbal: The distribution or display of any written or graphic material, including
calendars, posters, screen savers, inappropriate web pages and cartoons that are sexually
suggestive, or shows hostility toward an individual or group because of sex; suggestive or
insulting sounds; leering; staring; whistling; obscene gestures; and content in letters,
notes, faxes. displayed on cell phones (personal or City owned) or e-mail that is sexual in
nature.
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e Physical: Unwelcome physical contact, including but not limited to touching; tickling;
pinching; patting; brushing up against; hugging; cornering; kissing; fondling; forced sexual
intercourse or assault.

e Consensual Romantic or Sexual Relationships: If a management or supervisory
employee enters into a consensual relationship that is romantic or sexual in nature with a
member of their staff (an employee who reports directly or indirectly to them), or if one of
the parties is in a supervisory capacity in the same department in which the other party
works, the parties must notify their direct supervisor. Although the parties may feel that
what they do during non-working hours is their business and not the business of the City,
because of potential issues regarding harassment, this is a mandatory requirement. This
requirement does not apply to employees who do not work in the same department or to
parties who do not supervise or otherwise manage one another.

Failure to report such a relationship will result in disciplinary action, up to and including
termination of employment for both or one of the parties.

After the relationship is made known, Human Resources and the city manager will: (1) have
the subordinate employee reassigned to another supervisor; and/or (2) transfer to different
departments if an open position is available, the employee is qualified, and the approval of
the department head is granted. Final action rests with the City.

Retaliation

No employee will be disciplined for any of the following:

1. Filing or responding to a bona fide complaint of discrimination or harassment.
2. Appearing as a witness in the investigation of a complaint.
3. Serving as an investigator.

Retaliation or an attempt to retaliate against an individual because of activity protected by this
policy is a violation of this policy, and any employee who retaliates or attempts to retaliate will be
subject to disciplinary action, up to and including termination.

The Complaint Process

Employees and co-workers are encouraged to intervene and/or report to a supervisor any behavior
they feel is inappropriate towards another employee. Employees with managerial status are
required to intervene and report what they observe.

Reporting

An employee should immediately contact the department director or a member of the Human
Resources Department if:

e The employee is uncomfortable addressing the offending party.

e The unlawful discriminating or harassing conduct continues.

e The employee believes that they have been subjected to unlawful retaliation as outlined in
this policy.

e The employee believes that they have knowledge of such prohibited conduct.
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Prompt notification will ensure a timely investigation and, if appropriate, steps to prevent the
occurrence of any further unlawful discrimination, harassment, or retaliation.

Complaints that do not fit the definition of discrimination and harassment but that are found to
have merit will be investigated and the City will respond with the appropriate remedial action for the
situation.

Attachment: Harassment and Discrimination Form

Confidentiality

The City does not release information related to inquiries, complaints and investigations unless itis
impractical to do so or it is contrary to law or policy to withhold the information. Information is
revealed strictly on a need-to-know basis. Information contained in a formal complaint is kept
confidential. However, the identity of the complainantis usually revealed to the respondent and
witnesses. Federal law prohibits the City from prohibiting witnesses and co-workers from
discussing a complaint, however, as professionals, we encourage that the situation be treated with
respect and delicacy. Human Resources will take adequate steps to ensure that the complainant is
protected from retaliation during the period of the investigation.

Investigation

Human Resources will be responsible to ensure that an impartial investigation begins within 10
working days after a complaint has been filed, unless circumstances exist that delay the
investigation.

After the investigation has been completed, Human Resources will provide a written report
outlining the findings and conclusions to the city manager. If an investigation results in a finding
that this policy has been violated, appropriate remedial action may be taken. This action may
include, but is not limited to: training, referral to counseling or disciplinary action, reassignment,
temporary suspension without pay or termination as the City believes appropriate under the
circumstances. All employees who file a complaint will be advised of the determination of the
investigation but will not be informed of the specific action taken.

No record of a complaint is kept in the complainant’s personnel file unless the investigation
concludes that the complaint was reckless, frivolous, or vexatious in filing the complaint. No record
of a complaint is kept in the alleged offender’s file unless that allegation has been found to be
substantiated in a formal investigation.

3.11 Employee Conduct and Work Rules

To maintain a safe, efficient, and harmonious organization, the rules and regulations listed below
have been established for municipal employees. Although itis not possible to list all types of
incidents or misconduct, the following is a list of employee conduct that will result in discipline up
to and including discharge:
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11.

12.
13.

14.
15.

16.

17.

18.

19.

Absenteeism: Absenteeism, continued tardiness, absence without approved leave,
improper use of sick leave or failure to report duty at the assigned time and place.

Criminal Conduct: Criminal conduct or an employee’s failure to report criminal conduct
that would adversely affect an employee’s work performance, impact the work
environment, or cause major discredit or embarrassment to the City.

Dishonesty: Acts of dishonesty such as lying, misappropriation or unauthorized use of City
funds or property or failure to report acts of dishonesty.

Disorderly Conduct: Disorderly conduct, including use of profane or abusive language,
threatening or violent behavior.

Ethics: Ethics violation such as accepting gifts, monies or other things of value intended as
an inducement to perform or refrain from performing an official act.

Falsifying Records: Falsifying or destroying information or records.

Health and Safety: Willful violation of safety and health requirements.

Insubordination: Insubordination, including refusal or failure to follow directives or perform
work properly assigned by a supervisor.

Investigations: Refusal to cooperate or interference with an internal investigation.

. License & Certification: Failure to obtain or maintain a required license or certification

required as a condition of performing the job. This includes the failure to report a change of
status in a driver’s license to an immediate supervisor when such license is required for the
employee’s job.

Negligence: Inability, incompetence or negligence to perform assigned duties in a
satisfactory manner.

Policy: Policy violations not included in this list.

Secondary Employment: Engaging in incompatible employment or in employment that
represents a conflict of interest.

Smoking: Smoking in restricted areas, including any City facility, vehicle or equipment.
Substances: Possession, selling or attempting to sell, or being under the influence of
controlled substances or look alike.

Theft/Destruction: Improper use, destruction or theft of City tools, equipment, supplies or
property (including vehicles).

Time: Failure to use or the intentional misuse of the City’s time keeping system (including
unauthorized clocking in/out of other employees).

Unprofessionalism: Unprofessionalism and lack of cooperation with colleagues and
stakeholders.

Weapons: Possession of explosives, firearms or other concealed weapons on the City
premises without permission.

3.12 Cooperation in Investigations

The City is committed to ensuring that all City-initiated investigations are conducted in a fair,
impartial, thorough, thoughtful manner and in compliance with all applicable laws. All employees
are expected to fully cooperate with any work-related investigation.
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Employees may be disciplined for lying or providing information that is dishonest, misleading,
inaccurate or incomplete during an investigation. Employees may also be disciplined forimpeding,
obstructing or failing to cooperate with an inquiry or investigation.

e “Obstructing” includes, but is not limited to: threatening, intimidating, or coercing other
individuals who may be contacted by management and discouraging other individuals who
may be contacted by management from responding to or cooperating with management.

e “Failing to cooperate” includes but is not limited to: failing to provide information,
documents, or materials requested by management and providing information, documents
or materials to management which are dishonest, misleading, inaccurate orincomplete.

3.13 Workplace Privacy and Searches

The City provides and maintains equipment and supplies to accomplish the work required by our
employees. City owned equipment and supplies include but are not limited to: an employee’s office
or work area, desks, files (desk and computer), e-mails, telephones, cell phones, lockers, and
computers. It is expected that City owned equipment and supplies be used for conducting City
business. The City assumes no responsibility or liability for any items of personal property which
are placed in the desk or work area.

Since equipment and supplies are property of the City, the City reserves the right to access or
conduct a search of any work area and equipment. A search will typically be conducted as part of
an investigation. The City will search an employee's work area only if the City has a reasonable
belief that the item in question is in the employee's work area. If the City conducts a search under
the terms of this policy, there will be at least two individuals present at the time of the search,
which will include an individual designated by the city manager, Human Resources, or the city
attorney.

3.14 Notification of Arrests

In the event that employees are arrested, have any criminal charges filed against them, receive
notice of the disposition of any criminal charges pending against them or receive notice of any
charges relating to operating a motor vehicle while intoxicated, they must notify Human Resources
and the city manager within five (5) business days.

Employees whose duties require possession of a Commercial Driver’s License and/or who regularly
and frequently operate City vehicles must report all charges and citations, including traffic tickets
such as speeding tickets to their supervisor. Other employees do not need to report such traffic
tickets.

Employees who work directly with minor children must notify Human Resources and the city
manager of any child abuse complaints filed against them. Additionally, employees who have
contact with the older adults must notify Human Resources and the city manager of any elder
abuse complaints filed against them. Employees must notify Human Resources regarding the
findings in any complaint against them alleging the abuse within five (5) business days.
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Information relating to arrests, criminal charges and child or older adult abuse complaints will be
treated as confidential and maintained as part of the employee’s personnel file. Employees who do
not notify Human Resources and the city manager as required by this policy may be subject to
disciplinary action up to and including termination.

3.15 Progressive Discipline

Progressive discipline outlines the steps used to respond to an employee’s violation of policy or
procedure.

The progression of levels will be followed in most circumstances; however, management reserves
the right to exercise judgment in determining the appropriate level of discipline, taking each
incident on a case-by-case basis. The seriousness of the incident, the specific circumstances
involved, and the frequency of incidents are some of the factors that may be taken into
consideration in determining the level of discipline.

A copy of the disciplinary documentation will be given to employees.

Levels of Discipline

1. Verbal Counseling is used when the incident is minor in nature and causes minimal
disruption to the operation of the City/department. Verbal counseling is typically
documented by the supervisor to ensure that information and expectations are
communicated clearly. Verbal counseling does not become a part of an employee’s
personnelfile.

2. Written Warnings are used when an incident is more serious in nature and if left
unaddressed, may cause disruption to the operation or reputation of the City, or when
other methods prove ineffective. Written warning documentation becomes a part of an
employee’s personnel file. Written warnings may include unpaid suspensions.

3. Final Warnings are used when an incident is serious misconduct (or conduct which could
result in injury or loss of life, limb, or property) or is serious in nature and: may cause a
serious disruption to the operation or reputation of the City; shows disregard of the City’s
policies on sexual harassment or the City’s Equal Opportunity and Affirmative Action rules
and guidelines; or when other forms of discipline prove ineffective. Final warnings may
include unpaid suspension or a one-day decision-making leave, where the employee is
given the responsibility to make a commitment to improve performance as outlined in the
disciplinary documentation or to voluntarily resign employment with the City if the
employee feels that performance or behavioral expectations cannot be met.

4. Termination of employmentis used when an incident is willful, deliberate, negligent, a very
serious or possibly criminal incident that causes significant disruption to the operation and
reputation of the City, or when other forms of disciplinary action prove ineffective.

Appealing a Decision

Employees may have several options to appeal a disciplinary decision, including any of the
following:
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All civil service employees who are no longer on probation have the right to appeal unpaid
suspensions, demotions, or terminations to the Civil Service Commission.

All non-civil service employees have the right to file an appeal by using the Employee
Complaint and Appeals Process (Policy #3.9)

Employees with bargaining agreements may be able to file a grievance if this is contained in
the agreement.

Records

Written disciplinary documentation will remain active in an employee’s personnel file.

Documents placed in an employee’s personnel file that provide the reasons and rationale for
certain disciplinary actions are considered public records and must be provided in response to an
open records request. This includes documents relating to resignation in lieu of termination,
discharge from employment, and demotion as the result of disciplinary action.

3.16 Employee Files

The Human Resources Department is responsible for maintaining each employee’s primary
personnel file. All information is kept confidential, with only authorized personnel having access.

Types of Employee Files

1.

Confidential File

Typically, access to confidential files will be limited to Human Resources personnel.
Information contained in employee confidential files may include the interview evaluation
forms; pre-employment reference; background check and physical/drug testing
documentation; EEO/Affirmative Action data; benefits information; and medical information
or documentation.

I-9 File

The City shall maintain an |-9 file on each employee as required by law. This file is available
to the Immigration and Naturalization Service (INS) as required. Typically, this information is
gathered and documented upon employment. However, depending on an employee’s
citizenship status, this information may need updating periodically.

Manager’s File

A manager may keep an employee file including personnel action forms, copies of
performance evaluations, employee performance log, employee work schedule,
attendance record, and other related information. Confidential information, as defined
above, will not typically be kept in this file; however, during an employee’s active worker’s
compensation claim, information related to work restrictions may be maintained at the
department level.

Payroll File

The payroll file may include payroll deduction documentation, employee tax information,
paid time-off accruals and usage, records regarding garnishments, and all other
documentation related to payroll required by applicable laws and regulations.

Personnel File
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The personnel file shall contain basic employee data; status changes; selection and hiring
information; pay and compensation; employee development and training information; and
discipline and performance documentation.
6. Worker’s Compensation File

A worker’s compensation file will be maintained on all employees submitting a First Report
of Injury Form. Information contained in the worker’s compensation file may include injury
reports, doctor’s notes and reports, work restriction documentation, rehabilitation records
and other related data.

Employee Access to Files

Active employees have access to their personnel files via UKG. Some information (such as
reference checks and background check documentation) will not be accessible by the employee.

Supervisor Access to Employee Files

Supervisors may be granted access to review a subordinate employee’s personnel file, if
appropriate. Typically, this review will be limited to performance documentation and not related to
confidential information as defined above.

Record Retention

Documents will be retained to the extent and for the period of time required by state or federal law.

3.17 Artificial Intelligence (Al)

The City is committed to using Al in a manner that is ethical, auditable, legal, and aligned with the
City’s values. Al tools used for work product and processes at the City are intended to augment —
not replace — human judgment. In this policy, Al is defined as any tool or feature that uses data and
computer models to create predictions, recommendations or content. Generative Al includes tools
that create new text, images, audio, video or code based on the entered prompt.

The City’s obligations when using Al:

e Any Al tool being used must meet the City’s security and data protection standards.

e Al systems used by our local government should be transparent

e Al systems must not reinforce existing biases or create new ones.

e Staff involved in the development, implementation, or use of Al technologies must receive
appropriate training in order to promote Al literacy, ethical considerations, privacy
protection, and responsible Al practices.

Your obligations when using Al:

e There must be clear lines of accountability for decisions made with the assistance of Al. Al
does not diminish the responsibility of human decision-makers.

e Altechnologies must adhere to all applicable privacy laws and regulations. Staff must not
upload or share any data that is confidential, proprietary, or protected by regulation without
prior approval of the ITS department and the City Attorney’s Office. Data that is not available
to the general public should not be entered into a generative Al system.
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e Staff should review, revise, and fact check any output from generative Al systems and
should be aware that some Al systems may use data that is not up to date.

o Allcontent, images and videos created by generative Al systems must be attributed to the
appropriate generative Al system. If a significant proportion of text generated by Al systems
is used in a final product, attribution is required.

o Allrecords generated, used, or stored by generative Al vendors or solutions must comply
with records retention and public disclosure laws.

e Altechnologies must respect copyright laws. Any use of copyrighted material by Al
technologies must be properly licensed or fall within an exception to copyright law, such as
fair use. Users of Al must ensure that any generative Al developed content does not violate

copyrights.

Violation of this policy could lead to discipline, up to and including termination.
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Employee Ethics
4.1 Employee Ethics

Employees may not engage in any activities that are incompatible with their duties as City
employees or with the responsibilities and functions of their departments. As a public servant and
steward to the public, employees are accountable for what they do and must ensure transparency,
impartiality, respect and accountability. Employees must be open and honest in dealings internally
with the City, as well as with the public and the City’s elected policy makers.

This policy does not address every situation but seeks to promote ethical decision-making
behavior. Ethical standards must:

Comply with all laws, policies, rules and regulations applicable to the City
Maintain a positive image and promote public confidence in City government
Promote decisions that are fiscally responsible

Keep safe all funds and other properties of the City of West Des Moines

Employees will disclose and withdraw from the decision-making process when there is financial
interest, personal benefit, or any benefit to family or other groups or organizations of which the
employee may be affiliated.

All violations of employee ethics or other City policy must be reported to the employee’s
department director or the city manager. No employee will be disciplined for making a reportin
good faith about a violation of employee ethics, nor will the City tolerate any retaliation against an
employee who has made such a complaint or participated in an investigation. False accusations,
however, will lead to discipline.

Examples of ethics violations include, but are not limited to the following:

e Acceptance of Money: Receipt or acceptance of any money or other consideration from
anyone other than the City for performance of an act for which the employee would be
required or expected to render as a part of their duties as a City employee, with the
exception of reimbursement of actual cost. Employees must refuse any offer of money or
other consideration for the performance of their duties. If refusal is not accepted, then any
money or item of value provided to the employee must be given to the employee’s
immediate supervisor.

e Conflict of Interest: Performance of an act other than in the capacity as a City employee
that later may be subject, either directly or indirectly, to the control, inspection, review,
audit or enforcement by the employee or the employee’s department. An example of this is
a building inspector inspecting their own property.

e Endorsements: Endorsement of commercial products or services by agreeing to the use of
a photograph, endorsement or quotation in paid advertisement or sales efforts, whether for
compensation or not.
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Financial Gain:

e Engagement in outside matters of financial interest incompatible with the impartial,
objective, and effective performance of employee duties. This includes activities such as
distributing information, canvassing and placing signs and posters for solicitation
purposes, scheduling appointments or holding meetings, and making telephone calls on
City property or on City time.

e Using confidential information about the City obtained by reason of employment with
intent to obtain financial gain to themselves or unfair advantage for another person.

Lobbying: City employees are not permitted to lobby during work hours unless they are

officially designated by the City as a lobbyist. Any employee not specifically designated as a

lobbyist on behalf of the City who lobbies by espousing a position of the City or speaking in

favor of or in opposition to a legislative or regulatory proposal is presumed to be exercising
their own rights to free speech and the right to petition one’s government. Any persons
designated as, or employed by the City as, a lobbyist shall comply with all registration,
reporting, campaign contribution and gift requirements set forth in the lowa Code Section
68B.38.

Secondary Employment / Activities:

o Employment that involves the use of a badge, uniform, prestige or influence of a City
office that has not been approved by the city manager or Library Administrative Board via
request from a department director and recommendation of Human Resources.
Exceptions include off-duty police officers who provide private duty security, and
firefighters or medics certified under Chapter 147 or 147A who provide private fire safety
or emergency medical services, provided the person has secured the prior approval of
their direct supervisor to engage in the activity.

o Any employment, activity or endeavor that involves so much of an employee’s time that it
interferes with the employee’s attendance at work or job performance as a City
employee.

e Any activity that could damage the City, department or another employee’s reputation, or
otherwise reflect unfavorably on the City or employees in their official capacity are
prohibited.

Solicitation: Employees of the City are prohibited from distributing literature in connection

with non-work-related causes, commercial pursuits or in support of a political, social or

religious cause or viewpoint during work hours or anytime that may disrupt the work of co-
workers. Employees wishing to sell products related to fundraising will be permitted to do
so with discretion and good judgment when soliciting their fellow employees. Should any
product sales or fundraising event become disruptive to conducting official business, the

City may disallow such product sales.

Use of City Resources: Any employment, activity or endeavor that involves the use of the

City’s time, facilities, equipment, supplies, or bulk purchasing power, or any city-related

logos whether or not private gain is involved.

4.2 Candidates for Elected Office

A leave of absence without pay will be granted to any City employee who becomes a candidate for
any City of West Des Moines elected office. The leave without pay begins upon either the
announcement of the candidacy or the filing of a petition for office. However, in all cases, this will
not be later than 30 days before the primary or general election day, and it continues until the
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employee is no longer a candidate. If elected to a City of West Des Moines office, the employee will
be required to resign from the paid City position.

If an employee is a candidate for a non-partisan office that is not related to their employment, the
employee will not be required to take the leave of absence without pay as long as they do not
campaign while on duty as an employee or allow the duties to interfere with their job
responsibilities with the City.

Candidates for elected office or committee members cannot participate in political activities
during work hours.

4.3 Gifts

As a public employee of the City and the State of lowa, certain activities relating to the acceptance
of gifts are prohibited. lowa Code Section 68B.22 prohibits all City representatives, their spouses
and dependents from soliciting or receiving gifts in any amount from a restricted donor.

A giftincludes money, property, services, discounts or anything else of value in return for which
something of equal or greater value is not exchanged or given by the employee.

4.4 Fraud and Ethics Reporting

The City has adopted a Fraud & Ethics Hotline for both community and employee use. Employees
can use the Fraud & Ethics Hotline to anonymously submit information on a potential policy
violation, misconduct, fraudulent behavior, or ethical breach. The Hotline is confidential, available
24 hours a day, 365 days per year and can be accessed by calling 833.302.0978 or online.

If the City receives an anonymous complaint, it will determine if the situation is urgent and could
cause immediate harm to others. The City will also determine next steps, including if an
investigation should be considered.

State of lowa Office of Ombudsman

Per the lowa Code (Chapter 2C) employees may also contact the Office of Ombudsman for an
independent investigation if they have a complaint of improper government actions with a state or
local government agency. Please see the brochure below for additional information including how

to contact the Office of Ombudsman.

State of lowa Office of Ombudsman Complaint Information
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Job Classification/Compensation

5.1 Job Classification and Compensation Plan

The City is in business to provide services to the citizens, businesses, and visitors of the
community. It does that through hiring qualified employees who lend their skills and talents to
various positions within the organization. Employees expect a compensation system that pays a
competitive wage for the skills, education, and responsibilities of the position. In order for the City
to be competitive with recruitment and retention, the City has established its compensation
philosophy based on an average market to be competitive in the current labor market.

Our compensation plan provides a consistent approach to administering the salaries for City
employees, while remaining flexible and competitive across various sectors of public service.
Periodically, the City will review the labor market to ensure the competitiveness of our pay plan.

Cost of Living Adjustment

Annually, the city council will approve a resolution setting salaries for City employees. These ranges
will increase annually (known as a Cost-of-Living Adjustment — COLA) using the Consumer Price
Index for the Midwest Region published for September of the previous year by the U.S. Bureau of
Labor Statistics. Based on the financial position of the City, annual adjustments shall not be less
than 1% and not more than 4%.

Wage Offers

New employees will start at the minimum rate of the pay grade if the employee has the minimum
skills and abilities required in the job description. Human Resources can start experienced
individuals higher than the minimum rate. Any requests for placement above the hiring range may
occur only with the approval of Human Resources and the City Manager.

Promotional Offers

Promotions are defined as an increase in job description duties or responsibilities that also results
in an increase in job grade/compensation.

Internal employees who move to a position of a higher pay grade will be placed at the minimum rate
of the new salary range, OR the rate closest that provides a 5% increase. There may be situations in
which a 5% increase is insufficient. In those situations, Human Resources may grant up to a 10%
increase to alleviate a compression situation or to acknowledge experience and education beyond
minimum qualifications.

5.2 Pay Adjustments

Non-Union Employees

In addition to an annual COLA, it is the City’s intent to reward employees with merit increases,
enabling them to progress through the established salary range. Merit increases shall be
determined based on the financial position of the City and the performance review rating of the
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employee. Annual salary adjustments for employees will occur at the beginning of the pay period
that includes July 1%,

Department directors shall recommend the annual wage adjustment based on the following merit
increase parameters and the financial position of the City. Amounts are subject to adjustment each
year and will be shared with employees by Human Resources.

e Exceeds Expectations: COLA plus up to an additional 3% increase. An additional amount, at
the discretion of the department director and/or city manager, is based on funds available in
the performance management pay pool and available wage funds in the department’s
approved budget.

e Meets Expectations: COLA plus up to an additional 1% to 3% increase

e More Development Needed: COLA plus up to an additional 1% increase

e Unsatisfactory: Employees with an overall rating of “Unsatisfactory” will not receive a pay
increase during the July 1° pay period. However, if their performance improvement is
measurable and sustainable, they become eligible for that year’s cost-of-living adjustment,
effective from the date of improvement, without retroactive pay.

Employees who have not completed their applicable probationary period when annual pay
increases are being considered will not be eligible for a merit increase but shall receive the COLA
increase in the same period as other employees. Employees who have been promoted and are still
in their probationary period are eligible for merit increases prorated to the time in the previous
position.

Union Employees
Pay adjustments will be in accordance with collective bargaining agreements.
Seasonal/Temporary/Intermittent Employees

Pay increases for seasonal/temporary/intermittent employees are at the discretion of the
department director.

Demotions

A demotion is the movement of an employee (voluntarily or involuntarily) to a new position with a
lower pay grade. The employee will move to the pay closest to current pay within the demoted pay
grade. The employee will not go over the maximum of the pay grade. The new rate of pay must be
approved by the department director, the human resources director, and the city manager.

Although the employee will receive a performance review at six (6) months and 12 months, the
demoted employee will not be eligible for the first merit increase until 12 months from the
demotion date (thus changing the employee’s annual review date from that point forward).

5.3 Pay for Additional Time Worked

Overview

The Fair Labor Standards Act (FLSA) provides specific requirements for determining whether a job is
eligible for overtime.
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Non-exempt (hourly) Employees

All non-exempt (hourly) employees whose total worked and/or leave hours exceed FLSA wages in a
standard work week are eligible, at the employee's option, for overtime pay or compensatory time.
Compensatory time is calculated at a rate of one and one-half (1 %2) times the excess hours worked
in overtime at the employee's regular rate of pay. Employees who have left work and are called
back, shall receive overtime, compensatory time, or a minimum of two (2) hours at time and one
half pay.

Compensatory time can be used within a reasonable period, if such use does not unduly disrupt
the operations of the department. If the compensatory time is denied, the employee has within one
(1) year to use the time or be compensated.

Position OT/Comp Time Rate Max Accumulation
Regular Non-Exempt 1% X the Employee’s Straight Rate | 80 hours

Regular Three-Quarter 30 Hours | 1 %2 Xthe Employee’s Straight Rate | 60 hours

Regular Half-Time 20 Hours 1% X the Employee’s Straight Rate | 40 hours

Police Sergeants 1% Xthe Employee’s Straight Rate | 10 hours = 100 hours*

8 hours =80 hours

EMS Division Chiefs, Fire Chiefs, | 1 %2 Xthe Employee’s Straight Rate | 84 hours
and Paramedics and EMTs on a
Pitman Schedule

Fire Captains working a shift 1% Xthe Employee’s Straight Rate | 112 hours
schedule

*All OT earned in excess of 80 hours is paid
Working a Holiday

Any hourly employee who is scheduled to work on a designated holiday will receive time and one-
half their normal rate for all hours worked on the holiday. Regular full-time and part-time staff will
also receive holiday pay as outlined in policy.

Any hourly employee that is not scheduled to work on a desighated holiday and is called back into
work will receive two (2) times their normal rate for all hours worked on the observed holiday and/or
the actual holiday.

Specialized Supplemental Pay

Specialized Supplemental pay is compensation in addition to an employee’s regular wages. The
City may compensate an employee assigned to temporary additional duties or for standby pay as
defined in the Department Standard Operating Procedures (SOPs).

Any changes to supplemental pay should have approval from the human resources director, the
finance director and final approval of the city manager.
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Exempt (salaried) Employees

Exempt positions are not subject to the overtime provisions of the FLSA. The very nature of exempt
positions requires commitment to meet job responsibilities that extend beyond the typical work
week. The extra time and effort required normally increases with the level of the position within the
City, and this commitment is reflected in the base salary for the position. Management has the
authority to provide exempt employees with flexibility in their schedules as needed.

When a city-wide or department disaster/emergency has been declared by the city manager,
additional compensation may be paid to salaried individuals. For the purpose of this policy,
disasters would be defined as the loss of City services to a significant number of citizens, whereby
additional hours of employee’s time and efforts are worked to restore service to the community.
Further, disasters typically take additional efforts of staff on a longer-term basis (such as the
disaster recovery after a major tornado or flood) verses short term (such as a blizzard, follow up to a
homicide, or a response to a major fire).

5.4 Longevity Pay
All regular full-time employees with continuous service will receive annual longevity pay.
Continuous years of service Employee receives per year
5 $350
10 $700
15 $1050
20 $1400

Employees on leave in compliance with federal and state law will be counted as having had
continuous service. Continuous service will cease with an employee’s termination, dismissal, or
retirement. If an employee experiences a separation in employment, and then becomes re-
employed by the City, the employee will not receive credit for their prior service.

Longevity pay is earned and paid annually based on the employee’s full-time years of service on
November 30" (prorated at retirement or death annually). It is paid in a lump sum basis on the first
paycheckin December. For example, if an employee completes 60 months (5 years) of continuous
service on September 1, the employee will receive the first longevity pay for 5 years of service in the
amount of $350.

Employees who retire or die during the year will be paid their pro-rated share of longevity.
Employees who have separated their employment with the City (voluntarily or involuntarily) will not
be eligible for longevity pay unless they are actively employed on November 30th of the year in
which they are to receive a longevity payment.
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5.5 Time Keeping and Pay Information
Time Keeping

All time recorded becomes an official City record and must be an accurate account of time paid to
the employee. Employees shall prepare the recording of their time and shall not direct or allow
another person to prepare their work hour records. Failure to accurately record hours,
inappropriately altering the time record or allowing a time record to be altered by another, other
than the employee’s supervisor and/or the departmental “timekeeper”, shall subject an employee
to disciplinary action.

Supervisors who approve the timecards/records must have personal knowledge of the hours
worked by the employee and must not falsify documents or ask an employee to record more or less
hours than were actually worked. Such action is not only a violation of City policy, but it is also
illegal under the Fair Labor Standards Act and may subject the employee and supervisor to
disciplinary and/or legal action, up to and including discharge.

Non-Exempt (Hourly)

Non-exempt (hourly) employees are required to submit, on a daily basis, all compensated time
(including all time worked and any benefit time taken) through the City’s payroll system. Employees
using an online app for timekeeping must enable “location services” in order to use the app.

A record must be made of all leave time utilized and all unpaid breaks taken of 30 minutes or more.
If an employee is directed to work through their unpaid breaks of 30 minutes or more, this time
must be pre-approved by the supervisor.

Employees can clock in as early as seven (7) minutes in advance of their scheduled shift and can
clock out as late as seven (7) minutes following completion of their scheduled shift without any
overtime consideration. Payment for overtime (clocking in more than seven (7) minutes prior to their
scheduled shift or clocking out more than seven (7) minutes after their scheduled shift) must be
pre-approved by the employee’s supervisor.

Exempt (Salaried)

Exempt (salaried) employees are required to submit and document all compensated time
(including time worked and any benefit time taken) through the City’s payroll system.

Pay Periods

Employees are paid on a bi-weekly basis with paychecks issued on alternate Fridays. The pay
period starts on a Monday and ends on the Sunday prior to the Friday pay date (two (2)-week
period). Pay days that fall on holidays will be paid on the last day prior to the holiday.

For public safety employees working a shift during the pay period cutoff, the entire shift shall be
included within that pay period.
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Direct Deposit

Employees are paid through direct deposit of funds to either a savings or checking account at the
financial institution of the employee’s choice. The direct deposit form must be completed in UKG
upon hire. Activation of the direct deposit will in most cases start with the first paycheck.

5.6 Hours of Work and Breaks

Due to the diverse services provided by the City (24 hours-a-day, 7 days-a-week), the hours of work
will be determined by employees’ supervisors based on employees’ status and the department’s
ability to ensure quality service to the public and efficient operation of the departments.

Hours of Work

Employees are expected to observe the hours set within the department and/or the position.
However, alternatives to the work schedule may be approved. An alternative schedule may include:

1. Giving alternative days off during a week other than the typical Saturday and Sunday.
2. Working a schedule other than an eight (8)-hour day.
3. Starting and ending the workday or taking shorter lunch breaks than is typicalin the area.

Any special arrangement from the traditional schedule needs to be agreed to by the immediate
supervisor, department director, Human Resources and city manager. Foremost in the decision to
change an hourly employee's schedule will be the ability to meet operational requirements and
customer service needs.

Work Breaks
Each department will establish its own procedures within the following guidelines:

e Employees scheduled to work four to six hours will be entitled to one (1), 15-minute break.

e Break periods are considered time worked and should not exceed 15 minutes.

e Break periods cannot be accumulated to provide prolonged time-off periods.

e Scheduling break periods for individuals should not interfere with the department’s normal
operation.

e Break periods should not occur at the beginning or conclusion of the workday.

e 14-and 15-year-old employees will receive a 30-minute break if their shift is five (5) hours or
more.

Occasionally, a supervisor may not be able to give work breaks due to the requests for service from
the public or to ensure for the efficient operation of the department.

Lunch Breaks

Full-time non-exempt employees scheduled to work more than six (6) hours are to take a lunch
break of at least 30 minutes at a time approximately halfway between the beginning and end of their
shift. This lunch break is unpaid, and the employee will clock out. Under extenuating
circumstances, an employee who is unable to take a lunch break may remain clocked in.
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The City uses automatic meal deductions for subsets of employees, automatically subtracting 30
minutes from an employee’s recorded time. An auto-deduction yields several benefits for a subset
of positions within the City due to the nature of the role. Employees subjected to this policy are to
read through this policy to ensure they understand this process.

Nursing Mothers

The City provides reasonable break times and private spaces for an employee to express milk for
her nursing child for one (1) year after the child’s birth. In general, there will be two (2) to three (3)

breaks per eight (8)-hour period. Employees should contact Human Resources for more
information.
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Time Away From Work
6.1 Holidays

The City observes the following holidays:

New Year’s Day (January 1)

Martin Luther King Jr. Day (third Monday in January)
Memorial Day (last Monday in May)

Independence Day (July 4)

Labor Day (first Monday in September)
Thanksgiving (fourth Thursday in November)

Friday after Thanksgiving

Christmas Eve (December 24)

e Christmas Day (December 25)

For employees who work a Monday through Friday schedule, if a holiday falls on a Saturday, the
Friday before the holiday will be the designated holiday. If a holiday falls on a Sunday, the Monday
after the holiday will be the designated holiday. In those rare instances when back-to-back holidays
fall on Friday and Saturday, then Thursday and Friday will be the designated days off; if back-to-
back holidays fall on Sunday and Monday, then Monday and Tuesday will be the designated days
off. If a holiday falls on a day that is otherwise a non-scheduled workday, the affected employees
will receive an alternate day off.

Regular part-time employees designated as half-time and three-quarter time employees shall be
paid as follows for each holiday:

e Half-time: 4 hours
e Three-quarter time: 6 hours

Employees on paid leaves (such as vacation or sick leave) will receive the appropriate amount of
holiday pay if a holiday occurs during the leave.

Full-time employees shall be reimbursed for holidays separate from their base wages. The pay shall
be based on affected employees’ hourly wage rate.

Employees assigned to a non-traditional schedule:

Position Holiday Pay Total Holiday Hours / Yr
EMS on Pitman 8 hours / holiday 72 hours

Westcom

Deputy Chief/Fire Captain on 24- 12 hours / holiday 108 hours

hour shifts

Police Sergeant 8 or 10 hours 72 or 90 hours
Neighborhood Services Employees scheduled to work a designated holiday as one
Specialists of their regularly scheduled workdays shall observe the
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actual day of the holiday. If a holiday falls on a designated
day off, employees shall receive 8 hours in their
compensatory time bank.

Veteran’s Day

An employee who is a veteran (as defined in Section 35.1 of the lowa Code), is entitled to take
Veteran’s Day, November 11™, off. This will be an unpaid but excused day off from work. An
employee may use accrued benefit time (vacation or personal time) in lieu of unpaid time. Time off
must be submitted through the appropriate timekeeping system and include a federal certificate of
release or discharge from active duty, or such similar documentation to verify Veteran status.

If the City is unable to provide time off for Veteran’s Day for all employees who request time off, the
City may deny time off to the minimum number of employees needed by the department to protect
public health and safety or to maintain operational capacity.

6.2 Personal Days

The City provides paid personal days to regular full-time and part-time employees. Full-time
employees receive two (2) personal days per year after completing six (6) months of continuous
service with the City. Half-time employees will be granted eight (8) hours per year and three-quarter
employees will be granted 12 hours per year after six (6) months of continuous service with the City.
On January 1 of the following year and every year thereafter, employees will receive the yearly
amount according to their status.

These personal days must be used on or before December 31 of the calendar year in which they
were accrued. On January 1 of the following year, employees receive another two (2) personal
days.

The following are important points to remember about personal days:

e Personal days do not accumulate from one year to the next.

e Personal days must be used in increments of at least one-quarter hour (15 minutes) for non-
exempt employees. For all exempt employees: personal days are taken in four (4) or eight (8)
hour increments.

e Immediate supervisors must approve personal day requests.

e Personal days are not paid at the time of separation.

Twenty-four Hour Fire Employees: Non-Union full-time fire department employees assigned to a 24-
hour shift-based schedule shall receive 48 hours per year when six (6) months of continuous
service with the City has been completed.

Full-time EMS employees assigned to the Pitman schedule: Full-time EMS department employees
assigned to the Pitman schedule shall receive 24 hours per year when six (6) months of continuous
service with the City has been completed.
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6.3 Vacation

Employees receive vacation leave each year based on their length of service. Once accrued, an
employee is able to use their leave.

The following chart outlines employees’ accrual rate:

Employee Group Months 1-48 Months 49-132 Months 133-228 | Months 229+

Regular Full-Time 3.08 hrs/check 4.62 hrs/check 6.16 hrs/check 7.70 hrs/check
(2 wks/yr) (3 wks/yr) (4 wks/yr) (5 wks/yr)

Regular 3/4 PT 2.31 hrs/check 3.47 hrs/check 4.62 hrs/check 5.78 hrs/check
(2 wks/yr) (3 wks/yr) (4 wks/yr) (5 wks/yr)

Regular 1/2 PT 1.54 hrs/check 2.31 hrs/check 3.08 hrs/check 3.85 hrs/check
(2 wks/yr) (3 wks/yr) (4 wks/yr) (5 wks/yr)

EMS 3.23 hrs/check 4.85 hrs/check 6.46 hrs/check 8.08 hrs/check
(2 wks/yr) (3 wks/yr) (4 wks/yr) (5 wks/yr)

Fire 4.62 hrs/check 7.38 hrs/check (8 | 9.23 hrs/check 11.08 hrs/check
(5 shifts) shifts) (10 shifts) (12 shifts)

Directors 6.16 hrs/check 7.70 hrs/check 7.70 hrs/check 7.70 hrs/check
(4 wks/yr) (5 wks/yr) (5 wks/yr) (5 wks/yr)

Regular part-time employees are granted vacation that is prorated on the basis of their regularly
scheduled hours within the two (2)-week (80 hours) pay period. For example, a part-time employee
that is regularly scheduled to work 40 hours within the two (2)-week pay period would receive 50%
of the leave benefit provided to a comparable full-time employee; 60 hours at 75%, 64 hours at

80%, etc.

Points to Remember:

e |mmediate supervisors must approve all vacation leaves. To ensure that all City services are
provided, each department reserves the right to request proper advance notice for
scheduling purposes.

o Non-exempt employees must take at least one-quarter hour (15 minutes) of vacation at a
time. For all exempt employees, vacation time should be taken in either four (4) or eight (8)
hour increments.

e If one of the paid holidays occurs during a vacation, the holiday is not counted as part of the

vacation time.

e Vacation hours can be carried over into the following year up to twice the annual vacation
hours for which an employee is eligible. For example, if an employee accrues 80 hours of
vacation per year, that employee cannot accumulate more than 160 hours of vacation.

e Vacation hours cannot be borrowed from future accruals. Paid vacation time must be

earned.

e Vacation hours do not accumulate during the time an employee may be temporarily laid off
due to lack of work or on an unpaid personal leave of absence.
e Vacation hours do accrue during times of paid leaves of illness or injury.
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e When employees graduate from one accumulation rate to the next, the higher rate becomes
effective during the pay period in which the anniversary date occurs.

e Employees who are continuously employed by the City for at least six (6) months and who
decide to leave will be paid for unused vacation.

e |f an employee dies, the accumulated but unused vacation will be paid to that person’s
designated beneficiary.

e The City does not issue “double pay” in lieu of taking a paid vacation (does not cash out
vacation unless employment is terminated).

6.4 Sick Leave

Sick Leave Usage and Guidelines

Sick leave may be used by an employee if there is accrued leave and when the employee is unable
to perform the duties of their job due to illness, injury, or when the employee is required to care for
anill or injured immediate family member (immediate family member includes spouse, domestic
partner, child, parent, step-child, foster child, father or mother-in-law, brother, sister, daughter or
son-in-law, grandchild or grandparent). Sick leave may also be used when approved in advance for
dental or medical examinations or treatment. In addition, sick leave may be used in response to
community health regulations that require that an employee be under quarantine.

Non-exempt employees must take at least one-quarter hour (15 minutes) of sick leave at a time. For
all exempt employees, sick leave should be taken in either four (4) or eight (8) hour increments.

Employees shall notify their immediate supervisor prior to their regular scheduled reporting time if
they are going to be absent. The supervisor may require medical documentation if there is reason to
believe an abuse of sick leave is occurring or if the employee is absent more than three (3)
consecutive days. Employees returning to work after an extended period of time due to an illness or
injury may be required to submit a statement from their medical practitioner that validates their
ability to resume normal work duties. False or fraudulent use of sick leave shall be cause for
disciplinary action and may result in dismissal. If the employee is sick on a holiday or scheduled
vacation, that time will not be charged as sick leave used.

Employee Group Sick Accrual Annual Accrual Maximum Accrual
Carryover Limit

Full-Time Non-Union 3.69 hours/paycheck | 96 hours/year 1,056 hours

3/4 PT Non-Union 2.77 hours/paycheck | 72 hours/year 792 hours

1/2 PT Non-Union 1.85 hours/paycheck | 48 hours/year 528 hours

Full-Time EMS on 5.54 hours/paycheck | 144 hours/year 1,092 hours

Pitman

Full-Time Non-Union 7.38 hours/paycheck | 192 hours/year 1,680 hours

Fire (24-hour shifts)

Separation of Employment

Employees cannot receive payment for unused sick leave hours when they leave the City’s
employment, except as follows:
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Retirement:

Employee Group | Pay Out Maximum Maximum Paid
Accumulation Payout
Full-Time 50% of sick 960 hours 480 hours Lump sumon
leave final check
3/4Time 50% of sick 720 hours 360 hours Lump sumon
leave final check
1/2 Time 50% of sick 480 hours 240 hours Lump sumon
leave final check
Senior 50% of sick 960 hours 480 hours 75% placed in
Management leave retirement health
account, 25%
lump sumon
final check
Full-Time EMS on | 50% of sick 1,008 hours 504 hours Lump sumon
Pitman leave final check
Full-Time Non- 50% of sick 1,320 hours 660 hours Lump sumon
Union Fire (24- leave final check
hour shifts)
Full-Time Non- 50% of sick N/A N/A Placed in

Union Fire
Command Staff

leave

retirement health
account

Death:

In the event of an employee’s death, the employee’s beneficiary will receive the following:

Union Fire

leave

Employee Group | Pay Out Maximum Maximum Paid
Accumulation Payout
Full-Time 50% of sick 960 hours 480 hours Employee’s rate
leave of pay on date of
death
3/4Time 50% of sick 720 hours 360 hours Employee’s rate
leave of pay on date of
death
1/2 Time 50% of sick 480 hours 240 hours Employee’s rate
leave of pay on date of
death
Full-Time EMS on | 50% of sick 1,008 hours 504 hours Employee’s rate
Pitman leave of pay on date of
death
Full-Time Non- 50% of sick 1,320 hours 660 hours Employee’s rate

of pay on date of
death
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6.5 Voting Leave

All City employees are entitled to vote in an election. However, if employees do not have three (3)
consecutive hours of non-work time in the period between the opening and closing of the polls,
they are entitled to limited paid time off to go vote. Notice must be given to the employee’s
supervisor prior to taking leave.

6.6 Jury and Witness Leave

When employees are requested to serve as jurors or witnesses, the City will grant leave to the
employees. When employees are notified that they are to serve on jury duty, the employees shall
request leave and submit a copy of the jury duty notification to their supervisor. However, if
employees are released from duty and there are three (3) or more hours left in their normal workday,
they must return to work.

Regular full-time and part-time employees will be paid their full wage or salary during such leave.

6.7 Military Leave

All regular full-time employees who are members of the National Guard, organized reserves, any
component of the military, naval, or air forces or nurse corps of the State of lowa or the nation, or
who may otherwise be inducted into the military service of the State of lowa or the United States (as
stated under the provisions of Section 29A.28 of the Code of lowa) will receive a military leave of
absence, as stated below, when ordered to uniformed service.

All qualified employees will be granted up to 30 days (a “day” for this policy is a scheduled shift or
any part of a scheduled shift missed due to military duty) of military leave with regular pay each
calendar year for the purpose of participating in state or federal military uniformed service, when
the following occurs:

1. Aschedule of the monthly “weekend drills” is presented to the supervisor by the employee
as soon as it is released by the military organization. Schedules for drills and annual two (2)-
week trainings, which are normally set one (1)-year in advance, may be subject to change
throughout a calendar year. The employee should provide this information to the supervisor
as soon as itis available.

2. The employee presents orders from the military organization directing the employee to
report for active-duty service for any service other than the published weekend drills.
Orders should be presented as soon as possible prior to the requested leave.

3. The employee is inducted into active-duty military service.

In the event employees are deployed on a long-term deployment (30 consecutive days or more) and
have used some of their military leave for the calendar year before being deployed, then employees
are entitled to the balance of the remaining military leave (30 days minus the days already used).
The City does not provide 30 days of paid military leave for each deployment. If the employee is
deployed for 30 consecutive days, they will be paid for scheduled days missed less the military
leave days already taken in the calendar year. The remaining days left will be counted as scheduled
days and employees will be paid for the time that has been or normally would have been
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scheduled. In order to facilitate the leave process, it is the employee’s responsibility to provide and
submit all necessary information, such as the unit’s name, commander’s name and telephone
number, or a letter verifying leave to his or her supervisor.

An employee must exhaust military leave before taking benefit or unpaid leave. Military leave
exceeding 30 days per calendar year may be taken with pay if the employee utilizes accrued, pre-
approved personal vacation, personal days or compensatory time. Military leave exceeding 30 days
per calendar year may be taken without pay at the request of the employee. This option is
guaranteed by the Uniformed Services Employment and Reemployment Rights Acts of 1994 (Title
38, US Code).

While an employee is on military leave, the City will compensate for paid holidays during the leave,
as long as the employee is in a paid leave status the day preceding the holiday.

The City reserves the right to set working days and hours such that participation in military leave
activities may occur on the employee’s non-scheduled workdays in order to maintain the maximum
efficiency of a department.

Multiple or consecutive, short-term military duty assignments without calendar breaks or with
calendar breaks that do not reasonably permit the employee in the interim to return to City duty or
to be available for City duty shall be considered as a single, uninterrupted period of Military Leave
of Absence.

Employees shall report for work at the beginning of the next regularly scheduled working period
after expiration of a reasonable number of hours necessary for rest or travel from the place of
training to the place of employment following release from military training.

No employee shall forfeit status, performance rating, or seniority as a result of military service. Any
employee on military leave exceeding 30 calendar days shall be eligible to receive group health care
coverage under COBRA provisions. Arrangements must be made through Human Resources. The
City reserves the right to make a temporary appointment to fill an employee’s position during his or
her absence for military service.

Any rules or regulations adopted by the Civil Service Commission governing promotional
examinations and promotional advancement from a certified list of eligibles shall apply as
appropriate.

In the event this policy does not address specific areas of military service or employee benefits
during military leave, the provisions of the Code of lowa and the Uniformed Services Employment
and Reemployment Act of 1994 (USERRA) shall prevail.

6.8 Bereavement Leave

In the event of the death of an employee’s spouse/domestic partner, child/unborn child,
daughter/son-in-law, father, mother, former guardian brother, sister, brother/sister-in-law,
grandchild, grandparent, ward, or comparable relatives of an employee’s spouse/domestic partner
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(Group 1 below) the employee will be allowed up to five (5) days leave for attendance at the funeral
and for any other purpose directly arising out of the death of the individual.

In the event of the death of an employee’s aunt, uncle, niece, or nephew, or comparable relatives of
an employee’s spouse/domestic partner (Group 2 below) the employee will be allowed up to two (2)
days leave.

In the event of the death of an employee’s family member not listed above or a close friend (Group 3
below) the employee will be allowed up to one (1) day of sick leave.

Employee Group 1 2 3

Regular Employees 5 days 2 days 1 day of sick
leave

24-Hour Employees 7 days (3 shifts) | 3 days (1 shift) 1 day of sick
leave

Pitman Schedule Employees 42 hours 25 hours 12 hours of sick
leave

Note: Minor deviations in this policy may be made by the city manager.
City Employee

Regular full-time employees may be allowed up to four (4) hours off with pay to attend a funeral of a
City employee or city official. The need for continuing essential services and emergencies may limit
the number of employees who may attend a funeral. The department director may decide on the
length of time actually required for funeral attendance and the number of employees who may
attend the funeral, visitation or memorial service.

6.9 Donated Leave

The City's Donated Leave Policy establishes the conditions, procedures, and guidelines relating to
the transfer of employee vacation and personal days to assist other employees in need of an
extended absence (beyond normal allowable paid leave) for medical emergency, family medical
emergency, or catastrophic events.

Eligibility

This policy applies to all employees of the City who accrue vacation or personal days and have
completed their probationary period. All part-time employees receiving donated leave through this
program shall be limited to redeeming the leave in amounts not to exceed the regularly scheduled
hours the employee normally works per week.

To be eligible to receive a leave donation, the employee must be away from work for a medical
emergency, family medical emergency, or catastrophic event. The employee must also have
exhausted all available paid leave and not be currently receiving any other supplemental benefit
payment, such as workers’ compensation or long-term disability.
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Employee Leave Procedure

Employees who request donated leave from other employees need to complete a “Request to
Receive Donated Leave Form” to receive donated leave. The request must be recommended for
approval by the employee’s department director.

Verification of the need and duration of the leave must be provided. In the case of a medical leave, a
doctor’s statement as to the anticipated length of leave is required.

The City will respond to the request for donated leave within 10 working days of completion
(including verifications if necessary). If approval is granted after a leave without pay has been
incurred, the transferred leave will be retroactive to cover the start of the unpaid leave period.

Upon receiving the consent of the requesting employee, Human Resources will notify employees
that leave is being requested. The reason for the leave request will not be stated on the posted
notice. Employees may request that the notice be reissued a second time, 60 days after the first
posting.

At the end of the absence duration, any remaining donated leave will be transferred back to the
employees who donated it on a prorated basis, rounding to the nearest whole hour.

Employee Donation Procedure

Employees who want to donate vacation, comp time (hourly employees only), or personal days to
an employee must complete the “Request to Donate Vacation/ Personal Leave Form”.

The following guidelines apply:

e Vacation, comp time (hourly employees only), or personal days may only be donated in not
less than four (4)-hour increments.

e The completed transfer request should be sent to Human Resources for consideration by
the city manager.

Donated time limits:

e Anindividual employee’s donation for employees that work a traditional 40-hour work week
may not exceed a total of 40 hours per calendar year.

e Anindividual employee’s donation for 24-hour fire employees may not exceed a total of 56
hours per calendar year.

e Anindividual employee’s donation for EMS employees assigned to the Pitman schedule
may not exceed a total of 42 hours per calendar year.

Death of An Employee

Employees are able to donate their vacation, comp time or personal days to an active employee
family upon the death of the employee.
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The following guidelines apply:

Employees must use one benefit “bucket” (for example, if you wish to give 12 hours, all 12
hours must come from your vacation bank).

The Request to Donate Form must be approved and submitted to Human Resources by the
deadline given in order to make the payroll cut off. Any forms received late will be returned
to the employee and the donated time will not be given to the family.

The payment will be made in one lump sum to the beneficiary designed by the employee or
their estate.

6.10 FMLA (Family Medical Leave Act)
Eligibility

The Family Medical Leave Act (FMLA) is a federal law providing employees the right to take a leave
of absence for family or medical reasons while maintaining job protection. Under this policy, the
City will grant up to 12 weeks (or up to 26 weeks of military caregiver leave to care for a covered
service member with a serious injury or illness) during a 12-month period to eligible employees. To
be eligible, an employee must meet the following conditions:

Have worked for the City at least 12 months,

Have worked at least 1,250 hours during the 12-month period preceding the date FMLA is to
begin,

Have a remaining balance of Family Medical Leave Time.

Qualifying Event

An eligible employee may take Family and Medical Leave for one or more of the following qualifying

reasons:

1. The birth of a child or placement of a child for adoption or foster care;

2. Tobond with a child (leave must be taken within one year of the child’s birth or placement);

3. The care of the employee’s spouse, child, or parent who has a qualifying serious health
condition (excludes in-laws);

4. The employee’s own serious health condition that makes the employee unable to perform
the employee’s job;

5. Qualifying exigencies related to the foreign deployment of a military member who is the
employee’s spouse, child, or parent;

6. Military caregiver leave (also known as covered service member leave) to care for aniill or

injured covered service member. A covered service member is a current member of the
Armed Forces, including a member of the National Guard or Reserves, who is the spouse,
child, of a parent or next of kin of the eligible employee. Leave may be taken to care for the
covered service member who is recovering from a serious illness or injury which was
sustained or aggravated in the line of duty or active duty. This leave may extend up to 26
weeks in a single 12-month period.

e Military caregiver leave runs concurrently with other FMLA leave.
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e Spouses employed by the City are jointly entitled to a combined total of 26 weeks
of military caregiver leave.
Serious Health Condition

A “serious health condition” is defined by the Department of Labor and will generally mean an
illness, injury, impairment, or physical or mental condition involving inpatient or continuing
treatment by a health care provider. A chronic or long-term health condition, if left untreated, would
result in a period of incapacity of more than three (3) working days or which may cause episodic
rather than a continuing period of incapacity is also considered a serious health condition. Itis the
responsibility of Human Resources, in coordination with the City’s FMLA leave administrator,
Charles Taylor, to ensure that FMLA leave requests are administered in accordance with
Department of Labor regulations and applicable law.

This policy covers illnesses of a serious and long-term nature, resulting in recurring or lengthy
absences. Generally, a chronic or long-term health condition resulting in a period of three (3)
consecutive days of incapacity with the first visit to the health care provider within seven (7) days of
the onset of the incapacity and a second visit within 30 days of the incapacity would be considered
a serious health condition. For chronic conditions requiring periodic health care visits for
treatment, such visits must take place at least twice a year.

Leave Entitlement

An eligible employee can take up to 12 weeks for the FMLA circumstances one (1) through five (5)
above under this policy during any 12-month period. The 12-month period is measured from the
first date any leave under this policy is taken and goes backward from that date 12 months.

Employees are able to use their leave consecutively or intermittently.

e The employee must make reasonable efforts to schedule leave for planned medical
treatment so as to not unduly disrupt the City’s operations.

e |eave for adoptions, foster care, birth and the care of a newborn child must be taken in
continuous work weeks unless the employee and the supervisor mutually agree to a
different schedule.

e If an employee knows their leave will extend beyond the 12 weeks (or up to 26 weeks)
allowed by federal law, they should request an extension.

e Aneligible employee can take up to 14 weeks of additional leave during a single 12-month
period (for a total of 26 weeks if combined with other FMLA leave) for circumstance six (6)
above (military caregiver leave)

e Although not required by law, when both partners work for the City and both want to take
leave, they are each entitled to 12 weeks for the qualifying reasons stated in the “Qualifying
Event” section.
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Request for Leave Process

Employees must provide 30 days advance notice of the need to take FMLA leave when the need is
foreseeable. When 30 days’ notice is not possible, the employee must provide notice as soon as
practical and generally must comply with the City’s normal call-in procedures. The City may delay
leave to employees who do not provide proper advance notice of the foreseeable need for leave,
absent unusual circumstances preventing the notice.

Employees will request FMLA leave through the City’s FMLA administrator (Charles Taylor) and will
also notify their supervisor.

Employees must provide sufficient information for the City to determine if the leave may qualify for
FMLA protection and the anticipated timing and duration of the leave. Sufficient information may
include that the employee is unable to perform job functions, the family member is unable to
perform daily activities, the need for hospitalization or continuing treatment by a health care
provider, or circumstances supporting the need for military family leave. Employees also must
inform the City if the requested leave is for a reason for which FMLA leave was previously taken or
certified. Employees also are required to provide a certification and periodic recertification
supporting the need for leave. The City also may require a second, and if necessary, a third opinion
(at the City’s expense) and, when the leave is a result of the employee’s own serious health
condition, a fitness for duty report to return to work. They City also may delay or deny approval of
leave for lack of proper medical certification.

Return to Work

In the case of the employee’s own serious health condition, the employee may be required, on or
before the date they return to work, to provide a certification from a health care provider confirming
the employee is able to return to work and perform the essential functions of the position.

An employee’s return to work may be delayed or denied if the appropriate documentation is not
provided in a timely manner. Failure to provide requested documentation of the reason for an
absence from work may lead to disciplinary action, including termination of employment.

Use of Paid and Unpaid Leave

If the employee has accrued paid leave (such as sick days, vacation, or personal days) the
employee must use paid leave first and take the remainder of the leave of absence unpaid. The
substitution of paid leave for unpaid leave does not extend the 12-week leave period.

o Anemployee taking leave because of the employee’s serious health condition or that of
their family member, may use sick leave, and then paid vacation, personal days and/or
compensatory time.

e Apregnant employee taking leave for pregnancy or childbirth may use paid sick leave for the
physical recovery following the child’s birth (up to six (6) — eight (8) weeks). The employe
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may also use paid vacation, personal days and/or compensatory time during their leave.
Parental leave can be used at any time during the six (6)-month time frame immediately
following the birth.
o Use of sick leave for the serious medical condition of mother or baby beyond 6-8
weeks may require an additional FMLA application.

e A non-birthing employee taking leave for the birth, adoption or foster care of a child may use
paid parental leave (if applicable), paid vacation, personal days and/or compensatory time.

o Use of family sick leave is not allowed except for on the day (1) of delivery. Use of
family sick leave for the serious medical condition of mother or baby may require an
additional FMLA application.

e Anemployee who is using military FMLA leave for a qualifying exigency must use all paid
vacation and personal leave prior to being eligible for unpaid leave. An employee using
FMLA military caregiver leave must also use all paid sick leave (as long as the reason for the
absence is covered by the City’s sick leave policy), vacation, personal leave prior to being
eligible for unpaid leave.

Insurance Benefits

The City will continue to pay the employer’s portion of the group health and dental coverage
premiums for the duration of the Family Medical Leave for covered employees. As long as the
employee is receiving a paycheck from the City which is sufficient to cover the employee’s
obligations for payment of insurance premiums, the City will continue to automatically deduct from
the employee’s paycheck.

During unpaid leave, employees are required to pay their portion of all benefit premiums (medical,
dental, life, long term disability, etc.) by the first of each month that premiums would have been
deducted or paid. If/when an employee is about to move into unpaid leave, Human Resources will
notify them of the impact to their insurance premiums.

If an employee chooses not to return to work for reasons other than a continued serious health
condition of the employee, spouse, parent, or child due to circumstances beyond the control of the
employee, the City will require the employee to reimburse the City the amount it paid for the
employee’s health insurance premium during the unpaid leave period.

Benefit Accruals
While an employee is on paid leave, the City will continue to provide benefit accruals consistent
with City policy. The City will compensate for paid holidays during paid leaves, as long as the

employee is in a paid leave status the day preceding the holiday. Employees will not accrue
benefits during unpaid leave.

49



Outside Employment

An employee must notify the city manager when seeking outside employment while on Family
Medical Leave.

Return from Leave

An employee may be required to submit subsequent certifications no more frequently than every 30
calendar days, unless an extension or modification of leave is required, changed circumstances
occur regarding the serious health condition, or information arises that questions the validity of the
earlier certification.

The City reserves the right to obtain, at its expense, a second opinion from a health care provider
designated by the City. If the second opinion differs from the opinion in the original certification, the
City may require that a third opinion be obtained at the City’s expense from a mutually agreed on
health care provider. Such opinions shall be fixed and binding. The employee’s own physician may
be present, at the employee’s expense, to observe the second or third opinions.

While on leave, employees are required to report to their respective department directors should
the status of their leave requests change.

An employee who returns from a Family Medical Leave will return to the same job or a job with
equivalent status, pay, benefits and other employment terms. The position will be the same or one
that entails substantially equivalent skills, effort, responsibility, and authority. An employee is
entitled to reinstatement only if they would have continued to be employed had the Family Medical
Leave not been taken.

If the employee does not return to work following the conclusion of the Family Medical Leave, the
employee will be considered to have voluntarily resigned.

Additional Information

A fact sheet about the Family Medical Leave Act, authored by the Department of Labor, is available
upon request through the Human Resources Department.

6.11 Unpaid Leaves and Leaves of Absence

If an employee does not qualify for FMLA job protection, they are able to request unpaid leave for
their absence. In addition, employees can request a leave of absence if they do not have enough
leave available to cover their time off.
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Unpaid Leave

Employees may request an unpaid leave by submitting the request in writing. Requests of one (1) to
five (5) days are approved by the department director. Requests of six (6) or more days are reviewed
by the department director and Human Resources.

Leave of Absence

A personal leave of absence for a period not to exceed three (3) months may be granted to
employees for an employee’s medical emergency, family medical emergency, or catastrophic
event. Leaves of absence are limited to one (1) per year. Employees may also be granted
intermittent leave because of an employee’s serious health condition or when medically necessary
to care for a seriously ill family member. In these cases, employees must work with their
supervisors to schedule the leave so as not to unduly disrupt the City’s operations. In such cases,
the City may transfer the employee temporarily to an alternative position with equivalent pay and
benefits that accommodate recurring periods of leave better than the employee’s regular job.

Request for a Leave of Absence

Employees must complete a written statement regarding the circumstances that warrant the leave
and submit it to their department directors. Thirty (30) days advance notice is required when the
leave is foreseeable. In the case of a medical emergency, the employee or a family member should
contact the employee’s director as soon as possible.

Each request will be reviewed by the city manager and consideration will be given on a case-by-
case basis.

The City reserves the right to request appropriate documentation to substantiate the leave (such as
medical certification), which may include periodic updates. The City reserves the right to approve a
length of leave, which is less than what the employee requests or to deny the leave request.

Certification Requirements for Medical Emergencies

Written certification from a health care provider must be supplied by the employee as soon as
possible, but no later than 15 calendar days following the request for leave or when the City has
designated the employee’s absence as qualifying under the leave policy.

An employee may be required to submit subsequent certifications no more frequently than every 30
calendar days, unless an extension or modification of leave is required; changed circumstances
occur regarding the conditions of the leave; or information arises that questions the validity of the
earlier certification.

In the case of the employee’s own serious health condition, the employee may be required, on or
before the date the employee returns to work, to provide a certification from a health care provider
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confirming that the employee is able to return to work and perform the essential functions of the
position.

Insurance Benefits

As long as the employee receives a paycheck from the City which is sufficient to cover the
employee’s obligations for payment of insurance premiums, the City will continue the employee’s
insurance coverage at the same level prior to the leave of absence. When an employee is on an
unpaid leave and no longer receiving a paycheck from the City, the employee will be offered
COBRA, if applicable.

Employees will not accrue benefits during unpaid leave.
Return from Leave

While on leave, employees are required to report to their respective department directors should
their status change. An employee who has been granted an unpaid leave of absence shall give the
department director reasonable notification of the intent to return to work at least two (2) weeks
prior to the return date.

An employee who returns from a leave will return to the same job or a job with equivalent status,
pay, benefits and other employment terms. The position will be the same or one that entails
substantially equivalent skills, effort, responsibility, and authority. An employee is entitled to
reinstatement only if they would have continued to be employed had the personal leave not been
taken.

If the employee does not return to work following the conclusion of the personal leave, the
employee will be considered to have voluntarily resigned.

6.12 Paid Parental Leave

The City will provide up to the hour equivalency of four (4) calendar weeks of paid parental leave to
employees following the birth of an employee’s child or the placement of a child with an employee
in connection with adoption or foster to adopt care. The purpose of paid parental leave is to enable
the employee to care for and bond with a newborn or newly adopted or newly placed to adopt child.

Eligibility

Eligible employees are regular part-time and full-time employees who have successfully completed
their probationary period. In addition, employees must meet one of the following criteria:

a. Have given birth to a child

Be a spouse or domestic partner of a person who has given birth to a child

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

o
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*Surrogate individuals are not eligible for parental leave but may be eligible for other medical leave
benefits.

Requests for Paid Parental Leave

The employee will provide their supervisor and the Human Resources department with notice of the
request for leave at least 30 days prior to the proposed date of the leave (or if the leave was not
foreseeable, as soon as possible). The employee must provide all documentation as required by the
Human Resources department to substantiate the request.

Amount, Time Frame, and Duration of Paid Parental Leave

Eligible employees will receive a maximum of the hour equivalency of four (4) calendar weeks (see
chart below) of paid parental leave per birth, adoption, or placement of child/children. The fact that
a multiple birth, adoption, or placement occurs (e.g., the birth of twins or adoption of siblings) does
not increase the total amount of paid parental leave granted for that event (up to the hour
equivalency of four (4) calendar weeks). In addition, in no case will an employee receive more than
the hour equivalency of four (4) calendar weeks of paid parental leave in a rolling 12-month period,
regardless of whether more than one birth or adoption event occurs within that 12-month time
frame.

Employee Group Parental Leave Time Hour Equivalency*
Full-time Four calendar weeks 160 hours
Three-quarter part-time Three calendar weeks 120 hours

Half part-time Two calendar weeks 80 hours

EMS Pitman Four calendar weeks 168 hours

Fire (24-hr shift) Four calendar weeks 240 hours

*Parental leave hours are to be taken in half-day/shift or full-day/shift increments.

Employees may take paid parental leave in one (1) continuous period of leave or intermittently with
their supervisor’s approval and must use all paid parental leave during the six (6)-month time frame
immediately following the birth or adoption of a child. Paid parental leave may not be used or
extended beyond this six (6)-month time frame and any unused paid parental leave will be forfeited
at the end of the six (6)-month time frame.

Payment of Parental Leave

Each week of paid parental leave is compensated at 100 percent of the employee’s regular, straight-
time weekly pay. Paid parental leave will be paid on a biweekly basis on regularly scheduled pay
dates. A four (4)-week calendar equivalent will be calculated based on the regular schedule of the
employee.

Upon termination of the individual’s employment with the City, the employee will not be paid for
any unused paid parental leave for which they were eligible.
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Coordination with Other Policies

Paid parental leave taken under this policy will run concurrently with leave under the FMLA.
Employees must request FMLA leave for the birth or adoption of a child in order to receive paid
parental leave. Please refer to the Family and Medical Leave Policy for further guidance.

The City will maintain all benefits for the employee during the paid parental leave period.

6.13 Employee Volunteer Program

The City will allow regular full-time and part-time employees paid time off to participate in
community volunteer efforts after completing their probationary period. All regular full-time
employees can volunteer for up to eight (8) hours per calendar year and part-time employees up to
four (4) hours. Other criteria for this benefit:

e Allnon-exempt employees’ time off must be taken in at least one (1) hour increments.

e Allexempt employees’ time must be taken in four (4) or eight (8) hour increments.

e Time will be paid at the employee’s current base salary/hourly rate.

e The employee will follow all City policies and rules to ensure professional conduct and
uphold the reputation of the City when using this benefit.

Employees must follow the following approval process:
e The employee must provide reasonable notice to their supervisor and take into account
work demands, which will take priority over this policy. Final approval is at the discretion of

the employee’s supervisor.

Employees can choose an organization from the approved list below or work with other employees
on group volunteer activities.

Approved Organizations:

Furry Friends Refuge

St. Croix Hospice

West Des Moines Human Services
Alzheimer’s Association Greater lowa Chapter
Meals from the Heartland

lowa Chapter of the American Parkinson Disease
Amanda the Panda

Habitat for Humanity

Link Associates

ALS Association

lowa Senior Games

United Way Day of Action

Special Olympics

Tallgrass Theatre Company
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Schools attended by West Des Moines residents
Disaster Recovery/Clean-up
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Employee Benefits

7.1 Insurance

The City provides a group insurance program for three-quarter and full-time employees. The
following is a brief outline of the coverage provided.

e Accidental Death and Dismemberment (AD&D) - Voluntary AD&D insurance is offered at
full cost to the employee. Coverage is 24/7 regardless of the position held with the City.

e COBRA-Those employees eligible and covered under the City’s medical, dental, or vision
plans will be covered to the end of the month in which their employment is terminated.
Extension of medical and dental benefits is possible through COBRA.

o Life Insurance - Group life insurance and accidental death and dismemberment insurance
are provided to full time employees with the option of purchasing additional life on self,
spouse and/or dependents. All regular three-quarter-time non-union employees are eligible
for these benefits at full cost to the employee. Additional life and/or accidental death and
dismemberment are available for purchase.

e Long Term Disability - Long term disability insurance is an optional benefit offered at full
cost to the employee. This benefit covers up to 60% of monthly salary when the employee is
disabled and unable to work after three (3) months.

e Medical-Three (3) benefit plans are offered to employees at competitive rates. In addition,
dental and vision plans are offered.

Please contact the Human Resources office and reference the internal Benefits website for more
information.

7.2 Flexible Spending Account

The City provides a Flexible Spending Account (FSA) that allows for unreimbursed medical and
dependent care expenses to be deducted from regular full-time and three-quarter part-time
employees’ pay. Eligible full-time employees may also contribute pretax dollars to a flexible
spending account to pay medical costs not covered by insurance and/or dependent care expenses.
Please contact the Human Resources department or reference the Benefits website for more
information.

7.3 Retirement

City employees participate in one of two retirement programs.

lowa Public Employees Retirement System (IPERS)

IPERS is the retirement system that covers all regular full-time, regular part-time, intermittent, and
some seasonal/temporary employees.

See the IPERS Member Handbook or call a representative for additional information. All statements
of coverage are subject to the terms, conditions, restrictions and other eligibility requirements set
forth under the plan document, which is the final word in terms of eligibility and coverage.
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Municipal Fire and Police Retirement System of lowa (MFPRSI)

MFPRSI is the retirement system that covers all regular full-time firefighters and police officers,
including command staff.

See the MFPRSI Member Handbook or call a representative for additional information. All
statements of coverage are subject to the terms, conditions, restrictions and other eligibility
requirements set forth under the plan document, which is the final word in terms of eligibility and
coverage.

Medical Coverage at Retirement

Under lowa Code Section 509A.13, regular employees who retire with the City and were enrolled in
the City’s health plan and are under the age of 65, are eligible to continue participation in the City’s
group health plan at the retiree’s expense until age 65.

Under lowa Code Chapter 509(B), the eligible retiree’s spouse is also eligible to enrollin the City’s
health plan, if the spouse is under the age of 65 and was covered under the plan at the time of the
employee’s retirement. The cost of the health plan will be the retiree’s expense.

Retirees are not eligible for continuation of the dental plan under lowa Code Chapters 509(A) or (B).

7.4 Deferred Compensation

The City provides a deferred compensation plan for regular full-time and regular half and three
quarter part-time employees. Employees may defer, or set aside, a portion of their paycheck and
delay paying federal and state taxes on that amount, usually until they retire.

Regular full-time and regular half and three-quarter part-time employees are eligible for a City
match as defined by role after six (6) months of employment.

Employee Type Matching Amount Per Pay Period
1/2 and 3/4 Part-Time Non-Exempt $25

Full-Time Non-Exempt $50

Exempt $75

Directors $100

7.5 Employee Development

Tuition Reimbursement

The City provides partial tuition reimbursement, leading towards a degree program, to employees
who want to improve their skills and abilities. The Tuition Reimbursement Program is available to
employees who have worked for the City as a full-time employee for at least six (6) months prior to
the date of submission of the Tuition Reimbursement Request form.
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Reimbursement is granted for courses that are beneficial to City employees and their job
performance, and for areas of study that directly relate to their jobs or to positions in which
employees have reasonable plans and interest to attain. Serious consideration is given to requests
that clearly lead employees toward career growth and advancement with the City.

Reimbursement is only given for courses that are taken at accredited educational institutions that
are defined as colleges, universities, trade schools, business schools or other institutions that have
met the minimum requirements and standards of an accrediting association as recognized by the
United States Department of Education. To determine if an educational institution is accredited,
please visit https://www.hlcommission.org/ or www.ed.gov. CLEP testing fees are not eligible for
reimbursement.

Degree Types

The City will reimburse for tuition and books related to the approved coursework.
Reimbursements will be reduced by the amount of any government, college, or other
program grants, scholarships, fellowships, etc. that are paid to or on the behalf of the
employee for tuition reimbursement/assistance.

e High School Diploma/GED: Employees who have not earned high school diplomas are
eligible for tuition reimbursement and a test reimbursement of 100 percent, with a
maximum of $75 in any fiscal year for courses leading to high school equivalency
certificates.

e Associates Degree: Employees are eligible for tuition reimbursement of 50 percent for
courses that are part of a program leading to an associate’s degree. Thereis a
maximum reimbursement of $3,200 in any fiscal year. The employee is only able to
obtain one associate degree during their employment with the City.

e Bachelor/Graduate Degree: Employees are eligible for tuition reimbursement of 75
percent for courses that are part of a program leading to a bachelor or graduate's
degree. There is a maximum reimbursement of $3,200 in any fiscal year. The employee
is only able to obtain one bachelor’s degree and one graduate degree during their
employment with the City.

Pre-Approval Process

All tuition reimbursement forms are available on the Human Resources website. To begin
the tuition reimbursement process, an Educational Plan Form and a Tuition
Reimbursement Agreement must be completed by the employee, routed for the appropriate
department signatures, and sent to Human Resources. Human Resources will forward the
documentation to the city manager to complete the signature process. This form outlines
the education description (degree, certification, and so forth), anticipated graduation date,
and reason for pursuing the program of study.

Coursework toward a degree program will be reimbursed even if a course is not work related

so long as the course is part of a curriculum leading to the completion of an approved
degree.

58


https://www.hlcommission.org/
http://www.ed.gov/
file://CITY.WDM.LOC/SHARED/HR/Employee%20Handbook/Sec%207-Ee%20Benefits/assets/docs/1%20-%20Template%20-%20Educational%20Plan.pdf
file://CITY.WDM.LOC/SHARED/HR/Employee%20Handbook/Sec%207-Ee%20Benefits/assets/docs/TuitionReimbursementAgreement.pdf
file://CITY.WDM.LOC/SHARED/HR/Employee%20Handbook/Sec%207-Ee%20Benefits/assets/docs/TuitionReimbursementAgreement.pdf

Employees must request approval for reimbursement prior to enrollment in the course by
completing the Tuition Reimbursement Request Form. The request must be signed by the
interested employee’s supervisor with an indication that the course does or does not relate
to the employee’s present position and a comment regarding the employee’s plans and
interest in other positions. Approval or denial rests with the department director, human
resources director, and the city manager.

Course Completion

Employees must submit proof to Human Resources of course completion with a grade C or
better before reimbursements are issued. When an institution provides a course on a
pass/fail option only, the City will honor a “pass” grade.

In order to receive a reimbursement, the course grade and proof of payment must be
forwarded to Human Resources.

Attachment: Education Plan
Attachment: Tuition Reimbursement Request
Attachment: Tuition Agreement

Certified Public Manager Program

The lowa Certified Public Manager® Program (CPM) is the premium nationally accredited
professional certification for public sector managers and directors.

Department directors can recommend an employee to the CPM Program with approval from the
city manager. The city manager or deputy city manager must be the “Organization
Director/Appointing Authority Signature” for all CPM Applications prior to the submission of the
application.

CPM is offered by Drake University in partnership with the State of lowa. CPM is pursued as a
unified learning group (cohort) of 18-25 professionals who meet two (2) — three (3) days each month
over 18 months on the Drake University Campus. A new "cohort" of learners is launched twice each
calendar year (January and July).

Admission to CPM is based on professional experience criteria that includes: 1) managing two (2) or
more people, or 2) involvement in a professional project, or 3) pursuing a graduate degree.

Other considerations that will be used to approve the CPM Program Application may include:

e Availability of funds

e The ability of the department to maintain operations with the periodic absence of the
employee

e The general performance of the employee

e Applicability of the coursework to the job/or future positions in the organization

e Employee interest to obtain a master’s degree

e Potential of continued employment with the City and/or length of service with the City
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e The commitment of the employee to attend and engage in the coursework and project(s)
Professional Certifications/Accreditation/Licenses

Professional certifications, accreditation, or licenses required as a minimum qualification for a
position shall be the responsibility of the employee. Whenever the minimum qualifications of a
position or the operation of a service are materially changed by legislation or the introduction of
new machines or processes, the City shall permit the affected employee a reasonable opportunity
to acquire the needed qualification. The employee, with the department director’s approval, shall
receive paid time off from work to attend training as well as reimbursement for training, certification
and license fees.

Professional Development

The City encourages employees to continue their professional development by acquiring
professional certifications, accreditation, or licenses that are not required of their positions, but
that benefit them in enhancing job performance, skills and knowledge, and service to the
community.

Full-time employees interested in a professional certification, accreditation, or license that is not
required, but directly relates to their positions with the City must have approval from their
department director if City funds will be used. The employee may request paid time off to acquire
the professional designation.

Termination

Employees who leave employment of the City shall reimburse the City for all educational expenses
paid by the City in the previous 12-month period, except where termination is due to disability,
death, retirement or layoff. Previous 12-month period will be calculated from the date of
reimbursement.

7.6 Employee Assistance Program (EAP)

The City provides access to free, confidential, and professional services to help employees
respond to life’s complexity (finances, relationships, substance abuse, counseling needs, etc.).
The EAP is a City-sponsored benefit provided to all employees and family members.

EAP’s service is offered as a benefit to all employees and family members within our organization.
Initial counseling and referral services are confidential and at no cost. Counselors are available 24
hours a day, 7-days a week. If problems do arise, the employee assistance program can help. If you
need it, please use it. Refer to your benefits booklet for contact information.

EAP Website
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7.7 Fitness Reimbursement Program (FRP)

Fitness Reimbursement Program

The Fitness Reimbursement Program (FRP) is intended to encourage employees to achieve and
maintain a healthy lifestyle through physical fitness to reduce absenteeism and improve employee
productivity. The City provides a quarterly payment for qualifying fitness facility fees or equipment
costs based on reimbursement amounts established by the City.

Employee Eligibility Requirements

e Full-time or three-quarter part-time employees eligible for the City’s health insurance
program.

e Participate in the City’s annual Health Screen or complete an annual physical. If the
employee does not complete the annual Health Screen or an annual physical, the
employee will not be eligible for reimbursement for the quarter the screen and assessment
is held, and the employee will also be disqualified from reimbursement until the employee
completes the screen and assessment the following year. The employee would once again
be eligible for reimbursement the quarter following the completed annual Health Screen or
complete their annual physical.

e Employees must carry the City’s insurance at the EE + Spouse, EE + Children, or Family
plan to qualify for the quarterly family membership reimbursement amount and must
provide verification of family membership on a quarterly basis.

Program Requirements

e Employees must be a member of a qualifying fitness facility or utilizing approved Smart
Fitness equipment or technology.

o Fitness Facility is a health, recreational, and social facility geared towards exercise
and physical activities. (Activities include organized group instructional programs
such as spin classes, yoga, martial arts, and/or individual fitness opportunities
such as cardiovascular training, weight training, and/or swimming. Individual
activities may be self-guided or conducted under the supervision of a trainer).
Tracked visits at a facility must be electronic and may not be handwritten. See
Documentation Requirements for additional information.

o Smart Fitness is equipment or technology that is used to track and enhance
workouts and connects to the internet. Tracked workouts must be electronic,
instructor led and may not be handwritten. Examples: Smart Fitness Equipment:
Peloton, Tonal, or Echelon. Smart Fitness Technology: Apple Fitness+, Samsung
Smart Trainer, or Bodi by Beach Body. However, tracking daily steps using a smart
watch/app, or using a smart watch/app to track a workout that is not instructor led
would not qualify. See Documentation Requirements for additional information.

o Combining Fitness Facility workouts and Smart Fitness. An employee may use a
combination of workouts from both a facility and smart fitness, however it is the
employee’s responsibility to provide the required documentation and workouts
displaying the individual workouts. You cannot double-up workouts (smart fitness
and facility for the same workout).
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o Employees are required to provide documentation verifying the minimum 30 workouts per
quarter at a qualifying fitness facility or Smart Fitness equipment or technology usage. Itis
the employee’s responsibility to ensure that workouts are accurately recorded by the
fitness facility or Smart Fitness equipment or technology.

o Employees must meet the minimum of 30 workouts per quarter to qualify for the
reimbursement. An employee may not carry over additional workouts beyond the quarter
from one (1) quarter to the next.

o |nthe event an employee cannot meet the minimum of 30 workouts per quarter due to a
medical condition, the City may temporarily and on a case-by-case basis waive or modify
this provision. As a condition of this waiver, the employee may be required to obtain
verification from a health care professional documenting that they are not to participate in
any physical activity due to a bona fide medical condition. An employee must be an active
participant in the FRP prior to requesting the waiver.

e Employees must complete the Fitness Reimbursement form on SharePoint and upload
official attendance documentation provided by the fitness facility by the first Friday
following the end of the quarter.

¢ Inthe event an employee retires from employment with the City during a quarter, the
employee is eligible to receive reimbursement for the portion of the quarter they were
employed with the City.

e Inthe event an employee separates from employment (other than a retirement) with the
City during a quarter, the employee is not eligible for a reimbursement under the FRP.

Documentation Requirements

e Attendance documentation must be issued by the fitness facility and clearly show:
1. Name of the fitness facility/Smart Fitness equipment or technology
2. Name of participating employee/member
3. Dates of participating employees’ attendance for each month of the quarter
4. Family membership if requesting family reimbursement amount
e Attendance documentation must be submitted by the first Friday following the end of the
quarter. Reimbursements will not be made for late or incomplete submissions.
e The City reserves the right to require additional documentation.

The Fitness Reimbursement Program is a benefit provided by the City and is not required for an
employee to perform their job; therefore, this is taxable income paid through payroll.
Reimbursements made through the FRP will be included in gross wages on the employee’s annual
W-2 statement.

The City reserves the right to periodically audit FRP submissions, which may include verifying
information directly with the fithess facility. Any misrepresentation or submission of fraudulent
documentation will be considered a violation of City policy and shall be subject to disciplinary
action, up to and including termination. Additionally, any misrepresentation or submission of
fraudulent documentation will result in the immediate and permanent removal of the employee
from the FRP.
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7.8 Employee Recognition

Several programs have been developed to give recognition to employees, including quarterly
breakfasts/lunches, On-the-Spot (OTS) awards, Peer to Peer (P2P) awards and employee service
awards. Departments may also have additional recognition that they give to employees.

Employee service awards are given in five (5)-year increments to all regular full-time and part-time
employees for their continuous service. Employees that have served in more than one (1) position
will be awarded for years of service using their first date of hire in a regular full-time or part-time
position based on Human Resources records. Employee service awards are given on the
anniversary for employees who reach the five-year increment.

7.9 Cell Phone Allowance

The City offers a taxable allowance of $25/month ($300 annually) for cellular phone and services to
those employees whose duties require the frequent use of cell phone devices. This allowance will
be included in the first payroll of each month. These employees are provided a monthly allowance
to offset the cost of business-related usage and is not intended to cover the total cost of a cellular
phone plan or usage.

Note that under lowa Code Chapter 22 text messages, voice mails, etc. may fall under the Open
Records Law/Freedom of Information Act (FOIA).

Eligibility: The allowance is granted based on the following criteria:

1. Job function requires extended time outside of assigned office or work area, and it is essential to
the City that the employee be accessible during those times; and/or

2. Job function requires continuous accessibility beyond scheduled or normal working hours (i.e.,
on-call responsibilities for critical City services); and/or

3. Job function requires access to e-mail outside of the office or beyond normal scheduled working
hours, and it is essential for the City that the employee has the ability to receive and send e-mail
during those times.

A cellular phone device acquired as provided by the criteria above is considered to be the personal
property of the employee. No City department or Department Director shall force employees to use
a specific cellular phone device, carrier or plan. However, some City services (i.e. email, calendar,
contacts synchronization, paging) may not be compatible with all devices, carriers, or plans. The
employee is responsible for ensuring compatibility.

Responsibility

Any employee receiving an allowance is expected to maintain cell phone service, notify the City of
the cell phone number, agree to publication of the number as needed, and be reachable for City of
West Des Moines business purposes. Failure to perform these requirements will end the cell phone
allowance and the employee may be subject to disciplinary measures up to and including
termination.

All employees are also responsible for the correct, safe, and responsible use of all electronic
communication devices including but not limited to the making of legal phone calls and using
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"hands-free" devices with cell phones while driving vehicles or motorized equipment. As a safety
precaution, employees are required to use a "hands-free" device while operating City vehicles or
motorized equipment. Employees are also required to use a "hands-free" device when using a City
cell phone while operating a personal vehicle. Note, this is not to imply or require that cell phones
must be answered if doing so would create an un-safe condition. The use of "hands-free" devices
requirement is currently effective. By state law, no texting is allowed while vehicles are in motion.

Procedures

If the necessary eligibility criteria are met for a cell phone allowance, the employee and authorized
approver will follow the steps outlined below:

1. Complete the Employee Cellular Phone Allowance Agreement form in UKG and obtain necessary
approvals.
2.The Employee Cellular Phone Allowance Agreement form must be reviewed and re-approved

each fiscal year to confirm the employee’s eligibility for the cellular plan allowance.
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Safety
8.1 Commitment to Safety

The City is committed to providing a safe work environment for all of its employees. The City regards
occupational health and safety as a fundamental value of the organization and endeavors to
comply with all applicable requirements issued by Federal and State Occupational Safety and
Health Administrations mandates, https://www.osha.gov/. The responsibility for the success of the
occupational safety and health program is shared by management and all employees working for
the City.

Employees violating recognized safety rules, procedures or standards, or acting in such a manner
as to endanger their own or another’s personal safety, shall be subject to disciplinary action.

If employees withess a workplace accident or an unsafe working condition, they must report it
promptly to their supervisors so immediate remedial action may be taken.

For more information on the City’s safety programs, please review the Safety Manual.

8.2 Workplace Violence and Weapons

Itis the policy of the City to provide a work environment free from violence, aggression, or
threatening conduct of any kind. To ensure a safe workplace and to reduce the risk of violence, all
employees must review and understand all provisions of the Workplace Violence and Weapons
Policy.

Prohibited Conduct

The City will not tolerate any type of workplace violence committed by or against employees.
Employees are prohibited from making threats or engaging in violent activities toward any employee
of the City or any member of the general public. (A threat of violence is any visual, verbal or physical
act that warns of or expresses an ability or intent to harm or kill; is intended to intimidate or create
fear; or has the purpose of unreasonably interfering with an individual’s reasonable expectation of a
peaceful, non-hostile or inoffensive work environment.)

Although not all-inclusive, the following are examples of behaviors included in this policy:

e Causing physical injury to another person.

e Making threatening remarks in person, in writing, by telephone, or other means of
communication.

e Aggressive or hostile behaviors that create a reasonable fear of injury to another person or
subjects another individual to emotional distress.

e Intentionally damaging City property or property of another employee.

e Unauthorized possession of a weapon while on City property or while on City business.

e Committing acts motivated by, or related to, any form of prohibited harassment or
domestic violence.
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Weapons

The City prohibits all employees from possessing a handgun, firearm, explosives, or weapons of any
kind on City property. City property includes, without limitation, all City parking lots, buildings
(leased and owned); grounds and parks; and vehicles used for City business. Employees who are
off City property but performing a task for the City or City-sponsored events (i.e. picnics, etc.), are
covered by this policy.

This section shall not apply to City employees who are authorized to use weapons in the
performance of their job responsibilities (e.g. police), or for those who are authorized to use
hazardous tools or devices as bona fide portions of their job. (e.g. machete for clearing brush, small
knives to cut rope or piping, the use of bow and arrows to maintain, operate and offer programs
relating to the archery facility, etc.).

POLICE RESERVES: Any employee employed as a Police Reserve for another government entity or
for the City as a secondary job must obtain written authorization from the city manager prior to
bringing a weapon onto City property. The employee will sign this authorization as acknowledgment
of this authorization. A copy of the written authorization will be given to the employee along with
becoming a part of the employee's personnel record.

Reporting Procedures

Any potentially dangerous situations must be reported immediately to a supervisor or the Human
Resources Department. All reported incidents will be investigated. Reports or incidents warranting
confidentiality will be handled appropriately and information will be disclosed to others only on a
need-to-know basis.

Risk Reduction Measures

While the City does not expect employees to be skilled at identifying potentially dangerous persons,
employees are expected to exercise good judgment and to inform their supervisors or the Human
Resources Department if any employee or other individual exhibits behavior that could be a sign of
a potentially dangerous situation. Such behaviors may include the following:

Discussion of bringing a weapon into the workplace.

Displaying overt signs of extreme stress, resentment, hostility, or anger.
Making threatening remarks.

Sudden or significant deterioration of performance.

Displaying irrational or inappropriate behavior.

Searches

The City reserves the right to conduct searches in accordance with state law of any employee and
their vehicle or personal effects brought into the workplace. Pursuant to this provision, the City is
authorized to search an employee’s locker, desk, purse, briefcase, baggage, toolbox, lunch sack,
clothing, vehicle parked on City property, and any other item in which a weapon may be hidden.
Additionally, the City may search a City-owned vehicle used by an employee, and a vehicle owned
by an employee that is being used to conduct business on behalf of the City, regardless of whether
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the vehicle is located on City property at the time. Searches may be conducted by City
management or local authorities. To the extent the search is requested by City management and
the employee is present, the employee may refuse the search; provided however, that such refusal
may result in disciplinary action, up to and including termination of employment for refusal to
cooperate. The City reserves the right to conduct searches on its property or authorize searches by
law enforcement on its property without the employee being present.

Enforcement

Threats, threatening conduct, or any other acts of aggression or violence in the workplace will not
be tolerated. Any employee determined to have committed such acts or any employee who fails to
report such acts committed by others shall be subject to disciplinary action, up to and including
termination. Non-employees engaged in violent acts toward City employees will be reported to the
proper authorities and may be banned from City property.

8.3 Required Clothing and Equipment

The City has conducted job hazard analyses to determine the proper personal protective
equipment required for each job. The City may provide some employees items of work clothing and
safety equipment without cost. The City may also provide an allowance or reimburse employees for
the purchase of work clothing and safety equipment approved by the City. Employees are
responsible for keeping City-issued safety equipment clean and serviceable. City-provided clothing
or equipment that is worn out or damaged during work may be replaced with supervisory approval.

Employees must not utilize City-provided work clothing and safety equipment for non-work-related
activities.

Clothing and Shoe Allowance

Position Amount Included Items

Public Services Director, Public Services $340.00 Steel-toed safety shoes/boots,

Deputy Director, Public Services per fiscal winter/high visibility clothing, or other
Supervisors, City Engineer, Engineer IV, year items required for work purposes at the
Senior Engineering Technician, Engineer, discretion of the department director.

Engineering Technician-Office, Engineer |,
Chief Building Official, Development
Coordinator, Planner, and Food Pantry and
Maintenance Specialist

Mechanics $450.00 Steel-toed safety shoes/boots,
per fiscal winter/high visibility clothing, or other
year items required for work purposes as well

as uniforms and laundry of uniforms at the
discretion of the department director.

Engineering Technician-Field, Building $655.00 Pants, shorts, steel-toed safety
Inspector, Building Inspector Il, Building per fiscal shoes/boots, winter/high visibility
Maintenance Specialist, Community year clothing, or other items required for work

Compliance Specialist, Public Services
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Operations Specialist, Public Services purposes at the discretion of the
Maintenance Technician, Traffic Signal department director.
Technician, and Horticulturist

Clothing items purchased with these allocations must contain the City logo and be purchased at
vendors designated by the City and is for use in positions that require the designated articles of
clothing. Any amounts over the maximum amounts will be the responsibility of the employee at the
time of purchase. To obtain a list of designated suppliers and an authorization form, contact the
department.

In addition to these allowances, the City will provide the above employees with five (5) t-shirts, if the
employee elects to wear t-shirts.

Prescription Safety Glasses

Employees required to wear safety glasses are eligible for reimbursement of 20% of the cost of
prescription safety glasses every two (2) years, not to exceed $50. This allowance will be paid after
each employee presents a purchase receipt which indicates the lenses and frame together are
designated as prescription safety glasses. Additional purchases within the two (2)-year period are
the responsibility of each employee.

Tool Allowance

Full-time mechanics in the service shop and HVAC specialists shall receive an annual tool
reimbursement in the amount of $650.00. To receive the tool reimbursement, the mechanic and
HVAC specialist must submit copies of receipts to their supervisor to verify the purchase of tools.

8.4 Operating Motor Vehicles

All employees who are required to operate a City-owned/leased vehicle or personal vehicle for City
business are covered by this policy.

City Owned/Leased Vehicles

All vehicles owned or leased by the City are to be used for conducting official City business only.
City-owned/leased vehicles are not to be used for personal business without prior approval of the
city manager. However, employees are allowed to stop for a meal break while using a City-

owned/leased vehicle while conducting official City business.

Passengers are only allowed in City-owned/leased vehicles during City-sponsored activities or
when City-related business is being conducted.
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Use of Personal Vehicle for City Business

When City-owned/leased vehicles are not available for employees to use, they may be required to
use their personal vehicles to conduct City business. With the approval of their department
directors, employees can be reimbursed for mileage. The City shall set the rate for reimbursement.
The City provides insurance coverage for a personal vehicle while it is being used to conduct City
business; however, this insurance coverage is secondary to the employee’s individual personal auto
insurance policy.

Driver’s License Requirements

To operate City vehicles for City business, employees must maintain an appropriate, valid lowa
driver’s license. No employee shall operate a vehicle for City business without a required, valid
lowa driver’s license. Employees required to maintain a CDL (Commercial Driver's License) as part
of their jobs are subject to additional requirements mandated by the Federal Department of
Transportation (DOT). In addition, the following applies: Failure to maintain a valid lowa driver’s
license and/or CDL, or otherwise loses or has driving privileges restricted, suspended, or revoked,
may be cause for disciplinary action, up to and including immediate termination of employment
with the City.

Employee Guidelines
The following guidelines apply:

1. Allemployees are required to comply with all traffic regulations, laws, and ordinances when
operating City-owned/leased vehicles or personal vehicles for City business and are
personally responsible if they are ticketed.

2. Allemployees required to maintain a commercial driver’s license are required to report all
traffic violations (except parking infractions) to the City within 30 days, whether the offense
occurs on or off duty.

3. Allemployees who operate a vehicle for City business must inform their supervisor prior to
the start of their next shift if they lose their driver’s license or have their driving privileges
restricted, suspended, or revoked for any reason.

4. Atnotime should employees jeopardize the safety of themselves, other City employees, or
the public when operating motor vehicles. Unsafe driving will not be tolerated by the City.
Employees who drive negligently or fail to comply with this policy shall be subject to
disciplinary action, up to and including termination of employment.

5. Seat belts must be worn by all employees and passengers when operating a vehicle for City
business.

6. Employees who are involved in an accident while operating a vehicle for City business must
report the accident to the local police and their supervisors immediately. Employees
involved in an accident must adhere to all related procedures established by the City.

8.5 Tobacco-Free Work Environment

In compliance with the lowa Smoke Free Air Act (7/1/08), the City has established a smoke-free
workplace. All City buildings (leased and owned), facilities and vehicles are smoke-free. All tobacco
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usage, including smoking and smokeless tobacco, as well as electronic cigarettes, is prohibited in
all City-owned buildings, facilities, vehicles and equipment, and on all public grounds owned by the
City except in designated areas, in accordance with the lowa Smoke Free Air Act. The City may
establish a designated smoking area at each facility. This area must be located in the building’s
parking lot away from all building entrances and must not adversely impact other employees or the
general public. Please contact your supervisor to identify these designated smoking areas.

Employees are permitted to smoke, use tobacco or use electronic cigarettes within their personal
vehicles, which are parked in a City-owned parking lot. Employees who choose to smoke, use
tobacco or use electronic cigarettes must do so in accordance with this section and may do so only
during normal meal and break periods. Employees are not provided additional time away from work
to smoke, use tobacco products or use electronic cigarettes. Violation of this policy may lead to
disciplinary action, up to and including termination.

8.6 Drug-Free & Alcohol-Free Work Environment

Itis the policy of the City to comply with the Drug-Free Workplace Act of 1988 to ensure a drug-free
workplace and to maintain an alcohol-free workplace in accordance with City policy. This policy is
intended to ensure that all employees perform assigned duties in a safe, productive, and healthy
manner and to maintain a workplace environment free from the adverse effects of drug and alcohol
misuse.

The following conduct is prohibited in the workplace:

e Possession, use, dispensation, distribution, or manufacture of illegal drugs, controlled
substances, or imitation / counterfeit controlled substances Illegal or improper use of
prescription drugs

e Possession, use, dispensation, distribution, or manufacture of alcoholic liquor (unless
required by your position)

e Being under the influence of illegal drugs, controlled substances, alcoholic liquor, or
improperly using prescription drugs

For purposes of this policy, “controlled substance” or “drug” refers to any substance specified in
Schedule I, II, lll, IV, or V of the federal Controlled Substances Act (21 U.S.C. 801 et. seq.) as
published in 21 CFR 1308.11 - 1308.12, as well as any substance defined as a “controlled
substance” under applicable state law. These terms also include any imitation or counterfeit
controlled substance or drug.

“Alcohol” means the intoxicating agent in beverage alcohol, ethyl alcohol, and other low molecular
weight alcohols such as methyl or isopropyl alcohol. The term includes, but is not limited to, beer,
wine, liquor, other alcoholic beverages, and medications containing alcohol (unless the product’s
original packaging seal is unbroken).

This policy applies while employees are on the job/on-call, on City premises, in City vehicles,

conducting City-related work offsite, and on offsite lunch periods or breaks when the employee is
expected to return to work.
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Violation of this policy will result in disciplinary action up to, and including, termination of
employment. Depending on the circumstance, the City may also notify appropriate law
enforcement agencies or take other action as necessary.

Drug and/or Alcohol Conviction Notification Requirement

Employees must comply with this policy and notify management within five (5) days of any
conviction for a criminal drug and/or alcohol violation occurring during work hours or in the
workplace. Failure to do so will result in immediate suspension and/or termination of employment.

Any employee arrested in connection with a criminal drug and/or alcohol violation occurring during
work hours or in the workplace will be placed on unpaid personal leave of absence. The employee
could face termination of employment pending the outcome of the legal investigation and any
resulting conviction.

Employee Assistance

The City recognizes that drug and alcohol dependency is anillness and a major health concern that
may require professional help. The City also acknowledges that drug and alcohol misuse may
create health, safety, and security risks in the workplace. Employees are encouraged to use the
Employee Assistance Program (EAP) as a confidential resource for addressing drug and/or alcohol
misuse concerns.

Education and Training

Supervisors designated to make reasonable suspicion determinations for drug and/or alcohol
testing under this policy must attend a minimum of two hours of initial mandatory training and a
minimum of one hour of mandatory training each subsequent year. The training shall include, but
not be limited to, information concerning the recognition of evidence of employee drug and alcohol
misuse, the documentation and corroboration of employee drug and/or alcohol misuse, and the
referral of employees who misuse drugs and/or alcohol to the Employee Assistance Program (EAP).

Confidentiality

The City will strictly adhere to all applicable confidentiality standards. Information and records
relating to positive test results, drug and/or alcohol dependencies, and legitimate medical
explanations provided to the Medical Review Officer (MRO) will remain confidential to the extent
required by law. Such records and information will only be released to individuals authorized to
receive such information.

8.7 Drug-Free & Alcohol-Free Work Environment — Non-CDL & CDL-City

Application

This policy applies to employees who are not required to possess a Commercial Driver’s License
(CDL) and to employees required to possess a Commercial Driver’s License (CDL) per City policy.
Sections that apply only to a specific group of employees will be identified accordingly.

Testing Program

Itis the policy of the City that all employees are free of drugs and alcohol while on duty. The City has
established a drug and alcohol testing program designed to discourage drug and/or alcohol misuse
and prevent traffic accidents and injuries to City employees and the public.
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All covered employees may use prescription drugs or over-the-counter medication only if the
doctor has advised the employee that the drug will not adversely affect their ability to safely operate
a vehicle or to perform their job duties. Employees using prescription drugs must carry such drugs
in their original containers, which must be labeled with the employee’s name, name of the doctor
and the drug prescribed. Over-the-counter medications must be kept in their original containers

also.

1.

Non-CDL

This section only applies to employees who are not required to possess a CDL.

The City reserves the right to conduct drug and/or alcohol testing for employees under any of
the following circumstances:

2.

Pre-Employment
Reasonable Suspicion
Post-Workplace Accident
Return-To-Work/Follow-Up
Evidence of a Policy Violation

CDL Regulated by the City

This section only applies to employees required to possess a CDL per City policy, and whose
duties include the performance of safety-sensitive functions in connection with the operation
of acommercial vehicle as identified by the City.

The City recognizes that the misuse of alcohol and/or controlled substances by drivers of City
vehicles regulated under this policy presents a serious threat to the safety and health of the
drivers, other City employees, and the public.

Safety-sensitive functions include the following;:

Waiting to be dispatched or remaining in readiness to operate a vehicle. For employees
who are required to have a CDL per City policy, this generally means all hours of work.
Operating a commercial vehicle as identified by the City.

Performing maintenance or loading or unloading a commercial vehicle as identified by
the City.

Covered employees will not engage in the following conduct:

Be on standby, report for duty, or remain on duty, requiring the performance of safety-
sensitive functions while having an alcohol concentration of 0.04 or greater.

Be on duty or operate a commercial motor vehicle as identified by the City while
possessing alcohol.

Use alcohol while performing safety-sensitive functions.

Perform safety-sensitive functions within four (4) hours after using alcohol.

Use alcohol for eight (8) hours following an accident or until undergoing a post-accident
test.

Refuse to submit to a drug and/or alcohol test.
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e Beonstandby or on duty, report for duty, remain on duty, or perform a safety-sensitive
function under the influence of drugs or if tested positive for drugs.

Federal Motor Carrier Safety Administration (FMCSA) Clearinghouse:

e Annuallimited queries, and full queries when required, will be conducted for covered
employees. Employees must provide consent for such queries or will be immediately
removed from performing safety-sensitive functions.

o |nformation obtained through the Clearinghouse indicating a positive drug and/or
alcohol test or failure to complete a return-to-duty process may result in disciplinary
action, up to and including termination.

The City reserves the right to conduct drug and/or alcohol testing for employees that are
required to possess a CDL per City policy under any of the following circumstances:

e Pre-Employment

e Reasonable Suspicion

e Post-Workplace Accident

e Random

e Return-To-Work/Follow-Up

e Evidence of a Policy Violation

Types of Testing

1. Pre-employment Testing
All prospective employees will be required to pass a drug and/or alcohol test after receiving a
conditional offer of employment with the City and prior to their first day of work.

Prospective employees who refuse to take the required drug and/or alcohol test, who fail to
cooperate in any aspect of the testing procedure, or who test positive for any of the designated
drugs or for alcohol will be ineligible for City employment and removed from all recruitment
processes and eligibility lists.

Prospective employees who are required to possess a CDL per City policy must also provide
consent to conduct a pre-employment full query through the FMCSA Clearinghouse. Refusal to
provide consent for the Clearinghouse full query will result in the prospective employee being
ineligible for City employment and removed from all recruitment processes and eligibility lists.
2. Reasonable Suspicion Testing

When a trained supervisor has reasonable suspicion that an employee is misusing drugs and/or
alcoholin violation of the City’s policy, the supervisor will require the employee to submitto a
drug and/or alcohol test. Only supervisors who have been trained in making such observations
may order a test. When possible, a second trained supervisor should also observe the
employee.

The observing supervisor must document the specific, contemporaneous, and describable

observations concerning the appearance, behavior, speech or body odor of the employee that
led to the testing decision. Documentation must be completed within 24 hours of the
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observations or prior to the release of the test results. The signed report will be forwarded
through the chain of command to the department director and to the human resources director.

A decision to test must be based on specific objective and articulable facts and reasonable
inferences drawn from those facts in light of experience. These observations must occur just
before, during, or just after the time in which the employee is expected to be in compliance with
this policy. For purposes of this provision, facts and inferences may be based upon, but are not
limited to, any of the following:

e Direct observation of drug and/or alcohol misuse while at work.

e Physical symptoms or manifestations of impairment while at work due to drug and/or
alcohol misuse.

e Abnormal conduct or erratic behavior while at work or a significant deterioration in work
performance.

e Areliable and credible report of drug and/or alcohol misuse while at work.

e Evidence of an employee tampering with any drug and/or alcohol test.

e Evidence that an employee has manufactured, sold, distributed, solicited, possessed,
used, or transferred drugs and/or alcohol while on duty, on City premises, or while
operating a City vehicle, machinery, or equipment.

Employees who are reasonably suspected of being impaired by or under the influence of a
controlled substance and/or alcohol (that is, having a controlled substance and/or alcohol
present in the body) will be suspended from their job duties pending an investigation and
verification of their condition. If drug-testing facilities are not available, the employee will be
ordered to immediately discontinue all work activities and leave the City’s premises.
Employees will not be permitted to drive a motor vehicle after they have been suspended. The
supervisor or another City staff member must transport the employee to the testing site and,
when possible, notify the site in advance.

3. Post-Workplace Accident Testing

The City shall test employees for drugs and/or alcohol following a work-related accident when
one or more of the following conditions are present:

1. The accident resulted in an OSHA recordable injury.
2. The accident resulted in property damage in excess of $1,000.

If none of the above conditions are present, an employee involved in an accident may
voluntarily submit to drug and/or alcohol testing at the City’s expense.

Post-accident testing will be conducted as soon as practicable. An employee subject to post-
accident testing must remain readily accessible for testing. Necessary medical attention will
not be delayed or denied to an employee while awaiting post-accident drug and/or alcohol
testing. However, any employee who does not remain available for testing, including failing to
inform their supervisor of their location or leaving the scene without proper authorization, will
be deemed to have refused testing. Employees shall not consume any alcohol for eight (8)
hours following an accident or until post-accident testing has been completed.
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Supervisors must document the circumstances and observations surrounding the incident.
Documentation must be completed within 24 hours of the incident or prior to the release of test
results. The signed report will be forwarded through the chain of command to the department
director and to the human resources director.

The results of a urine test for the use of drugs or a breath test for the use of alcohol conducted
by federal, state or local officials having independent authority for the tests, shall be considered
to meet the requirements of this section, provided such tests conform to applicable federal,
state or local requirements and that the results of the tests are obtained by the City.

4. Random Testing

This section only applies to employees required to possess a CDL per City policy.

Employees are selected for random drug and alcohol testing through a scientifically valid,
computer-generated method that provides all eligible employees with an equal chance of
selection. Random tests are unannounced and conducted throughout the year. The City will
maintain random testing rates for employees required to possess a CDL under City policy at or
above the minimum annual percentage rates established by the Department of Transportation
(DOT).

Upon notification that an employee has been selected for testing, Human Resources will notify
the employee’s supervisor and the collection site. The employee will be instructed to proceed
immediately to the collection site and must be prepared to present valid identification.

Employees selected for random drug testing will be informed as soon as possible after the
employee’s director receives notification. Employees selected for random alcohol testing will
be informed of their selection for a random alcohol test just before, during or just after
performing a safety sensitive function.

The City will document any instance in which an employee was selected but not informed.

5. Return-To-Work and Follow-Up Testing

Any employee who violates this policy regarding drug and/or alcohol misuse and is permitted to
return to employment with the City will do so subject to conditions set by the City. These
conditions include, but are not limited to, compliance with the following return-to-duty and
follow-up testing requirements:

e The employee must complete any counseling or treatment recommended through the
City’s management referral process, including providing documentation of successful
completion when required.

e Priorto returning to duty, the employee must submit to a drug and/or alcohol test,
consistent with testing requirements for applicants or new employees, and must
receive a verified negative return-to-duty drug and/or alcohol test result.

e After returning to duty, the employee will be subject to an unannounced follow-up drug
and/or alcohol testing. The number, type, and frequency of follow-up tests will be
determined by the City in consultation with the employee’s counseling or treatment
provider. Unless otherwise recommended, follow-up testing will include a minimum of
six (6) unannounced tests for drugs and/or alcohol within the 12 months following the
employee’s return to work; and
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e The employee’s director, in consultation with the employee’s counseling or treatment
provider, can terminate the follow-up testing requirement after the successful
completion of the first six (6) tests. Alternatively, the director can require continued
follow-up testing for up to sixty (60) months from the date of the employee’s return to
duty, if recommended by the employee’s counseling or treatment provider.

Testing Procedures

Upon arrival at the collection site, the employee or prospective employee must present the
required identification. The behaviors listed below constitute a refusal to submit to drug and/or
alcohol testing.

e Failure to sign the consent form or other required documents.

e Failure to cooperate fully in any mandatory aspect of the testing procedure.

e Tampering with, adulterating, or attempting to adulterate the specimen.

e Interfering with the collection procedure.

e Failing to immediately report to the collection site.

e Failing to remain at the collection site until the collection process is complete.

e Receiving a test result reported by a Medical Review Officer (MRO) as adulterated or
substituted.

A refusal will be treated as a positive test result and will subject the employee to disciplinary action,
up to and including termination. Prospective employees who refuse to test will be ineligible for City
employment and removed from all recruitment processes and eligibility lists.

If an employee’s or prospective employee’s drug test result reflects an integrity flaw, such as an
“out of temperature specimen” or an “inconclusive result”, and the Medical Review Officer (MRO)
determines there is no indication of intentional tampering of the specimen, the individual will be
scheduled for a second drug test. If the second drug test also presents an integrity flaw without a
valid medical explanation, the result will be treated as a positive test. Employees will be subject to
disciplinary action, up to and including termination. Prospective employees who refuse to test will
be ineligible for City employment and removed from all recruitment processes and eligibility lists.

If the drug test result is reported as a negative dilute, the City will require an additional drug test. If
the second drug test is also a negative dilute, it will be considered a negative result. If the drug test
result is a positive dilute, it will be considered a positive test. Employees will be subject to
disciplinary action, up to and including termination. Prospective employees who refuse to test will
be ineligible for City employment and removed from all recruitment processes and eligibility lists.

Alcohol Testing Procedure

Unless otherwise specified in the preceding sections, an alcohol test must be administered within
two (2) hours and no later than eight (8) hours following the event. If the alcohol test is not given
within two (2) hours, the reasons for the delay must be documented. If the alcohol test is not given
within eight (8) hours, attempts to test must stop and the reason for not testing must be
documented within 24 hours. The signed report will be forwarded through the chain of command to
the department director and to the human resources director.
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Alcohol testing will be performed using breath samples. Employees who fail to produce a sufficient
amount of breath to properly administer a breath alcohol test shall be referred to a Medical Review
Officer. The doctor will review the employee’s pulmonary health and provide the City with a written
report concerning the employee’s ability to produce an adequate amount of breath for testing.
Failure to provide an adequate amount of breath will be regarded as a refusal to submit to testing,
unless the doctor determines that a medical condition caused the failure to provide adequate
breath.

If a breath test for alcohol indicates a concentration of 0.02 or greater, a second verification test will
be conducted. There is no further challenge of breath alcohol testing results.

Alcohol Testing
Breath alcohol test results will be handled as follows:

e Alcohol concentration less than 0.02: The employee is not considered to have violated the
alcohol provisions of this policy. The suspension will be with pay pending the investigation
and results of any accompanying drug test.

e Alcohol concentration of 0.02 - 0.039: The employee will be removed from duty for at least
24 hours. The suspension will be with pay pending the investigation and results of any
accompanying drug test.

Alternatively, the employee may be assigned to non-safety-sensitive duties with approval of
the department director. The employee may return to safety-sensitive duty at their next
scheduled shift after completion of the following:
o Atleast 24 hours have elapsed from the alcohol concentration test that indicated an
alcohol concentration of at least 0.02
o The employee has taken another alcohol concentration test that indicates an
alcohol concentration of less than 0.02.

e Alcohol concentration of 0.04 or greater: The employee will be suspended without pay
pending the investigation and results of any accompanying drug test and will receive a
management referral to the EAP for evaluation by an appropriate counseling or treatment
provider.

Drug Testing Procedure

Unless otherwise specified in the preceding sections, a drug test must be administered within eight
(8) hours following the event or before the end of the employee’s shift, whichever comes first, and
no later than twenty-four (24) hours following the event. If the drug testis not given within eight (8)
hours or before the end of the employee’s shift, the reasons for the delay must be documented. If
the drug test is not given within twenty-four (24) hours, attempts to test must stop and the reason
for not testing must be documented within twenty-four (24) hours. The signed report will be
forwarded through the chain of command to the department director and to the human resources
director.

Collection site staff will obtain a urine sample from the employee. The sample will be splitinto a
primary sample and a secondary sample, both of which will be sent to the designated laboratory
where the primary sample will be analyzed, and the secondary sample held in reserve in the event
of a challenge testing.
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Employees who cannot provide an adequate amount of urine will receive instructions for drinking
water and repeating the test. The drug test will be stopped when the employee fails twice to provide
an adequate amount of urine. A doctor may analyze the employee’s inability to provide adequate
urine. Failure to provide adequate urine will be regarded as a refusal to submit to testing, unless the
doctor determines a medical condition caused the failure to provide adequate urine.

The laboratory will conduct a screening test for non-DOT regulated drugs. If the screening test
shows evidence of any of these substances, a confirmation test will be conducted, but only for the
substances that were indicated by the screening test.

If the confirming test indicates the presence of any non-DOT regulated drugs, the laboratory will
report the results to the Medical Review Officer (MRO). The MRO will contact the employee by
telephone to determine whether there is a legitimate medical explanation for the positive result. If
so, the MRO will report a negative test result to the City. If the MRO determines that the test is
positive, it will be reported to the designated City contact as such, and the employee will be
removed from duty and will receive a management referral to the EAP for evaluation by an
appropriate counseling or treatment provider.

Upon receiving notice of a positive drug test result, the employee may exercise the option of having
the secondary sample tested by another certified laboratory within 72 hours. If the results of the
test of the secondary sample are negative, it will be recorded as such, and the City will pay for the
test. If the test is positive, the results will be treated the same as a positive result on the original
test, and the employee will pay for the test.

Drug Testing
Drug test results will be handled as follows:

e Medical Review Officer (MRO)-verified negative test: The employee is not considered to
have violated the drug provisions of this policy. The suspension will be with pay pending the
investigation and results of any accompanying alcohol test.

e Medical Review Officer (MRO)-verified positive test: The employee will be suspended
without pay pending the investigation and results of any accompanying alcohol test and will
receive a management referral to the EAP for evaluation by an appropriate counseling or
treatment provider.

Consequences of Positive Tests

1. Pay Status

Upon being relieved from duty and pending evaluation through the management referral
process, the employee shall be permitted to use compensatory or vacation time, or leave
without pay, if paid leave is unavailable. If the employee’s counseling or treatment provider
determines that the positive test was associated with chemical dependency, upon the
employee's request and with appropriate documentation, the employee may be placed on
Family Medical Leave, if eligible.

2. Management Referral

If the employee’s counseling or treatment provider determines that no treatment or follow-up
testing is required, the employee may return to duty if at least 24 hours have elapsed since
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testing and if a return to duty test indicates the absence of drugs and an alcohol concentration
of less than 0.02.

If the employee’s counseling or treatment provider recommends treatment, the employee must
agree to undergo treatment and must successfully complete the treatment program as a
condition of continued employment with the City. Under some circumstances, treatment
programs are covered by the City’s health insurance plan. Failure to undergo or successfully
complete the treatment program will result in termination. The provider will determine whether
the employee can return to work while undergoing treatment.

3. Discipline

In the case of a positive drug and/or alcohol test, the employee will not ordinarily be subject to
disciplinary action for the first occurrence, provided that they cooperate fully in all aspects of
the testing, evaluation and treatment procedures, and successfully complete any required
treatment program. Discipline, however, will be imposed for prohibited acts on the job, such as
drug or alcohol use, possession, or sale.

In the case of a second or subsequent positive drug test and/or alcohol test with an alcohol
concentration of .02 or greater, the employee will be subject to termination.

Seasonal, temporary, or intermittent employees who have a reported positive drug test and/or a
reported alcohol concentration of .02 or greater will be subject to immediate termination of
employment.

8.8 Drug-Free & Alcohol-Free Work Environment — CDL - Regulated by
the DOT

Application

This policy applies to employees who are required to possess a Commercial Driver’s License (CDL)
as regulated by the Department of Transportation (DOT), and whose duties include the
performance of safety-sensitive functions in connection with the operation of a commercial
vehicle.

Testing Program

Itis the policy of the City that all drivers are free of drugs and alcohol while on duty and as
otherwise required by the Omnibus Transportation Employee Drug Testing Act of 1991. To comply
with this law, the City has established a drug and alcohol testing program designed to discourage
drug and alcohol misuse and prevent traffic accidents and injuries to City employees and the
public.

All covered employees may use prescription drugs or over-the-counter medication only if the
doctor has advised the employee that the drug will not adversely affect their ability to safely operate
a vehicle. Employees using prescription drugs must carry such drugs in their original containers,
which must be labeled with the employee’s name, name of the doctor and the drug prescribed.
Over-the-counter medications must be kept in their original containers also.
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The City recognizes that the misuse of alcohol and/or controlled substances by drivers of
commercial vehicles presents a serious threat to the safety and health of the drivers, other City
employees, and the public.

The following terms are used:

e Commercial Driver: An employee whose position has been designated as requiring
possession of a Commercial Driver’s License (CDL) by the Department of Transportation
(DOT).

e DOT Drug Test: Any drug test performed under Department of Transportation (DOT)
regulations for the five specified controlled substances: Marijuana (THC), cocaine,
amphetamines, opioids (including heroin), and phencyclidine (PCP).

Safety-sensitive functions include the following:

e Waiting to be dispatched or remaining in readiness to operate a vehicle. For employees who
are required to have a CDL, this generally means all hours of work.

e Operating a commercial vehicle.

e Performing maintenance or loading or unloading a commercial vehicle.

Covered employees will not engage in the following conduct:

e Be on standby, report for duty, or remain on duty, requiring the performance of safety-
sensitive functions while having an alcohol concentration of 0.02 or greater.

e Beonduty or operate a commercial motor vehicle while possessing alcohol.

e Use alcohol while performing safety-sensitive functions.

e Perform safety-sensitive functions within four (4) hours after using alcohol.

e Use alcohol for eight (8) hours following an accident or until undergoing a post-accident
test.

e Refuse to submitto a drug and/or alcohol test.

e Be on standby or on duty, report for duty, remain on duty, or perform a safety-sensitive
function under the influence of drugs or if tested positive for drugs.

Federal Motor Carrier Safety Administration (FMCSA) Clearinghouse:

¢ Annuallimited queries, and full queries when required, will be conducted for covered
employees. Employees must provide consent for such queries or will be immediately
removed from performing safety-sensitive functions.

e Information obtained through the Clearinghouse indicating a positive drug and/or alcohol
test or failure to complete a return-to-duty process may result in disciplinary action, up to
and including termination.

The City reserves the right to conduct drug and/or alcohol testing for all employees under any of the
following circumstances:

e Pre-Employment

e Reasonable Suspicion

e Post-Workplace Accident
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e Random
e Return-To-Work/Follow-Up
e Evidence of a Policy Violation

Types of Testing

1. Pre-employment Testing

All prospective employees whose position requires them to drive a vehicle weighing over
twenty-six thousand pounds or whose position requires them to possess a valid CDL to hold
the position will be required to pass a drug and/or alcohol test after receiving a conditional offer
of employment with the City and prior to their first day of work.

Prospective employees who refuse to take the required drug and/or alcohol test, who fail to
cooperate in any aspect of the testing procedure, or who test positive for any of the designated
drugs or for alcohol will be ineligible for City employment and removed from all recruitment
processes and eligibility lists.

Prospective employees must also provide consent to conduct a pre-employment full query
through the FMCSA Clearinghouse. Refusal to provide consent for the Clearinghouse full query
will result in the prospective employee being ineligible for City employment and removed from
all recruitment processes and eligibility lists.

2. Reasonable Suspicion Testing

When a trained supervisor has reasonable suspicion that an employee is misusing drugs and/or
alcoholin violation of the City’s policy, the supervisor will require the employee to submitto a
drug and/or alcohol test. Only supervisors who have been trained in making such observations
may order a test. When possible, a second trained supervisor should also observe the
employee.

The observing supervisor must document the specific, contemporaneous, and describable
observations concerning the appearance, behavior, speech or body odor of the employee that
led to the testing decision. Documentation must be completed within 24 hours of the
observations or prior to the release of the test results. The signed report will be forwarded
through the chain of command to the department director and to the human resources director.
The human resources director will comply with the DOT documentation and reporting
requirements where applicable.

A decision to test must be based on specific objective and articulable facts and reasonable
inferences drawn from those facts in light of experience. These observations must occur just
before, during, or just after the time in which the employee is expected to be in compliance with
this policy. For purposes of this provision, facts and inferences may be based upon, but are not
limited to, any of the following:

e Direct observation of drug and/or alcohol misuse while at work.

e Physical symptoms or manifestations of impairment while at work due to drug and/or
alcohol misuse.

e Abnormal conduct or erratic behavior while at work or a significant deterioration in work
performance.
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o Areliable and credible report of drug and/or alcohol misuse while at work.

e Evidence of an employee tampering with any drug and/or alcohol test.

e Evidence that an employee has manufactured, sold, distributed, solicited, possessed,
used, or transferred drugs and/or alcohol while on duty, on City premises, or while
operating a City vehicle, machinery, or equipment.

Employees who are reasonably suspected of being impaired by or under the influence of a
controlled substance and/or alcohol (that is, having a controlled substance and/or alcohol
present in the body) will be suspended from their job duties pending an investigation and
verification of their condition. If drug-testing facilities are not available, the employee will be
ordered to immediately discontinue all work activities and leave the City’s premises.
Employees will not be permitted to drive a motor vehicle after they have been suspended. The
supervisor or another City staff member must transport the employee to the testing site and,
when possible, notify the site in advance.

3. Post-Accident Testing

The City shall test employees for drugs and/or alcohol following a work-related accident when
one or more of the following conditions are present:

1. The employee received a citation and either
a. Bodily injury occurred to a person who, as a result of the injury, required
immediate medical treatment away from the scene of the accident, OR
b. Avehicle was towed from the scene irrespective of the value of the damage to
the vehicle.
2. Afatality occurred.

If none of the above conditions are present, an employee involved in an accident may
voluntarily submit to drug and/or alcohol testing at the City’s expense.

Post-accident testing will be conducted as soon as practicable. An employee subject to post-
accident testing must remain readily accessible for testing. Necessary medical attention will
not be delayed or denied to an employee while awaiting post-accident drug and/or alcohol
testing. However, any employee who does not remain available for testing, including failing to
inform their supervisor of their location or leaving the scene without proper authorization, will
be deemed to have refused testing. Employees shall not consume any alcohol for eight (8)
hours following an accident or until post-accident testing has been completed.

Supervisors must document the circumstances and observations surrounding the incident.
Documentation must be completed within 24 hours of the incident or prior to the release of test
results. The signed report will be forwarded through the chain of command to the department
director and to the human resources director.

The results of a urine test for the use of drugs or a breath test for the use of alcohol conducted
by federal, state or local officials having independent authority for the tests, shall be considered
to meet the requirements of this section, provided such tests conform to applicable federal,
state or local requirements and that the results of the tests are obtained by the City.
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4. Random Testing

Employees are selected for random drug and alcohol testing through a scientifically valid,
computer-generated method that provides all eligible employees with an equal chance of
selection. Random tests are unannounced and conducted throughout the year. Testing rates
will meet or exceed the minimum annual percentage rates established by the DOT.

Upon notification that an employee has been selected for testing, Human Resources will notify
the employee’s supervisor and the collection site. The employee will be instructed to proceed
immediately to the collection site and must be prepared to present their valid CDL.

Employees selected for random drug testing will be informed as soon as possible after the
employee’s director receives notification. Employees selected for random alcohol testing will
be informed of their selection for a random alcohol test just before, during or just after
performing a safety sensitive function.

The City will document any instance in which an employee was selected but not informed.

5. Return-To-Work and Follow-Up Testing

Any employee who violates this policy regarding drug and/or alcohol misuse and is permitted to
return to employment with the City will do so subject to conditions set by the City. These
conditions include, but are not limited to, compliance with the following return-to-duty and
follow-up testing requirements:

e The employee must complete any counseling or treatment recommended by the
Substance Abuse Professional (SAP), including providing documentation of successful
completion when required.

e Priorto returning to duty, the employee must submit to a drug and/or alcohol test,
consistent with testing requirements for applicants or new employees, and must
receive a verified negative return-to-duty drug and/or alcohol test result.

e After returning to duty, the employee will be subject to an unannounced follow-up drug
and/or alcohol testing. The number, type, and frequency of follow-up tests will be
determined by the SAP. Unless otherwise recommended, follow-up testing will include
a minimum of six (6) unannounced tests for drugs and/or alcohol within the 12 months
following the employee’s return to work; and

e The employee’s director, in consultation with the SAP, can terminate the follow-up
testing requirement after the successful completion of the first six (6) tests.
Alternatively, the director can require continued follow-up testing for up to sixty (60)
months from the date of the employee’s return to duty if recommended by the SAP.

Testing Procedures

Upon arrival at the collection site, the employee or prospective employee must present the
required identification. The behaviors listed below constitute a refusal to submit to drug and/or
alcohol testing.

e Failure to sign the consent form or other required documents.

e Failure to cooperate fully in any mandatory aspect of the testing procedure.
e Tampering with, adulterating, or attempting to adulterate the specimen.

e Interfering with the collection procedure.

e Failing to immediately report to the collection site.
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o Failing to remain at the collection site until the collection process is complete.
e Receiving a test result reported by a Medical Review Officer (MRO) as adulterated or
substituted.

A refusal will be treated as a positive test result and will subject the employee to disciplinary action,
up to and including termination. Prospective employees who refuse to test will be ineligible for City
employment and removed from all recruitment processes and eligibility lists.

If an employee’s or prospective employee’s drug test result reflects an integrity flaw, such as an
“out of temperature specimen” or an “inconclusive result”, and the MRO determines there is no
indication of intentional tampering of the specimen, the individual will be scheduled for a second
drug test. If the second drug test also presents an integrity flaw without a valid medical explanation,
the result will be treated as a positive test. Employees will be subject to disciplinary action, up to
and including termination. Prospective employees who refuse to test will be ineligible for City
employment and removed from all recruitment processes and eligibility lists.

If the drug test result is reported as a negative dilute, the City will require an additional drug test. If
the second drug test is also a negative dilute, it will be considered a negative result. If the drug test
result is a positive dilute, it will be considered a positive test. Employees will be subject to
disciplinary action, up to and including termination. Prospective employees who refuse to test will
be ineligible for City employment and removed from all recruitment processes and eligibility lists.

Alcohol Testing Procedure

Unless otherwise specified in the preceding sections, an alcohol test must be administered within
two (2) hours and no later than eight (8) hours following the event. If the alcohol test is not given
within two (2) hours, the reasons for the delay must be documented. If the alcohol test is not given
within eight (8) hours, attempts to test must stop and the reason for not testing must be
documented within 24 hours. The signed report will be forwarded through the chain of command to
the department director and to the human resources director.

Alcohol testing will be performed using breath samples. Alcohol breath testing will be conducted by
a Breath Alcohol Technician (BAT) using an evidential breath testing (EBT) device approved by the
NHTSA (National Highway Traffic Safety Administration).

Employees who fail to produce a sufficient amount of breath to properly administer a breath
alcohol test shall be referred to a Medical Review Officer. The doctor will review the employee’s
pulmonary health and provide the City with a written report concerning the employee’s ability to
produce an adequate amount of breath for testing. Failure to provide an adequate amount of breath
will be regarded as a refusal to submit to testing, unless the doctor determines that a medical
condition caused the failure to provide adequate breath.

If a breath test for alcoholindicates a concentration of 0.02 or greater, a second verification test will
be conducted. The DOT regulations do not provide for further challenge of breath alcohol testing

results.

Alcohol Testing
Breath alcohol test results will be handled as follows:
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o Alcohol concentration less than 0.02: The employee is not considered to have violated the
alcohol provisions of this policy. The suspension will be with pay pending the investigation
and results of any accompanying drug test.

e Alcohol concentration of 0.02 - 0.039: The employee will be removed from duty for at least
24 hours. The suspension will be with pay pending the investigation and results of any
accompanying drug test.

Alternatively, the employee may be assigned to non-safety-sensitive duties with approval of
the department director. The employee may return to safety-sensitive duty at their next
scheduled shift after completion of the following:
o Atleast 24 hours have elapsed from the alcohol concentration test that indicated an
alcohol concentration of at least 0.02
o The employee has taken another alcohol concentration test that indicates an
alcohol concentration of less than 0.02.

e Alcohol concentration of 0.04 or greater: The employee will be suspended without pay
pending the investigation and results of any accompanying drug test, referred to the EAP for
evaluation by a Substance Abuse Professional (SAP), and the results will be reported to the
FMSCA Clearinghouse.

Drug Testing Procedure

Unless otherwise specified in the preceding sections, a drug test must be administered within eight
(8) hours following the event or before the end of the employee’s shift, whichever comes first, and
no later than twenty-four (24) hours following the event. If the drug test is not given within eight (8)
hours or before the end of the employee’s shift, the reasons for the delay must be documented. If
the drug test is not given within twenty-four (24) hours, attempts to test must stop and the reason
for not testing must be documented within twenty-four (24) hours. The signed report will be
forwarded through the chain of command to the department director and to the human resources
director.

Collection site staff will obtain a urine sample from the employee. The sample will be splitinto a
primary sample and a secondary sample, both of which will be sent to the designated laboratory
where the primary sample will be analyzed, and the secondary sample held in reserve in the event
of a challenge testing.

Employees who cannot provide an adequate amount of urine will receive instructions for drinking
water and repeating the test. The drug test will be stopped when the employee fails twice to provide
an adequate amount of urine. A doctor may analyze the employee’s inability to provide adequate
urine. Failure to provide adequate urine will be regarded as a refusal to submit to testing, unless the
doctor determines a medical condition caused the failure to provide adequate urine.

The laboratory will conduct a screening test for the DOT regulated drugs. If the screening test shows
evidence of any of these substances, a confirmation test will be conducted, but only for the
substances that were indicated by the screening test.

If the confirming test indicates the presence of any of the five (5) regulated drugs, the laboratory will
report the results to the Medical Review Officer (MRO). The MRO will contact the employee by
telephone to determine whether there is a legitimate medical explanation for the positive result. If
so, the MRO will report a negative test result to the City. If the MRO determines that the test is
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positive, it will be reported to the designated City contact as such, and the employee will be
removed from duty, referred to the EAP for evaluation by a Substance Abuse Professional (SAP), and
the result reported to the Clearinghouse.

Upon receiving notice of a positive drug test result, the employee may exercise the option of having
the secondary sample tested by another certified laboratory within 72 hours. If the results of the
test of the secondary sample are negative, it will be recorded as such, and the City will pay for the
test. If the test is positive, the results will be treated the same as a positive result on the original
test, and the employee will pay for the test.

Drug Testing
Drug test results will be handled as follows:

e Medical Review Officer (MRO)-verified negative test: The employee is not considered to
have violated the drug provisions of this policy. The suspension will be with pay pending the
investigation and results of any accompanying alcohol test.

o Medical Review Officer (MRO)-verified positive test: The employee will be suspended
without pay pending the investigation and results of any accompanying alcohol test,
referred to the EAP for evaluation, and the results will be reported to the Clearinghouse.

Consequences of Positive Tests

1. Pay Status

Upon being relieved from duty and pending evaluation by the SAP, the employee shall be
permitted to use compensatory or vacation time, or leave without pay, if paid leave is
unavailable. If the SAP determines that the positive test was associated with chemical
dependency, upon the employee's request and with appropriate documentation, the employee
may be placed on Family Medical Leave, if eligible.

2. SAP Recommendation

If the SAP determines that no treatment or follow-up testing is required, the employee may
return to duty if at least 24 hours have elapsed since testing and if a return to duty test indicates
the absence of drugs and an alcohol concentration of less than 0.02.

If the SAP recommends treatment, the employee must agree to undergo treatment and must
successfully complete the treatment program as a condition of continued employment with the
City. Under some circumstances, treatment programs are covered by the City’s health
insurance plan. Failure to undergo or successfully complete the treatment program will result in
termination. The SAP will determine whether the employee can return to work while undergoing
treatment.

3. Discipline

In the case of a positive drug and/or alcohol test, the employee will not ordinarily be subject to
disciplinary action for the first occurrence, provided that they cooperate fully in all aspects of
the testing, evaluation and treatment procedures, and successfully complete any required
treatment program. Discipline, however, will be imposed for prohibited acts on the job, such as
drug or alcohol use, possession, or sale.

In the case of a second or subsequent positive drug test and/or alcohol test with an alcohol
concentration of .02 or greater, the employee will be subject to discharge.
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8.9 Worker’s Compensation

Injuries or illnesses arising out of and in the course of employment must be reported immediately
or as soon as practical, but within 24 hours after its occurrence. Employees must report an injury or
illness by completing a Report of Injury or Illness form and submitting it to their supervisor. A delay
in reporting may result in the denial of the claim. If an injury or illness is minor, first aid may be
rendered on-site with no follow up needed by a physician.

The state of lowa provides that the City has the right to determine who will provide medical care
that is reasonably suited to treat an employee’s injury or illness. The City has selected a medical
care provider that specializes in work-related injuries and illnesses. This medical provider is to be
contacted for all work-related injuries or illnesses needing medical care during normal business
hours, Monday through Thursday, 7:00 A.M. - 4:00 P.M.; Friday 7:00 A.M. - 12:00 P.M. If a work-
related injury occurs during off hours, the employee should contact the nearest emergency room or
walk-in clinic for treatment, not the employee’s personal physician.

If a significant Bloodborne Pathogen exposure occurs during off hours, the employee should
contact the nearest emergency room. For additional Information regarding Bloodborne Pathogen
Exposures, please refer to Chapter 3 of the Safety Program Manual.

Information and assistance regarding coverage, claims or administration under Workers’
Compensation is available from human resources for the following:

o Workers’ Comp — Report of Injury or Illness and Authorization Form
o Workers' Comp Information Pamphlet
o MercyOne Occupational Health Clinic Locations

Workers Compensation leave will run concurrently with leave under the FMLA, if applicable.
Employees must request FMLA leave with the City’s FMLA administrator, Charles Taylor. Please
refer to the Family and Medical Leave Policy for further guidance.

8.10 Return-To-Work Policy

The City strives to assist employees to return to work at the earliest possible date following an injury
or illness. A return-to-work program has several benefits for both the employer and employees by
minimizing time lost from work.

This policy is not intended to supersede or modify the procedures applicable to employees eligible
for reasonable accommodation under the Americans with Disabilities Act (ADA) or leave benefits
under the Family and Medical Leave Act (FMLA). Inquiries about the ADA or FMLA should be
directed to the human resource department (HR).

Eligibility

The policy applies to regular full- and part-time employees who become temporarily unable to
perform their regular job duties due to a compensable work-related or non-work-related injury or
illness.
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Transitional Work / Light Duty Work

The City defines “transitional work” or “light duty work” as temporary, modified work assignments
within the worker's physical abilities, knowledge and skills. These assignments may be in the form
of changed duties within the scope of the employee’s current position; other available jobs for
which the employee qualifies, outside of the scope of their current position; or an altered schedule
of work hours.

When possible, transitional positions will be made available to injured workers to minimize or
eliminate time lost from work. The City cannot guarantee a transitional position and is under no
obligation to offer, create or encumber any specific position for purposes of offering placement to
such a position.

In the event an employee refuses transitional work (outside the employee’s FMLA benefits period)
and the employee satisfies the restrictions and ability to perform the transitional position, the City
is not obligated to provide an alternative position. In such cases, for workers compensation claims,
the City will notify the insurance carrier of the employee’s refusal of the transitional work which can
result in the employee needing to use their own benefit time.

Procedures

To obtain a transitional assignment, the employee must submit a return-to-work release form to
their supervisor. The employee cannot return to work without the release of their health care
provider.

The supervisor and department director will review the modified duties listed on the return-to-work
release form and determine a transitional position for the employee if appropriate and transitional
work falls within business needs.

Transitional positions are developed based on the physical capability of the employee, the business
needs of the company and the availability of transitional work. The City will determine appropriate
work hours, shifts, duration and locations of all work assignments. The City reserves the right to
determine the availability, appropriateness and continuation of all transitional work assignments.

Itis the responsibility of the employee to provide their supervisor and Human Resources with a
current telephone number and address, so the employee may be contacted. The employee must
notify their supervisor and HR immediately of any and all changes in medical conditions related to
this policy.

Itis the responsibility of the employee and the employee’s supervisor to notify Human Resources
immediately of any work-related injuries, if the employee misses time from transitional work or of
any changes to transitional work assignments. Human Resources will communicate with the
insurance carrier or health care provider as necessary.

Job Offer

Any employee returning to a transitional position must not exceed the duties of the position or go
beyond the restrictions indicated by the health care provider. If any medical restrictions change, the
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employee must immediately notify their supervisor and provide the supervisor with a copy of the
new medical release.

Supervisors will monitor work performance to ensure the employee does not exceed the
requirements set by the health care provider.

An employee will need to provide a release from the health care provider to return to full duty.
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Travel and Expenses

9.1 Definitions and Disclaimers

This section provides clear definitions and guidelines to ensure consistent understanding and
application of the City’s Travel and Business Expenses policies.

Policy Adherence

Compliance with the Travel and Business Expenses Policy is mandatory. Non-compliance may
result in disciplinary actions, up to and including termination or employment.

Key Definitions

e Business Expenses: Costs incurred to perform duties that benefit the City. Refer to Section
9.2 for details.

o Non-Overnight Travel: Travel for City-related meetings or conferences that do not require
overnight lodging. See Section 9.4.

e Overnight Travel: Travel for City-related meetings or conferences that include overnight
lodging. Refer to Section 9.3

e Normal Work Hours: Defined as 8:00 a.m. to 5:00 p.m., Monday through Friday, including
weekends. Employees working alternative schedules should align this timeframe during
City travel for consistency in compensation.

e Per Diem: Afixed daily allowance for meals and incidental expenses during overnight travel,
following rates established by the General Services Administration (GSA). Current rates are
available at GSA Per Diem Rates.

e P-Card (Procurement Card): A City-issued credit card for authorized business-related
purchases. For detailed usage policies, consult the Procurement Card Policy.

9.2 Business Expenses

This section outlines the procedures for incurring, documenting, and reimbursing business-related
expenses incurred by City employees.

General Guidelines

o Business Expenses are costs incurred to perform duties that benefit the City.
e Authorization: Formal pre-approval is not required; however, departmental policies may
impose additional requirements.
e Payment Methods:
o P-Card (Procurement Card): Preferred method for authorized purchases. See the
Procurement Card Policy for details.
o Personal Funds: Employees may use personal funds and seek reimbursement by
submitting a Business Expense Reimbursement Form with all receipts within 30
days of the expense.
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Business Meals

o Definition: Meals purchased while meeting with a business associate during a meal period
with the purpose of conducting official City business. Meal periods may be used when
otherwise meeting during other hours is not practical or possible.

e Guidelines:

o Use sound judgement and fiscal responsibility.
o Reimbursement is allowed for actual meal expense and sales taxes incurred,
excluding alcoholic beverages.
o Tips are reimbursable up to 20% of the meal expense cost.
An itemized receipt must be submitted, noting:
= Date of the meal
= Name and business affiliation of all attendees
= Nature of business conducted

e Missing Receipts: Complete and submit a Receipt Replacement Form for each purchase
lacking a valid receipt.

o Note: Employees should not use their budgets to entertain or pay for meals of other City
employees unless approved in advance by the city manager.

Meeting Expenses

City funds should not be used to purchase food for internal meetings or training activities unless
the event falls under one of the following categories:

e City sponsored activities, events, or programs where food is part of the event

e Employee or staff meetings conducted over a meal period because scheduling the meeting
during other hours is not practical or possible

e Employee and volunteer recognition events

e Jobrecruitment events

e Formal/posted meetings involving elected or appointed officials scheduled during a meal
period

e Events forthe public as part of a scheduled city program

e Quarterly employee recognition events

The city manager may approve expenditures for other food purchases as deemed appropriate. The
qualifying event should be noted on the food/drink receipt and Business Expense Reimbursement
Form.

Other Business Expenses

o Employee Recognition: Expenses are only allowable for established recognition programs.
Gifts are not allowed. Refer to Section 7.8 Employee Recognition.

e Greeting Cards: The purchase of greeting cards (e.g., sympathy, get well, birthday, holiday)
is not an allowable City expense.

Payment Options for Business Expenses

The following are options for paying Business Expenses.
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P-Card: Employees issued a P-Card are encouraged to use it for all expenses such as
conference registration fees, business meals and other allowable expenses.
o Ifan employee does not have a P-card, a department representative with a P-Card,
may handle the payments of behalf of the employee
o Otherwise, cardholders should generally not give their P-Card or card number to
another individual for business use.
Personal Funds: Retain and submit receipts along with the Business Expense
Reimbursement Form for reimbursement within 30 days of the event. Reimbursement will
be paid through the regular Accounts Payable process.
Prepay: If the employee does not have a P-Card, prepaid expenses may be paid directly to
the vendor through the regular Accounts Payable process.

9.3 Overnight Travel

This travel is for City-related meetings, training programs, or conferences that incur multiple
expenses and include lodging accommodations for an overnight stay.

Authorization

Overnight Travel Purchase Order: Must be completed and approved by the department
director, finance director, and city manager prior to incurring any non-refundable expenses
related to the travel event, including but not limited to conference/training registrations and
lodging accommodations.

Documentation: A copy of the conference brochure or similar documentation of program
content and agenda, as well as reasonable quotes for airfare and lodging, must be
attached to the Overnight Travel Purchase Order.

Advance Planning: Approval should be requested far enough in advance to allow payment
through the City’s regular Accounts Payable process or, when feasible, using a P-Card.
Every effort should be made to receive early registration discounts when available.

Lodging

Booking: Lodging accommodations may be made only after the travel has been fully
approved.

Expense Limits: Lodging expenses are limited to the standard room rate for single
occupancy for the minimum number of nights required to attend the function. Efforts
should be made to secure lodging at a reasonable cost by requesting government or
corporate rates where available. Staying at a more expensive “on-site” or “resort” hotel is
allowed only if the cost is documented as reasonably priced compared to alternatives.
Shared Accommodations: If multiple co-workers are authorized to travel and share
accommodations, the lodging should be appropriate to the number of employees. One
employee, generally higher in the City’s organizational structure, should submit the entire
lodging expense, noting the employees covered.

Personal Stays: Stays prior to or beyond that required for the function are the personal
responsibility of the employee. Any difference between the single occupancy standard
room rate and actual room charges is also the personal responsibility of the employee.
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Receipts: Required for all lodging expenses. No Receipt Replacement Forms will be
accepted. If the original is lost, it is the employee’s responsibility to request a duplicate
from the lodging establishment.

Meals and Incidentals

Per Diem: Meal costs incurred during overnight travel will be reimbursed on a per diem
basis using the IRS maximum meal allowance rate published at GSA Per Diem Rates. Meals
on the first and last day of travel will be reimbursed at 75% of the per diem rate.

P-Card Usage: Use of P-Cards for meals and incidentals during overnight travel is
prohibited since these expenses are covered by the per diem.

Reporting: These charges must be reported using the Post Travel Expense Report Form.

Payment Options

Prepay: Prepaid expenses such as lodging and conference registrations may be paid
directly to the vendor through the City’s regular Accounts Payable process by submitting
invoices to your department Executive Assistant.

P-Card: Employees issued a City P-Card are encouraged to use it for all expenses except
meals. If an employee does not have a P-Card, a department representative with a P-Card
may manage payment on behalf of the employee after the travel Purchase Order has been
fully approved. Cardholders should not give their P-Card or card number to another
individual for business use.

Personal Funds: Employees may use personal funds and seek reimbursement by
submitting the Post Travel Expense Report Form with all receipts within 30 days of the event.
Reimbursement will be processed through the Accounts Payable process.

Expense Advances - A per diem advance may be obtained once the travel has been
approved by the department director. The amount requested should be a minimum of $50
but cannot exceed the amount budgeted for the trip, less any costs that have been prepaid
by the City. Per Diem advances must be approved by the department director and
submitted at least three weeks in advance to allow processing through the regular Accounts
Payable process. Any advances must be fully documented on the Post Travel Expense
Report Form.

Special Travel Situations

Companions/Family: Expenses for companions or family members are strictly non-
reimbursable.

Combining Personal and Business: When completing the Post Travel Expense Form,
personal and business expenses must be distinct and separate; only business-related costs
are reimbursable.

Extended Stays for Cost Savings: Permitted if total documented savings (such as lower
airfare) exceed the additional costs incurred by extending the stay.

Ground Transportation vs. Air Travel: Ground transportation expenses are reimbursable
up to the equivalent of the lowest available airfare cost; the employee must document
airfare prices.
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Transportation Guidelines

City vehicles: The preferred method is to make reservations through the appropriate
department. City vehicles are encouraged for travel versus a personal vehicle, when
possible and practical.

Personal vehicles: Mileage will be reimbursed at IRS standard rate; employees must
maintain sufficient insurance.

Rental vehicle: Allowed only if economically beneficial; decline all optionalinsurance
coverages. Need for rental vehicle should be documented satisfactorily with the Purchase
Order.

Air travel: Select the lowest reasonable coach-style fare; one checked bag is reimbursable.
Pre-approval by the city manager is required for seat upgrades or special accommodations.
Parking, Tolls, Ride-Share Services, and Taxis: When parking, select the lowest
reasonable option. Receipts required for expenses

Accident Reporting: Immediately notify local authorities, your supervisor, and the Finance
Department at (515) 222-3600.

Wage and Travel Time (Non-Exempt Employees)

Regular Work Hours (8:00 am - 5:00 pm): All travel time during these hours is
compensable.

Outside Normal Work Hours: Compensable only if the employee is driving; passenger
travel is typically not compensable.

Reporting Travel Time: Employees must accurately track and report travel time on their
time timesheets, rounded to the nearest quarter hour.

Per Diem During Overnight Travel

Eligibility: Per diem is paid for overnight travel when the travel event includes an overnight
stay.

Rates: The City of West Des Moines follows the rates set forth by the General Services
Administration. Rates are found at: GSA Per Diem Rates.

Annual Travel Limitations

Volume: Each employee is limited to attending no more than one out-of-state travel event
per fiscal year, regardless of the purpose or funding source. Any exceptions to this limit
must receive prior approval from the city manager and will only be granted under
exceptional circumstances.

Attendance Cap for Single Events: Attendance at the same out-of-state event is limited to
two participants per event. Departments must coordinate internally to ensure this guideline
is adhered to and prioritize attendance based on organizational needs. Exceptions: Any
exception to this limit must receive prior approval from the city manager and will only be
granted under exceptional circumstances.

Compliance and Tracking: Each department is responsible for monitoring and ensuring
compliance with this directive. Departments are expected to maintain accurate records of
approved out-of-state travel and report any exceptions granted by the city manager.
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9.4 Non-Overnight Travel

This policy outlines travel for City-related meetings, training programs, or conferences that incur
multiple expenses but do not include lodging accommodations.

Authorization: Formal approval through a Purchase Order is not required for non-overnight travel;
however, department policies may impose additional requirements.

Expense Reporting

e Post Travel Expense Report Form: Employees must complete this form, documenting all
related expenses, including those paid prior to the event (e.g. conference registrations).

o Receipts: All receipts must be retained and submitted with the Post Travel Expense Report
Form.

o Missing Receipts: If a receipt is missing, a Receipt Replacement Form must be completed
and submitted for each purchase lacking a valid receipt.

Payment Methods

e P-Card (Procurement Card): Preferred method for authorized purchases. Retain all
receipts and submit during the regular P-Card allocation process.

e Personal Funds: Employees may use personal funds and seek reimbursement by
submitting the Post Travel Expense Report Form with all receipts to their department
Executive Assistant within 30 days of the event.
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