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CITY OF IOLA

PERSONNEL POLICY HANDBOOK

Purpose Statement

Policies, rules and regulations in the Personnel Policy Handbook are adopted by the City Council
through Resolution and are administered by the City Administrator.

The purpose of this Handbook is to accurately communicate the rules and regulations governing
City organization, including employee benefits, general policies/procedures for addressing
common personnel matters and basic expectations the City has for our employees.

The Handbook or any part thereof may be amended, changed, altered or abandoned at any time
by an act of the City Council. This Handbook does not constitute a contract of employment.
It is intended only to provide current information about personnel policies and regulations so
employees might gain a basic understanding and interpretation of those policies and regulations.

To clarify or check the current status of any part of this Handbook, please ask your Department
Manager or Human Resources Manager.

This Handbook is a complete rewrite of the Handbook first adopted January 1995 and revised in
1998, 2000, 2002, 2009 and 2011.
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RECRUITMENT AND SELECTION

General Policy

It is the City's policy and goal to fill vacancies with the most qualified applicants available solely
on the basis of knowledge, skills and abilities. The City Administrator, Human Resource
Manager and Department Managers will follow these employment procedures when recruiting
employees.

Job Description

Department Managers anticipating a job vacancy will be responsible for ensuring that an
accurate job description exists for the position and that the City has all the applicable information
that might be needed to locate and screen qualified applicants. Department Managers will
periodically review all job descriptions to ensure they are kept up to date.

Equal Employment Opportunity

All employees of the City and all applicants are guaranteed an equal employment opportunity.
This means the City will not discriminate against employees or applicants based on race, color,
religion, gender, age, marital status, national origin, sexual preference, veteran's status or
disability. The City will make reasonable accommodations for job applicants and employees
with disabilities. All recruitment, selection, placement, promotion, transfer and other personnel
decisions will be solely based on merit, qualifications and abilities of candidates. The City’s
work environment shall be free of unlawful discrimination or harassment. All applications shall
be on an approved City application form. Each applicant will be encouraged to fill out a
protected status questionnaire for purposes of compiling information on applicants belonging to
minority and protected classes.

Advertisement of Job Openings

Notice of job openings may be posted internally, published in newspapers, professional journals
and advertised through school and college placement services for a period of at least 5 days. A
copy of the job description will accompany each internal announcement and will be given to
each external applicant. Hiring procedures for internal candidates will be the same as those
designed for external candidates with eligibility for employment or transfer according to the
established probation period outlined on page 2 of this Handbook. Copies of all job openings
will be sent to appropriate locations to assist in recruiting applicants from minority groups.

Qualifications for Employment

All applicants are required to complete the City’s application form and may submit a resume
when permitted. In determining qualifications for employment or promotion the following
factors will be considered: education, experience, attendance, special aptitudes, special training,
demonstrated abilities, physical and mental ability to accomplish essential functions of the
position, knowledge, skills, attitude, and other qualifications that are necessary for performance
of the duties of the position. Written examinations, interviews, background investigation,
polygraphs, tests and other appropriate assessment methods may be used as screening devices in
the selection process.
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Drug-Free Work Place

It is the policy of the City not to hire persons who use illegal drugs or controlled substances.
Prior to employment, the City will contract with a qualified laboratory to conduct screening tests
for selected applicants. If test results detect traces of illegal drugs or controlled substances in an
applicant’s system, the applicant will not be eligible for employment with the City. If an
applicant should refuse to submit to testing, they will not be eligible for employment.

Anti-Nepotism Policy

In order to avoid favoritism or the appearance of favoritism based on family relationships, no one
shall be employed in a department where their Supervisor is a member of their immediate family.
For purposes of the Anti-Nepotism policy only, the definition of immediate family is the
employee's father, mother, spouse, child, sibling, grandparent and grandchild.

Selection/Rejection of Applications
Applicants may be disqualified for the position applied for when:
e They do not meet the minimum qualifications for the vacant position.
e Any section of the application form is not fully completed.
e Conviction of a felony crime indicates a relationship to duties of the position or the
City.
e Previous City employment was terminated and status is “not recommended for
rehire.”
e Qualifications are misrepresented on their resume, application or during an interview.
e Verification of previous employment indicates poor employment review.
e Pre-employment drug/alcohol test confirms use of illegal drugs/controlled substances.

Personnel Action Authority

The City Administrator and City Council have authority for approving all personnel
recommendations including hiring, transfer, promotion, demotion and dismissal. The selection
of any person who will serve in a position with the City begins with completion of a Personnel
Action Form (PAF) by the Department Manager making the request. All requested personnel
recommendations become official only after approval by the City Administrator and City
Council.

Position Assignment

Being hired for a particular position does not relieve an employee from the obligation to serve in
other positions on a temporary or permanent basis should the need arise. Each employee’s
interests, as well as his or her knowledge, skills, and abilities will be considered in job
placement.

Probation Period

The Probation Period is regarded as a continuation of the selection process. A supervisor uses
this period to closely observe the employee's work and help a newly hired, transferred or
promoted employee adjust to the position. Supervisors will document the progress of the
employee in order to accurately evaluate their ability to be successful in the position. At all
times during an individual’s period of employment, the City has the right and duty to discontinue
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the employment relationship when an employee’s performance or potential is not satisfactory.
An employee, who is newly hired or rehired to a regular full-time position, is required to
successfully complete a probation period of 6 months. Police and Fire Department employees
newly hired or rehired are required to successfully complete a probation period of 12 months.
The probation period begins immediately upon assignment to any full-time position. The
training period may be extended if deemed necessary by the Department Manager.
Documentation supporting this decision must be provided by the Department Manager with
review and approval by the City Administrator. Time spent in an “acting” capacity prior to
formal approval of a permanent position with the same classification and department is not
considered part of the probation period. Newly hired or rehired employees who are promoted or
transferred to a new position must have an initial evaluation performed on their 6 month date
from hire or rehire and 12 month date from hire or rehire for Police and Fire employees. These
employees must also be revaluated after 6 months from their promotion date. Evaluations do not
constitute a raise in pay.

An employee’s status is considered probationary according to the terms noted above and remains
so until an evaluation meeting is conducted by the employee's supervisor. After the probation
period is completed, the employee’s status will either be changed to regular full-time, the
training period will be extended or the employment relationship will be discontinued.
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CLASSIFICATION PLAN

General Policy & Procedure

The City Administrator recommends all necessary offices, departments and positions to the City
Council annually as a part of the recommended budget, except for the following appointed
positions: City Clerk, City Treasurer, Police Chief, Fire Chief, City Attorney and Municipal
Judge. The Council reviews and approves any recommendations that are required to administer
and carry out the affairs of the City. The current classification and pay plan is on file and
available for review in Human Resources. With the approval of City Council, the City
Administrator may revise the plan as changing conditions require.

Position Classifications
All employees and employment positions are given one of the following classifications:

e Reqular full-time - These employees are scheduled to work 40 hours per week on a
regular basis with exception of the Fire and Police Departments. Regular full-time
employees are subject to all of the rules and regulations and are entitled to all applicable
benefits described in this Handbook. Full-time employees require City Council approval
prior to beginning work.

e Reqgular part-time - These employees are scheduled to work less than 40 hours but at
least 20 hours per week on a regular basis. Regular part-time employees are subject to all
of the City’s rules and regulations and are entitled to one-half of all applicable benefits.
In accordance with The Patient Protection and Affordable Care Act, a full-time
employee, means an employee who, with respect to any month, works on an average of
30 hours per week; meaning this employee may be eligible for health insurance. These
employees do not require City Council approval prior to beginning work.

e Temporary/Seasonal - These employees are hired for a defined period of 150 days or
less, regardless of the number of hours worked and includes those who are scheduled to
work less than twenty hours per week, regardless of the length of employment.
Temporary employees are subject to all of the rules and regulations and are not entitled to
any benefits except worker's compensation. These employees do not require City Council
approval prior to beginning work.

e Contract - These are persons hired to accomplish work for the City on a contract basis
who do not have "employee"” status. Contract employees are governed by the terms of
their contract and not by the rules and regulations outlined in this Handbook (unless
specifically incorporated into their contract). These employees require City Council
approval prior to beginning work.
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JOB DESCRIPTION

General Policy and Procedure

With assistance from the City Administrator, Department Managers will prepare and maintain a
job description for each approved position within their department. Job descriptions will include
position title, essential duties, desirable knowledge, skills, abilities, working environment,
special requirements, suggested training, experience, desired education and other related
information. Job descriptions are not restrictive. The intent of job descriptions is to provide a
general indication of the kind of activities performed by employees in that position. Department
Managers will review all job descriptions and update as necessary.

Classification of Positions

The City of lola Pay Plan Classification provides an inventory of all positions in the
organization. Every position has been classified in a pay grade according to job worth based on
measurable criteria. Some positions that are similar in duties, responsibilities and qualifications
are given the same pay grade classification. No City employee will be given a position title or
paid a wage which is not established and recognized in the City of lola Pay Plan Classification.

New Positions & Classifications

When a new position is created or responsibilities and function of a current position are changed
so that the current classification/job description is inappropriate, the Department Manager may
seek approval from Human Resources to reassign the position to a more appropriate
classification. If an appropriate job description does not exist, the Department Manager will
prepare and submit a new job description and position title to Human Resources. After
determining an appropriate pay grade, Human Resources will forward the requested change to
the City Administrator for Council approval.

Maintenance of the Pay Plan Classification

When a vacancy occurs and there appears to be a need for changes in the function, duties or
responsibilities of a position, the Department Manager will review the job description of that
position. If a department is reorganized, the Department Manager will prepare and submit
preliminary job descriptions for all affected employees to Human Resources for review.

Before a new position is established and before the recruiting and screening process can begin, a
formal job description must be written by the Department Manager, reviewed and graded by
Human Resources, approved by the City Administrator and Council and incorporated into the
existing Pay Plan Classification. This approval must also be obtained to abolish a classification
and remove it from the Pay Plan Classification.
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PAY PLAN

General Policy

It is the responsibility of the City Administrator to ensure a fair, competitive and equitable Pay
Plan and to submit recommendations to the City Council when changes are necessary. The Pay
Plan shall reflect an equitable relationship among the job classifications based upon a review of
prevailing rates for comparable work in peer City organizations, local private and public wage
rates, current cost of living, responsibilities of the position and the policies of the City. When the
City Council approves changes to improve the City’s Pay Plan and those changes are
implemented, it is the responsibility of Human Resources to ensure the Pay Plan is maintained.

Through adoption of this Personnel Handbook by the City Council, the City of lola Pay Plan has
been formally approved and will be utilized as a guide for establishing starting wages when
hiring future employees and a means to more accurately budget personnel costs. All employees
should be paid within the established ranges. With the approval of the City Administrator, an
employee may be allowed to remain at their current wage if the maximum of their pay grade is
reduced to a rate lower than their current wage.

Fair Labor Standards Act (FLSA)

The Fair Labor Standards Act (FLSA) defines 3 classes of employees in city municipalities.
Certain regulations that address working hours and overtime pay apply to the following classes:
e Non-covered: elected officials, appointed officials and volunteers.

e Exempt: professional, administrative, executive (salaried) and seasonal employees.

e Non-exempt: all other employees (hourly).

FLSA does not require overtime to be paid to employees in positions with Exempt status. These
include, but are not necessarily limited to the following administrative positions: City
Administrator, Department Managers and Superintendents, City Clerk, Purchasing Agent, Fire
Chief, Police Chief, Code Enforcement Officer and Assistant Recreation Director. Non-exempt
employees are entitled to overtime pay for all hours worked above the number of hours in their
regularly scheduled work period. Overtime pay must not be less than 1.5 times the employee’s
regular rate of pay.

New Employees

Starting rates for new employees will be set at the minimum or between the minimum and
midpoint of the pay grade for the classification. Employees can only be hired above the
midpoint when their qualifications justify a clear benefit to the City if an exception is made. A
request to hire employees above the midpoint must include justifying documentation by the
Department Manager that proves an exception would benefit the City and requires the approval
of the City Administrator and City Council.

Performance Evaluations

Performance evaluations are designed to assess the progress and work performance of all
employees and communicate positive and negative criticism, what areas need attention and a
plan for improvement in those areas. The purpose of these evaluations is to determine whether
the employee should be retained in the position, if the probation period should be extended or

6
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employment discontinued. All employees will have a 6 month probation period with a 6 month
evaluation performed. Police and Fire Department employees have a 12 month probation period
with an evaluation after their first full 6 months of employment and 12 months. After all
employees have received their initial 6 and 12 month evaluations, employees will be evaluated
annually. Employees’ annual evaluations will take place close to their original date of hire unless
they have been promoted, transferred or demoted to a new position. The date of the promotion,
transfer or demotion will become the date of the employee’s annual evaluation. If there is a
Leave of Absence within the employee’s probation period, the employee’s probation period and
evaluations will be extended to meet a full 6 or 12 month probation period/City service.
Performance evaluations do not constitute a raise in pay.

Promotions/Transfers

When an employee is promoted to a position in a higher pay grade, the employee’s rate will be
increased at least to the minimum rate for the higher classification. An employee who has been
promoted or transferred will begin a new 6 month probation period and Police and Fire
Departments will begin a new 12 month probation period. An employee who is promoted or
transferred will begin receiving their annual evaluations on their promotion or transfer date, not
their original date of hire. The employee’s original date of hire will not change with continuous
employment with the City; only the evaluation dates will change to the date of their promotion or
transfer.

Demotion

An employee may be demoted or be assigned to a position in a lower pay grade with a lower
minimum rate. The employee’s current rate may be adjusted to a rate comparable with the pay
grade for that position and equitable with other employees currently performing those duties.
When establishing the pay rate, consideration will be given to transferable skills, abilities and
qualifications compared to those required of the new position. When an employee is demoted
they will have a new 6 month probation period. Police and Fire Department employees will have
a 12 month probation period in addition to the 6 month probation period.

Merit Increases

Merit increases will be based on the performance of an employee compared to objective
departmental job performance criteria. Such criteria may include level of knowledge, skills,
ability, personal work traits, compliance with established City and Department rules and
regulations, or other expectations which are indicative of performance. Employees will be
considered for merit increases annually, following their initial full 12 months of scheduled
service and their evaluation in conjunction with either the initial date of hire, date of promotion
or date transferred or demoted to a new position. Recommended increases will be granted only
after review and approval by the City Administrator and final approval by the City Council. All
rate changes become effective on the first day of the pay period following Council approval,
unless otherwise specified.

Frequency of Merit Increases
Merit increases will be considered once per year based on the performance evaluation, transfer or
promotion. However, a Department Manager may recommend merit increases at any time for
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outstanding performance, increased skill level and job knowledge (gaining certification, etc.) or
to bring their compensation in line with relative performance of others in their work Department.

Cost of Living Adjustments (COLA)

Each December, the City Administrator will provide the Consumer Price Index (CPI) data from
the Social Security Administration based on the percentage increase in the Consumer Price Index
for Urban Wage Earners and Clerical Workers (CPI1-W) from the third quarter of one year to the
third quarter of the next for determining cost of living increases. COLA’s would be effective
with the first pay of the new calendar year. The City Council retains discretion to approve any
amount they determine appropriate, regardless of the CPI data or the City Administrator’s
recommendation. The City Council may adjust all salary ranges by a specified percentage at any
time to reflect changing economic conditions relative to the cost of living. Any COLA approved
will be the same percentage rate for all employees.

Pay Plan Changes

Whenever cost of living adjustments are approved, the midpoint of each pay grade will be
increased by the same percentage amount. Periodically, the City Council may approve changes
to the pay plan, including the minimum, midpoint and maximum rates. These changes will only
be made by the City Council after consultation with the City Administrator, Department
Managers or any outside agency that may be consulted to assist with the Pay Plan.

Longevity

After completing 10 years of continuous service as a full-time employee, City employees are
eligible to receive longevity pay. Longevity will be paid within the pay period of the employee’s
anniversary and will be added to the employee’s gross pay. Longevity pay for 10 years and over
will be paid at $250.00 annually, with $50.00 for each year over ten, beginning with 2006. Upon
a bona fide retirement from the City, a qualified employee’s longevity will be prorated for the
year in which he retires, for example the total longevity pay for the year will be divided by the
number of months since the employee’s anniversary date.

Pay Period

All employees are paid bi-weekly, every other Friday. A pay period consists of the two weeks
ending at midnight on the Sunday before the Friday payday. Paychecks will be distributed every
other Friday or the day preceding Friday if it is a recognized holiday. Except for employees with
Exempt status under the Fair Labor Standards Act, an employee's annual income is converted to
an hourly rate for payroll purposes.

Work Periods

The work period is 40 hours in seven days for all full-time employees, except those in the Fire
and Police Department. Work periods run from 12:01 a.m. Monday until 12:00 midnight the
following Sunday. All work periods may be subject to change.

Except for the Fire Chief, all Fire department employees have a work period of 28 days, with a
24-hour shift that consists of three 16/8 hour shifts working and three days off. Although this
schedule equates to a variable number of work hours per pay period, ranging from 96-136, the
month-to-month pay hours (those actually worked in a 28-day period) even out to either 216, 224
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or 232 hours. With 13 work periods per year, this equates to about 2920 scheduled hours per
year. Overtime is paid for each hour actually worked over 212 in a work period. The Fire Chief
is a salaried Exempt employee (under FLSA). The work period for the Fire Chief is 40 hours in
7 days.

Police Officers have a work period of 14 days with 12 hour shifts that in total consist of seven
days working and seven days off. This schedule equates to 84 hours in the 14-day work period.
With 26 work periods per year this equates to 2184 hours scheduled work hours per year.
Overtime will be paid for each hour actually worked over 84 hours in a work period for Police
Officers. The Police Chief, any Police Administration and Resource Officer may work varying
hours but are based on 2080 hours per year or 80 hours in a 14 day work period.

Shifts

Police and Fire Department employees, who serve the City every day and around the clock, are
required to work shifts, including weekends and holidays. Shift and scheduling assignments are
established by the Department Managers, and must be reviewed by Human Resources or City
Attorney for FLSA compliance.

Shift Differential Pay

Certain department positions are eligible for Shift Differential Pay to compensate for working
swing or off shifts. Employees working second or swing shifts will be compensated an additional
$0.20 per hour and those working third shifts will be compensated an additional $0.30 per hour.
Shift differential pay will only apply to worked hours defined as swing shift or off shift hours.

Overtime Pay

The overtime rate of a non-exempt employee is determined by multiplying the hourly rate times
1.5. Overtime is paid to non-exempt employees for all hours worked in excess of the specified
number of scheduled hours in their work period (40 hours for most employees, 212 hours for
Firefighters and 84 hours for Police Officers). All overtime worked must be pre-authorized by
the Department Manager or Supervisor. As specified in the Fair Labor Standards Act section of
this Handbook, exempt employees are not eligible for overtime pay. With the exception of the
meter reader and seasonal recreation department employees; non-exempt temporary and part-
time employees will also be paid overtime for all hours worked over 40 in a work week.

On-Call/Call Back Pay (Non-Holiday)

Since many services are provided by the City of lola on a continual basis, certain Department
Managers must designate employees that keep themselves available during off duty hours.
Designated employees who are called back for work after the end of the regular shift will be paid
a minimum of 2 hours pay. A second call received before the employee is home from the initial
call, shall not be considered a separate call.

On-Call/Call Back Pay (Holiday)

Except for the Fire and Police Departments, other departments providing on-call service will
designate one person to be available during off duty hours on designated holidays. These
employees will be compensated for 8 hours of overtime pay for being on standby or on-call. In
addition, if called back to work, the employee will be paid their regular hourly rate for actual



City of lola Pay Plan June 24, 2013

time worked under 8 hours. Time worked in excess of 8 hours, will be paid at the overtime rate
for actual time worked over 8 hours.

On-call Status
The safety of the public and protection of City facilities sometimes requires certain departments
to place employees on on-call status after regular working hours. Department Managers must
create an on-call schedule that ensures timely and safe response to emergency calls but does not
put undue hardship through excessive restrictions of mobility or activity on employees who are
on-call. Department Managers are encouraged to discuss schedules with their employees and
attempt to develop an agreeable method of scheduling. Employees placed on-call are standing
by and waiting to be engaged and therefore must adhere to certain restrictions such as the
following:

e No consumption of alcohol while on-call.

e Be able to respond within a reasonable period of time to a call.

Department Managers will regularly monitor the frequency of on-call responses. If on-call
employees begin to receive such a high number of calls that it becomes disruptive to their
personal lives, changes will be made to the scheduling method.

Department on-call schedules currently in use have been approved by the City Council. In order
to ensure compliance with requirements under the Fair Labor Standards Act (FLSA), Department
Managers must obtain the approval of Human Resources or City Attorney prior to implementing
a new on-call schedule. Employees on-call are compensated $1.00 per hour. Compensation is
limited to a maximum of 123 hours of on-call pay in a 7 day period.

Those departments subject to on-call status are required to respond in approximately 30 minutes
with the exception of the Fire/EMS who must respond in 15 minutes.

Emergency Meals/Allowance

Occasionally employees are called out for emergencies such as storms, fires, water/gas/sewer-
line breaks, electrical outages, etc. If these situations require employees to work over 4 hours,
the employee is allowed one meal at City expense and one additional meal for each 4 hours
worked thereafter.

Overtime Scheduling

Working overtime is sometimes necessary to complete a task. When volunteers within the
department who are capable of performing the task are not available, Department Managers have
the discretion to assign the overtime to the employee most qualified to perform the task.
Department Managers will make an effort to assign or offer overtime work equally to all
department employees. If accommodations cannot be made, employees may be scheduled to
work any of the 7 days of the week. All employee work schedules may be subject to change.

Compensatory Time Off

Employees eligible for overtime have the option of receiving compensatory (comp) time off in
lieu of overtime payment. Unlike overtime, which is paid at 1.5 times the employee’s pay rate;
comp time is paid at a regular rate but the hours are multiplied by 1.5. Employees always have
the option of being paid for their overtime hours. Comp time will be limited to 3 shifts as a
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maximum accumulation. This means that employees who work 2080 hours per year and 8 hour
shifts may accrue up to 24 hours of comp time. Police officers who work 2184 hours per year
and 12 hour shifts may accrue up to 36 hours of comp time. Fire Department employees who
work 2920 hours per year and 24 hour shifts may accrue up to 72 hours of comp time. When an
employee reaches the maximum accumulation of comp time, any overtime that is worked
afterward will be paid out as overtime. When an employee would like to use their comp time,
they must receive approval from their Department Manager or Supervisor. The use of comp time
must not cause unduly disrupt in the department’s operations.

Compensation for Travel & Training
Training Time: Employees are compensated for time spent in training when the training is
directly related to the employee's job, is required by the City, and has been approved by the
Department Manager. Training time will only count as hours worked for the purposes of
computing overtime pay:

e For time in training that occurred during the regular work schedule.

e For time in training that was productive and useful (does not include social periods).

o If it fulfills other requirements of the Fair Labor Standards Act.

Travel Time: Under ordinary circumstances, employees who travel anywhere on company
business on a scheduled work day will be paid only for the time spent traveling that occurs
during their regular scheduled shift. When employees are required by their supervisor to travel
during time that is not part of their regular work schedule or if there is other extenuating
circumstances, employees may be paid accordingly for time spent traveling that does not occur
during their regular scheduled shift. Exceptions for payment of travel time must be approved by
the City Administrator.

Business Travel & Training Expenses

The City of lola will provide employees with appropriate educational and training opportunities
required to maintain or improve the skills and abilities that assist in the performance of their
duties and responsibilities. Expenses associated with training classes, seminars, conferences or
college courses that are either required as a condition of continued employment or pre-approved
by the City Administrator or Department Manager will be paid for or reimbursed by the City.
These expenses include fuel for City vehicles, mileage, food, lodging, tuition, registration fees
and other related expenses. Accounting requires all expenses to be supported by an appropriate
receipt or other documentation. Some expenses may be paid for in advance or a cash advance
authorized. Expense vouchers require the signature approval of the Department Manager.

Light Duty Assignments

The City of lola encourages employees to return to the work place after sufficiently recovering
from an injury or illness. Employees may be assigned to a temporary, light duty assignment as
soon as they are given a conditional release from their attending physician.

The decision for an employee to return to work is initiated by the employee’s attending physician
and should have the support of the employee and the employee's Department Manager.
However, a Department Manager may initiate a request for an employee to return to light duty
when work demands of the department make it necessary and/or desirable. In this case, the
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Department Manager will make sure the physical requirements of available light duty work fully
comply with the restrictions documented on the physician's release to return to work.

A decision to allow an employee to return to work for light duty will be made by the Department
Manager after consulting with Human Resources and the City Administrator. The option of
returning to a light duty assignment will be offered to the employee only when all of the
following criteria are met:

e A physician’s release has been received by Human Resources. The release must
authorize the employee to return to a light duty assignment.

e There is legitimate and necessary work that can be performed by the light duty
assignment. This means the Department Manager has work available that will fit the
physical restrictions set by the employee’s physician.

e The employee's condition is improving and, in the opinion of the treating physician,
there is good probability the employee will soon recover to a point they can assume
full duties with no restrictions.

e The employee’s light duty work will not jeopardize his or her own health and safety,
or the health and safety of others.

All light duty assignments are subject to a 30 day review and renewal by the Department
Manager and Human Resources. It is specifically intended that permanent light duty positions
will not be created. Any permanent change in duties and responsibilities or the skills and
qualifications required for any position requires review and approval by Human Resources, City
Administrator and City Council.

12
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BENEFITS

KPERS

All full-time City employees are required to participate in the Kansas Public Employees
Retirement System (KPERS). Employee contributions to KPERS are made through a payroll
deduction each pay period. The City also makes contributions to KPERS on each employee's
behalf. The contribution rate for the City and the employees are set by State Legislation and
overseen by KPERS. Retirement benefits, options and timetables are subject to the policies, rules
and procedures of KPERS. Information regarding this plan is available through Human
Resources.

ICMA-RC (Deferred Compensation Plan)

Full-time regular employees may elect to participate in the City’s 457 retirement plan established
by the International City/County Management Association-Retirement Corporation. This benefit
is a deferred compensation plan that was established to assist City employees with their
retirement needs. “Deferred compensation” means that all earned income contributed and any
interest revenues or other gains will not be taxed until funds are withdrawn.

To take advantage of this benefit, employees must fill out the participation form provided by
Human Resources. After the first 30 days of employment, the City will then contribute $10 per
pay period (to a maximum of $260 per year per employee) into the deferred compensation
account of those employees who filled out an enrollment form. Employees are encouraged to
participate by authorizing their own pre-tax contributions through payroll deduction. As an
incentive to participate, the City will contribute a maximum of $500 per year. The maximum
$500 City contribution/match will be distributed among 26 pay periods (unless stipulations in the
current contract are changed). To take advantage of the $500 City contribution, the employee
minimum contribution is $10. The City will only contribute to one deferred compensation plan
per employee. Withdrawal of funds is restricted to retirement, leaving employment with the City
of lola for any reason or unforeseeable emergencies regulated by IRS hardship definitions.
(Council approved revision to ICMA-RC on September 23, 2013)

ING (Deferred Compensation Plan)

Full-time regular employees may also elect to participate in the City’s 457 retirement plan
established by Kansas Deferred Compensation and advised by ING. The benefit is a deferred
compensation plan that was established to assist City employees with their retirement needs. To
take advantage of this benefit, employees must fill out the participant form provided by Human
Resources. The employee will be contacted by the City’s ING representative for additional
paperwork. The minimum employee contribution into the ING plan is currently $12 per pay
period or $312 per year. As an incentive to participate, the City will contribute a maximum of
$500 per year per employee. The City will only contribute to one deferred compensation plan per
employee. Withdrawal of funds is restricted to retirement, leaving employment with the City for
any reason or for unforeseeable emergencies regulated by IRS hardship definition.

Social Security
Your federal retirement program is administered by the Federal Government. Mandatory
contributions to Social Security are made by each employee through a payroll deduction each
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pay period, at a rate set by the Federal Government. The City also contributes to Social Security
on each employee's behalf. Information on benefits is available in Human Resources.

Health Insurance

The City’s group health insurance program is a self-insured and self-funded plan. The City has a
contract with a third party administrator to provide services under the contract. The City pays
100% of the premium cost for single coverage for eligible employees. Optional family coverage
is available. Family coverage premiums are shared by the employee and the City and these
premium costs may be adjusted annually. The amount of premium paid by the City and shared
by the employee is reviewed annually by the City Council. Employees will be advised if
changes to current policy are being considered. Health insurance is not in effect until the first of
the month following the first full month of employment.

Health Insurance — For Terminated Employees (COBRA)

The City of lola offers extended health care coverage under the group health plan. Employees
terminated for gross misconduct may not be eligible for continuation of coverage. In order to
continue coverage, a terminated employee must pay the full premium; however, the cost shall not
exceed 102% of the premium. COBRA requires that continuation of coverage be made available
for a limited period of time of 18 or 36 months. The length of time for which continuation of
coverage must be made available (the “maximum period” of continuation coverage) depends on
the type of qualifying event that gave rise to the COBRA rights. Employees or spouses may be
provided COBRA eligibility information during orientation and will be provided enrollment
information when the employment relationship is terminated or a qualifying event occurs.
Further information concerning COBRA may be addressed through Human Resources or the
Plan Administrator.

Health Insurance - For Retirees (K.S.A 12-5040)
Eligibility: Membership in the City's group health insurance program shall be available to all
retirees (as defined) and their dependents. To be considered a retiree under this program, the
individual must:

e Have at least 10 years service with the City of lola.

e Be receiving a retirement or disability benefit for service with the City.

e Be under age 65 and ineligible for the Federal Medicare health insurance program.

e Submit a written application with Human Resources for coverage under this plan, within

30 days prior to retirement from City employment.
e Agree to promptly pay the required monthly premiums.

Disqualification: A retiree shall cease to be eligible for coverage under this plan, when any of
the following conditions exist:

e Attaining age 65 or becoming eligible for Medicare.

e Failure to make the required premium contribution.

e Becoming covered or eligible for coverage under a plan of another employer.

e The cessation of retirement or disability benefits from service with the City.
If coverage under the City's health plan ends due to disqualification, coverage will not be
reinstated, unless the City Council determines extenuating circumstances may have existed. For
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example: something caused a financial hardship that resulted in the inability/failure to pay
premiums.

Dependents: When a retiree attains the age of 65, their spouse or dependents may elect to
remain on the City’s group plan for a period of no more than 48 months, until the spouse or
dependents turn 65 or whichever event occurs first. Human Resources must be notified of
continuing dependent coverage.

Contributions: The amount of the monthly premium contribution for a retiree participating in
the City’s group health plan will be adjusted annually as approved by the City Council during the
policy renewal process. The retiree’s contribution shall not exceed 125% of the premium cost for
other similarly situated employees. The City reserves the right to change that amount if there are
significant increases in administrative costs or it is determined the inclusion of retirees is causing
a disproportionate increase in the premiums paid by active employees or contributions made by
the City.

Timely payment of monthly premiums is the sole responsibility of the retiree. The City has no
obligation to send invoices to covered retirees. Payment must be made to the City Clerk’s Office
on or before the first day of the month that coverage is effective. In no situation will the City
assume responsibility for payment of monthly premiums.

Plan Benefits: The health plan coverage for retirees is identical to the coverage provided under
the plan to similarly situated active employees, including the opportunity to choose among
options during an open enrollment period. If coverage is changed or modified for similarly
situated active employees, then continuation coverage may be similarly changed and/or modified
for retirees.

Application of COBRA: Nothing in this Plan shall subordinate the rights of a former employee
under the Federal Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA).

Management Rights, Interpretation: The City of lola reserves the right to cancel or change
any or all coverage not required by state or federal law and to periodically make changes to the
health insurance plan. Final determinations on questions regarding coverage situations not
addressed in this plan or disagreements in interpretation will be made by Human Resources and
the City Administrator after consultation with the City Attorney. Final determinations can be
appealed to the City Council.

Life Insurance

For full-time employees, the City provides term life and AD&D insurance that provides $25,000
coverage for the employee, $5,000 for the spouse and $2,000 for dependents at no cost to the
employee. Coverage is effective the first of the month following the first 30 days of employment.
Employees are also provided life insurance benefits under KPERS equal to one and one-half
times the employee’s annual salary. The option to purchase additional coverage through KPERS
Optional Group Life Insurance (OGLI) is available at a minimal cost to the employee.
Enrollment for OGLI is available through Human Resources.
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Long Term Disability Benefits

Long Term Disability coverage is provided to all regular full-time employees through KPERS.
Disability benefits provide a monthly income that is based on 66 2/3 percent of the annual rate of
compensation. To qualify for a disability benefit, employees must be totally disabled for 180
continuous days. Benefits are reduced by the amount of primary Social Security, Workers’
Compensation or any other disability benefit by reason of employment. If an employee becomes
disabled prior to age 60, they may receive benefits until recovered from the disability or until the
age of 65, whichever comes first.

Workers’ Compensation

All employees are provided certain medical and income benefits as a result of legitimate work
related injury or illness through Workers” Compensation Insurance. All injuries must be reported
immediately to the Department Manager. Compensation from the insurer could be jeopardized if
the injury or illness is not reported within 24 hours of occurrence to the Department Manager. It
is the responsibility of the Department Manager to complete an Incident Investigation Report and
submit the report to Human Resources. Using this procedure will insure the correct reporting
process required by the State of Kansas Department of Labor is followed. For additional
information, see Time-off Due to a Work Related Injury/Iliness on page 21.

Uniforms

City employees must present a clean, neat and professional appearance. The City will purchase
safety or cold weather gear for specific employees with the approval of the Department Manager.
Gear purchased using City funds must be properly marked to easily identify the wearer as a City
employee and to identify the gear as City property, which is subject to all policies that regulate
the use of public property. Safety or cold weather gear is only to be worn by a current City
employee who is on duty and must be returned to the Department Manager upon the employee’s
termination of employment with the City. Employees will be held responsible for any lost or
damaged uniforms if the loss or damage is due to the employee's negligence. Employees should
leave their gear at their workplace in a secure location and only take the gear home to be cleaned.
Employees are responsible for keeping their garments clean and presentable to the public. Police
and Fire Department employees are furnished uniforms by the City. The Police and Fire
Departments have established rules governing uniform use and cleaning. Department Heads are
responsible for enforcing uniforms policy and ensuring that the City logo is permanently sewn to
the upper right breast area of each garment and to the center breast area of each set of coveralls.
The placement of the City patches should be uniform for all departments and carried out at the
City’s expense.

The City also provides an annual boot allowance for specific departments that starts January 1%
and ends mid December. A maximum of $130 will be reimbursed for one pair of boots per
eligible employee per year. The boots are only to be worn by a current City employee. Receipts
for boot reimbursement must be approved by the Department Manager and forwarded to the City
Clerk’s office for payment through payroll. According to IRS, any fringe benefit provided to
employees is taxable and must be included in the employee’s pay.
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Break Policy

Employee breaks are not regulated by the Federal or State Department of Labor; therefore,
Department Managers will determine a meal and/or break policy that fits their department needs
and function. Since City Departments vary in work requirement and service to the public, breaks
may vary from department to department. Department Managers and employees must recognize
that City work demands may take precedent over established department break policy. Location
of breaks may vary to fit the department and its work schedule. Each Department Manager must
discuss their department’s break policy with the department employees. Unused break time does
not accumulate. If work load prevents the taking of a break, it is not carried over to another day,
end of the week, etc.
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TIME-OFF BENEFITS

General Leave of Absence Policy

For a variety of reasons, employees sometimes need to take a leave of absence from work. If the
time off will exceed 80 hours, the employee must complete a Request for LOA. Approval for
time off should be obtained from their Department Manager prior to taking leave, except in cases
of emergency. This requirement applies to any type of leave except FMLA (Family Medical
Leave) and leaves of absences due to injuries or illnesses, whether work related or not. The
Department Manager will forward the completed Request for LOA to Human Resources. LOA
requests should be made as far in advance as practical. When the time off is due to a sudden
illness, injury or emergency, the employee must notify the Department Manager of their need for
time off as soon as possible after the event causing the need arises. With the approval of the City
Administrator, Department Managers may grant a full-time employee an extended leave of
absence without pay not to exceed one year. Extended leave will be granted only after it is
determined that the absence will not result in undue hardship to the City and the employee will
not have to be replaced during the leave period. No leave without pay will be granted without a
written Request for LOA approved by the Department Manager. Upon expiration of an approved
LOA without pay, the employee shall be reinstated to the position held at the time the leave was
granted or to a position with similar job duties, equivalent pay, benefits and other terms and
conditions of employment. Failure to return to work at the end of the leave period may be cause
for termination of employment. The City will not contribute to premiums for benefits, including
retirement plan contributions, health, life, or any other insurance while on an extended LOA.
Employees will have the option of continuing these benefits but are responsible for the entire
portion of any premium for these benefits while on leave without pay. Vacation and sick hours
will not accrue and other leaves of absence will not be available while on extended LOA.

Paid Vacation

All regular full time employees who work 2080 hours per year (except meter reader) may

accumulate up to 200 hours of vacation. These employees accrue vacation time as follows:
Hours accrued

Time in Service Accrued Vacation Time per pay period
1-9 years continuous employment 10 days per year 3.08
10-19 years continuous employment 15 days per year 4.62
20+ years continuous employment 20 days per year 6.15

Non-exempt Police Department employees who work 2184 hours per year may accumulate up to
212.5 hours of vacation. These employees accrue vacation time as follows:
Hours accrued

Time in Service Accrued Vacation Time per pay period
1-9 years continuous employment 10 days per year 3.27
10-19 years continuous employment 15 days per year 4.92
20+ years continuous employment 20 days per year 6.89

Non-exempt Fire Department employees who work 2920 hours per year may accumulate up to
360 hours of vacation. These employees accrue vacation time as follows:
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Hours accrued
Time in Service Accrued Vacation Time per pay period
1-9 years continuous employment 144 hrs per year (equal to six 24 hr shifts) 5.54
10-19 years continuous employment 216 hrs per year (equal to nine 24 hr shifts) 8.31
20+ years continuous employment 288 hrs per year (equal to twelve 24 hr shifts) ~ 11.07

Any accumulation in excess of the maximum must be used or it will be forfeited. Vacation pay
is computed based on the employee's regular wage or salary for a standard work period. To
ensure minimum disruption of the work schedule, employees should discuss with Department
Managers about their vacation plans and Managers are encouraged to prepare and post vacation
schedules. However, the manner in which schedules are developed is dependent upon the
Department Manager. Vacation time off can only be taken in place of a regular scheduled work
day.

Upon termination of employment, an employee will be paid for accrued but unused vacation
time. Accrual of vacation time is based on hours worked and will not accrue for any employee
on LOA for illness or injury after 14 calendar days of such leave, unless such leave is the result
of an illness or injury incurred while working on the job and where the employee is receiving
workers’ compensation payments from the City of lola.

Paid Holidays
The following regular paid holidays are observed by the City of lola:
e New Year’s Day January 1st
e Martin Luther King Day Third Monday in January
e President’s Day In February (variable)
e Memorial Day Last Monday in May
e Independence Day July 4%
e Labor Day First Monday in September
e Veteran’s Day November 11"
e Thanksgiving Day Fourth Thursday in November
e Day after Thanksgiving Fourth Friday in November
e Y day before Christmas December 24"
e Christmas Day December 25%
e Floating Holiday To be determined each year

Regular full-time employees receive 92 hours paid time off for 11.5 holidays, with the exception
of the meter reader. Fire and Police employees, working more than 2080 scheduled hours per
year, will be paid 1.5 times their normal hourly wage for working on a holiday and receive
another day off in lieu of the holiday worked. Employees will forfeit holiday pay if they are
absent without approval on the last scheduled work day prior to an observed holiday or the first
scheduled work day following an observed holiday.

When a holiday falls on a Saturday or a Sunday, Friday or Monday will be observed in-lieu of

the holiday. All full-time employees are eligible for paid time off for holidays that occur after
their first day of employment.
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Personal Time

All full-time employees are eligible for 16 hours paid time-off to take care of personal business
each calendar year with the exception of the meter reader. Personal time may be requested at
any time during the year with the approval of the employee’s Department Manager. It is the
responsibility of each employee to insure that their personal time is utilized each year. If any
unused time is still left as of December 31% of each year, it will be forfeited and the employee
will not receive financial compensation for it. Personal time accrues each year on January 1% for
all full-time employees. If an employee resigns or retires they must use their personal time prior
to their last day of employment otherwise they will lose the personal time and will not be
financially compensated for any unused time. Employees hired after March 31° of each year are
credited with 12 hours personal time off. Employees hired after June 30" of each year are
credited with 8 hours of personal time off and employees hired after September 30" are not
eligible for personal time off until the following year. When an employee changes from a full
time employee to part-time employee, the employee will not lose the personal time that was
accrued within that year. Regular part-time employees are eligible for only 8 hours of personal
time off.

Sick Time

All regular full-time employees accrue time off that is used to supplement pay for absences due
to illness. Paid sick time is based on the number of hours worked prior to the illness. Accrual of
sick time is based on the following rates:

e Regular full-time employees who work 2080 hours per year accrue 3.08 hours of sick
leave for each 80 hour pay period worked up to a maximum of 10 days or 80 hours per
year. These employees may accumulate up to 960 hours of sick time.

e Non-exempt Police Department employees who work 2184 hours per year accrue 3.23
hours of sick leave each pay period worked up to a maximum of 84 hours per year. These
employees may accumulate up to 1020 hours of sick time.

e Non-exempt Fire Department employees who work 2920 hours per year accrue 5.5 hours
of sick leave each pay period worked up to a maximum of 144 hours per year. These
employees may accumulate up to 1365 hours of sick time. 24 hours of sick leave will be
paid (if available) for each 24-hour shift missed due to illness. A portion of a 24-hour
shift shall be counted in half-hour increments for time missed due to illness.

e Meter Reader is a salaried position and is exempt from sick, vacation, personal, holiday,
jury duty and bereavement leave.

Any sick leave hours accrued during one calendar year that are not used will carry over into the
next calendar year. Since accrual is based on hours worked, sick leave hours do not accrue for an
employee on sick leave or LOA after 14 calendar days of being on leave. An employee is
eligible to take sick leave as it is accrued. In order to qualify for paid time off for illness, the
employee must notify their Department Manager at least 30 minutes prior to the absence unless
there are extenuating circumstances that prevent them from doing so. Upon notification, the
Department Manager will complete a leave slip and forward to Payroll.

Time off due to illness qualifies for payment if the following occurs:

e The sick leave is approved by the Department Manager.
e There is sufficient accrual of hours to supplement the period of time absent.

20



City of lola Time-Off Benefits June 24, 2013

e The absence is due to personal illness or physical incapacity, enforced quarantine,
medical and dental appointments or to care for a member of the employee’s immediate
family who is ill and requires the employee’s presence.

For purposes of this policy, immediate family only includes the employee's father, mother,
spouse, children, sister, brother, grandparents, grandchildren, mother-in-law or father-in-law, and
brother-in-law or sister-in-law. Medical certification from a physician may be requested at any
time to confirm an employee's illness or condition and/or the employee's fitness to return to
work. Medical certification from a physician and release to return to work is absolutely required
when an employee has been absent for more than 5 days due to illness/injury, after a hospital
stay for any period of time, or prior to returning from an absence due to a work related injury or
illness.

Sick leave cannot be taken in less than one-half hour increments. When an employee's sick and
vacation benefits are exhausted and the employee continues to be absent to the extent that the
department functions are jeopardized, the Department Manager may recommend to the City
Administrator to temporarily replace the employee. If an employee’s sick and vacation benefits
are exhausted, non-supervisory employees may donate up to one-half of a day of their vacation
time (per employee) in an effort to assist an employee and minimize their financial hardship.
The total vacation time donated cannot exceed one week.

Time Off Due to a Work Related Injury/lliness

All employees are eligible for time off due to work related injury or illness with the exception of
the meter reader. Notification of an injury/illness occurring on the job must be made to the
Department Manager immediately following the occurrence or as soon as practical, but no later
than 3 days after the injury occurred. Temporary disability compensation is paid only after the
employer-authorized physician confirms the employee’s inability to work and continues until the
physician releases the employee to return to work.

In Kansas, the first 7 calendar days of disability is a waiting period and compensation is not paid
during the waiting period by the insurer unless the disability lasts for 21 consecutive calendar
days. Any hours the employee is scheduled but unable to work during the waiting period (due
to physician restrictions) will be paid from any accumulated sick and vacation hours at 100% of
the regular rate of pay. Regularly scheduled work days that fall during the 8 through the 21°
calendar days after the injury will be paid at 66.67% of the employee’s average weekly wage by
the insurer. The balance of 33.33% will be paid by the City from any remaining accumulated
sick and vacation hours. If an employee is still unable to work on the 22nd day after the injury,
the insurer will issue a check to the employee for the scheduled hours they were unable to work
during the 7 calendar day waiting period at 66.67%. This situation would automatically result in
an overpayment since the employee was already paid 100% of their regular wages during the
waiting period by the City. In this case, the City requires the check to be forwarded to Human
Resources so the duplicate payment can be returned to the insurer. If, at anytime an employee
uses up all of their accumulated vacation and sick leave they will only be compensated at the
Workers” Compensation rate of 66.67%. After the 180th consecutive day of injury leave, the
employee will be placed on “inactive status” resulting in the termination of all City benefits, and
the City Administrator shall consider holding the employee’s position open or temporarily filling
the vacancy. After 180 consecutive days of absence resulting from a work related disability, the
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employee may be eligible to receive long-term disability income from KPERS, which would be
offset by the 66.67% payment received through Workers’ Compensation.

Bereavement Leave

Full-time employees, with the exception of the meter reader, are immediately eligible for up to 5
calendar days per occurrence paid time off for bereavement for a member of their immediate
family. Police and Fire Department employees doing shift work may be excused for up to 5
calendar days immediately following the loss of an immediate family member. The Police and
Fire Department employees will be paid for their regular shift house scheduled during this 5
calendar day period. Bereavement leave should be noted by the Department Manager on the
leave slip and forwarded to Payroll. For purposes of this policy, immediate family includes the
employee's parent/step-parent, spouse, child/step-child, sibling/step-sibling, grandparent/step-
grandparent, grandchild/step-grandchild, mother-in-law/step-mother-in-law, father-in-law/step-
father-in-law, brother-in-law/step-brother-in-law, and sister-in-law/step-sister-in-law. With
approval of the City Administrator, additional time off may be approved and paid by using
accumulated vacation, personal time or time off may be approved without pay.

Time Off for Training & Business Travel

If an employee is making plans to travel to a convention, meeting, or other official City business
that is not part of their normal duties, a Travel Request must be submitted to the City
Administrator for approval. Expense estimates on this request should be as complete as possible
so the City Administrator can make a sufficiently well-informed decision about approving travel
expenses. For additional information, see Compensation for Travel & Training on page 11.

Military Leave of Absence

Employees may take military leave in accordance with State Statute. Any employee committed
to actively participate in field training or other active duty should inform their supervisor of this
commitment and will be entitled to an unpaid leave of absence. A completed Request for LOA
should be submitted for approval to the Department Manager. The employee may use accrued
vacation or personal time to supplement all or any portion of the time absent for military leave
with the exception of the meter reader. The employee is to report to work upon completion of
military duty as agreed on the Request for LOA.

Family and Medical Leave Act (FMLA)
Eligible full-time employees may request up to 12 weeks time off for family and medical leave
during a rolling 12 month period. Family and Medical Leave is available as the result of the
birth, adoption or placement of a child for foster care, to care for a spouse, child, or parent with
serious health condition, or due to a serious health condition affecting the employee. When
possible, employees are required to provide at least 30 days notice before beginning Family and
Medical Leave. The City of lola requires employees to use all available paid time off (vacation,
sick or personal leave, with the exception of the meter reader) before receiving unpaid time off
for all or part of the leave period up to the maximum of 12 weeks provided under the Family and
Medical Leave Act. FMLA requests and associated forms and documents are available in
Human Resources.
e Eligibility: FMLA applies to full-time employees who have worked for the City of lola
at least 12 months, and for a minimum of 1,250 hours, during the 12 months prior to the
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leave request. Where a husband and wife both work for the City, the total number of
weeks’ leave to which both are entitled for birth of the employee’s child will be limited to
a total of 12 weeks during any 12 month period. When leave is requested because of a
serious health condition, the employee must provide a medical certification statement
issued by a health care provider. In addition, the City of lola may, at its own expense,
obtain an opinion from a second health care provider. If there is a discrepancy, the City
may obtain the opinion of a third provider. The opinion of the third provider will be
binding on both the employee and the employer.

e Restoration: An employee returning from family and medical leave within the 12 week
period will return to their original position or a position with similar job duties,
equivalent pay, benefits and other terms and conditions of employment.

e Vacation and Sick Leave: Since accrual of vacation and sick hours are based on hours
worked, employees on family and medical leave will not accrue vacation hours or sick
leave benefits if they do not return after the 14th consecutive calendar day of absence.

e Health Insurance Coverage: The City will provide health care coverage under the same
provisions that existed prior to the leave. An employee on leave is responsible for their
portion of the premium(s) required to maintain various health related coverage during the
leave period. The city will continue to pay their portion of required premium for a
maximum of 12 weeks.

e Military Provisions: The Department of Labor published revisions of the Family
Medical Leave Act, which went into effect on February 2013. Please refer to Human
Resources or 29 C.F.R. 825.300(a) for additional information. Eligible employees are
entitled to 26 weeks of leave during a 12-month period to care for a service member with
a serious illness or injury incurred during active duty. Also eligible employees are
entitled to 12 workweeks of leave during a 12-month period for certain “qualifying
exigencies” arising out of a covered military member’s active duty status, or notification
of an impending call or order to active duty status in support of a contingency operation.
Qualifying exigencies are defined as follows:

e Attending certain military events.

Arranging for alternative child care.

Addressing certain financial and legal arrangements.

Attending certain counseling sessions.

Attending post deployment reintegration briefings.

Additional activities where the employer and the employee agree to the leave.

Time Off for Jury/Civil Duty/Civic Functions

It is the civic obligation of every employee to serve on a jury when called to serve. While on jury
duty, or while serving as a legal witness required as a result of employment with the City, an
employee will receive full pay and benefits for any time that would have normally been spent at
work. If an employee completes jury or civil duty during regularly scheduled work hours, they
should report promptly to their supervisor. If jury duty is completed after scheduled hours, they
should report to work at the start of the next shift. Payment received from the court is to be
endorsed and given to the City. Unpaid time off will be granted to employees involved in a
personal court case unrelated to employment with the City. Employees have the option of using
accumulated vacation or personal time to supplement payment for the time off with the exception
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of the meter reader. With supervisor approval, time off with pay will also be given to employees
who are the following:
e Called for emergency civilian duty (in matters of national defense).
e Voting (when polls are not open at least two hours before or after the employee’s
scheduled hours of work).
e Donate blood (when donations occur within the City limits).
e Volunteer for approved civic functions (HOSTS, etc.).
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VEHICLES AND TRAVEL

City Owned Vehicles

City vehicles are to be used for official City business only. Only City employees, and other
specifically authorized persons, may ride in City owned vehicles. Employees required to retain a
vehicle overnight may not use it for private use. Unauthorized use may result in corrective
action. Employees who operate a vehicle or equipment on City business must have a valid
Kansas driver's license as required by State Law. Seat belts must be worn at all times when
operating a City owned vehicle and as a passenger of a City owned vehicle. Failure to do so is a
violation of Kansas State Law.

Some employees are required to operate heavy equipment/trucks. Job qualifications may require
these employees to obtain a Commercial Driver’s License (CDL) before operating heavy
equipment/trucks. Loss of required licenses will result in a reassessment of the employee's
qualifications and status with the City. In this situation, an employee may be transferred,
demoted or discharged depending on other open positions. The City will bear the cost of training
and travel for obtaining a CDL. Department Managers are required to approve training and
travel expenses in accordance with City policy.

Use of Private Vehicles for Business Purposes

Use of private vehicles for City business must be authorized in advance by the Department
Manager. Mileage reimbursement will be according to the current IRS standards. To receive
reimbursement, a Travel Request/Expense Voucher must be submitted to the Department
Manager for approval and forwarded to Accounts Payable located in the City Clerk’s office.

Accidents
If an employee or representative of the City is involved in an accident while operating a City
vehicle (or private vehicle while on City business) resulting in personal injury or property
damage, the following steps should be taken:
e Report the accident immediately to the local Police Department.
e Ask that all parties, property and concerned persons remain at the scene of the accident
until Police Officers complete an investigation.
e Immediately report the accident to the Department Manager, no matter how small.
e Do not discuss the accident with anyone at the scene of the accident except the
investigating officer.

To eliminate impaired judgment as a possible cause for the accident, employees will be required

to submit to a drug and/or alcohol test. Failure to comply with a request to submit to a drug
and/or alcohol test will result in termination of employment.
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SEPARATION
(Including Retirement)

General Policy

Employees who decide to resign or retire from their position with the City are required to give a
2 week notice to their Department Manager. Intent to resign or retire must be submitted in
writing. Notice of Termination forms are available in the City Clerk’s Office and Human
Resources and may be used for this purpose or a standard letter of resignation may be submitted.
All uniforms and equipment issued to the employee must be returned to the Department
Manager. Uniforms, equipment or any City property not returned to the City will be deducted
from the employee’s last paycheck or the check will be held until all City property is returned.

Failure to give proper notice or comply with the resignation/retirement requirements may result
in the loss of a substantial part of your separation benefits. Separation benefits include:

e Payment for all the time that has been worked.

e Payment of all accumulated but unused vacation time.

Retirement Benefit/Sick Leave

Upon a bona fide retirement from the City (i.e. under the Social Security Program or the Kansas
Public Employment Retirement System) an employee may be paid 50% of their accumulated
sick leave. Sick leave benefits will not be paid upon ordinary termination.

Elimination of Position & Reduction of Work Force

The City Administrator may determine a position should be eliminated or a reduction of work
force is necessary in a department. Seniority, performance and other measurable criteria will be
used to determine lay-offs when a decision has been made to reduce the work force.

Termination for Medical Reasons
Employment may be terminated upon the recommendation of an appointed physician if it is
determined that performance of duty is compromised because of physical or mental impairment.

The City recognizes that many employees with HIV or other life-threatening illnesses desire to
lead normal lives, which includes working as long as their health permits. In these situations,
employees are encouraged to continue working as long as they are able to satisfactorily perform
the duties of their position, the illness presents no threat to themselves, other employees or the
public and the illness does not disrupt the effectiveness or efficiency of their department. Full-
time and part-time employees with HIV or other life-threatening illnesses are entitled to the same
employment benefits as other employees in the organization. Human Resources may provide job
related medical information to Department Managers, supervisors and other employees on an
“as-needed” basis when a co-worker has a life threatening illness. Department Managers,
supervisors and other employees should understand that continued employment for a co-worker
with a life threatening illness may have a therapeutic value and contribute to the individual's
remission or recovery process.

Department Managers, supervisors and employees who are given medical information about an
employee’s illness should treat that information in a confidential manner.
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The City reserves the right to require any employee to undergo a “fitness for duty” examination
by a physician chosen by the City whenever there is a question of an employee's ability to
perform the essential functions of their job or whenever there is reason to believe that a worker's
condition might pose safety or health risks to themselves, other employees or the public.

Job Abandonment

All employees of the City shall be on duty at the times indicated by the rules and under
conditions of their employment. An employee who is absent without leave and properly
notifying their Department Manager or supervisor and who fails to return to duty after the third
day of unapproved absence shall be deemed to have abandoned their position. Employees
discharged for job abandonment may not be eligible for re-employment or full payment of
accumulated but unused vacation hours.

Corrective Action and Termination

Employees may be discharged as a result of a corrective action. Employees will be compensated
for all hours worked in the current pay period including hours worked on the date of termination.
Except for worked hours, the only hours which may be paid following termination are
accumulated but unused vacation. 50% payment of accumulated sick leave only applies to a
bona fide retirement from the City. Final pay checks will be available on the next regular pay
day.
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CONDUCT

Standard of Conduct
When a person is selected to become an employee of the City of lola they are joining a group of
good, hard working and conscientious people that have a dedicated interest in serving the
community to the limit of their ability and the City's resources. The City of lola expects our
employees to follow certain standards of conduct and behavior including:

e Respect and courtesy for citizens and fellow employees

e Diligence and hard work

e Teamwork

e Honesty, integrity, high ethical standards

e Trustworthiness and loyalty

e Competence and professionalism

e An active concern for safety

Documentation

The City requires Department Managers and supervisors to document occurrences and activities
that are in violation of the rules and regulations outlined in this Handbook, especially with
respect to unacceptable conduct and behavior. Department Managers will meet with employees
to counsel them and establish goals to help improve conduct and behavior. These meetings, the
items discussed, the employee’s response and any corrective action taken are documented on a
Violation and Reprimand Report. The City believes disciplinary action should be corrective in
nature and not punitive. It is the responsibility of the Department Manager to explain and
document the consequences of unacceptable behavior to an employee. Any time an employee
fails to meet recognized standards of conduct, appropriate consequences will be determined
through a system of progressive discipline. The final step in progressive discipline will be a
recommendation to discontinue the employment relationship. An employee’s gross misconduct
may be cause for immediate termination when deemed necessary by the City Administrator or
City Council.

Attendance

All employees will be at their assigned work places at and during the time assigned by their
supervisors, and subject to general and departmental regulations. An employee who is absent
without leave, and who fails to return to duty within twenty-four hours after receiving notice to
do so, shall be deemed to have abandoned the position. An employee who abandons a position
may not be eligible for termination benefits or re-employment.

Tardiness

An employee, who is going to be late for work for any reason, is required to notify their
Department Manager or supervisor before shift or as soon as possible. Employees who are tardy,
more than once during any pay period or on a regular basis, will be subject to disciplinary action
not limited to termination.
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Community Relations

Employees should afford the citizens of lola every courtesy and consideration. When it is
necessary to refuse a request made by a citizen, or when the action requested is outside the
jurisdiction of the City, it is important to give a full, courteous explanation. When dealing with
citizens’ complaints, particularly irate citizens, employees are encouraged to direct the complaint
to their Department Manager, supervisor, City Administrator or City Official for assistance.

Smoking

City employees are not allowed to smoke at work except in areas designated by the Department
Manager or City Administrator. All public buildings, including City Hall and those generally
frequented by citizens, are smoke-free.

Appearance

City employees must present a neat, clean, professional appearance. Employees whose job or
work assignment requires a uniform, protective clothing, and/or equipment, must wear such
attire whenever necessary or required by general or departmental regulations or policies. Also
refer to the Uniforms section on page 16.

Employee Political Activity

Every employee has the right to register and vote on political issues. Employees are encouraged
to join political organizations, civic associations and community improvement groups. Policy
guidelines for becoming involved in local political activity are provided below.

e As private citizens, employees may participate in all political activity, including holding
office, except for City Council elections.

e In City Council elections, employees may privately encourage and support candidates to
run for office and contribute in-kind labor and time to candidates and organizations that
endorse candidates. Employees are not permitted to be candidates for City Council office
or make cash contributions to a candidate for the City Council.

e Any employee who desires to become a candidate for elective City office is required to
take a leave of absence without pay or resign their position with the City. An employee
on LOA who is unsuccessful in seeking City office may return to their position on the
same terms and conditions as any other employee who has taken leave of absence without
pay.

e Political activity must not interfere with job attendance or performance. City facilities,
equipment and uniforms may not be used in any political activities.

e Employees are encouraged not to publicly express opinions on issues determined as
public policy by the City Council.

e Employees may publicly discuss matters of working conditions which are under
consideration by employee organizations.

e Employees are not permitted to be a member of a council, board or commission that is
advisory or administrative to the City, except where such membership is authorized by
City Ordinance.

The purpose of this policy is to reduce the potential for City candidates to use promises of
special treatment to benefit employees who support their efforts for election. This policy is also
designed to protect City employees from adverse retribution from either an incumbent or newly
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elected official whose political rival was publicly endorsed by an employee or group of
employees. As City employees, our job is to uphold the Council’s policies, attend to the duties at
hand, be proud of the work we accomplish and support those individuals who have been selected
by a majority of the voters, regardless of who is elected. Non-appointed City employees are not
retained in positions based on their political activities, but employed based upon their abilities,
performance and willingness to serve. Violating the political activity policy outlined above may
result in corrective action up to and including termination of employment.

Solicitations

Non-employees are not allowed to solicit City employees for funds or for time (during public
elections) during working hours or on City property. Employees are allowed to solicit for a fund
raising effort or for charitable purposes during non-working time in non-working areas. The
only exception will be for Fire and Police employees during nationally recognized fund drives
that may take place while on stand-by during normal scheduled work hours. The only exception
to this policy for non-employees will be for routine sales calls. Employees who violate this
policy are subject to corrective action. Non-employee individuals or groups who violate this
policy will be removed from City property by the proper authorities.

Safety

The most important aspect of all to the City of lola is to make sure you return to your family at
the end of the day in the same physical condition you arrived in. The City will provide the proper
personal protective equipment required to perform the functions of your job in a safe manner.
For your safety and the safety of others, employees are required to use protective safety
equipment provided by the City. Failure to use, or ensure the use of safety equipment and/or
failure to use sound judgment to ensure that activities are performed safely will result in steps of
corrective action for any City employee in violation.

Outside Employment/Moonlighting

Having a second job with another employer is permitted only after it is determined it is
considered secondary to public service, such employment does not interfere with the
performance of duties in the employee's primary position with the City and no legal, financial, or
ethical conflicts of interest exist concerning the dual employment. Any employee considering
secondary employment is required to first obtain approval from their Department Manager
before accepting a second job. Secondary employment situations must be reviewed annually and
re-approved by the Department Manager. Employees should always consider public perceptions
about secondary employment that might be perceived as a conflict of interest or inappropriate
employment relationship for a City employee. Violations of this policy could result in
termination of employment.

Financial Responsibility

Failure in the areas of individual responsibility and integrity reflect on employees and the entire
City organization. City employees are expected to manage their personal and professional
finances responsibly and are expected to pay their debts in a timely fashion. Employees who are
experiencing financial difficulties are encouraged to seek assistance and/or counseling from
professionals. Excessive delinquency, bad debt or shut-offs in regards to an employee’s financial
obligations to pay for City utilities may result in corrective action.
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Acceptance/Return of Gifts

City policy does not allow employees to accept gifts or other items of value. The reason for this

policy is to avoid the actual practice of or perception that gifts influence the decisions regarding

the delivery of services to the citizens of our community. It is the policy of the City of lola that
employees are prohibited from accepting any fee, gift or token valuable, in the course of their
work or in conjunction with it, from any person for their personal use when such gift or other
valuable is offered in the hope or expectation of receiving a favor or better treatment than that
provided to other persons. This policy applies to any bribe, gift, token, moneys or other items of
value intended as an inducement to perform or refrain from performing any official act or engage
in any action of extortion or other means of obtaining money or other items of value through
their position in the service of the City. Violations of this policy are considered inappropriate
conduct and could result in corrective action up to and including termination of employment.

The following guidelines are offered to assist employees in proper compliance to this policy:

e Any amount of money shall be returned to the giver with a memo of explanation. A copy of
the memo noting the amount of money received will be filed in the City Clerk’s office.

e Any non-consumable item with a value greater than $10.00 shall be returned to the giver with
a memo of explanation. A copy of the memo noting the value of the item received will be
filed in the City Clerk’s office. An exception will be made for vendors/clients. Those gifts
may be accepted on behalf of the City as donations and drawn for at the annual City picnic.

e Any consumable or perishable item except bottled or canned alcoholic beverages, worth less
than $10.00, may be accepted, provided it is not given on a regular basis. Examples of this
include coffee, tea or other non-alcoholic beverages, a meal, candy, fruit, or other confection,
goods, and flowers. Gifts or other considerations given on a regular basis should be declined
or returned to the giver with a memo of explanation, a copy of which will be filed in the City
Clerk’s office.

e Bottled or canned alcoholic beverages of any value shall be returned to the giver with a
memo of explanation, a copy of which will be filed in the City Clerk’s office.

e Any consumable food product valued greater than $10.00 will be shared with all employees
in the work unit, or will be given to an employee in need of special assistance, or to a
charitable organization for redistribution to the needy. Examples of this include a box of
chocolates, large tin of popcorn, basket of fruits, large cans of nuts, etc. A record of the
distribution of such item will be filed in the City Clerk’s office.
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CODE OF ETHICS

Purpose

The Code of Ethics for the City of lola, Kansas establishes the standards of conduct expected of
those persons who act for or on behalf of the public in the performance of all governmental
duties and responsibilities.

Government service and public sector employment is a public trust. Those who serve the public
must perform and discharge their duties consistent with high moral principles, serving always the
best interests of the City and its citizens.

Representative government is based solely upon the consent of the governed, under a system
whereby every citizen has a right to expect those who govern or serve in the government to act
not for themselves but for the governed as a whole. Since government can act only through its
officials and employees, it is incumbent upon them to honor the public trust and instill
confidence in government by their own integrity and conduct in all official actions.

It is, therefore, the purpose of this Code of Ethics to:

e Maintain the highest ethical standards in the City government.

e Increase public confidence in the integrity of the officials and employees of the City of
lola.

e Help officials and staff in determining the proper course of action when facing uncertainty
in ethical obligations.

e Support the actions of the Government, its officials and employees in situations of
unwarranted criticism.

Application

This Code of Ethics for the City of lola shall apply to all persons who are elected to the office of
Council; to all elected officials; to all persons appointed or hired as employees of the City, its
agencies, departments or commissions, whether temporary or permanent, whether full-time or
part-time; to all persons appointed by the City Council to any position, board, or commission,
whether compensated or not; to all persons, whether compensated or not, other than independent
contractors, who perform personal services for and on behalf of the City; and to all persons
elected or appointed to hold any office in the City of lola.

The ethical standards, considerations and rules of conduct shall apply and be observed during the
person’s term of office or service with the City of lola.

Policy Statement
It is the policy of the City of lola that:
e All citizens are provided fair and equal access to and treatment by the government,
without any appearance or element of discrimination or favor or consideration of any
special interest.
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All official actions taken in the performance of government duties or responsibilities are
motivated by service of the public interest and protection of the public trust without any
regard for personal achievement, increase of power or personal benefit.

All persons who act for or represent the interests of the City adhere to the highest
standards of ethical conduct in the performance of their official duties.

The policies and procedures for operation of the City government provide for efficient
and cost-effective service, responsive to the public interest, which will preserve and
promote confidence in government and the integrity of its members.

Ethical Standards

It shall be the duty of all persons to whom this Code of Ethics applies to observe the highest
moral principles in all official actions, whether specifically noted or mandated in this Code of
Ethics, and to refrain from any course of conduct which might result in, or create the appearance
of a violation of the following ethical standards:

Standard 101: Endeavor to be loyal to high moral standards, to family and to the City,
above loyalty to persons, department or agency, or political or other interests.

Standard 201: Uphold the Constitution, laws and regulations of the United States, the
State of Kansas and the City of lola.

Standard 301: Seek to find and employ efficient and economical ways to provide
service, and give to the performance of his or her duties their best attention, efforts and
thoughts.

Standard 401: Treat all citizens fairly and equally with courtesy and respect and never
discriminate unfairly by dispensing of special favors or privileges, whether for
remuneration or not; and never accept for himself, herself or family, any favors or
benefits under circumstances which might give the appearance to reasonable persons as
influencing the performance of his or her governmental duties.

Standard 501: Refrain from making any public or private promise the performance
which would require him or her to act beyond the proper scope of the duties of his or her
office, or act in a manner which could compromise the integrity of his or her public
office.

Standard 601: Never engage in business with the government, either directly or
indirectly, which is inconsistent with the conscientious performance of his or her
governmental duties.

Standard 701: Never use any information coming to him or her confidentially in the
performance of governmental duties as a means for making a private profit or gaining
benefit for himself, herself or others; and never reveal any information made known to
him or her through his or her public office which is by law confidential or by custom a
protected right of privacy where revealing the information could affect the civil or moral
rights of any citizen.

Standard 801: Always safeguard the public trust and never allow the use of
governmental property or funds for private purposes, other than those authorized or
permitted, or for purposes which could mislead the citizens or damage the confidence and
reputation of the government.

Standard 901: At all times display the highest level of integrity in performing duties,
and never knowingly nor negligently mislead or allow others to mislead the public or
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other government officials, nor fail to disclose or report to appropriate officials any
corruption wherever discovered.

Standard 1001: Avoid the appearance of improper influence and refrain from ever
receiving, soliciting or accepting gifts, gratuities, favors or anything of value for himself,
herself, family or others, which is intended or has the appearance or affect of influencing
the performance of his or her duties; and should never himself or herself lobby nor
attempt to influence others in the performance of their duties by any means which are not
a part of his or her authorized duties.

Standard 1101: Never allow his or her judgment to be compromised by any personal,
family or business interest not a part of his or her government service and never act upon
any matter in which he, she, family, or business has or may have any financial or
beneficial interest; and always declare and disclose the full nature and extent of any
personal, family or business interest in any matter related to governmental actions or
duties.

Standard 1201: Stand as a representative of the City of lola and the public trust, and
never intentionally act outside the scope of his or her authority in that representation nor
allow to be perceived as acting on behalf of the public or government when, in fact they
are not.

Interpretation and Guidelines

General Intent _and Interpretation: This Code of Ethics is intended to establish
standards to guide the decisions and actions of the public officials and employees in the
performance of their official duties and functions. The standards established by the Code
of Ethics are rules of reason and not rules of law, and they do not themselves seek to
impose duties or obligations not otherwise required of public officials and employees.
Rather, the standards seek to recognize the expectations inherent in government service
through public opinion and perception and to define the special responsibilities that arise
through the representation and authority of government. Likewise, the Code of Ethics
does not attempt to exhaust the moral and ethical values that must guide government
actions, nor does it displace professional knowledge, skill or judgment. Every person in
government service must also be guided by personal conscience and the independent
ideals of their profession, as well as the legal duties imposed upon them. These standards,
therefore, should be interpreted with reference to the purposes of government service and
the unique stature of public professionalism.

Advisory Opinions and Rulings: Any person to whom the Code of Ethics applies may
request an advisory opinion or ruling on any provision of the Code of Ethics or concerning
any matter relating to their official duties or functions. The request must be made in
writing, submitted to any member of the Ethics Advisory Board and should contain
sufficient and adequate factual information upon which to base the opinion, although the
issue may be submitted as a hypothetical question. The Advisory Board shall issue its
opinion or ruling upon any request within 7 days, and may keep all or any part of the
request confidential, but must, upon rendering any opinion or ruling, prepare a general
interpretation relating to the issue raised by the request for distribution to all interested
persons.  Reliance by any person upon any advisory opinion, ruling or general
interpretation issued by the Advisory Board shall be deemed conclusively as compliance
with the requirements of the Code of Ethics.
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e Ethical Consideration: The Advisory Board may develop and issue ethical
considerations, to be used for interpreting and applying the provisions of the Code of
Ethics.

Gifts and Gratuities
A gift or gratuity includes any item of value, whether in the form of money, services, loan,
travel, entertainment, hospitality, promise, favor or tangible objects. In general, a public official
or employee should not:

e Solicit a gift or gratuity for any purpose related to their official duties or City business
and operations.

e Accept any gift or gratuity (other than appropriate political contributions for elected
officials) or an honor or award presented by a professional or fraternal organization, for
the performance of duties.

e Keep any unsolicited gift or gratuity having a value exceeding $10.00.

e Accept any gift or gratuity under circumstances that a reasonable person would question
or circumstances where the giver would have reason to expect something in return.

Further, as a general rule, a public official or employee should:

e Report to their Department Manager, Human Resource Manager or City Administrator,
any offer or attempt to offer a gift or gratuity in exchange for the performance of their
duties.

e File a disclosure statement showing the nature of any unsolicited gift or gratuity received,
the person giving the gift or gratuity, its value, the circumstances under which it was
received.

e To the extent possible, retain any unsolicited gift or gratuity for the office or department
as a whole, rather than as a personal gift or gratuity.

Financial or Business Interests with City Operations

A financial or business interest includes any that would directly or indirectly provide a monetary
or material benefit to the official or employee. As a general rule, an official or employee of the
City should refrain from participation in any selection process, contract negotiation, or purchase
of goods or services where they, or their family members or business associates, have any
beneficial or financial interest in the award, selection or contract. Further, a public official or
employee should not engage in or have a financial interest in any business providing goods or
services to the City of lola except when the goods or services are provided through the formal
competitive bid process under the purchasing policies of the City and only upon full disclosure to
all appropriate officials of the financial interest.

Financial Interest Disclosures

A material financial interest includes any interest that provides direct financial remuneration to
the public official or employee, or to any member of their immediate family, in an aggregate
amount of $500 or more in any year, or an ownership interest in any business entity which
exceeds 10% of the total ownership. A public official or employee of the City should always
fully and publicly disclose any material, financial or other beneficial interest that the official or
employee has or may have in any contract, formal decision, or governmental ruling or
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determination whenever the official or employee will or may participate in any manner in the
discussion, deliberation, decision, or administration of the matter.

Conflict of Interest

A conflict of interest includes any circumstance under which a public official or employee of the
City has a direct personal interest, other than the diligent performance of their official duties, in
the result or outcome of any government action for which the official or employee has any
discretionary authority or responsibility. It is not limited to financial interests, but may include
other interests such as personal friendships, family relations, or other associations with groups or
individuals. A public official or employee of the City should always avoid, even the appearance
of, such conflicts by full, public disclosure of such interests to appropriate officials and, where
possible, by abstaining from participation in the performance or exercise of the official,
discretionary actions. Elected Officials should abstain from voting on issues only if there is a
conflict of interest and should state, in general terms, the nature of the conflict.

Ethics Advisory Board
The Ethics Advisory Board shall be a standing committee, established by the City Council,
composed of the following designated members:

e The City Administrator or their designee

e The City Attorney or their designee

e The City Human Resources Manager or their designee

In the event that any matter presented to the Ethics Advisory Board for consideration relates to
any issue or complaint which has been considered or acted upon at the department or agency
level by any member of the Advisory Board, or which involves any member of the Advisory
Board or another person directly supervised by a member, then that member shall not participate
in the consideration of that particular matter and shall, for the purposes of that matter only, be
replaced on the Advisory Board by:

e A person designated by the City Administrator

e A person designated by the City Council, if the member is the City Administrator.

It shall be the duty and function of the Ethics Advisory Board to issue interpretations and
guidelines for the Code of Ethics, to prepare advisory opinions and rulings and to conduct
investigative reviews upon complaints of violations of the Ethical Standards. The Kansas
Association of City/County Managers and the International Association of City/County
Managers are recommended for use as resources in accomplishing these duties.

Complaints and Procedures

Department Review: Any allegation of a violation of the Code of Ethics shall be acted upon and
resolved through standard policies and procedures of the applicable City Department or City
Personnel Policies.

Advisory Board Review: In the event that any allegation of a violation of the Code cannot be
resolved through standard policies or procedures, then the complaint shall be referred to the
Ethics Advisory Board for review and consideration. The Ethics Advisory Board may, as it
deems necessary, conduct an investigation of the complaint, which may include interviewing
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persons who may have knowledge of the facts of the complaint. Upon completion of its review
and/or investigation, the Ethics Board shall prepare a written report, stating its findings,
conclusions and recommendation on the complaint. If the Ethics Board finds that there is no
merit to the allegations of the complaint, and there is no cause to believe that a violation has
occurred, then the Ethics Board shall immediately issue its finding, dismissing the complaint. If
the Ethics Board finds that there is cause to believe that a violation may have occurred, then the
report of its findings and conclusions shall be:
e Submitted to the City Administrator, if the complaint involves an employee, a
Department Manager or Agency Director for his or her review, consideration and action.
e Submitted to the City Council if the complaint involves the City Administrator, member
of any City Board, member of any Commission or any person acting as an appointed
representative on behalf of the City.

Review and Action upon Report

The City Administrator and/or the City Council shall immediately review any report submitted to
them by the Ethics Advisory Board, and shall conduct any additional investigation, including
interviews or hearings, as deemed necessary. Upon completion of the review, if it is determined
that no violation has occurred, then the complaint shall be dismissed and action taken to
conclude the matter. If it is determined that a violation has occurred, then direct action shall be
taken as deemed necessary and advisable, consistent with the provisions of this Code, to correct
the violation and to enforce the Code of Ethics.

Confidentiality

All proceedings of the Ethics Advisory Board, the City Council, and any official, department or
agency, in investigating and reviewing any ethics complaints shall be deemed as personnel
matters and shall be confidential under Executive Session.

Sanctions for Violation
For any violation of the Code of Ethics, the following enforcement actions may be taken:
e For employees of the City:
o A written warning or reprimand is issued pursuant to the personnel policies.
o A notice of intent to suspend, demote or terminate the employee is issued
pursuant to personnel policies.

o A complaint is filed for action with law enforcement officials.
o The matter dismissed for lack of cause.

e For elected officials of the City:
o A public censure or reprimand issued.
o A complaint is filed for action with law enforcement officials.
o The matter is referred to the State Attorney General for consideration.
o The matter dismissed for lack of cause.

e For appointed officials of the City or persons acting as representatives on behalf of the

City:
o A public censure or reprimand issued.
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o Removal from the office or position, or termination of any contract, agreement or

representative status.
o A complaint is filed for action with law enforcement officials.

o The matter dismissed for lack of cause.
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EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE
ACTION

Policy

It is the policy of the City of lola that all personnel policies and practices of the organization,
including the City’s services and regulatory decisions, provide for equal employment
opportunities on the basis of merit and without discrimination against anyone based on race,
color, religion, gender, age, marital status, sexual orientation, national origin, veteran’s status,
disability or status with regard to public assistance. In compliance with ADA, the City of lola
will make reasonable accommaodations for job applicants and employees with disabilities.

Any employee of the City who does not comply with the Equal Employment
Opportunity/Affirmative Action policies or is not in compliance with EEO/AA laws, directives
and regulations of the Federal, State and Local governing bodies or agencies will be subject to
corrective action, up to termination.

Affirmative Action

It is also the policy of the City of lola to take affirmative action to achieve a workforce that is
representative of the available community workforce without sacrificing the principal of merit.
In order to achieve our affirmative action goals, the City of lola will:

e Conduct an annual review of the composition of the employer’s workforce to determine
to what extent it reflects the available community workforce. Separate major divisions
and classes will be reviewed in addition to the organization as a whole. Major divisions
will consist of the Public Safety, Public Works, Public Utilities and Administration
Departments.  Major classes will consist of Department Managers and first line
supervisors.

e Attempt to solicit qualified applications from minority groups and protected classes in the
available community workforce for position openings.

e Place emphasis on training and selection of members of minority groups and protected
classes in areas where it has been determined the City work force is not representative of
the available community workforce. Training and selection should not sacrifice the
principle of merit.

e In an effort to solicit applications from a broader range of applicants, including those in
the community who might be under represented in our workforce, the City of lola may
post or advertise notices of openings on Departmental Bulletin Boards, in local and
regional newspapers, professional publications/web sites, and other means of
advertisement deemed appropriate. This does not apply to emergency appointments or
promotions when circumstances require a position to be filled internally.

e All advertised positions shall remain open for at least 5 days after notice has been
distributed.

Addressing Concerns
If an employee or applicant believes he or she has been discriminated against or has concerns
about the EEO/AA policy, they should contact Human Resources or the City Administrator.
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SEXUAL HARASSMENT

Purpose

The City of lola believes that all employees have the right to work in an environment that is free
from all forms of discrimination including sexual harassment. The purpose of this policy is to
ensure the legal rights of employees are protected and create a work environment free of sexual
harassment.

Scope
This policy applies to all full-time, part-time, temporary and contract employees who work for
the City of lola.

Policy

The City of lola will not tolerate the sexual harassment of an employee by any other employee.
Sexual harassment is a form of discrimination and misconduct that under mines the integrity of
the employment relationship. It refers to behavior that is not welcome, is personally offensive,
destructive to morale and interferes with work effectiveness. Behavior defined as sexual
harassment will result in corrective action, up to and including termination of employment.

Definitions
The City of lola bases our policy on the definition of sexual harassment set forth by the Equal
Employment Opportunity Commission (EEOC). The EEOC defines sexual harassment as
unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature when:
e Submission to such conduct is made either explicitly or implicitly a term or condition of
employment.
e Submission to or rejection of such conduct is used as the basis for employment decisions
affecting an employee.
e Such conduct has the purpose or effect of unreasonably interfering with work
performance or creating an intimidating, hostile or offensive working environment.

Procedures

Reporting: If employees experience or witness sexual harassment in the workplace, they should
report it immediately to the Department Manager or supervisor. If the Department Manager or
supervisor is the source of the misconduct, the employee should report the behavior to the City
Administrator or Human Resources. Those Managers who receive a report of sexual harassment
should immediately inform Human Resources.

Investigation: Human Resources will conduct a full and confidential investigation of the
complaint which will include questioning all possible witnesses and employees who may have
knowledge of the incident being investigated. The complainant’s identity will be protected and
there will be no retaliation as a result of making a complaint. The complaint, the investigative
steps and findings will be documented as thoroughly as possible.

Conclusion: When the investigation is complete, the complainant will be informed of the
outcome of the investigation and whether corrective action is being recommended. Employees
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who are dissatisfied with the resolution of a sexual harassment investigation may file a complaint
under the City of lola Grievance Policy.

Exceptions

Occasional compliments of a socially acceptable nature do not meet the definition of sexual
harassment. Also, conduct or actions that arise out of a personal or social relationship, that are
not intended to have a discriminatory employment effect, may not be viewed as harassment. The
City will determine whether a complaint of misconduct constitutes sexual harassment, based on a
review of the facts and circumstances of each situation.

41



City of lola Drug and Alcohol Free Workplace June 24, 2013

DRUG AND ALCOHOL FREE WORKPLACE

Purpose

The City of lola, referred to hereafter as the Employer, believes that a drug and alcohol free
workplace is important to the health and safety of their employees and the public. In order to
achieve that goal, the following policy and procedures have been adopted in regard to drug and
alcohol abuse and testing of employees and applicants. This policy becomes effective on
September 15, 2002 for all Federal Motor Carrier Safety Administration (FMCSA) or Pipeline
and Hazardous Materials Safety Administration (PHMSA) employees of the City.

Policy

It is the policy of the City of lola to maintain a drug and alcohol free workplace. The purpose of
this policy is to promote good job performance, employee safety and public safety. The
manufacture, distribution, possession or use of a controlled substance or illegal drugs in the
workplace or off duty shall be strictly prohibited. No employee shall posses, consume or be
under the influence of alcohol while on duty. Violation of this policy is considered gross
misconduct subject to corrective action including termination of employment. Depending on the
situation, a confirmed positive test for illegal drugs or alcohol will result in a minimum two week
suspension without pay or accrual of benefits, plus required attendance at a drug treatment
center. The employee must also agree to submit to 4-6 retests at any time during the 12 month
period following a positive drug or alcohol test. A second positive drug or breath test any time
during the remaining period of employment will result in immediate termination of employment
and the employee will not be considered eligible for future employment with the City.

Covered Positions

This policy includes all full-time, part-time and temporary employees of the City. Employees,
who are subject to FMCSA and PHMSA guidelines, are also subject to the provisions of FMCSA
and PHMSA regulations.

Definitions
e Incident: Any event which results in:
o Death or personal injury requiring medical treatment.
o Damage to a vehicle that is owned, leased, or loaned to the City, or any vehicle
operated by a City employee that arises out of the performance of their duties.
o Damage to company owned machines or equipment in excess of $500 where the
employee may be at fault or where employee fault cannot be completely ruled out.
o Any event which the employer believes to be significant, even if it does not meet
any of the above criteria.
e Breath Test: A test for alcohol by analyzing the employee’s breath, using a PBT device
and performed by a trained Police Officer who is FST certified.
e Drug Test: A chemical analysis utilizing urine samples to determine the presence of
prohibited drugs.
e Fail a Drug or Breath Test: Confirmation of a test result which shows positive evidence
of the presence of a prohibited drug in the employee's system, for which there is no legal
or legitimate reason.
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e Pass a Drug or Breath Test: Initial or confirmation testing does not show evidence of a
prohibited substance in an employee's system.

e Prohibited Drug: Alcohol and all illegal drugs are prohibited while an employee is
engaged in City business, while using City equipment/vehicles or acting as an employee
of the City. Currently, the City of lola tests for the following substances: Cocaine,
Amphetamine, Methamphetamines, Marijuana and Opiates.

e Drug and Alcohol Officer: A City employee designated by the City Administrator to
manage the Drug Free Workplace/Substance Abuse Policy for the City of lola.

e PBT Device: LED Display Alco-Sensor Preliminary Breath Testing unit

e Collector: Persons who have successfully completed training using materials supplied by
the Department of Transportation or personnel who have received UCI or Quest
Diagnostics training or instruction.

Drug/Alcohol Test Requirements
Notification: Upon being notified that a drug/breath test is required, an employee or applicant
will:
e Report as soon as possible to the area indicated by the Collector. For employees, no later
than 30 minutes after receiving notification.
e Sign a Release of Liability/Consent Form.
e Provide a urine sample to detect prohibited substances.
e Submit to a breath test using a PBT Device to detect alcohol. (All testing will be
performed in accordance with the guidelines set forth in this policy. A photo ID is
required for identification purposes.)

Employee Rights: Employees/applicants have the right to:

e See photo identification from Collector before testing. Collectors are UCI or Quest
Diagnostics certified City employees and will comply with all requirements set forth in
this policy and the accompanying procedures in regard to collection, custody and control
of urine samples.

e A full explanation of their options and consequences of their decision to submit to or
refuse a test.

Reasons and Cause for Testing
Employees are subject to drug testing for the following reasons/causes:

Pre-Employment: After a conditional offer of employment is made, the prospective employee is
required to successfully pass a “Fitness for Duty” physical which includes a drug test.

Post-Incident: Any employee whose performance may have been a contributing factor in the
incident or whose performance cannot be completely discounted as a contributing factor to the
incident shall be tested for drugs and/or alcohol within the time frame defined in this policy.

If an employee is requested to submit to post-incident testing and is conscious and able (in the
opinion of a medical professional) to provide an adequate urine and/or breath sample, but refuses
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to be tested, the refusal should be documented on the appropriate form and the employee will be
instructed that refusal is cause for termination of employment.

In the case of an unconscious employee, or one who is unable to consent to the procedure, testing
will not be done. Also, the employer may decide not to test if it is determined an employee's
performance could not have contributed to the incident or because the time between performance
and incident would make a test useless in determining whether performance was affected by drug
or alcohol use.

Reasonable Cause: The City will request a drug or alcohol test when there is reasonable cause
to believe an employee is under the influence of a prohibited drug or alcohol while on duty.
There must be reasonable and documented cause for testing, based on specific physical,
behavioral or performance indicators of probable drug or alcohol use. Examples, which should
be documented on the appropriate form, are evidence of repeated errors on the job, rule
violations or unsatisfactory time and attendance patterns, coupled with a specific event, just
occurring, that indicates probable drug or alcohol use.

At least two supervisors, one of whom is trained in detection of the symptoms of possible drug
and alcohol use, will agree on the decision to test. If two supervisors are not available at the job
site, a consultation between two supervisors may be held via telephone in order to obtain a
consensus to test.

Voluntary Test:

Employees who desire to be tested on a "voluntary basis" will be allowed to do so. Requests for
such testing shall be submitted to the Department Manager. The cost of voluntary testing is paid
for by the employee.

Post-Rehabilitation/Return to Duty: Follow-up drug testing will be done on any schedule
recommended by the City of lola Drug and Alcohol Officer and the employee's rehabilitation
counselor, with or without prior notice to the employee for not more than 18 months after an
employee returns to duty.

Inability/Refusal to Provide a Urine/Breath Sample

If the employee/applicant feels unable to provide a urine sample when requested, the collector
will direct the employee to drink fluids and after a reasonable time the employee will be
requested to attempt to provide a sample. The employee is not allowed to leave the testing site
until the sample is provided. If the employee cannot produce a sample within 2 hours of the time
the initial request was made, the collection process shall be discontinued and the employee's
supervisor notified. Any employee who fails to report for collection within the 30 minute time
frame or refuses to test after being informed that a test is required will be suspended, unless the
employee has a legitimate, verifiable reason for failure to report or refuse to test. All other
refusals to test will be grounds for termination.

False-Negative Drug Test Result
In the event an employee’s “in office” drug test provides a false-negative (positive) result, the
employee will not be permitted to return to work until a follow up drug test at a clinic is
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performed and the final confirmed results are submitted back to the City from the laboratory
verifying either a positive or negative.

Employees who are taking a medication prescribed, in their name, by a medical doctor will be
asked to provide documentation of such prescription to the D&A Officer.

Retesting of Urine Samples

If testing is done according to proper procedures other than a false-negative, there would be no
general justification to retest a sample for confirmation. However, if it is determined there was
some problem with the test or proper procedure was not followed, the City may perform a retest
by utilizing a portion of the original sample provided by the employee. The results of the second
test will be considered final.

Extenuating Circumstances

In the case of employees who may be subject to call-back on holidays, week-ends and after duty
hours, it is possible that use of alcohol, prescription or over-the-counter medications may cause
the employee to function in a manner which could be unsafe or harmful to themselves or others.
Employees who are not assigned “on-call” status should notify the Department Manager or
supervisor upon emergency call-back if they are under the influence of alcohol, their prescription
medication or over-the-counter medication. Employees who are not “on-call” will not be
disciplined or be subject to retaliation for such disclosure. Employees who are officially “on-
call” during hours which would normally not be working hours are to abstain from drugs and
alcohol during that time.

Drug and Alcohol Officer

The City’s Human Resource Manager has been designated as the Drug and Alcohol Officer. The
D&A Officer has training and experience in collection, testing procedures, interpretation of
results and in identifying the symptoms and effects of drug and alcohol use. The duties of the
D&A Officer are to manage, interpret, evaluate and monitor the City’s drug and alcohol testing
program. Specifically, the D&A Officer will:

e Review the results of drug testing before results are reported to necessary parties.

e On positive results, conduct an informal interview with the employee tested to determine
if current medical treatment may be a reason for the results. This will be done by
discussing the employee's recent and relevant medical history.

e Interpret or obtain outside professional opinion on false-negative results, adulterated,
substituted or invalid tests to determine if there is an alternative, legitimate medical
explanation which would account for the results.

e After appropriate review, if the D&A Officer determines there is no legitimate medical
explanation for the confirmed positive test result other than unauthorized use of
prohibited drugs or alcohol, the D&A Officer will report the test to the necessary parties
as positive.

e After a review of the drug or breath test results, the D&A Officer may conclude that a
particular drug or breath test result is insufficient for further action or that a positive test
result is consistent with legal drug or alcohol use and in this case will report the test to the
necessary parties as negative.
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e The D&A Officer may conclude a test is positive if the employee/applicant expressly
declines to discuss test results.

Recordkeeping
Records to document the collection process will be kept for at least 3 years. Records will be kept
by the D&A Officer or someone designated by the D&A Officer.

A record showing that employees failed a drug or alcohol test and the type of test failed will be
kept for at least 5 years and will include the following information.
e Department and position title of employees who tested positive on drug and alcohol test.
e The prohibited drug indicated by the drug test.
e The disposition of employees who tested positive on a drug or alcohol test (termination,
probation, rehabilitation, etc.).

A record of the number of employees tested and type of test will be kept for at least 5 years.
Documentation of Department Managers and supervisors who have certified training as a
Collector or Supervisor Reasonable Suspicion Training will be kept in the employee file.

Confidentiality/Security
The D&A Officer will only release the following information concerning the test and will
indicate to the employee who the information will be released to:

e The types of drugs tested for

e A positive or negative result

e A specimen number (assigned by the D&A Officer)

The D&A Officer may disclose the results of a confirmed positive test to the
employee’s/applicant’s Department Manager, supervisor, City Administrator, City Council or the
decision maker in a lawsuit, grievance or other proceeding initiated by or on behalf of the
employee or applicant and arising from a verified positive drug or alcohol test. Individual results
will not be disclosed to anyone else, including subsequent employers, without the express written
permission of the individual tested. Upon written request, any employee who is subject to a drug
or alcohol test will be granted access to records relating to their test.

All records of drug or alcohol testing results and rehabilitation will be treated as private and
confidential and will be kept in a locked, secure area, with limited access. This includes testing
records of applicants for jobs and current and former employees. Records will be kept by the
D&A Officer.

The D&A Officer may disclose information to a physician or pharmacist for the purpose of
determining an alternative legitimate medical explanation which would account for a positive
drug test. Before obtaining an outside medical opinion as part of the verification process, the
D&A Officer will inform the employee that information may be disclosed to a third party as
provided in this policy and the identity of any parties to whom information may be disclosed.
Other than previously noted, the D&A Officer will not disclose medical information provided by
the individual as a part of the testing verification process to any third party.
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Random Drug and Alcohol Testing

Employees subject to FMCSA and PHMSA regulations are subjected to Federal random drug
and alcohol testing. Federal random selections are pulled on a quarterly basis. The names are
randomly drawn by UCI from a pooled list. Random testing is administered by UCI. Results of
random testing are submitted to the D&A Officer.

Reporting of Illegal Drug Convictions

As a condition of continued employment, employees are required to report any conviction for
illegal possession or distribution of a controlled substance or illegal drug within 5 days after
conviction. This information will be placed in the employee's file and reported to federal
agencies granting funds to the City within 10 days as required by federal law.

Employee Assistance Program
The City provides drug and alcohol abuse information to existing employees at the time the
policy becomes effective and to new employees as they are hired. Information for drug and
alcohol abuse is found as attachments in this Handbook and also through Human Resources. The
attachments are listed as follows:
e Employee Acknowledgment
Consent and Release of Liability
Employee Refusal to Submit to Test Request
Documentation to Test for Reasonable Cause
List of Educational Materials
Community Service Hotlines/Websites
Treatment Facility/Release of Information

Voluntary Assistance with Drug/Alcohol Abuse

Employees who feel they have a problem with drug or alcohol abuse may voluntarily request
assistance from the City. Conscientious efforts to seek such help will not jeopardize the
employee’s job. The City will attempt to assist the employee by referral to a qualified drug and
alcohol treatment center. The expense of treatment will be paid by the employee either directly
or through personal insurance. If necessary, the City will assist the employee in finding a
method of payment. If requested by the employee, no documentation of a voluntary request for
assistance will be entered in the employee's personnel file. However, the employee’s continued
employment with the City will depend upon successful rehabilitation from drug abuse and
continued satisfactory job performance.

Rehabilitation

The City will offer rehabilitation according to the coverage limits in the City's Health Insurance
Plan for individuals who voluntarily seek rehabilitation prior to a request to submit to a drug or
breathe test. Employees who seek help the same day a request to submit to testing is made will
not be eligible for rehabilitation. An employee who has completed rehabilitation must provide
documentation to Human Resources of a negative drug and breathe test before they are allowed
to return to work. To reinforce accountability, the employee must agree to a schedule of drug
and breathe testing.
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Employees scheduled for rehabilitation are required to sign a release of information form that
allows the City to receive the following information from the treatment facility or counselor:
e Verification that the employee is attending and participating in counseling sessions as
scheduled.
e Verification that treatment is progressing as expected.
e An approximate date the employee may return to work.
e The assistance that will be provided to the employee and City management personnel to
help them make the employee's transition back to work as smooth and successful as
possible.

The City of lola will offer the opportunity for rehabilitation one time. Any positive drug or

breath test after the employee has participated one time in a rehabilitation program will be
grounds for immediate termination.
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CORRECTIVE ACTION

General Policy

The purpose of corrective action is to ensure high standards of performance and efficiency, to
maintain good working relationships among all employees and to provide the citizens of lola the
highest possible level of courteous and professional public service. Correcting unacceptable
behavior depends in large part on self-discipline. Self-discipline is the conscientious effort of
employees to work and behave in accordance with the values, service standards, rules and
regulations established by the City of lola and the specific department which employees are
assigned to. The City expects each employee to practice self-discipline, work hard at being the
best at what they do and help the City provide a high level of professionalism.

When an employee does not exercise adequate self-discipline, or is not successful in meeting the
expectations and requirements of their job, it may be necessary for their Department Manager or
supervisor to take action to correct the problem. An employee is subject to corrective action if
their conduct:
e Violates recognized rules/regulations, the City’s Code of Ethics & Standards of Conduct,
or any other written regulations or established procedures specific to their Department.
e Reflects discredit to the City or hinders the effectiveness or efficiency of departmental
operations.
e Endangers themselves, their fellow employees or the public.

Progressive Disciplinary System

The City of lola uses a system of progressive discipline to address and correct the unacceptable
behavior or misconduct of an employee by attaching appropriate consequences to such behavior
or misconduct. The basis of this system allows for lesser consequences for less serious
misconduct and stronger consequences for more serious misconduct or re-occurrences of the
same misconduct. The intent of the system is for the consequence to be appropriate for the
violation. If a violation is serious, even a first offence may result in termination of employment.

When a situation occurs that requires corrective action, the Department Manager will document
the misconduct/violation that has occurred, what steps or behavior is needed to keep the problem
from re-occurring, what corrective action is being recommended and what corrective action will
be taken if the misconduct/violation is repeated.

Unless prevented by precedent, the Department Manager will use corrective action as necessary
to remedy the situation. However, in some cases, to remain fair and consistent, an established
precedent will dictate the action that is taken. For repeated violations of a same, similar or
related behavior, the consequences of the violation will be more severe, and could progress until
termination of employment is recommended.

Types of Corrective Action
The following types of corrective actions are officially recognized by the lola City Council:
e Verbal Warning: This is an oral warning given to an employee that a repeat offense
will result in additional corrective action. An informal notation of the warning should be
documented by the employee's Department Manager or supervisor.
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Written Reprimand: This is a formally documented warning that a repeat offense could
result in suspension or termination of employment. The original will be filed in the
personnel folder and a copy given to the employee.

Suspension: A suspension is the removal of an employee from service without pay for a
specified period of time. Suspension can be from 1 to 3 work days.

Termination: Termination is the discontinuation of employment.

The following separate actions have been approved to address unresolved performance issues:

Probation: This is a trial period of specified length during which an employee is
required to fulfill a set of conditions, improve work performance, on-the-job behavior,
etc. Failure to meet the probationary requirements may result in additional corrective
actions.

Salary Reduction: A salary reduction is the lowering of an employee's rate of pay
within the pay range to which the employee's position is assigned.

Delay of Merit Increase: This is the withholding of a scheduled pay increase.
Demotion: Demotion is the placement of an employee into a position of a lower pay
range.

Note: With the approval of Human Resources and the City Administrator, a Department
Manager may suspend an employee with pay (if deemed appropriate) while an employee's
conduct is under review for some issue of alleged misconduct. This action is separate and
distinct from the corrective action of suspension without pay.

Procedure for Corrective Action

In the opinion of the Department Manager or City Administrator, whenever a violation or
misconduct has occurred that requires the application of corrective action, the Department
Manager or City Administrator will:

Document the violation/misconduct.

Determine the appropriate level of corrective action necessary to correct the problem.
Arrange a meeting with the employee to discuss and review the problem. The meeting
should be private and only include the employee, Department Manager, immediate
supervisor or other person(s) requested to be present by the Department Manager or City
Administrator.

Document the conversation on the Violation & Reprimand Report. Give the employee an
opportunity to offer their view/opinion of the cause for the situation. The employee may
enter comments on the report form or can make them separately, then attach them to the
report.

Attach related or supporting documentation (i.e. notes of what was said, by whom, etc.)
to the Violation & Reprimand Report.

Make a preliminary decision and recommendation concerning the corrective action, sign
the Violation & Reprimand Report and forward this and all related documentation to the
City Administrator and Human Resources for review and approval.

Upon approval of the City Administrator and Human Resources, notify the employee of
the final decision in writing (except for verbal warnings) and request their signature on
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the Violation & Reprimand Report. Advise the employee of their right to appeal the
decision through the grievance procedure.

e Return all documentation of the meeting to Human Resources for placement in the
employee's personnel file.

Examples of Misconduct

Following is a list of violations that will most likely result in corrective action. These are
categorized from least serious (A) to most serious (D). This list is not all inclusive, but provides
examples of some of the more common types of misconduct:

A. Cause for Verbal Warning: Below is a non-inclusive list of violations for which an
employee might be given a verbal warning:

Failure to follow safety rules or departmental procedures and regulations.
Inattention to duty or carelessness resulting in minor damage or loss of property.
Inefficient or incompetent performance of duties.

Tardiness or excessive absenteeism.

B. Cause for Written Reprimand: Below is a non-inclusive list of violations for which an
employee might be given a written warning:

Repeated failure to follow safety rules or departmental procedures and regulations.
Inattention to duty or carelessness resulting in significant damage or loss of
property.

Repeated occurrences of inefficient or incompetent performance of duties.

Repeated occurrences of tardiness or excessive absenteeism.

Discourteous or offensive conduct in public or directed to the public.

Failure to properly follow the instructions given by a Department Manager or
supervisor.

Negligent waste of public supplies or equipment.

C. Cause for Suspension: Below is a non-inclusive list of violations for which an employee
might be suspended from work:

Careless or negligent use of City funds or City property.

Inducing or attempting to induce any employee or official while performing service
for the City to commit an unlawful or unethical act or perform an act that violates
any lawful or official regulation or order.

Failure of an employee to notify the immediate supervisor of a condition which
could impair their ability to perform their duties in a safe manner.

Committing an act of violence or other flagrant misconduct, serious safety
violations, or criminal offenses.

Falsification, misrepresentation or any demonstration of a lack of integrity.
Conviction of criminal laws of any applicable jurisdiction.

Repeated failure to follow safety rules or departmental procedures and regulations.
Repeated inattention to duty or carelessness resulting in significant damage or loss
of property.

Repeated occurrences of inefficient or incompetent performance of duties.
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Repeated occurrences of tardiness or excessive absenteeism.
Revocation or suspension of driver’s license or other license or certification
required as a condition of employment.

D. Cause for Termination: Below is a non-inclusive list of serious violations that may result
in termination of employment:

Job abandonment (Absent from work for 3 days without proper notification).
Sleeping on the job / Sleeping during unauthorized times (Firefighters only).
Violation of the Sexual Harassment Policy.

Violation of the EEO/AA Policy or any illegal discrimination on the basis of race,
creed, color, gender, sexual orientation, age, marital status or national origin in all
areas of employment including transfer, promotion and demotion.

Insubordination or refusing to follow the direct instructions of a Department
Manager or supervisor.

Possession or use of drugs/alcohol on the job, or being under the influence of
drugs/alcohol.

Continued or gross neglect of duty.

Violating the City Drug and Alcohol policy after receiving professional
rehabilitation assistance while a City employee.

Willful damage to City or public property.

Theft of City or public property.

Using bribery or political pressure to secure appointment, promotion or
advantage.

Material falsification of the employment application or providing any false
statement, certificate or mark, rating or report in regard to any test, certification or
appointment or any attempt to commit any fraud that violates the merit principles
of personnel administration.

Giving or receiving any consideration (monetary or otherwise) or providing
undeserved service to any person or organization in return for (or in connection
with) favorable test results, appointment, proposed appointment or proposed
promotion.

Accepting any fee, gift, or item of value, in connection with employment, when
such gift or valuable is given in the hope or expectation of receiving a favor or
favoritism.

Accepting any bribe, gift, token, money or other items of value intended as an
inducement to perform or refrain from performing any official act.

Engage in any action of extortion or other means of obtaining money or other
items of value through their position in the service of the City.

Unauthorized disclosure of confidential information.

Failure to satisfactorily improve performance within 90 days in an area rated
“unacceptable” on a performance evaluation form.

Conviction of a felony that could have implications to the performance of job
duties.

Repeated failure to follow safety rules or departmental procedures and
regulations.
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e Repeated inattention to duty or carelessness resulting in significant damage or
loss of property.

e Repeated occurrences of inefficient or incompetent performance of duties.

e Repeated occurrences of tardiness or excessive absenteeism.

Suspension & Appeal Rights for Appointed Officers

City Resolution #1658 gives the City Administrator authority to suspend all Officers,
Department Managers and employees with or without consultation with the City Council. Any
individual, including appointed officers, suspended has the right to appeal a suspension to the
City Council. Upon hearing the appeal, the City Council may sustain, reverse or modify the City
Administrator’s decision. For appointed officers, the right of appeal requesting a hearing before
the City Council must be exercised by filing a letter with Human Resources within 7 days after
receiving notice of the suspension.
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GRIEVANCES

General Policy

All regular, full-time employees have the right to issue a complaint or grievance concerning
certain areas of employment. In the best interest of the employee and the City, the City will
strive to settle grievances internally in a prompt and equitable fashion.

Grievance Process
To assure employees have an opportunity to present complaints to a higher authority without fear
of reprisal, the following four step process has been established:

e When an employee has a grievance, they should first discuss the situation with their
Department Manager who will review the situation and give the employee a response
within 14 calendar days.

e If the grievance is not satisfactorily resolved by the Department Manager, the employee
may submit their grievance in writing to Human Resources who will schedule a meeting
with the employee to discuss the grievance. Human Resources must reply to the grievance
in writing within 14 calendar days.

e |f the employee or the Department Manager is not satisfied with the response from Human
Resources, either party may request a review of the grievance by the City Administrator.
The City Administrator will meet with the appropriate party to discuss the grievance and
give a written decision for settlement of the grievance to all parties within 14 calendar
days.

e |If the employee or the Department Manager is not satisfied with the response from the
City Administrator, either party may appeal to the City Council for a final review of the
grievance. The City Council should convene within 30 days from receipt of the appeal.
At the hearing, all concerned parties will be given an opportunity to present their
respective views and offer any additional evidence, facts or witnesses that have not yet
been presented. The City Council will render a decision in writing within 30 days. The
written decision shall be supported by factual evidence. A copy of the finding will be
provided to both the employee and City Administrator. The decision of the City Council
will be final and binding upon all parties. Where issues of law are in dispute, either party
may file an action in a court of appropriate jurisdiction.

Timely and successful resolution of problems relies on employees and managers who openly

communicate with each other. Grievance Forms are available at the City Clerk’s Office or
City Administrator’s Office.
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CITY OF IOLA
DRUG FREE WORKPLACE AND SUBSTANCE ABUSE POLICY

EMPLOYEE ACKNOWLEDGEMENT

I, the undersigned employee, hereby acknowledge that | have been supplied with a copy of the
City of lola Drug Free Workplace and Substance Abuse Policy, including provisions of the
Employee Assistance Program and have read and understand this policy. | have also received
educational materials on drug abuse and the community service hot-line telephone number for
employee assistance.

I understand that | cannot be employed in any position which is covered by this policy if | test
positive for alcohol or drugs of abuse listed in the policy and the immediate consequences would
be suspension of employment. 1 also understand that upon subsequent management review, a
positive test for alcohol or drugs could ultimately result in termination of employment or a
referral to be evaluated for possible treatment of addiction.

If rehabilitation treatment is offered, | understand that | am required to produce a negative test
for prohibited drugs and alcohol before I may return to duty and that I am subject to
unannounced testing for a period of eighteen (18) months after I return to duty.

| am also aware that if | produce a confirmed positive drug or breath test or refuse to supply a
specimen for a test, I will be offered the same opportunities and options offered to all other
employees and | will not hold the City of lola liable for damages or otherwise on account of such
action.

| have read and understand the consequences of a positive drug or alcohol test.

Signed this day of :

Employee Signature
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CITY OF IOLA
DRUG FREE WORK PLACE AND SUBSTANCE ABUSE POLICY

CONSENT AND RELEASE OF LIABILITY

The City of lola Drug Free Work Place and Substance Abuse Policy requires drug and/or alcohol
testing for situations occurring due to pre-employment, post-accident, reasonable cause, random
selection and post-rehabilitation.

| have been requested to submit to drug and/or alcohol testing for one of the above reasons to
determine the presence of prohibited drugs and/or alcohol in my system.

| voluntarily agree to submit to testing. | understand my employment with the City of lola will
be contingent upon the results of this test and that any positive test will disqualify me for such
employment.

| understand that results of this testing will remain confidential according to the provisions of
this policy. | agree to hold the City of lola harmless and release them from all liability due to the
results and all subsequent action that may occur out of and in the course of submitting to this
test.

| have read and understand the foregoing statements.

Signed this day of :

Signature of Employee

Signature of Witness
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CITY OF IOLA
DRUG FREE WORK PLACE AND SUBSTANCE ABUSE POLICY

EMPLOYEE REFUSAL TO SUBMIT TO TEST REQUEST

The City of lola Drug Free Work Place and Substance Abuse Policy requires drug and/or alcohol
testing for situations occurring due to pre-employment, post-accident, reasonable cause, random
selection and post-rehabilitation.

| have been requested to submit to drug and/or alcohol testing for one of the above reasons to
determine the presence of prohibited drugs and/or alcohol in my system.

If refuse to submit to testing. | understand that my decision will result in the immediate
suspension of employment with the City of lola and upon Management review, could result in
termination of my employment.

I have been advised of the City of lola Grievance Policy and that | may exercise my rights under
this policy to have this situation reviewed by the City Council. | also understand that I am
suspended from work indefinitely and that I will be contacted by the Human Resources when a
final determination is made.

| have read and understand the foregoing statements.

Signed this day of :

Signature of Employee

Signature of Witness
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CITY OF IOLA
DRUG FREE WORK PLACE AND SUBSTANCE ABUSE POLICY

DOCUMENTATION TO TEST FOR REASONABLE CAUSE

Name of Employee Date of Observation _/ [/

Name of Supervisor making initial observation

Name of Supervisor confirming observation

This checklist is required before a supervisor can recommend an employee for drug/alcohol
testing. According to policy, a supervisor must have a reasonable and articulate cause that is
based on physical, behavioral or performance indicators. Place an (x) on any of the following
behaviors exhibited recently by the employee. Indicate with a (d) if documentation exists in the
employees file. This information is strictly confidential

A. PERFORMANCE INDICATORS

1. Clear refusal to do assigned tasks

2. Significant increase in errors

3. Repeated errors in spite of increased guidelines

4. Reduced quantity of work

5. Inconsistent, “up and down” quantity/quality of work
6. Behavior that disrupts workflow

7. Noticeable change in written or verbal communication
8. Excessive absences in last 12 months

9. Excessive use of sick leave in last 12 months

10. Frequent Monday/Friday absence or other pattern

11. Frequent unexplained disappearances or time away from work area
12. Increased number of safety offenses

13. Experiences or causes job accidents

14. Major change in duties or responsibilities

15. Interferes with or ignores established procedures

Doddoogobbdodadaobdodddif
wn
D oo ooggoo0odongaoos

16. Unable to follow through on job improvement goals
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] ] 17. Other (Please specify)
B. BEHAVIORAL INDICATORS

YES D
] ] 1. Changes in or unusual personal appearance (dress, hygiene)

2. Changes in or unusual speech (slurred, incoherent, stuttering, loud)

3. Changes in or unusual physical mannerism (gesture, posture, stumbling)
4. Changes in or unusual facial expressions

5. Changes in or unusual level of activity (is noticeably reduced or increased)
6. Changes in or unusual topics of conversation

7. Significant change in relationships with co-workers or supervisors

8. Has personal relationship problems

9. Engages in detailed discussions about death, suicide, harming others

10. Increasingly irritable, frustrated, discontent or tearful

11. Persistently boisterous, rambunctious or verbally abusive

12. Unpredictable or out-of-context displays of emotion, frequently argumentative

13. Unusual fears, distrustful, very sensitive to advice/criticism, makes cynical
comments

14. Lacks appropriate caution

15. Engages in detailed discussion about obtaining/using drugs or alcohol

16. Has received professional assistance for emotional or physical problems

17. Makes unfounded accusations toward others, i.e., has feelings of persecution
18. Secretive or furtive, does things behind your back

19. Increasingly withdrawn and less involved with people

20. Intentionally avoids contact and conversation with supervisor or peers

21. Memory problems (difficulty recalling instructions, data, past behavior)

22. Makes unreliable and false statements

23. Unrealistic self-appraisal or grandiose statements

Do oooon ooogogoobgooogdao
Do oooon ooogogoobgooogdao

24. Physically abusive, temper tantrums, angry outbursts, complains more
frequently
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25. Opinions are demanding, rigid or inflexible

26. Concerns about sexual behavior or sexual harassment

C. PHYSICAL INDICATORS

YES D
0o
0o
0o
0 O
0 O
0o
0o
0 O
0 O
0o
0o
0o
0 O
0 O
0o
0o
0 O
0 O
0 O

1. Smell of alcohol on breath of person
2. Speech is slurred, confused, slow, unusually soft or loud

3. Employee is disoriented or confused about where they are, what day or time it
is

4. Employee has apparent inability to focus on work

5. Employee shows unusual or unexplained resistance to authority or refusal to
follow directions

6. Employee lacks motor skills or coordination or shows unusual weariness,
fatigue or exhaustion

7. Mood is belligerent, ecstatic, giddy, talkative, drowsy, unusually nervous and
twitchy

8. Skin color is pale or flushed or is experiencing excessive perspiration
9. Making excessive trips to the restroom

10. Eyes are bloodshot, pupils are dilated or pupils are pinpoints

11. Drink containers belonging to employee have trace odors of alcohol

12. Employee has stated/confessed to others they were drinking alcohol or taking
drugs

13. Drinking alcohol or use of drugs was witnessed/confirmed by other employees

14. Presence of substance that has appearance of a prohibited drug, i.e., green
leafy substance

15. Presence of drug paraphernalia or odor of marijuana

16. Employees congregating in remote area or area not usually frequented by
employees

17. Employee shows deteriorating physical appearance, is yawning excessively,
has a blank stare

18. Employee’s hands are shaking or trembling

19. Employee wears sunglasses at inappropriate times
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20. Needle marks on arms

O O
O O

21. Frequent colds, flu, upset stomach, headaches, excessive fatigue, or other
illnesses

] ] 22. Has experienced a major change in physical health

NOTES:

Supervisor

Signature

Date / /
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CITY OF IOLA
DRUG FREE WORK PLACE AND SUBSTANCE ABUSE POLICY

LIST OF EDUCATIONAL MATERIALS

TITLE TYPE
Alcohol and the Family A brochure by W. R. Spence, M.D.
Drink and Drive Calculator Pocket visual by UCI Consortium
Drug Education Guide Pocket visual by UCI Consortium
Drive Sober- Alcohol can be a deadly passenger Article by Parlay International
Driving under the influence of safety “ “
Protect yourself from drunk drivers «“ «“
A family affair- Addiction touches everyone «“ «“
Recovery begins at home- Families, drinking and drugs «“ «“
The pressure’s on- Men, drinking & drugs “ “
Hurting the ones you love- Women, drinking & drugs «“ «“
Alcoholism and Denial- Partners in dependence «“ “

When Drinking isn’t social anymore

A co-worker has a drinking problem «“ «“
You can drink responsibly- If you know your limits «“ «“
Facts about Alcohol Fact Sheet by Parlay International

Facts about Heroin “ «
Facts about Speed/Amphetamines “ «
Facts about PCP/Angle Dust “ «
Facts about Hallucinogens “ «
Facts about Marijuana “ «
Facts about Cocaine “ «
Facts about Crack Cocaine “ «
Facts about Narcotics “ «
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CITY OF IOLA
DRUG FREE WORK PLACE AND SUBSTANCE ABUSE POLICY

COMMUNITY SERVICE HOTLINES/WEBSITES

Southeast Kansas Mental Health Center 620-365-8641

304 N. Jefferson lola, KS 66749

Addiction Treatment Center of SEK 620-365-3404

206 S. Jefferson lola, KS 66749

Counseling Therapy Inc. 620-365-3404

206 S. Jefferson lola, KS 66749

New Horizons Counseling 620-431-4000 or 800-279-6030

629 S. Plummer Ave. Chanute, KS 66720

Hope Unlimited 620-365-7566 or 800-498-7566
8 N. Washington St. lola, KS 66749

Alcohol AA Abuse Helpline 800-299-6310
24 Hour Action Hotline (Toll Free)

Alcohol A & Addiction Treatment 800-505-0964
24 Hour Helpline

www.marijuana-info.org

www.clubdrugs.org

www.drughelp.org

www.drugfreeamerica.org

www.nida.nih.gov
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CITY OF IOLA
DRUG FREE WORK PLACE AND SUBSTANCE ABUSE POLICY

TREATMENT FACILITY/RELEASE OF INFORMATION

| authorize to release the following
(Name of Counselor, Treatment or Rehabilitation Facility)
information to the City of lola:

v Verbal or written statements to verify attendance and participation at counseling sessions
are in accordance with facility requirements.

v Verbal or written statements to verify treatment is progressing normally and on schedule.

v An approximate date the employee is expected to be able to return to regular duties.

v All assistance the facility will provide the employee and the City to help make a smooth
transition back into the workplace.

The City of lola understands the confidential nature of medical information and will treat this
document in a confidential manner with access given only to those who have a need to know.

Signature of Employee Date / /

Signature of Witness Date / /
City of lola — D&A Officer
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CITY OF IOLA

Pay Plan Classification

Non-Exempt Position Grade
LOIT 100 - o [PPSR H-3
Part-time ACHVILIES SUPEIVISOI .......ccviiiiieiieie et e e e e H-4
(O8] 11 SO P TR RPRR H-5
ASSISTANT COUIT CIEIK ..ot s H-5
Regular Part-Time MaintenanCe ............ccooiririeieieiesie s H-5
ANIMAl CoONIol OFFICEN ....iiviiieiie s H-5
Records AdminiStrative ASSISTANT.........c.ccvrieiieerieie e H-7
Part-time Meter REAUET .........cccuiiiiiee e e H-7
CUSLOMET ASSISTANT ....c.vievieiieeiieie ettt e e sne e ee e nneeneas H-7
FINANCE ASSISTANT ......eviiicieciieeie et nb e e sr e H-7
SOlid Waste HaNAIET ©........cooiiiieiieceee e e H-7
Water/Wastewater Apprentice OPErator...........ccoovveieevieiieeieere e ese e H-7
ASSISTANt PUIChaSiNg AQENT ........ooiiiiiiieie e H-7
COUM CIBIK. ..ttt bbbttt sttt b nne s H-8
EMS BilliNG CIEIK ....c.eiiiiiiiieeee e H-8
Assistant Code Enforcement OFfiCer ..o H-8
Recreation AdmINIstrative ASSISTANT...........cviverieieiiereee e H-10
Billing Supervisor/Assistant City CIerk .........cccccoveiieiiciiiicieee e H-10
Water/\WasteWater OPEIALON.........ccucvirierierierierieeeeie ettt H-10
AdMINISTrative ASSISTANT.........viieieiiieie st H-10
Apprentice EQUIPMENT OPEIALOT .......cc.oiuiiieiiriieiieieie ettt H-10
Solid Waste HaNGIEr ..o H-10
Park Maintenance EQUIPMENt OPErator.........cccoviieierieiinieie s H-11
Power Plant Apprentice OPEIator ..........ccveiveieieerieiie s e eee st se e se e H-11
APPrENTICE LINBMAN.......iiiiiiiiiie et H-11
Chief Water PIant OPerator ...........c.coveueiieieeie e se e s H-11
Utility Service REPAINMMAN. ........ccoiiiiiiieiieiceee e H-11
Gas, Water & Wastewater TeChNICIaN..........cccooeivieiiiiiiiieeeee e H-11
Gas, Water & Wastewater EqUipment Operator............coevveeeieienenene e H-11
Street & Alley EQUIPMENt OPEIator .........ecvuveieiieiieie e H-11
Certified WERIUE ... nes H-12
Community ReSOUrce OFfICer ........ooiiiiiicee e H-12
e 0] O i o] USSR H-12
Power Plant Shift OPErator ............cccoveiiiiiieie e H-12
Assistant ReCreation DIFECION .........ucvveieiiieriee e ere e H-12
EIECIITC LINBMAN .....eiitiiiiie et H-13
DBLECTIVE ...ttt ettt et et e s e te et e e re e te e st e ane e teeneeaneenreenee s H-13
BT =T (0172 | RS S H-13
Street & Alley Assistant SUPErinteNdent ..........ccooeveiiiiiiiieieeee e H-13
Water/Wastewater Assistant Superintendent..........ccccoovvevieiieeiie v H-13
Parks/Cemetery Assistant SUPErintendent ...........ccocevereieniinenineeree e H-13
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Gas, Water & Wastewater Assistant Superintendent.............cccooevveveiiienenieneene. H-13
Power Plant Assistant SUPErintendent ............ccocovevviieiiese e H-15
Electric Assistant SUPEriNTENAENT .........cccoiiiiiiiieere e H-15
PUIChASING AGENT ... ittt be et e e reene e e s reeneeas H-15
LIBUEBNANT ...ttt sttt sttt et et et sbe e enee e H-15
Exempt Position Grade
HR MANAGET ..o s E-9
RECIEAtION DIFECION ......ccuiiiiiiieiieie ettt bbb E-10
Code ENforcement OFFICer........cuv i E-10
City Clerk/FINAnCe DIFECION.........ccveiiieieiiesie e e et E-11
Electric SUPEITNIENAENT ..o E-11
FIFE ChIET . E-11
Gas, Water & Wastewater SUPerintendent ..........cccccveverieereniesieeneee e see e E-11
Parks/Cemetery SUPErintendent..........cccocveiiiieieeie e E-11
POLICE CRIET ... i et re e reenee s E-11
Power Plant SUPEriNtENUENT...........ocoiiieiieie e E-11
Street & Alley SUPErNTENTENT.........cciiiii e E-11
Water/Wastewater SUPErintendent............ccveiveeiiieie e E-11
Assistant City ADMINISTIALON. .......cveiiiiiiii e E-12
Non-Exempt Firefighter Positions Grade
FIFEfIGQNIEITEMT ..o re e F-12
Firefighter/ParamediC .........ccooveiiiiiiie e F-15
LIBULENANT ... bbbttt bbb F-16
DePULY ChIET FITE ... F-17
EMS Director/Deputy Chief ........c.oooviiiiiiceee e F-18

66



June 24, 2013

Attachment H

City of lola

vioeieliet

a|eog Aed 61.0Z paAciddy

91°1Z$ 18°02$ L¥'0c$ 10'02$ 25'61% S6'8l$ 0v'8i$ 98°21L% 0E°2L$ G891 61°91L3% ¥9'S51$ 6l 4
Si'0z$ Z8'6L% Ev'6lLS S0'614 6581$ S08i% 25°L1L$ L10°LLS L¥9LS G6GLS LPGLY 68'7LS 8L d
6L'61% 88'8L$ 1S8L$ GL'8L% 0L°21$ 6L°LLS 69°9L% 029l 69°GL¢ 6L°GLS 89'%1¢ 8L¥LS Ll 4
82818 86 /1% £9'/218% 8z /1% 98'91$ JE°9L8 68°GL% E¥'GLS Y6 ¥iS L yLs 86°€lS 1SELS 9L d
60°L1% 18°91% 87 91% 91'91% 12G1$ 1E'GIS 98'¥i$ rvisg L6ELS £GELS L0ELS £9°ZLS Sl d
62°9i% c09l% 1LGLS 0’5l ¢0'GLS 65ViS 9L¥vis SLELS LEELS 68°ZL$ ZLS 0'ZL$ 7l d
Z5°S1L% 12°G1$ 671l$ 1971$ ZE¥LS 06'ELS 6¥ELS OLELS 6921% 6272Z1% /8°L1LS LPLLS €L d
L7 4% 1SS £evis S6'clg 19°€L$ 2elg £8°ZLS Sk el 2072ZL$ 89°LLS 8z’L1$ 06°0LS ch 4
- 1zzL$ 98°LLS$ 8¥'LLS ZL'LLS vL0LS 8E0LS L4
sape.s) Aeyq siapybyaiiy ydwexy -uopy
66'€Z$ 19°€78 71°€28 69'2¢% v1'Zcs 61’ LeS 98°02% STAAY 296L$ 00'6L$ 9¢'81L$ v LLS SLH
98'ZZ$ 6¥'22% ¥022% L9°L2% 80°L2$ 17°02% 18°61% 62°6L% 89'8L% 0L'8L$ 8y LL$ 68°9L% YLH
gL°12% T4 86°02% 16°02% £0°02% 8r'6L$ Z6'8L$ 9e'81L$ 8.°11% ZC LS +9'91% 20°9L$ gLH
£2°02% 6E°0¢$ 6663 096l% Zl'6L$ 96'81$ Z0'8L$ 052l S69L% L aLs 98°GLS$ ZE'GLS ZLH
€l'6L$ Lr'6L$ 20618 G59'81$ 0Z2'81% 19'21% SL'ALS G9'9L$ £L9Lg Z9GLS B60°GL$ g5'vLS LLH
08'8L$ 6v°8L% €1°8L$ 1L/l ve LS +89L% 7£914 18°GL$ LE'GLE 88'tvLS gEPLS 68°ELS OLH
167218 c9'LLS 22118 £€6'91% 2591% ¥0'91$ 15618 LL'SLS AT 8L'tv1L$ 0.€l$ £ZELS 6 H
S0°LLS 8.°91% S¥oL% cl'9lsg £L°Gl$ A £8°¥i% BEVLS 6ELS 0S€EL$ 70ELS 09°ZL$ 8 H
¥2°91$ 16618 99'GL$ GE'GLS 86v1$ YS¥LS ZLPLS 0L°€1L¢ €S 58¢ZL$ ZrzLg 00°¢ZL$ LH
9¥'GL$ 0Z°GLS L6 1L¢ L9¥i$ 9z Y8ELS reELs SO'ELY £9°Z1l$ vZeLs c8'LLS A 1% 9H
LLYiLS rvl$ 61 ¥FLg 16ELS 16°¢l8 8L'ELS 6L°CLS$ [4 4% £0ZL$ S9'LLS 9z’ LIS I8°0L$ SH
Z0pLS 6LELS AR 92'¢L$ £6'2L$ 95¢L$ 6LZL$ £8°L1S LIS OL'LIS €20L$ 9£°0L$ ¥ H
LEELS SL'ELS 6872L% 792l €EZLS 16°L1S Z9°L18 8¢'LLS £6°0L$ 85°0L$ 220L% 88'6% €H
zLEL8 25218 FXAAR €0ZL$ viLL$ 6ELLS 90°LLS 2 0LS ov'0L$ 0018 £.'6% ov6$ ZH
HEZLS 26118 89°L LS Sl 8LLLS G80L% £5°01L% £Z0L% 06'6% 65°6% 1268 S6'8$ LH
sspeisy Aed ydwaxy - uop
SE'8ES AR 66°9€$ 92'9¢$ 8€'GES SePES SE'EES P4 GE'LES 9€°0e$ pe'62% ¥E'82% Sl 3
25°9¢$ £6°6E$ [ %] £S5 vES 69'ce$ 1228$ S 1E$ 28'0€$ G8'6C% 16'8¢% ¥6°LC$ 66'92% ¥ 3
08'ves £CrES 96°eeg 06'2e$ 0L2e$ LL'LES 9Z°0£$ 1E°62% St'82% GG'/c% 29'9¢% ZL'GZ$ €L
£1'ees 65°ZE$ G6'LES ZE'LES 95'0€$ 19'62% L8'82% 96°22% 807228 £2°9¢% ye'628 ey vz [12E]
95'Le$ ¥0LES Ay ¥8'62% L1'62% 92'8¢% v l2s +9'92% 08°G2¢ 66vC$ ¥L'¥2% ZE€Z8 L3
90'0g$ 1562% 66°82% Z¥'82% £1°12% 26929 ¥1'92$ €528 JAR 4 08'ecs 66'¢2% [ 4443 oL3
19°82$ G1'gcs 6S°22% S0'.2% 6£'92% 29°62% 88YZ$ [ A 6E°ETS G92¢% 68'L2$ SLLZ$ 63
XA k4] £8°92% L£°92% 6/.'G¢$ 9L'G2$ £rves ZLEZS [ARA 0g°228 65123 98'02$ 9}°02$ 83
96°52% LTRSS 0528 S6'¥2s S6°£24 sgees 85223 167128 [ A T4 95'02% 98'61$ 6L'6L% .3
ZL'vT$ [ 4A Ggees 8£'€2$ 18224 ¥1'22% 0s°12% 18°02% 12028 8561$ 16'81% 1Z'81% 93
GS'€Z$ L1'€28 12'22% lzees zLies 60°LZ3 8°0Z% 88'61% SZ6L% S9'8L% ¢081l% Wils S 3
0gzz$ ¥6'L2$ 1571 ¢8 60°'12% 15'02% /661% 6E6LS 28'8l$ £281% 99° /1% 90° 214 817'91$ 73
Ge'les 00'1e$ B65°0Z¢ 81°02% 69'61$ ZlL'61$ 95°8L% 20'8lL$ Sv'iLg 06'91% £C0LS 81°61% £3
vE0Z$ 10°02% 29'6l$ ¥Z6l$ 11°81% 2¢8L$ 69°LLS LL'2LS €9°91% L1914 95'GL$ v0°GL$ ¢3
SE6LE ¥0'61% 19°81% 0e'8L$ S8/1S €eLiS £8°9L% 7E9L$ Z9°GL% 2e51L$ 18vLs LETLS 13
sopess) Aeg Jdwaxy
wnwixey %0'E %0 %S'C %0°E %0E Jujod-pIA %GZ'E %GZ'E %G'E %GE wnuuly  epels)
Aeg xep L1 deig 0L daig 6 daig g deig Ldaig gdaig g daig y deig g deig zdeig fed yelg

so/eas Aed vI0/ 50 ALID SLOZ

ejo| jo AiD

WY ¥S 1L

67



City of lola Attachment | October 15, 2013

REVISIONS TO THE PERSONNEL POLICY HANDBOOK

Revised ICMA-RC policy, Page 13........ccccoceiieiiiie e Sept. 23, 2013
The ICMA-RC policy was revised to better match the wording of the policy with current
payroll practices.

Added Attachment I, Revisions to the Personnel Policy Handbook ............. Oct. 15, 2013
Attachment | was added for better maintenance and understanding of handbook revisions.

Revised Pay Plan Classification, Page 65 & 66..........ccccevvvverenieninieenene Dec. 22, 2014
2015 Pay Scale, Page 67
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